SCHOOLCRAFT COLLEGE

18600 Haggerty Road, Livonia, Michigan 48152-2696

Procedure
5110.9

REMOVAL OF EQUIPMENT AND/OR FURNITURE FROM CAMPUS

1. Complete Form #740 for approval by the appropriate administrator.

2. Retain "Requester Copy" with equipment at all times until equipment is

returned.

3. Forward original copy to Campus Police before equipment is removed or

moved.

4. Upon return of equipment, obtain signature of the approving administrator on
"Requester Copy" and forward copy immediately to Campus Police for proper

recording.

5. Equipment shall be returned clean and any damage will be reported to

appropriate administrator.
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