SOP: Timeframe for Equipment Loan and Expected
Return Date

This SOP defines the timeframe for equipment loan and expected return date, establishing clear guidelines for
borrowing, duration limits, and scheduled return to ensure efficient equipment management and availability. It aims to
prevent conflicts, maintain accountability, and optimize resource utilization by specifying loan periods, renewal policies,
and consequences for late returns.

1. Purpose

To provide formal procedures for setting consistent loan durations, scheduling returns, and handling extensions or late
returns for all borrowed equipment.

2. Scope

This SOP applies to all employees, contractors, or students who borrow equipment from [Organization/Department
Namel].

3. Definitions

¢ Loan Period: The total duration for which equipment is lent to the borrower.
¢ Expected Return Date: The pre-determined date by which the borrower must return the equipment.
¢ Renewal: An extension of the loan period, subject to approval.

4. Responsibilities

¢ Equipment Custodian: Maintains records, monitors loans, and approves renewals.
¢ Borrower: Follows loan procedures and returns equipment on time.

5. Procedure

1. Loan Request
o Borrower submits a completed loan request form specifying desired loan period.
o Custodian reviews and approves/denies based on availability.

2. Determination of Loan Period
o Standard loan periods are as follows (unless otherwise authorized):

Equipment Type Maximum Loan Period
Laptops/Tablets 2 weeks
Projectors/AV Equipment 1 week
Lab Instruments Based on project duration (not to exceed 1 month)

o The expected return date is set at the time of loan approval and communicated to the borrower.

3. Renewal Policy
o Borrowers may request a renewal before the expected return date.



o Renewal is subject to equipment demand and custodian approval.
o Maximum of one renewal per loan unless otherwise specified.

4. Return Process
o Equipment must be returned on or before the expected return date.
o Upon return, the custodian inspects and records the returnin the log.

5. Late Returns and Consequences
o Borrowers are notified if the equipment is overdue.
o Late returns may incur the following consequences:
= | oss of borrowing privileges for a specified period
s Potential fines (as per organization policy)
= Escalation to supervisor or HR for habitual offenders

6. Documentation

¢ Loanrequest and approval forms
e Loan and return logs
* Renewal and overdue notices

7. Review and Revision

This SOP will be reviewed annually or as required to reflect current best practices and organizational needs.
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