	ECs and Alternate ECs acknowledge understanding by placing initials in the space to the right of each item.

	1) I understand that I could incur monetary liability and/or be subject to disciplinary action under the Uniform Code of Military Justice for loss, destruction, or damage to computer equipment caused by misconduct, unauthorized use, or inadequate care, custody, or safeguard of CS equipment.  Ref: AFMAN 23-220 Reports of Survey for Air Force Property, para.s 2.2.2 & 2.3.1
	      

	2) I understand that spills (drinks, etc.) can cause damage to computer equipment.  I will instruct those within my area of responsibility to keep open containers a safe distance from computer equipment items.
	      

	3) I have reviewed para. 4.a. through 4.o. (Duties and Responsibilities of Equipment Custodians) in the AFPC EC User's Guide located on the world wide web at http://www.afpc.randolph.af.mil/adpe . 
	      

	4) I have read and understand Computer Systems (CS) equipment physical security guidelines outlined in AFI 33-112 paragraph 19.5.1 through 19.5.2, and para. 4j of the AFPC EC User's Guide.
	      

	5) I understand that I must ensure an updated EC Appointment letter (signed by my director) is provided to DPDXRI at least 45 days in advance of an EC Change. Ref: AFI 33-112 para. 7.5.1. ; AFPC EC User's Guide para. 3.a.
	      

	6) I understand that I remain responsible for all assigned CS equipment until  a) a new custodian is appointed in  writing by my director; b) newly assigned custodians complete required training;  c) a physical inventory is completed jointly by both incoming and outgoing custodians; and d) any discrepancies discovered during the joint inventory have been resolved. Ref: AFI 33-112 para. 7.5 - 7.5.3.1 & 11.10 - 12;  AFPC EC User's Guide para. 3.c.1 - 4.
	      

	7) I understand that I must complete all actions required to transfer responsibility for my account to the new EC no later than 15 days prior to my reassignment.    Ref: http://www.afpc.randolph.af.mil/adpe/ecinfo/outprocess.htm
	      

	8) I understand that if equipment is discovered missing, or if damage is discovered that is not covered under warranty, I must submit a request for Report of Survey immediately (within 2 weekdays).   Ref: AFI 33-112 para. 11.12 ; AFMAN 23-220 para. 4.1.1 ; AFPC EC User's Guide para. 4.h
	      

	9) I understand that I must attach Bar Code Labels to the front side of all CS equipment immediately upon receipt, and ensure labels are attached to the appropriate items by physically verifying manufacturer attached serial numbers.  Ref: AFI 33-112 para. 11.2; AFPC EC User's Guide para. 4.c.a - b.
	      

	10) I understand that CS equipment discovered during an inventory that is not listed on my account listing must be reported to the base ECO and HQ AFPC ECO immediately.  Ref: AFI 33-112 para. 11.4; AFPC EC User's Guide para. 4.f.
	      

	11) I understand that I must report Excess Equipment to the ECO upon discovering that CS equipment has or will become excess to the requirement for which it was acquired.  Ref: AFI 33-112 para. 11.11; AFPC EC User's Guide para. 4.m - 4.m.3.
	      

	12) I understand that CS equipment  not currently in use will not be stored in individual workcenters but must be turned in as excess.  Equipment that is to be returned to use should be placed in temporary storage until again required. Ref:  AFI 33-112 para. 11.6 ; AFPC EC User's Guide para. 4.k. & 4.m. - 4.m.3 
	     

	13) I understand that I must not cannibalize, ship, or transfer excess equipment to any other location without first prior written permission from the ECO. Ref: AFI 33-112 para. 11.3 & 11.6;  AFPC EC User's Guide para. 4.m. - 4.m.3
	      

	14) The equipment account  folder for my account #________ is maintained at (location) ________________.
	      

	15) I understand that it is my responsibility to complete a physical inventory of all CS equipment assigned to my account at least every 9 months, and return the completed inventory (with both my and my director's original signatures) to the ECO prior to the assigned suspense date.   Ref: AFI 33-112 para. 11.1.1; AFPC EC User's Guide para. 4.c. - 4.c.5.
	      

	16 ) I understand that I must contact all personnel with equipment signed out from my account on Temporary Issue Receipts (AF Form 1297) during each inventory to verify that information on 1297s remains current, and that all AF Form 1297s must be reaccomplished at least annually.
	      

	17) I understand that I must notify the ECO when internal equipment items (hard drives, etc) are installed or removed from equipment items.
	      

	18) I acknowledge my responsibility to contact the ECO for clarification if I do not understand any part of this checklist, the AFPC EC User's Guide, AFI 33-112, AFMAN 23-220, or if I encounter an equipment management and/or reporting situation not covered by these publications. 
	      

	  
  EC's Printed Name & Grade  __________________________________   Custodian's Signature & Date _________________________________________
                                                                     
ECO Representative Signature & Date____________________________________________                                         Revised Dec 2001


