THC MEDIA EQUIPMENT CHECKOUT AND USAGE AGREEMENT

The equipment inventoried below is checked out to the person signing this form subject to the conditions at the bottom of this form.

	LOANED EQUIPMENT INVENTORY

	DESCRIPTION
	PROPOSED LOCATION
	PERIOD OF USE

	
	
	From:

To:

	
	
	

	
	
	

	
	
	

	
	
	


	OFFICE STAFF USE

	CHECKED OUT BY:


	CHECKED IN BY:

	DATE:


	DATE:


	USER INFORMATION
	AUTHORIZATION

	NAME:


	SIGNATURE:

	SIGNATURE:


	


1. Equipment will be returned to the THC Media Department by the due date. 
2. Equipment must be used for the project agreed upon by both user and office staff.
3. For computer equipment, it must be used in the THC office space and user agrees to honor all software licensing agreements related to installed programs.
4. User assumes responsibility to ensure the equipment is secure from loss or theft and is used in such a manner as to limit damage to normal wear and tear while in his/her possession. 
5. User agrees not to modify the equipment without written authorization. 

6. Failure to comply with these conditions may lead to the following sanctions: 

a. User may be charged with the replacement cost of the equipment. 


