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It is the policy of the District Board of Trustees to allow other schools, civic organizations, and clubs to use certain College audio visual equipment free of charge when it is not needed for College use.


History: Adopted: 12/8/87; Effective: 12/8/87; Revised: 3/11/97, 04/09/02
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In accordance with College Policy 3-18, the procedures for use of College audio-visual equipment by other schools, civic organizations and clubs shall be as follows:


1.
A verbal or written request for equipment is made by the organization to the Audio‑Visual Department.


2.  
The Audio‑Visual Department determines the availability of the equipment requested.  The Department then contacts the Executive Director of Media and Community Information for authorization to allow removal of equipment from campus.


3.  
After authorization is received, the equipment type, college decal number, and date of issuance and return are recorded by completion of the standardized "A/V Equipment Service Request” form.


4.  
A representative of the organization will pick up the equipment from the A/V Center.  At this time he or she will sign the "A/V Equipment Service Request" accepting responsibility for the equipment listed.  A copy of the form is given by the borrower and the original is filed by the A/V Department.


5.  
When returned, the equipment is inspected for operational and physical condition.  The "A/V Equipment Service Request" is signed indicating the property was properly returned, dated, and retained in the audio‑visual files. 

6. Upon inspection of the borrowed equipment when returned by the borrower, if any of the equipment has been damaged, the College will require full restitution and/or repair.  The borrowing entity will not qualify for loan again until such restitution is made.


History: Adopted: Effective: Revised: 1/15/92,   3/11/97, 04/09/02
