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Instructions to Complete the 

Equipment Loan to Employees and Students Form 

Form Location https://www.obfs.uillinois.edu/common/pages/DisplayFile.aspx?itemid=94575 

Complete Form 

Form Field Description and Instructions 
Loaning department; Enter name and chart/organization code of unit to which equipment has 
Chart/Organization been assigned and that authorizes the temporary off-campus use of the 
code equipment. 

Borrower Enter name, department, campus address, campus telephone, home 
address, home telephone, and relationship to the University (faculty, 
staff or student). Only faculty, staff, and students may use University 
equipment off-campus. 

Off-Campus location Enter address where equipment will be housed off-campus. 

Loan term Enter the beginning and ending dates of the time equipment will remain 
off-campus. The loan term must not be more than two years 
("permanent," "indefinite," etc., are not allowable loan terms). Loans to 
students and temporary staff should be limited to one year unless 
justification is provided in the "Special conditions/ Additional 
comments" section. 

Purpose of loan Describe how equipment will be used off campus. The purpose must 
be University-related. 

Special Describe any exceptional circumstances or uses that require additional 
conditions/ Additional effort or responsibilities on the part of borrower or lender (for example, 
comments overseas transportation that would require special insurance coverage). 

Equipment data For each item covered by the agreement, enter a description, the Banner

Fixed Asset Property Control (PTag) number, and the serial number. 

Signature of By signing, the borrower agrees to the conditions of the statement 
borrower below the signature line. The signature can be electronic or in 

ink. 








