The Jean and Alexander Heard Library / Vanderbilt University

LAPTOP LOAN AGREEMENT – FACULTY/STAFF

When checking out a library laptop, I understand and agree to the following:

Computer Use

· The campus appropriate usage policy applies to all computer usage, including use of laptops.  See: http://www.vanderbilt.edu/HomePage/aup.html.

· I am responsible for the laptop including all of its components.  I will not leave it unattended, will protect it from possible damage, and will not loan it to others.
· I will not change or tamper with the hardware or software provided on the laptops.











User Initials _______________
Loan Policy

· The laptop loan period is eight (8) consecutive hours.  No renewals are permitted.  The laptop may be kept overnight if checked out after 6:00 pm (or one hour before closing if the library closes before 7:00pm) and will be due at 10am the following morning unless otherwise noted.

· Non-refundable fines of $7.50 an hour will accrue if the laptop is not returned on time.

· I will return the laptop to the owning library and personally deliver it to a circulation staff member. I will not drop it in the book return.
· I understand that an e-mail address is required to check out a laptop, because overdue notices will be sent by e-mail.

· I understand that often all laptops are checked out, and other users are waiting to check out a laptop.  I do not expect to be able to re-charge the laptop immediately after returning it, nor be able to designate someone else to use it next

User Initials _______________

Replacement Costs (Note: The price list will be updated periodically and without notice.  The current list is available at: 
[URL to be determined when loaded on Heard web pages]
· I am responsible for replacement costs of any missing or damaged laptop/components plus a $15.00 billing fee.  In the case of a missing laptop, an additional charge will be incurred for the Office 2000 license fee and any other applicable fee(s).   

· In the event a missing laptop remains checked out in my name, I will need a laptop-transaction-receipt to demonstrate that it had been returned by me. 

User Initials _______________


I hereby give express permission to Vanderbilt University to deduct any amount Vanderbilt determines that I owe under this Agreement, either for late fees or for equipment damage or loss, from my gross wages for services performed at Vanderbilt University.   Vanderbilt may continue to deduct the amounts owed from my check until the full amount of the debt is satisfied, or, at Vanderbilt’s option, I will make payment directly to Vanderbilt within thirty (30) days of the laptop return or notification by Vanderbilt of the amount owing, whichever comes first.  If I do not pay the amount Vanderbilt determines that I owe, I hereby authorize Vanderbilt to bring a lawsuit against me to collect all amounts due, including all reasonable charges for any collection fees, including attorneys' fees and reasonable administrative time and effort in collecting the debt, incurred by Vanderbilt.  I also understand that I will not challenge or otherwise dispute the amounts owed if Vanderbilt brings a lawsuit to collect this debt.

ID#  __  __  __  __ 
 E-mail address: ___________________________________________________

          (Last 4 digits only)

Name (please print)_____________________________________
Date ________________________

Signature___________________________________________________________________________

Revised: August 15, 2004


