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Universiy of Wales Swansea

Prifysgol Cymru Abertawe
Library and Information Services 

Application for the loan of University Laptop Computer
(Please complete in block capitals)
Name: (Dr/Mr/Mrs/Ms/Miss)…………………………………………………………………………..
Student number: ……………………….
Undergraduate/Postgraduate
Department:…………………………...
Term Address:………………………………………………………………………………………….
…………………………………………………………………………………………………………….……………………………………………………………………………………………………………..
Postcode:………………………………… Tel.No:..………………………………………………….
· I will return the laptop undamaged, with all the enclosed attachments and case, on the due date.

· I undertake to treat the laptop with due care and attention.

· I understand that the University will charge me at the rate of £10 per day if the laptop is not returned on the due date. Where a laptop is more than ten days overdue the £50 deposit will also be forfeit and invoices for the outstanding sums and replacement cost of the laptop will be raised. Failure to pay these invoices may result in your award being withheld.
· I understand that if, on initial inspection, the laptop is damaged or case/attachments are missing the University may withhold all or part of my deposit and charge for the balance of the repair/replacement.
· I understand that all software installed on the equipment is licensed to the University of Wales Swansea and should not be copied or transferred to other computer systems.

· I understand that the software will be checked before re-loan and that the University reserves the right to take further action, e.g. invoicing for a corrupted or damaged hard drive/physically damaged or missing equipment.

· I understand that I am liable for the cost of replacement should the equipment be lost or stolen whilst in my possession.

· I understand that any personal data or files will be deleted when I return the laptop.

· I undertake to provide a police crime reference number if applicable.
· I agree to abide by the UWS Library Computing Regulations as set out on:
http://www.swan.ac.uk/lis/computing_regulations.asp

I accept these conditions of loan

	Deposit paid: £……………..
Signature:…………………………………………….. Date:…………………………





	
My deposit of £……………..has been returned. Signature:……………………………Date:…………………………



For the use of Library and Information Services Staff only

	Loan procedures


1.
Equipment due back:………………..…
2.
Student ID checked: YES/NO
3.
£50 deposit taken: YES/NO.

4.
Laptop in good order when loaned YES/NO. 
If NOT please note: 
…………………………………………………………………………………………………...
…………………………………………………………………………………………………………………………………………………………………………………………………………
Staff signature:……………………………………………..

	Return procedures


1.
Laptop in good order on visual inspection when returned  YES/NO. 
Laptop case present:
YES/NO 
Power lead present:

YES/NO
Note any problems below: 
…………………………………………………………………………………………………...
…………………………………………………………………………………………………………………………………………………………………………………………………………
2.
£50 deposit returned: YES/NO. 
If part retained please note amount and reason: ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Staff signature:……………………………………………..
	IT Support Check


1
Laptop in good order after full check by IT Support staff:  YES/NO
If NOT please note: ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
2
Invoice to be raised: YES/NO. Amount: £………………..
Date raised:………………………………………………….


(Please write any further notes required below or on sheet stapled to this form)


 
Staff signature:……………………………………………..













