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Computer 
Laptop
 Loans
Division of Information Communication Technology Services
)
	ICT has laptops available for University staff to borrow for USQ work related purposes. These are available for loan from the ICT Service Desk on a daily/weekly basis. Maximum loan time is one week. 
Please note, damage, or loss of the item will result in the corresponding charge being assessed to the individual or department making the booking.
Laptops may be borrowed for the following reasons:
  On Campus Meetings	  USQ Community Events  (eg Open Day)	  Failure of work computer
Laptops will not be loaned in the following circumstances:
  Conference Attendance	  Overseas Travel	  Personal Home Use

Authorisation must be obtained from your Dean/Faculty or Department Officer with Financial Delegation.  Costs associated with any damage or loss of the laptop will be billed to the Faculty/Department USQ cost centre.  



Dates Required:	From: ----/-----/-----	To:	----/-----/-----


SECTION ONE (TO BE COMPLETED BY THE APPLICANT) 

Name:	

Position:	Faculty/Dept:	

Reason for Loan? .........................................................................................................................................................................

Location Where Laptop will be used?  		

Mobile Number...............................Work Extension	

Signature:	Date:	


SECTION TWO (TO BE COMPLETED BY THE AUTHORISING OFFICER) 

Authorisation
(To be completed by Dean / USQ officer with financial delegation)

The above staff member is authorised to borrow the nominated Laptop for the period specified. This cost centre will meet the associated costs if the item is damaged or lost.

Name:	

Position:	Faculty/Dept:	

Signature:	Date:	

ICT Staff Only.

	Heat Job No
	
	Lap Top Numbers
	Tag Identification

	 Laptop issued 

	
	1 (PC)
2 (PC)
3 (PC)
4 (PC)
5 (Mac)
	Blue
Orange

	Signature
	
	
	Brown
Pale Orange
Blue
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