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To:   Dr. Mary Shelley 

From:   Dr. Gar Licky 

Date:   June 3, 2012 

Re:   DoIT Equipment Reservation and Checkout Procedures 

 

Dr. Shelley, 

DoIT recently experienced an incident regarding the improper reserving and 
checking in/out of equipment, specifically a LCD projector. The projector had 
been inappropriately reserved and checked in/out. This incident created 
frustration and confusion among the DoIT staff and faculty. This incident raised 
awareness of the inefficiency of the current check in/out process. 

After analyzing the situation, I believe that this incident occurred as a result of a 
weak policy and lack of proper communication. As the Director of IT, it is my 
responsibility to ensure that all future incidents of this sort are prevented and 
that the quality and reliability of DoIT services are upheld. Consequently, I 
recommend that the department immediately establish a set of standard policies 
and procedures for reserving and checking in/out all equipment. In addition, each 
individual on the DoIT staff will be required to attend the training and adhere to 
the new policies and procedures established.  
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Attached are several documents necessary to quickly facilitate the 
implementation of the described recommendation. The following documents are 
included: 

1. Policies and procedures for reserving and checking in/out of all equipment. 
2. Appropriate forms to be utilized for reserving and checking in/out of all 

equipment. 
3. Formal training outline and communication plan. 

Your time is certainly appreciated. I look forward to entertaining your comments 
and questions in the near future. 

 

Sincerely, 

Dr. Gar Licky 
Dr. Gar Licky, Director of DoIT 
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DEPARTMENT OF INSTRUCTIONAL TECHNOLOGY (DoIT) 

POLICIES 
 
Introduction 
 
This policy is issued by the Department of Instructional Technology (DoIT) to 
serve as a guide for the proper and systematic organization, maintenance and use 
of technology equipments by all members of East Vampire College, faculty and 
students. This policy will immediately replace any other policy (ies) in East 
Vampire College and will be reviewed in the last month of the end of every 
academic year or as deemed necessary by this department or East Vampire 
College.  

     
Computer and Equipment Replacement 
 
All computers will be replaced every three years. Ageing will be based on the   
annual report of the Inventory Clerk and ratified by the Director of Technology. 
The funding will be provided by the East Vampire College. One-half of the annual 
budgets must be expended by the midpoint of that fiscal year. 
 
Checking-out and Checking-in of Equipment 
   
All checking-out and checking-in of equipments from DoIT must complete the 
“Checking out form” and follow the procedures suggested for that process. The 
equipment must be borrowed and returned according to the dates specified in the 
forms. 
 
DoIT staff must visually inspect the equipment for damages during checking-in 
and checking-out of the equipments. Noticeable damages, incomplete equipments 
or accessories must be communicated in writing to the Audio-Visual technician 
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(AVT) who will in-turn notify the inventory clerk in writing so that he will include 
that in his report to the Technology Director. 
 
Policy Availability 
 
This policy shall be made available to all DoIT staff in the operational handbook of 
the department. The stipulations of the DoIT procedures must be followed and to 
act as a guide for all activities of DoIT. Any problems arising from any deviation 
from this policy and operational modules of DoIT will be the responsibility of the 
staff and or the faculty member. 
       
References for More Information 
 
This policy shall be the official and standard guide for all activities of DoIT. A 
compiled folder copy must be maintained with the front desk for any references or 
clarifications. In addition, an electronic copy of the reservation and check-out form 
must be available on the DoIT website for easy download. 
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Overview 

 The objective of this SOP is to improve reserving and checking out DoIT loan 

equipment procedures for East Vampire College.  There will be a strict procedure to 

which all staff must adhere to.  If proper reservation and checking out procedures are not 

followed, access to equipment will be denied.  The standard operating procedures set in 

place will prevent loan equipment from being loaned to the wrong person, lost, and/or 

broken. 

 

Rationale 

 The reason this SOP was created was do to a recent incident where a piece of loan 

equipment was lost and then found at a later date.  The confusion of where the projector’s 

location was at a given moment was not clear.  There should never be a question of where 

a piece of equipment is.  The relevancy of setting procedures in place is of the utmost 

importance.  If an expensive piece of equipment is missing, the responsibility falls on one 

person; that one person may not even be the cause of the incident.  Simply checking 

equipment in and out and updating the status of the use of specific equipment will help to 

prevent further incidences of losing equipment.  The records of who had what piece of 

equipment at a given time will also help in instantly identifying who last saw a piece of 

equipment.   
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Responsibility 

Each involved member in DoIT is listed and specified via title.  The following diagram 

assists in outlining the hierarchy of responsibilities of each DoIT staff member: 
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Procedures 

L.E. 1.1. Checking out DoIT loan equipment 

• There is a certain procedure that ensures the proper use and safe return of DoIT 

equipment.  This procedure outlines appropriate protocol for addressing all 

possible situations through which a borrower and/or DoIT employee should be 

concerned. 

L.E. 1.1.1 Availability to check out DoIT equipment 

• To check availability of equipment, borrower must go to or call the main 

office of DoIT. 

L.E. 1.1.2 Reserving DoIT equipment 

1. Borrower must go to or call the main office of DoIT. 

2. Borrower must go through steps with a DoIT employee to complete the East 

Vampire College - DoIT Equipment Requisition Form. 

3. The East Vampire College - DoIT Equipment Requisition Form will be kept 

on file until the borrower is ready to pick up the reserved equipment.  Only 

then, will the receipt be given to the borrower. 

4. If reservation was completed over the phone, the borrower will be sent a 

confirmation e-mail from a DoIT employee indicating the reservation of the 

equipment was successful with documented agreement. 

