

I _____________________________ have read and understood the items below regarding the proper care, security and acceptable use of ORGANIZATION equipment.

I am signing out:
 
· Laptop
· Macbook
· iPad

on Date: ______________ and returning it on Date:_____________

Signed:________________________________ Date: _________________________


Usage
Acceptable Use
Laptops and Tablets are to be used for ORGANIZATION related work. All online behavior, communications, Internet usage and activities should be in-line with ORGANIZATION’s ideals and mission statement. Steps should be taken at all times to protect ORGANIZATIONAL data and hardware from theft and intrusion both virtual and real world.
Equipment is to be returned on a timely basis and in good condition. If the loan period needs to be extended all steps should be taken to notify XXX as soon as possible to make sure the equipment is not reserved for another staff member.
Equipment must be returned at any time upon the request of ORGANIZATION even before loan period has ended.

Laptop/Tablet Care and Maintenance 

Travel 
· Laptops/Tablets should be with you at all times.  It is advisable to carry the device instead of leaving with any hotel storage or placing in your checked luggage.
· If possible leave device in the hotel room safe.
· Do not leave bag containing the device hanging on the back of a chair or out of view.
· Do not leave the device in a car trunk, particularly in the sun. If you must put laptop/tablet in trunk in a public lot or street, do so beforehand so people do not see you to deter theft.
· When traveling internationally, pack the appropriate adapter for your laptop power supply.
· Do not use the device on the beach or in areas where it may get wet (pool, boat).
· Always check the seat before you exit car, train, bus or other transportation to make sure you have the device.
· Use caution when connecting to public Wi-Fi, data is not always safe on unsecured connections.
· If laptop is stolen you must file and obtain a copy of a police report and report the theft to the appropriate person at ORGANIZATION immediately. 

Laptop/Tablet Cases
Laptops and tablets should be carried in bags/cases designed to do so. Other bags such as standard briefcases, backpacks, and carry-on bags do not provide enough protection or support for the laptop. Using this type of bag can either scratch the case or crush the laptop/tablet itself, causing damage to the screen. Stacking anything on your laptop (books, bags, etc.) may result in keyboard impressions on the screen.*
General Care and Best Practices
· If you have pets prevent them from walking/sleeping on the keyboard/screen (cats) and chewing on power cords (dogs).
· Do not allow anyone to download software or apps on the laptop/tablet or install unauthorized software.
· Make sure your Antivirus is kept up to date and you scan regularly.
· Make sure all work is saved to the appropriate file location and not the local drive.
· Keep power cords behind furniture so they do not get tripped over and pull the laptop off a surface.
· Avoid eating or drinking over or near the laptop/tablet. 
· When the screen needs cleaning try a micro-fiber monitor cleaning cloth first. If needed use a soft washcloth, slightly dampened with water, and wipe gently. To dry it, use a dry soft washcloth. Spraying cleaners directly on a laptop screen will result in permanent streaking.
· Use compressed air or a soft brush to clean the keyboard.
· When getting up from laptop/tablet always lock the screen.

Report all damage or theft/loss immediately to the appropriate person.

[bookmark: _gjdgxs]*To view monitor keyboard impressions or scratches, look at the screen from an angle while the laptop is turned off. If you see small impressions or marks, your screen has keyboard impressions.
