
FMA Equipment Room
Annenberg Hall - AH100
Telephone: 215-204-5657
Email: FMAequip@temple.edu

Equipment Insurance

Insurance can be purchased at the FMA Office. Hours are posted. Insurance can
only be paid via Diamond Dollars on your Temple student ID. The cost is $20 per
year. Credit cards, debit cards, or cash are not accepted.

HOLD POLICY

● What is a hold?
○ A hold on your account is when you are not able to make any new

reservations or edits to your current reservations.
○ If you have future reservations and are put on a hold, those future

checkouts will be canceled after 24 hours of your account being on hold.
● The equipment office ensures that reservation return and check out slots are

planned out for all students and faculty. Failure to return all equipment on time
will result in holds on your account.

○ 1st hold: hold on your account until return is finalized.
○ 2nd hold: hold on your account until you complete a check in meeting with

the course instructor and representative from the equipment office.
○ 3rd hold: hold on your account until you complete a check in meeting with

the FMA chairperson.

Undergraduate Checkouts
• Reservation days: Mondays, Wednesdays, and Fridays
• New Hours: 10:00 am – 4:00 pm
• Rentals are for TWO DAYS ONLY. Rentals requested for more than two days

will automatically be canceled.
• All rentals require a minimum of three days' advance notice. The three-day

advanced notice only includes the days the equipment office is open (Monday
- Friday). Weekends are not included.

Reservation
and Editing
Deadline

Checkout Day Mandatory Return Day

Wednesday, 9:00 Following Monday Wednesday



am

Friday, 9:00 am Following Wednesday Friday

Monday, 9:00 am Following Friday Monday

• There are a limited number of checkout slots available per hour. If you are unable
to secure a reservation at a particular time, try adjusting your time at fifteen
minute intervals.

• Returning Equipment: We have limited slots available for returns. You can
only return your equipment during the time you have scheduled. Early
returns will not be accepted.

Graduate Checkouts
• Reservation days: Tuesdays and Thursdays
• Hours: 10:00am – 4:00pm
• All rentals require 24-hour advanced notice.

Reservation and
Editing Deadline

Checkout Day Mandatory Return Day

Wednesday, 9:00 am Thursday Tuesday

Monday, 9:00 am Tuesday Thursday

• There are a limited number of checkout slots available per hour. If you are unable
to secure a reservation at a particular time, try adjusting your time by half-hour
intervals.

• Returning Equipment: We have limited slots available for returns. You can
only return your equipment during the time you have scheduled. Early



returns will not be accepted.

Additional Information
• All students must purchase annual insurance from the FMA Office, AH120.
• All student checkout reservation slots are on a first-come, first-serve basis.
We encourage students to overlook their coursework projects and reserve
gear early.
• You may have three open reservations within a four-week period.
• Reservations are not allowed on three consecutive checkout days.

- Ex. You can make a reservation for Monday and Wednesday of the same
week for pick up, but you can not make another reservation for Friday
that same week, it will automatically be canceled.

• All equipment needs to be returned on the designated return day. This is to
ensure that we can properly serve all undergraduate and graduate students.
Please adhere to our policies.

• You may only reserve one camera per reservation. Exceptions to this are rare, and
require advance approval/clearance.
• Late returns and missing gear will incur holds.

- A detailed hold policy document will be sent out for all faculty to keep on
their canvas sites.

FMA Equipment Office
Annenberg Hall – AH120
Telephone: 215-204-3859
Email: FMAhelp@temple.edu
Hours: 9:30am – 4:00pm


