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Alni4qJOrquG Public Sohools

New MOYO-CO

EQUIPMENT CHECK-OUT LOAN AGREEMENT
(MommuNo pomp Rf.-4id oth~t sidi% carefully Prfoir re Completing This form)

School/Department Accountable for	 Loc . No .

)RY'QTJES'C0R .-	 Loan __	Return	
Darn

	

pate_

:Location Where 'Used'- - Q j.-	
(on Locfitti

PURPOSE OF LOAN :To assl%t in ConOcting a (circle 011e) pUbliC, literary,
fawk-'MxnnrWaacientific , rencreationa.1, or educational meeting .

To asQk~t in pre6e r,ting Z (C .4.1WIC one) pubDlic, literary,
sclenti~ie, recreat .,.onal, or educational event,
TO O.SSkst in preparinc echool newt eria .). or pro jact .r

Other (SpeolfY)	

If the egu jpm

	

Je

	

sphone numbers to be used off-the ochool prerniso ~~-, giwr-~- the
at that location	 and gtate the reaoona for -L~klng the er~paipwent off
tine

I accept reSponSibilitly for the G0CUrj .t;y of the eqL71F7M1ar!'1--

	

below -
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-------------------------------------------------------------------------------
This section to he

	

plated by Administrative Unit Accountable for subject
equipment on return)
probl'r-rlle with. ecrApfrien"• and/or software al'; date of check-ont/Qr fetur-n-

PriacijpaL or Equipment ArJmin~stralto-r
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corm AD-70 -Revig2d 11/90

	

(Thi5 form Popersed.en earlier editions of AO-70)

LIF,11TE COPY

	

prinC3.pal or Equipment AftirliStrator accountable for item,
YELLOW COPY Requontor or he perw:)n receiving the property and ars ,~umimg direct

reoponut ;A-Jty for item(p) .
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INFORMATION FOR USE OF THIS FORM

Responsibi-lity for the control of interschool/office loan and employee loan of
equipment lies with principal and equipment administrator . Aotute managers
realize proper utilizati,on of hand recei.pts car, increase efficiency and decrease
losses- To ansist in. the control proced.uron this form ban been developed which
i.a to be used to both authorize the loan arnrl to serve as a record .

The requested item(e) i .2 temporarily required for the instructional program at
your school. and we understand the item(s) in to be returned by the date enter(---d
on the front . It it j.5e determined the loan is going to be permanent, you (the
requestor) will coordinate with both principals to effect a permanent t_raneter
by way of rgvlpment Transfer. Document (PA Form 15) .

While the equiiamei)t is on loan. to an employee, it J-0 assumed to bye upider the care
and control of the individual otaff member using it who

	

.3 sjjmnus F-.u ll
responsibility for any loss or damage . T.nn order to meet this responsibility,
it is imperative that staff members take specific action to obtain insurance
coverage on the equipment while in their possession- This can un sally be
arranged as an oxtens±on to a homeowner's or tenant's insurance policy, but since
this may have to be specifically endorsed on to such a policy, staff members
should contact, the-r insurance

	

irat

This logn reemont form is to be need for a3l Albuquerque Public Schoolr,
property taken off the premia&c" Normally thin property will. be equO-pmrant that
is inventoried and tagged with and APS IT) number . IF -EQUIPMENT IS TO BE TPXEN
OFF APS PREMISES, DOES NOT HAVE AN APS EQUIPMENT (TAG) NUMBER IT MUST NOT BE
TAKEN OFF THE PRM41SES UNTIL EQUIPMENT ACCOUNTING HAS TACKED IT AND INCLUDED IT
IN THE EQUIPMENT ACCOUNTING FIXED ASSET RECORD . Not all Albuquerque Public
Schools items of equipment, ton example furnishings, are marked/t .agged with a
District's APS number end inventoried . Howeve.r, if non-inventoriable items are
to be used off tht-, promises they should be included on form .

The material and/or equipment shall not by Loaned to a third party without the
written consent of the

	

Schools .

The borrower, shall account for all material and/or equipment whenever no
requested .

The right In rooicxved to cancel this loan and l.*ecaU. the material. and/or
equi.praent upon 3 days notice .
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