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Employee Equipment Loan Form





     1.3
It is (Company Name) policy not to allow the lending of equipment and tools to other trades. However, in rare and unique situations in which lending of specialized equipment is necessary for the workplace’s health and safety maintenance, exceptions may be made i.e. a manufacturer willing to replace light fixtures, but required to use of a scissor lift to do so, but is not prepared to take on the extra expensive of renting a lift, while knowing one is on site. In these rare exceptions, (Company Name) requires the borrower to supply documentation proving their training in the safe handling of equipment being borrowed. They will also be required to receive a pre-orientation and safety conversation about the proposed use of equipment and finally, the user will be expected to submit the attached waiver of liability, claim and indemnity to release (Company Name) in the case of a health and safety issue resulting from the use of the loaned equipment.
This form tracks equipment/items that are in the temporary custody of a tradesperson not employed by (Company Name).  No equipment shall be used by any person not employed by (Company Name) without authorization and explicit following of the above set terms.

 Provide all information requested, including date and initials. Date and initial again in the “Returned” column when equipment is returned. 

All equipment loans are for the health and safety of (Company Name) employees, their convenience, and the benefit of (Company Name).   

THE FOLLOWING GUIDELINES APPLY TO EQUIPMENT ON LOAN TO A PERSON NOT EMPLOYED BY (COMPANY NAME):
· The equipment is to be used for (Company Name) maintenance activities.                                                                                                                 

· The borrower is responsible for safeguarding the equipment while it is in his or her possession.

· The equipment should be returned to (Company Name) once the purpose for its loan has been completed.

	Tag Number
	Manufacturer
	Model
	Item Description
	Serial Number
	System Name
	Loaned

Date      Empl    Auth
	Returned

 Date     Empl    Auth
	Last Update
	Copy sent

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Borrower (print name)  ___________________________________ ID#___________________________     Signature:  _______________________________ Date:  __________

Reason for borrowing (Company Name) equipment: ________________________________________________________________________________________________________________________________________________

Authorized by (print name) ___________________________________________________  Signature:  _______________________________________Date:  _________________      

Complete upon return of all loaned equipment:  I, ______________________________________ (print  name) acknowledge receipt and inspection of the equipment listed above.  

Signed: ______________________________________________________  Date: _____________ 
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