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Attention:
Applicable Subjects: Students who have not applied for position MB107.
Borrowing Conditions:

e Before borrowing, the borrower must fill out the borrowing application form, which
must be approved by the department supervisor before borrowing.

e The borrowing period is one semester, and the laptop must be returned before the
deadline

o Borrowing Procedure:

e  Complete the borrowing application form, including information such as borrowing
date, return date, and purpose of borrowing.

e  Submit the application form to the department office for review by the department
supervisor.

e  Upon approval, the department office will issue the laptop and record the borrowing
information.

Notes:

e The borrower is responsible for the proper care of the laptop and will be held
liable for any loss or damage incurred.

e  The borrower must use the laptop reasonably and is prohibited from making
unauthorized changes to system settings or installing unauthorized software.

e  The department reserves the right to reclaim the laptop at any time, with prior
notification to the borrower.

Return Procedure:

e At the end of the borrowing period, the borrower must return the laptop to the
department office.

e The department office will verify the condition of the laptop and record the return
date.

Violation Handling:

e Inthe event of a violation of relevant regulations, the department reserves the right to
terminate the borrower's borrowing privileges and demand immediate return of the
laptop.

e Violations may result in the rejection of future borrowing applications by the borrower.




