Office Equipment Inspection Form

Revised 2007

Please fill in all Applicable Information

Manufacturer Model

Serial Number Asset Tag

Is this equipment Operable? Not Operable? Operating Condition Unknown? Please
Explain

If not in working condition explain why and what repairs are
needed

Are the manuals included or not
included?

Is the software included or not included?(if
applicable)

Computers/Monitors

Computer Processor: Speed: RAM:

Operating System: Hard Drive Size:

Hard Drive is it included, removed, included but empty (NO
0S)

Accessories Included: Mouse and/or keyboard,
etc..

Monitor: Choose: CRT, Flat Panel, and include
size




Printers/Copy Machines/Fax Machines:

This equipment (choose all that apply) copies, prints, faxes,
scans

Interface: (choose) parallel cable only, USB only, parallel and
USB,

This equipment uses (choose) color, black and white,

Pages per minute

Network card included?

Special Features/Other
description




