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Equipment Loan Request Form 

 

Borrower Name          Division/School      

 

Department        Supervisor Name/Phone:        

Campus                Office Bldg/Rm              Office Phone       

CCBC Email         Alternate Email        

Faculty  Staff      Admin      Other              

Other, explain:        

 

Full-time  Part-time     Other    Other, explain:        

(Supervisor authorization signature is required - email authorization only!) 

 

Equipment Type      CCBC #/Serial #       

 

Borrow Date        **Scheduled Return Date       

 

Sem Use    (120 days) Short Term Use   one week   two week  one day  

 Other, explain:                

** Scheduled Return Date Field is Mandatory** 

Description of Project  include a statement of how this equipment will be used to incorporate/enhance technology in the 

classroom (required) . 

               

I agree to return the equipment referenced above on or before scheduled return date. CCBC has the option of requesting 

return before date if the need arises. Also, be aware the equipment is to be free of files, software, etc. not provided at issue 

and the equipment needs to be in working order. The requestor (s) is responsible for transport to/from the DETC as well as 

making sure the equipment is secure at all times. The requestor is also responsible for arrangements for any specific 

application, resource, add-in, up-data, etc. via Technical Services, AV, etc. other than general user use. 

 

    (Signature/date)     (ETC Manager confirmation/date) 

Problems/Issues Encountered:              

 

                

Approved             Y          N 

 

Approver Initials    

 

Actual Return Date    

 

Recôd Initials    

 

Note problems/follow-up below 

 

 

CCBC 

Employee Technology Centers  


