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PROCEDURE  

 
Technology Equipment Circulation 
 

Procedure Administrator:  Chief Information Officer 
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Procedure File Number: 4146 
Approved By:  Dr. Harvey Kesselman, President 
 
Information Technology Services maintains a limited equipment inventory of technology that 
may be circulated, subject to existing procedures. Faculty, staff and students are responsible 
for borrowed equipment while it is in their possession. 
Loan of equipment is for the duration of the circulation period unless special arrangements are 
made at the time of the request. At the end of the circulation period, the request may be 
renewed. Renewal is at the discretion of Information Technology Services and will be 
determined by general demand for the equipment and use. 
Specialized technology equipment that requires specialized skill and knowledge for proper or 
safe use is not included in this procedure. 
If a student requires the use of technology equipment to complete a class assignment, the 
equipment will be issued to the student once Information Technology Services has received 
verification from the faculty member. The student is then responsible for the proper 
maintenance and return of the equipment. If the equipment is damaged or not returned, the 
student will be charged for the cost of replacement or repair. All losses of equipment must be 
reported immediately to Information Technology Services and Campus Police per University 
Procedure 6909. 
Faculty, students and staff may borrow designated technology equipment for use off campus 
at the discretion of Information Technology Services personnel.  All equipment is otherwise 
limited to use at campus locations only. 
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