Loaning Materials to Outage Agencies
1. Any person at IPSC might be contacted by outside agencies who request the loan of material.
Persons receiving the request should refer the requestor to the Maintenance Assistant
Superintendent over Planning. Research will be done to verify IPSC has the requested material
on hand.
2. After verification of the material being on hand, a “Request To Loan Material” form will be filled
out and submitted to the Department Superintendent associated with the material being
loaned. The request will be routed to the President and Chief Operations Officer for final
approval.
3. If the loan of the material is approved, the approved request will be forwarded to the
Warehouse Supervisor, along with an approved shipping document.
4. The Warehouse Supervisor will transfer the item to the “On Loan Storeroom” in Maximo.

5. The status of the item will be changed from “ACTIVE” to “HOLDREORD”. By taking this action,
the item will be excluded from the Suggested Reorder process run by the Warehouse to
replenish stock.

6. The approved shipping document will be scanned as an attachment to the item file in Maximo.
The preferred shipping method will be noted on this document. All freight costs for shipment
are the responsibility of the requesting organization.
7. Copies of the shipping information will be given to the Warehouse Supervisor. They will monitor
the status of the material on loan and follow up with the Assistant Superintendent over Planning
if the material is not returned as promised. The return will be expedited if necessary.
8. After the material has been returned to site, the Warehouse Supervisor will ensure the item is
transferred from the “On Loan” storeroom back to its original location. The status of the item
will be changed from “HOLDREORD” to “ACTIVE”.
A copy of the “Request to Loan Material” form is included with this document.

