Terms & Conditions:

General:

· A valid  MICA ID with the current semester sticker is mandatory.

· Our phone service is only to answer questions, not for anything else.

· Fines are incurred for late equipment (see fine section below)

· We recommend reserving equipment ahead of time. Walk-in checkouts are not a guaranteed way of renting equipment.

Reservations:

· May be made online (http://www.mica.edu/tss/av) 

· May be made in person.

· May NOT be made over the phone.

· You choose a date and time when making a reservation, and the equipment is available for only ONE hour after that time. After that hour, the equipment is not reserved for you any longer. Example: If you reserve equipment for 3:00pm on a Friday and arrive at 4:00pm or later, then the reservation disappears, and the equipment becomes available for regular checkouts.

Email:

· If we contact you via email, it will be through your MICA email address. We do not use non-MICA addresses.
Renewals:

· We do not accept renewals over the phone.

· If you are returning equipment and wish to check it out again, we will see if the equipment you are returning is available. If it is, then we will check it back out to you; otherwise, the equipment must be returned.

· Do not come into AV without equipment that is due and expect us to renew it for you, whether it is available or not.

Fines:

· Equipment is due back at a specific time.

· If equipment is returned after it’s due time, then it is late and you will be charged a fine.

· The fines are:

· If returned in the first hour after the due time, $5.00

· If returned after the first hour, but on the same day , $15.00

· If returned 1 day late, $25.00

· If returned beyond 1 day late, the fine is $25.00 + $20.00/day

· Equipment returned 2 weeks late is considered purchased and you will be billed the current full price of the equipment. 

Responsibilities:

· After an item has been checked out to you, then you are completely responsible for anything that happens to the item.

· If an item is stolen/lost/destroyed/broken while checked out to you, then you will be billed for the current full price of the equipment. If the item is no longer sold as a newly manufactured product, then you will be billed for the full price of the newest model of that item.

Deduction Authorization:

· Signing this form authorizes MICA to make necessary deductions from payroll and student accounts for late, stolen, missing, and broken equipment.

Full Name (PRINT LEGIBLY):________________________________________________________________

Relationship (circle one): 
 Student         
 Faculty

Staff

PeopleSoft ID Number:______________________

Phone:_________________________________    Email (MICA email only): _______________________ 

Signature:_____________________________________________    Date:_______/__________/_________

