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Orleans-Niagara Teacher Center 

Loan Request Form

Loan Request Procedures

· Loan equipment must be picked up and dropped off at either Center. This request form must be completed for every loan item.
· Please pay attention to length of loan times for various items.

· If you would like to check availability of an item, please contact the center at 1-800-836-7510 x3772 
· ALL INFORMATION BELOW IS REQUIRED
	Name:
	
	Date:
	     

	District:
	     
	Building:
	     

	Phone:
	     
	Email:
	     

	Supervisor:
	     
	Date Needed:
	     

	Signature:
	


By signing, I agree that I am responsible for the costs to repair or replace any item returned in a damaged condition, or with missing items, or lost completely. I will check all packages carefully when I pick them up and when I drop them off, and I will report problems immediately to the center.
	Ellison Dies:
	 FORMCHECKBOX 
 Small Ellison Machine
	 FORMCHECKBOX 
 Small Ellison Dies

	
	Die numbers: 
	      You can come to the Center and check them out.

	Electronics:
	
	

	Digital Cameras:
	 FORMCHECKBOX 
 Cybershot  Tag#      
	

	Camcorders:
	 FORMCHECKBOX 
 HandyCam  Tag#      
	 FORMCHECKBOX 
 Tripod 

	Laptops:
	 FORMCHECKBOX 
 #?      
	Tag #
	      (for office use)

	iPad:
	 FORMCHECKBOX 
 #?       
	Tag #s 
	      (for office use)

	Flip Camcorders:
	 FORMCHECKBOX 
 #?      
	Tag #s
	      (for office use)

	Document Camera:
	 FORMCHECKBOX 
  
	Tag #
	      (for office use)

	LCD Projectors:
	 FORMCHECKBOX 
   
	Tag # 
	      (for office use)

	GPS units:
	 FORMCHECKBOX 
   #?      
	Tag #s
	      (for office use)

	Graphing Calculators:
	 FORMCHECKBOX 
   #? 
	Tag #s 
	      (for office use)
	


Office Use

Date Loaned:



Date Due:


Date Returned:



Hardware Tag #:







Initials:





4124 Saunders Settlement Road          ♦          Conference Center          ♦          Sanborn, NY 14132

Phone: (800) 836-7510 x3772

