Data Projector Semester Loan Policy

Faculty members and instructors can order audio visual equipment for their regularly scheduled class in a general purpose classroom four (4) times per class per semester by completing the online Equipment Request form.  Equipment requests must be submitted two business days prior to your class date. 
In the event that equipment is needed for more than four (4) classes in a semester, and no other enhanced classroom can be assigned by the Scheduling department (732-932-2572), ECS has a limited number of data projectors available that can be loaned to academic departments.
To request a data projector for your department, the following steps must be completed and agreed upon:

1) Department administration or delegate completes Section 1 of the Data Projector Semester Loan form.
2) Email completed form to ECS at equipment@echo.rutgers.edu.

3) Once ECS has reviewed the form and determined if the equipment is available, you will receive an email with further instruction.

4) If equipment is available, it can be picked up at the ECS-HQ at 44 Road 3, Livingston Campus.  Operation and set up instruction will be provided.
5) The faculty member, or instructor, will be responsible for delivery, set-up, operation, and security of the equipment.
6) The data projector will be loaned to the department for the entire semester.
7) The equipment is to be used solely for classroom instruction and is not to be used for any personal or extracurricular events.

8) The projector must be returned to ECS-HQ by the due date indicated on the form, and must be returned in proper working condition

9) Failure to return the item by the agreed due date will result in a $25.00 weekly late fee charged to the user.
10) In the event that the item is lost, damaged, or stolen, the department will be assessed a replacement fee of $1,000.00.
ENHANCED CLASSROOM SUPPORT

DATA PROJECTOR SEMESTER LOAN CONTRACT

All fields in SECTION 1 must be completed by Department Admin. & emailed to:  equipment@echo.rutgers.edu
 Enhanced Classroom Support  44 Road 3  Livingston Campus 
732-445-3612
  SECTION 1

	Department:
	Today’s Date:

	Requesting Faculty:
	Phone:
	Email:

	Course No.
	Location:


	Day/Period:

	Dept. Admin.
	Phone:
	Email:

	Dept. Head:
	Phone:
	Email:



	Other Faculty sharing item:
	Phone:
	Email:

	Other Faculty sharing item:
	Phone:
	Email:


TO BE FILLED OUT BY ECS STAFF:

	ECS Item:
	Media #

	ECS Item :
	Media #

	Dept. Rep. Signature:


	ID/DL:

	Item Pick up date
	DUE DATE:


	Return date:

	Notes:


	Received by:

(ECS Staff)


Completion of this request form is acknowledgement that the above individuals are taking full responsibility for the operation and security of the requested ECS item.  The equipment is being used solely for classroom instruction and is not being used for any personal or extracurricular events.  I understand that to operate this equipment for any use other than intended will result in the loss of future borrowing privileges.  I also agree to return the item, BY THE ABOVE DUE DATE.   ______ (init.)

The equipment must be returned to ECS HQ in proper working condition.  Failure to return the item by the agreed due date will result in a $25.00 weekly late fee charged to the user.  In the event that the item is lost, damaged, or stolen, the department will be assessed a replacement fee of $1000.00.  ______ (init.)
