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College owned equipment and furniture may not be removed from the room in which it is 
located or transferred from the building in which it is assigned without approval of the Chief 
Financial Officer or a designee, and notification to the Property Manager. 
 
Personal property or equipment to be used or installed at the College must be cleared through 
and listed with the Vice President.  Equipment requiring special wiring or building 
alterations must also be approved by the Vice President prior to installation. 
 
The College assumes no responsibility for repair or replacement of equipment, books, 
paintings or any other personal item brought on campus by employees. 
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