
IINNFFOORRMMAATTIIOONN  TTEECCHHNNOOLLOOGGYY  
EEQQUUIIPPMMEENNTT  LLOOAANN  AAGGRREEEEMMEENNTT  FFOORRMM  

 
 

First Name__________________________  Last Name________________________________ 
 
Logon______________________________  Phone No ________________________________ 
 
Department_________________________  Department Account No ____________________ 
 
 

Please Note: 
  All equipment must be checked in and returned to the Help Desk (LRC 023).  A photo ID is required at the 
time of check-out.  
 

Loan Agreement 
You signature on this form indicates you agree to the following terms: 

 
You will be held liable for any damages (other than normal wear) incurred during the loan period. Your 
department will be charged the replacement cost of the part along with a surcharge of $30.00, if missing 
equipment cannot be located and returned. 
 
There is a $15 per day late fee applied for equipment that is not returned on time. Late fees are only applied 

Monday – Friday (excluding holidays). 
 
Reservations requesting more than 2 laptops or 2 projectors must have prior authorization from a help desk 
manager. 
 
 

BORROWER’S SIGNATURE: __________________________________________________ 
 
CHECK-OUT DATE: __________________________ 
 

 
Office Staff Use Only 

 

 

Equipment:  Laptop       Projector            Tablet            Equipment Name________________________ 
 
DUE DATE: _________________________  
 
ACTUAL RETURN DATE ___________________          CHECKED IN BY___________________ 

 
EQUIPMENT PROBLEMS: 
 



 Tablet Checklist 

LRC023-WL-01 thru WL-07 
Case number must match device number 

Item 

# 
Part 

Check 

Out 

Check 

In 

 
HP Tablet Computer 
  *Equipment Operates Correctly 

 

 

 

 

3 CD/DVD-RW   

5 Battery   

6 Express Card Slot   

9 
Power Adaptor & cord  
        (2 parts) 

  

11 Docking Station   

12 Retractable Mouse   

25 Network Cable   

28 Stylus Pen w/ attached string   
 

Check-Out Initials 

Help Desk ________  Borrower ________  Date ________ 

Check-In Initials  

Help Desk ________  Borrower ________  Date ________ 

 

Projector Checklist 

Proj 10 - 60 
Case number must match device number 

Item 

# 
Part 

Check 

Out 

Check 

In 

 
Projector 
 *Equipment Operates Correctly 

 

 

 

 

2 Remote Control   

4 Fan Cover   

14 Power Cable   

18 Operating Manual   

21 S-Video   

22 3.5mm – 3.5mm Cable   

27 3 channel RCA Cable(R,W,Y)   

28 VGA Monitor Cable   

29 
VGA to DVI Monitor Cable 
(proj 50 only) 

  

 

Check-Out Initials 

Help Desk ________  Borrower ________  Date ________ 

Check-In Initials  

Help Desk ________  Borrower ________  Date ________ 

 

iPad Checklist 
Case number must match device number 

Item 

# 
Part 

Check 

Out 

Check 

In 

 
iPad 
  *Equipment Operates Correctly 

 

 

 

 

 USB Cable (for iPad)   

 Charging Head   

 Guide Book for iPad   

 External Keyboard   

 USB Cable (for Keyboard)   

 Guide Book for Keyboard   
 

Check-Out Initials 

Help Desk ________  Borrower ________  Date ________ 

Check-In Initials  

Help Desk ________  Borrower ________  Date ________ 

Combo Unit Checklist 
Case number must match device number 

Item 

# 
Part 

Check 

Out 

Check 

In 

 
Laptop 
 *Equipment Operates Correctly 

 

 

 

 

4 External CD-RW/DVD-RW   

5 Battery   

9 
Power Adaptor & cord  
        (2 parts) 

  

12 Mouse   

21 Mini USB – USB   

25 Network Cable   

40 Laptop Case (combo 1 only)   

 
Projector 
 *Equipment Operates Correctly 

 

 

 

 

2 Remote Control   

4 Fan Cover   

14 Power Cable   

18 Operating Manual   

21 S-Video   

22 3.5mm – 3.5mm Cable   

27 3 channel RCA Cable(R,W,Y)   

28 VGA Monitor Cable   
 

Check-Out Initials 

Help Desk ________  Borrower ________  Date ________ 

Check-In Initials  

Help Desk ________  Borrower ________  Date ________ 

 

Portable Screen Checklist 
Case number must match device number 

Part 
Check 

Out 

Check 

In 
Screen   

Instruction Sheet    

Screen legs are intact   

Screen case latches appropriately   

Screen is not damaged (torn, marks, etc.)   
 

Check-Out Initials 

Help Desk ________  Borrower ________  Date ________ 

Check-In Initials  

Help Desk ________  Borrower ________  Date ________ 

 

Galaxy Checklist 
Case number must match device number 

Item 

# 
Part 

Check 

Out 

Check 

In 

 
Samsung Galaxy 
  *Equipment Operates Correctly 

 

 

 

 

 USB Cable (for Galaxy)   

 Charging Head (2 pieces)   

 Guide Book for Galaxy   

 External Keyboard   

 USB Cable (for keyboard)   

 Guide Book for Keyboard   
 

Check-Out Initials 

Help Desk ________  Borrower ________  Date ________ 

Check-In Initials  

Help Desk ________  Borrower ________  Date ________ 


