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EQUIPMENT RESERVATIONS —~ HR-XII-5

POLICY:

The Human Resources and Training Advisor shall ensure presenters/speakers/instructors
have access to required audio-visual, stationary and other supplies deemed necessary for
a scheduled presentation.

PURPOSE:

To ensure presentation equipment and supplies are available and in working order for
scheduled presentations.

PROCEDURE:

1. Equipment shall be reserved through the OPTIONS NORTHWEST Human
Resources and Training Advisor. Reservations are accepted on a "first come - first
served" basis.

2. Employees reserving/using equipment will return the equipment to its storage area
after use and advise the Human Resources and Training Advisor of any equipment
malfunction or need for repair/replacement.

3. When equipment is not available, an attempt to obtain the required equipment from
a community resource will be the responsibility of the Human Resources and
Training Advisor.
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