 

	Device Loan Agreement	Comment by Sarah Peterson: Be sure to remove the watermark before utilizing this policy.



We provide you with the resources needed to do your job.  We recognize that, on occasion, employees may need to temporarily perform their jobs from home and may be required to borrow Company devices to complete their tasks. All Company property, including desks, computers, telephones (including any Company-issued cell phones or other electronic devices) are Company property and must be maintained according to Company rules.  They must be kept in good condition and are to be used for work-related purposes.
We reserve the right to inspect Company property at any time and without advance notice to ensure compliance with our rules.  Additionally, we may periodically need to assign and/or change passwords and personal codes, for example, to voicemail, email, and computers.  Thus, you should not expect, and do not have, any privacy rights with respect to Company property, even if password protected. 
Prior authorization from your manager/supervisor must be obtained before any Company property is removed from the premises.
Please review the following and initial next to each statement to indicate your agreement: 

____I understand that failure to return the items listed below at the end of the loan period or upon the Company’s request may result in disciplinary action up to and including termination.

____I understand that the use of Company property for inappropriate, illegal or criminal purposes is strictly prohibited and will result in disciplinary action up to and including termination. 

____I understand that failure to comply with the Company Property Policy may result in disciplinary action up to and including termination. 	Comment by Sarah Peterson: If you do not have a separate policy, you can remove this. 

____I understand that downloading or installing programs, applications or software on Company devices is strictly prohibited. Failure to comply with this directive may result in disciplinary action up to and including termination. If any programs, applications or software are needed to perform the duties of my job, I will notify my manager/supervisor.  

____I understand that I have no reasonable expectation of privacy when using Company-owned devices. 

___I understand that the Company has the right to inspect their property at any time, with or without advanced notice.  

____ I understand that I am expected to ensure the protection of proprietary Company and customer information accessible from my home office consistent with the Company’s expectations of information security for employees working at the office. 

____On the last day of employment, I agree to return all Company property, including the items listed in this agreement. I further agree to return any or all of the items at any other time the Company so requests.

____I acknowledge that all items listed in this agreement remain the sole property of the Company.


______________________________________________
Employee’s Name 


_______________________________________________	_______________________ 
Employee’s Signature	Date 


I, the undersigned manager/supervisor, am aware of and have approved the employee to borrow the items listed below to perform job-related tasks while working off the premises.


______________________________________________
Manager’s/Supervisor’s Name 


_______________________________________________	_______________________ 
Manager’s/Supervisor’s Signature	Date 


List the device type and serial or device number, if applicable, as well as any device accessories provided (i.e. chargers, cables, keyboard etc.)

1. ____________________________  

2. ____________________________

3. ____________________________

4. ____________________________

5. ____________________________

Device Loan Reason: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________
Device Loan Term: _____________ to ______________. 

*The loan term cannot be extended without completing a new Device Loan Agreement. 
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