Borrowing and Lending Equipment

All ORGANIZATION’S NAME equipment will be controlled and administered by the TITLE OF CONTACT PERSON.  When a ORGANIZATION’S NAME staff member, or someone associated with ORGANIZATION’S NAME wishes to borrow ORGANIZATION’S NAME equipment, the following procedure needs to be followed:

1. Notify the TITLE OF CONTACT PERSON that equipment is needed, using the equipment request form.  

2. TITLE OF CONTACT PERSON will process the request and ensure equipment is ready for the desired date and time.

3. In cases where the equipment will be used by someone other than ORGANIZATION’S NAME staff (i.e. Board, Committee members, other people related to the organization) the TITLE OF CONTACT PERSON will obtain approval from Executive Director before processing the request.

4. Sign out the equipment on a sign-out sheet located SPECIFY PLACE.

5. Equipment may then be removed.

6. Equipment must be returned to TITLE OF CONTACT PERSON immediately after use.

If someone other than ORGANIZATION’S NAME staff is borrowing the equipment, the following extra steps must be taken:

1. All equipment shall be delivered by the TITLE OF CONTACT PERSON to the location where it is needed, when in SPECIFY CITY.

2. The equipment must only be set-up by the Systems Administrator.

3. The equipment will be taken down and picked up by the TITLE OF CONTACT PERSON at the end of the day, event, etc.

 Portable Equipment (sample list)

2 Toshiba Satellite 2800 Laptops

2 Acer Laptops

1 Compaq Projector

1 Multisync Projector

1 Kodak Digital Camera

1 Canon BJC-50 printer
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