Equipment Loaner Pool Guidelines


1.  A user who wishes to borrow equipment from the Loaner Pool must sign a Loan Agreement that clearly states the borrower’s name, check-out date, planned return date, and other pertinent information.  A copy of the Agreement is available from the Loaner Pool Manager.
2.  Available equipment may be borrowed for up to 2 calendar weeks under any circumstances.  The Loaner Pool Manager may authorize equipment loans for up to 4 weeks under extenuating circumstances, such as extended travel.  Equipment loans for more than 4 weeks must be pre-approved by both the user's IT POC and the NASA IT Asset Manager.
3.  If the user returns the equipment on or before the return date, then no further user interaction occurs.
4.  If the user does not return the equipment on or before the return date, the Loaner Pool Manager sends a reminder e-mail to the user (with a copy to the Asset Manager) asking for the loaned equipment to be returned. If the equipment is returned within 1 business day, no further user interaction occurs.
5.  If the equipment is not returned within 1 business day, the Loaner Pool Manager notifies the Asset Manager that loaned equipment has not been returned on time. 
6.  The Asset Manager contacts the user requesting the loaned equipment be returned.  If the equipment is returned within 1 business day, no further user interaction occurs.
7.  If the user wishes to briefly extend the return date, and in the judgment of the Asset Manager the user has demonstrated sufficient cause, the user is granted a return date extension. No further user interaction occurs until the new return date.
8.  If the user wishes to extend the return date without sufficient cause, the Asset Manager notifies the user's IT POC to either facilitate the return of the loaned equipment, or to assume the financial responsibility for the equipment.  If the IT POC facilitates the return of the loaned equipment, no further user interaction occurs.
9.  If an IT POC allows the user to keep the loaned equipment, the IT POC coordinates funding to pay for the loaned equipment, transfers the loaned equipment to the user, and no further user interaction occurs.
10.  If an IT POC allows the user to purchase new equipment similar to the loaned equipment, the IT POC facilitates the return of the loaned equipment, coordinates funding to pay for the new equipment, purchases the new equipment, provides the equipment to the user, and no further user interaction occurs.
