January 2006

Off-Site Usage Policy & Procedure
for Graduate Student Council Audio Equipment

1.  Only ASA-recognized student groups, graduate dorm governments or GSC
Executive Committee members are eligible to borrow GSC audio equipment for
approved on-campus events and programs.

2.  GSC audio equipment which may be borrowed consists of the following items:
Mixer + cables 2 speaker stands + cases
1 hand-held microphone  Video camera

2 microphones + 3 stands  Karaoke machine

2 speakers + cases

3. Signing out and returning equipment must be done with a GSC administrator
(usually) between the hours of 10 am — 6 pm, Monday-Friday.

4.  Borrowing agreement & Deposit:A group’s president or treasurer must sign the
Agreement Form and give a valid group account number before equipment is
borrowed. The group may be charged if the equipment is damaged or needs to be
replaced.

5.  Rental Fee: Refer to GSC Sound Equipment Rental Price List
(http://web.mit.edu/gsc/www/news-events/eventresources/index.shtml) for rental
fees. Fees can be charged to a student group account or paid in cash or check
(made out to “MIT GSC”). Receipts will be issued for reimbursement purposes.

6.  Equipment must be collected from the GSC office on day of or, in the case of week-
end events, the day before the event, between hours when the GSC office is staffed
and returned to the GSC office on day or day after the event , in the case of week-
end events, between hours when the GSC office is staffed

7. Avehicle or wheeled cart will probably be needed for transporting the equipment.
8. When not in use, all equipment must be stored in an appropriate locked area.

9.  Responsibility for prompt, complete return of undamaged equipment will rest solely
with the borrower. Damaged or unreturned equipment may result in charges and/or
denial of future borrowing privileges.