5. If the confirmation e-mail is not found, the borrower must go to or call the 

main office of DoIT to confirm the reservation of the equipment.   

L.E. 1.1.3 Checking in and out DoIT equipment 

• Checking out equipment 
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1) Borrower must go to the main office of DoIT. 

2) Borrower and DoIT employee must complete the East Vampire 

College - DoIT Equipment Requisition Form; receipt should be given 

to borrower. 

3) Borrower must go over procedure of how to use the equipment with 

employee of DoIT. 

4) Borrower must understand that if a problem with the equipment 

occurs, that the problem must be reported to the main office of DoIT 

right away.  

• Checking in DoIT equipment 

1) Borrower must go to the main office of DoIT. 

2) Borrower and DoIT employee must complete the receipt of the East 

Vampire College - DoIT Equipment Requisition Form.  The receipt 

must be stapled to initial agreement on record. 

3) Employee of DoIT must inquire to the borrower about equipment use 

and ask if any issues arose before, during, or after use of equipment. 

4) Employee must briefly inspect that equipment is not visibly broken, 

and all equipment pieces and quantities are accounted for. 

5) Employee will clear borrower that the initial inspection has been 

completed and the return process was successful. 

6) If the equipment return is unsuccessful in that a piece of equipment is 

broken, then a report must be written and the borrower must account 

for the occurrence of the equipment issue. 
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L.E. 1.1.4 Lost DoIT equipment 

1. If a piece of equipment is lost, the borrower and DoIT employee (present 

at time of issue reported) must complete a formal report. 

2. After the formal report is written, the Inventory Clerk, AV Technician, all 

Instructional Technologists must be carbon copied in an e-mail with the 

formal written report.   

3. After all important DoIT staff members are notified, then the DoIT staff 

must correspond within a 72 hour block of time to track down the lost 

piece of equipment. 

4. If equipment is located, then a resolution formal report must be written in 

response to lost equipment incident report. 

5. If equipment is not found within the 72 hour block of time, then the 

Director of DoIT must be notified; at this time, the Director will take 

proper course of action and notify his or her Chief Technology Officer. 

6. If Director is unable to locate missing equipment, the Chief Technology 

Officer must take action to locate and/or report the incident to his or her 

Supervisor at East Vampire College. 
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Help Page 

• Borrowers must fill out the East Vampire College - DoIT Equipment 

Requisition Form with an employee of DoIT.  To obtain the form, go to 

the DoIT main office and ask for the form from a DoIT employee.   

• If borrowers have questions about reserving, checking out, returning, or 

reporting equipment problems, they may call the Help desk: 123-968-3264 

(123-YOU-FANG). 

• Training/Orientation will be available to employees working for DoIT, as 

well as, borrowers.  The Training/Orientation schedule will be posted 

outside of DoIT’s main office. 

 



Department of Instructional 
Technology (DoIT) 

New Procedure Training Outline 

 

I. Training Duration: 1.5 hrs.  
II. Learning Objectives: By the end of the training the participants 

will be able to:  
a. Properly check in/out equipment 
b. Provide excellent customer service to customers 
c. Track and identify equipment that are in stock and have 

been checked out 
d. Clearly communicate with peers 

III. Overview: New policies and procedures have been created for 
DoIT. After identifying a problem with our old procedure, 
today’s training will provide our participants with a copy of our 
mission, a review of our forms, policy, and procedures in order 
to ensure everyone has a clear understanding of the 
department’s expectations.  

IV. Instructional Plan: 
a. Overview of Mission (10 min) 
b. Overview of Policies and Procedures (20 min) 

i. Q&A 
c. Presentation/Video on Procedures and customer service 

expectations (30 min) 
d. Activity (20 min) 

i. Review form 
ii. Role play 



1. Fill out form 
2. Write next  steps 

e. Q & A (10 min) 
V. Materials Needed: 

a. Sample Forms 
b. Copies of Mission, Policies , and Procedures 
c. Laptop and Projector 
d. Evaluations 

VI. Training Development Resources: 
a. DoIT Website 
b. Video 

VII. Evaluation 
a. Each participant will evaluate the training and provide 

feedback for improvement in future trainings. 
 



 
East Vampire College  

 DoIT Equipment Requisition Form 
 
 
Name of Borrower: __________________________________ 
Date: ___________ 
Time: ___________ 
Department: _______________________________ 
Equipment Checked-Out (Indicate Quantity): _________________________________________ 
Reason: _______________________________________________________________________ 
Expected Return Date: _____________ 
 
Please sign your signature ensuring the proper use and safe return of DoIT’s equipment: 
 
I, ________________________________, am checking out equipment from DoIT and take full 
responsibility for any lost or broken piece of equipment.  It is my duty to handle the equipment with 
care, report any issues with the equipment, and return the equipment in a timely fashion at the 
specified date agreed upon by me and DoIT.  
 
Signature: ________________________________________ 
Date: ______________ 
 
Authorized By: ___________________________ 
Date: ____________    
Time: ____________ 
 
 
(Please detach the receipt below as proof that equipment was given to borrower) 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ 
_ __ _ _ _ _  
 

Proof of receipt for instructor/staff that checked out equipment. 
 

***Please bring this receipt to the DoIT main desk when returning equipment.  This is proof that all 
equipment has been accounted for and agreement was adhered to when checking out the equipment.  
This receipt will be filled out and stapled to the initial agreement at time of return. 
 
Name of Borrower: _____________________________ 
Date: _______________ 
 
Equipment Accepted By: ________________ 
Date of Return: ________________   
Time of Return: ________________ 
 
All equipment accounted for: Yes or No 
Equipment broken or in need of repair: Yes or No 
 
Additional Comments: ____________________________________________________________ 
______________________________________________________________________________ 
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