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PROCEDURE

Application

This procedure shall apply to Ionia County Community Mental Health Authority (ICCMHA).

1.0 Intent

Records shall be maintained of any equipment that is loaned to other agencies.

2.0 Master Record

2.1 Any equipment loaned to other agencies shall be noted in the asset inventory database.  The activity shall be recorded in a tickler file for the prompt return of the equipment and follow up.  The master record and tickler file should be maintained by the individual who maintains the asset inventory database.
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