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Property Control Department REQUEST TO USE NIU OWNED
Dorland Building 753-1436 EQUIPMENT OFF-CAMPUS
Date of Request: Department Name:
M-D-YR
Location: Phone No.
IDescribe Item to be Borrowed -- Include NIU Tag No. with description I
Anticipated Return Date: Actual Return Date:
M-D-YR M-D-YR
LOCATION WHERE EQUIPMENT WILL BE USED: Business: I IResidence | l
Address: City: State:
Contact Person: Phone:

Indicate Purpose for Borrowing this Item:

Individual Borrowing Item: Printed Name Signature:
Dean/Dept Head Approval: Printed Name Signature:
Property Control Approval: Date Approved:

INSTRUCTIONS FOR COMPLETING FORM

1. Complete all information requested.

2. Fill in specific date for return. Terms like "indefinite" or "unknown" are not acceptable.

3. Be specific about your purpose for borrowing university equipment for off-campus use.

4. Print name and sign in ink where requested.

9. Mail or bring completed copy, with original signature(s) to Property Control Dept. at the Dorland Building.

6. When approved, one copy will be returned to the requesting department to the borrower's attention.

7. When item(s) are returned to campus, fill in the actual return date on borrower's copy and mail to Property Control Dept





