THE CHINESE UNIVERSITY OF HONG KONG
Department of Cultural and Religious Studies

Equipment Booking Form
Tel: 3943 1269 (Ms. Karin Yeung)

Email: Karinyeung@cuhk.edu.hk
	Regulations and borrower’s responsibilities:
1. Equipment is loaned to students for doing assignment only. 

2. Borrowers should examine the condition of the loan item before leaving.  If any equipment is lost or damaged, borrowers are liable to be charged for the loss or damage to the item while it is on loan to them. 

3. Borrowers are responsible for its collection and return.  All loan items MUST be returned by the DUE DATE within office hours. 

4. Failure to return any loan items before the due date without acceptable reasons shall be subject to a penalty. 

The first two days of overdue: HK$100 per item per calendar day

From the 3rd day onward: HK$300 per item per calendar day

5. Students can only borrow ONE item of each type of equipment at one time for 5 calendar days. They may borrow it again if there is no reservation. 

6. The booking form should be submitted to the General Office at least THREE working days in advance. 

7. Borrower must present his/her CU Link Card to the responsible staff as evidence of identity. 

	

	Name of Applicant:

CU Link Card No.:

Study Programme:
Contact No.:

Email Address:
Loan Period:



	

	Equipment to be borrowed:
                            (“(”)  Item No. (Office use only)                         (“(”)  Item No. (Office use only)
Sony Video Camera
Tripod (includes fluid head)

Microphone (for Sony Handycam)
Monopod

Microphone (for Sony Handycam) - Wireless
Fluid Video Head

RØDE On-Camera Microphone
Crane Camera Gimbal

Sennheiser Body-Pack Transmitter-Receiver Clip-on Mic 
5-in-1 Light Collapsible Reflector 
Zoom H6 Handy Recorder
LED Light Panel


	

	I hereby declare that I accept and follow the above regulations and responsibilities. I also certify the information given in this booking form is correct. 

Signature:

Date of the loan equipment received:



	

	FOR OFFICE USE ONLY

Handled by:

Date:

Received by:

Date returned:

Remarks: 




(12/2017)
