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Request for Check-Out of Equipment Form

Student/ Employee (circle one)

Documentation must be maintained for all equipment borrowed by staff or students for educational or business purposes.  Employees terminated from HCC employment or that transfer to another College department, must return all equipment to the authorized department. 
	HCC EQUIPMENT TO BE REMOVED FROM HCC PREMISES

	Date
	HCC Property Tag #
	Description
	Serial #
	Depart#
	Room
	Bld

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	Person Requesting Use (Print or Type Name):
	     

	Home Address:
	     
	City:
	     
	State:
	     
	Telephone:
	     

	Campus:
	     
	Department:
	     
	Building:
	     
	Room:
	     

	Department:
	     
	Telephone:
	     
	Alternate Telephone:
	     

	Period of Use Dates:
	From:
	     
	To:
	     

	

	This form is good for one (1) year only.  Annual update of this form is required.

	INTENDED USE OF EQUIPMENT:
	     

	

	I shall take all reasonable care to protect the equipment from theft, loss or damage. In the event the equipment is lost, damaged, destroyed, or stolen while in my custody, I shall be liable to the Houston Community College System for:

1) The cost of having the equipment repaired.
2) Reimbursement to HCC for the asset at its replacement value or original cost as determined by HCC.

3) Attorney's fees and court costs if I fail to reimburse HCC.



	By my signature below, I,
	     
	am taking full possession, custody, and control of the described

	equipment.  I agree and understand that until the Equipment is returned to HCC in good condition, reasonable wear and tear accepted, it shall remain within my possession, custody, and control.

I understand and agree that if Equipment is lost, damaged or destroyed, I must reimburse HCC within thirty (30) days of such loss.  Failure to do so may result in legal action against me without further notice, including HCC’s recovery of its attorney’s fees and court cost for such collection.

	
	
	
	
	
	

	
	Signature of Person Requesting Use
	
	Title
	
	Date
	

	
	 Dept. Head-Approval
	
	Title
	
	Date
	

	
	Campus Representative/COO
	
	Title
	
	Date
	

	I hereby certify that the equipment described above has been returned to College premises and custody in satisfactory condition.


	
	Signature of Department Property Custodian
	
	Returned to: Bldg.#
	
	Room #
	
	Date
	

	** Form Distribution: 
For Students Only – 1 Originating Department
2. Campus (None to Asset Management)




Employees – 1. Originating Department
2. Individual       3. Asset Management if Greater than 30 days
Campus Manager: Fax form to Asset Management 713-522-8740 (ImageNow) - 713-529-2203 (ImageNow)
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