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	Documentation for Vendor Pick-Up – Form



Purpose:  Use this form to document a DOE # barcoded piece of Government property was picked up and removed from LBNL’s control by a vendor and not through Laboratory shipping.

	Division:
	     

	Custodian:
	     

	Manufacturer:
	     

	Model:
	     

	Serial Number:
	     

	Barcode Number:
	     


Reason that asset was picked up by vendor

	     


 FORMCHECKBOX 
  DOE# Asset will not be returned to LBNL

[image: image1.png]If asset is not going to be returned to the Laboratory the Division Property Representative should remove the barcode and affix here:
Attach this form to the Request to Retire Personal Property when submitted.

 FORMCHECKBOX 
  DOE# Asset will be returned to LBNL
If asset is going to be returned to the Laboratory retain this form as documentation of the removal until the asset is returned.  If the guts of the asset (part with the serial number) are returned but the case and barcode are not returned contact Property Management @ 5151 and request the asset be retagged.

Vendors Information

	Name of Vendor:
	     

	Vendor’s Address:
	     


Vendor’s Representative: Name of individual picking up DOE# asset

	Print Name:
	     

	Signature:
	     

	Date:
	     

	Phone Number:
	     


Division Property Representative:
__________________________

___________________

Signature



Date
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