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August 25, 2003
NEW MEXICO BULLETIN NO.  260-3-1
SUBJECT:  INF – AV ROOM AND EQUIPMENT CHECKOUT
TO:  All Employees

Purpose.  To provide information on procedures for access to the AV room and equipment checkout.
Expiration Date. September 30, 2003
In the interest of devising a system that better accommodates our State Office and other employees, we will be adjusting the procedures for access to the AV room and equipment checkout.

The most valuable equipment (In-Focuses and PA systems) will be moved and locked in the metal cabinet in the AV room.  Barbara Garrett and Karen Brittian, along with Rosendo Treviño, Jack Bricker, Ken Leiting, John Gliem, Bill Ellis, Ken Scheffe, and David Pacheco, will have keys to this cabinet.  If you need an In-Focus or PA system contact one of these individuals.  The door to the AV room will then be re-keyed so all State Office keys will open it.  This will give State Office personnel immediate access to all other items in the AV room.

A two-step checkout system then will be put in place.  A reservation system will be put on the shared drive on the computers, so if you want to reserve equipment you can simply go to the shared drive and make your reservations.  A manual checkout/check-in system will be in the AV room for use when you are either taking or returning equipment.  Please make sure you utilize these systems.

It is our hope these systems better accommodate your needs while providing the necessary security to the equipment.  We anticipate they will be in place by September 5, 2003.

ROSENDO TREVIÑO III

State Conservationist
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