CITY OF PHILADELPHIA – OFFICE OF THE DIRECTOR OF FINANCE

RISK MANAGEMENT DIVISION, Safety and Loss Prevention Unit

1515 Arch Street, 14th Floor

Philadelphia, PA 19102-1579

Equipment / Educational Material Lending Form

Borrower’s Name:      


  Department:       
Email:     

 Phone Number:      
Date Issued:      
Equipment (type, make or model, serial #) / Educational Material (title, media type, training source)
	1) Item /Title:     
	Check One
 FORMCHECKBOX 
 Equipment   FORMCHECKBOX 
 Educational Material

	EQUIPMENT INFORMATION

	S/N      
	Make:     
	Model:     

	EDUCATIONAL MATERIAL INFORMATION

	Media:     
	Literature:     


	2) Item /Title:     
	Check One
 FORMCHECKBOX 
 Equipment   FORMCHECKBOX 
 Educational Material

	EQUIPMENT INFOMATION

	S/N:     
	Make:     
	Model:     

	EDUCATIONAL MATERIAL INFORMATION

	Media:     
	Literature:     


	3) Item /Title:     
	Check One
 FORMCHECKBOX 
 Equipment   FORMCHECKBOX 
 Educational Material

	EQUIPMENT INFORMATION

	S/N:     
	Make:     
	Model:     

	EDUCATIONAL MATERIAL INFORMATION

	Media:     
	Literature:     


Due Date:      

   Date Returned:      
Borrower’s Signature: _________________________________________Date_____________

-- CUT HERE ---CUT HERE ---CUT HERE ---- CUT HERE ---CUT HERE ----CUT HERE ---- CUT HERE-----CUT HERE ---- CUT HERE-----CUT HERE -----CUT HERE
ITEM(S): 1)     
2)      

3)      
REMINDER: Items Borrowed Are Due Back On: DATE:      
NOTIFY RISK MANAGEMENT IF YOU WOULD LIKE TO REQUEST AN EXTENSION PRIOR TO THE DUE DATE
Note:   The above items have been issued to you on loan for training or monitoring purposes.  All materials/equipment are due back to Risk Management within 10 business days of date loaned.  If you need to extend the loan period, please contact Risk Management prior to the due date.  Any outstanding loans will forfeit your department’s borrowing privileges of all educational materials and/or equipment. All lost or damaged safety and health monitoring equipment will incur a fee for repair or replacement. All lost or damaged DVDs will incur a $499.00 fee + shipping and applicable taxes.  If you have additional questions contact the Safety Unit at (215) 683-1704.

Rev. October2012
