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Reference: DPP-319652-007-009 Replacement:

Applicable: College of Nursing faculty and staff members who are in need for a short-term portable
equipment loan to perform work-related activities.

1. PURPOSE

1.1 To facilitate, regulate and control IT equipment checkout process.

1.2 To ensure that the user borrowing the equipment assumes the responsibilities of custodianship of
College of Nursing property.

1.3 To ensure that portable IT equipment are maintained in a secure environment to minimize the
threat of loss, theft and damage of the device itself and associated peripherals.

2. DEFINITIONS

2.1 Equipment Checkout: Is the process of temporarily assuming custodianship of portable
equipment that is originally owned by the college of nursing.

2:2 Peripheral: Any auxiliary device such as a mouse, keyboard, hard drive, etc. that connects to and
works with IT equipment in some way.

2.3 Data Backup: The physical copying of data files to a removable storage device so that they can be
preserved in case of equipment failure.

3. POLICY STATEMENTS

3.1 IT Unit maintains a small inventory of portable equipment (laptop computers and projectors) for
short-term loan to College of Nursing faculty and staff members. These equipment are not
intended to replace primary work site belongings.

3.2 IT Unit cannot guarantee that a laptop or a projector will be available. Equipment are provided on
a first come, first serve basis.






