% MONASH University | MALAYSIA

SECTION A : GENERAL INFORMATION

EQUIPMENT SIGN-OUT SHEET

NAME OF PERSON BORROWING EQUIPMENT :

SASS STAFF

SASS STUDENT

ID:

CONTACT NUMBER:
DATE BORROWED:

STAFF SUPERVISOR:
DATE TO BE RETURNED:

PURPOSE :
WHERE THE ITEM IS TO BE USED

REMARKS FOR THE LOCATION -

ITEM

INSIDE CAMPUS

SECTION B : EQUIPMENT REQUESTED

QTY | ID TAG MODEL SERIAL NUMBER

OUTSIDE CAMPUS

GATE PASS NEEDED

SECTION C: CONDITION ON RETURN

REMARKS (Note any functional problem, damage, missing accessories etc.)

| accept full responsibility for the above equipment while they are signed out to me and for the return of all

equipment in the same condition as when received. | understand any damage, loss or misplaced equipment

will be charged to me and will be treated as any other debt owed to the University.

Signature of Borrower

Date

Signature of Lecturer

Date

Date

Signature of Senior Technical Officer

Signature of Head of School/School Manager

Date
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Note:

1. Borrower to complete the information Section A and Section B of the form except for “ID Tag Model”
and “Serial Number” in Section B.

2. “ID Tag Model” and “Serial Number will be filled up by Senior Technical Office.
Signature of lecturer is required before the form is to be emailed to Senior Technical Officer.
Borrower is to print out the form and present it to Senior Technical Office in order to collect the
equipment.

4. Pleaserefertothe consultation hours for collection of loan equipment. Loaning of equipment outside
consultation hours is via appointment with Senior Technical Officer.
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