
NCI at Frederick 
Temporary Loan Document for Individuals 

Please type or print information clearly 

1. Organization  NCI  NIAID  DMS  Leidos Biomedical Research, Inc.  Other (Specify): 

2. Loan Type  Original  Renewal If Renewal, Specify Original Loan Date: 

By my signature, I certify that the use of the equipment described below is for official Government work ONLY, and I 
assume complete responsibility for the care of this equipment while in my possession. 

Employee Information 
3. First Name 4. Last Name 

5. Organization 6. Location 7. Telephone 

8. Signature 9. Date 

I am hereby authorized to remove Government Property in the form of 

10. Decal Number 11. Description of Item 12. Manufacturer 

13. Model Number 14. Serial Number 15. Acquisition Cost 16. Project Number 

17. From (Present Location) 18. To (Location Home, Travel/Destination) 

19. Justification (Reason for the loan, including specific name/nature of work to be performed and benefit to be derived by the Government) 

I approve the removal of the above designated equipment to the location stated for purposes of promoting the work of 
this office/laboratory, and I consider this action to be in the best interest of the Government. 

Authorized Officer Information 
20. First Name 21. Last Name 22. Title 

23. Signature 24. Date 

Authorizing Signature Information 
25. Signature of Property Control Officer 26. Signature of NCI Project Officer 

27. Signature of Organization Approving Official 28. Signature of Property Administrator 

29. Signature of Property Accountability Department Representative 30. Signature of NCI Contracting Officer 

Authorization Validation (Not to Exceed One [1] Year) 
31. Valid From (Date and Time) 32. Valid To (Date and Time) 

Property Returned 
33. Signature of Property Control Officer 34. Date 

35. Property Accountability Department 

Copies of this form are to be maintained by: 
1 – Property Accountability Department  2 – Protective Services  3 – Authorizing Officer  4 – Property Control Officer  5 – Equipment Copy  6 – NCI Contracting Officer 
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NCI at Frederick 
Temporary Loan Document for Individuals – Instructions 

1. Select the type of organization: NCI, NIAID, DMS, Leidos Biomed., or Other (Specify). 

2. Select loan type: Original loan or Renewal. If Renewal, specify original loan date. 
3. Enter employee’s first name. 
4. Enter employee’s last name. 
5. Enter employee’s organization. 
6. Enter employee’s building and room location. 
7. Enter employee’s telephone number. 
8. Signature of employee. 
9. Date employee signed the document. 
10. Enter decal number. 
11. Enter description of item. 
12. Enter manufacturer. 
13. Enter model number. 
14. Enter serial number. 
15. Enter acquisition cost. 
16. Enter project number. 
17. Enter from (present location) of equipment. 
18. Enter to (location: home, travel/destination) of equipment. 
19. Enter justification (reason for the loan, including specific name/nature of work to be performed and benefit to 

be derived by the Government). 
20. Enter first name of authorized officer. 
21. Enter last name of authorized officer. 
22. Enter title of authorized officer. 
23. Signature of authorized officer. 
24. Date authorized officer signed the document. 
25. Enter signature of property control officer. 
26. Enter signature of NCI project officer. 
27. Enter signature of organization approving official. 
28. Enter signature of property administrator. 
29. Enter signature of property accountability department representative. 
30. Enter signature of NCI contracting officer. 
31. Enter authorization period start date and time. 
32. Enter authorization period end date and time. 
33. Enter signature of property control officer receiving returned equipment. 
34. Date received returned equipment. 
35. Enter property accountability department. 
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