
1208 West Mount Royal Ave
avservices@mica.edu
410-225-2301

The Tech Desk is the main technology checkout 
counter on MICA Campus available to staff, faculty and 
students. We house equipment that everyone can use 
as well as equipment that specific departments have 
purchased for their students.

Staff & Faculty
- Rent Equipment
- Request AV deliveries to classrooms 
- Call for classroom AV troubleshooting

Students
- Rent Equipment

Checkout Procedures

Checkouts last for 48 hours from the time of checkout. 
The office is not currently open on the weekends so 
checkouts will roll over to Monday of the following week 
if made on a Thursday/Friday.

For Department owned equipment you can submit 
an extended checkout form to extend your checkout 
beyond 48 hours. These forms are available in your 
department or at our desk. They must be signed by your 
professor or department chair to approve the checkout 
and then coordinated and approved by a Tech Desk 
manager. This process usually takes 1-2 business days, so 
please plan ahead.

Checkout Limits

Current MICA students, faculty and staff may only check 
out one item of each particular equipment type at a time.

Art Tech Center Fall 2021— Spring 2022 Hours
Mon Tues Wed Thurs Fri SatSun

The folks who work here also troubleshoot and 
maintain classroom machines and service computers 
provided to faculty and staff by the school. Below is 
a breakdown of what services the desk provides to 
different populations on campus.
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Resources at the Art Tech Center
1st Floor

2nd Floor

3rd Floor
Fabric printing studio run by the Fiber 
Department.

The campus Print Lab is located here 
opposite the Tech Desk and Help Desk.

A student computer lab with: scanners, a 
light table, and Cintiq.
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* updated january 2022



Reservations

Department owned equipment is available by 
reservation only.

This includes the equipment OWNED by:

- Animation
- Graphic Design
- Graphic Design MFA
- Interactive Design
- Interdisciplinary Sculpture

We use this system to ensure you are 
getting exactly what you are requesting, 
because there is a large inventory of 
department owned equipment.
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Late Fees

You do not have to pay your fine immediately, 
however your fine at the Tech Desk creates a 
hold across campus at other checkout centers, 
preventing future checkouts until the fine is 
settled.

This also works in reverse, fines from other 
checkout centers create a hold on your account 
that Tech Desk workers are incapable of 
overriding. You will need to settle your debts from 
the center they were accrued before being able to 
checkout again.

Affected centers are found below:

- JHU-MICA Film and Video Cage 
- Photography Department Crib 
- Fiber Crib
- Grad Lab
- Exhibitions

After one month your invoice will be journaled 
through the Accounts Department and will be 
formally billed to you.

Fines are paid at the Tech Desk with your 
MICA Flex account ONLY

You can add money to your account at
https://get.cbord.com/mica

There is a $5.00 fine per hour, per item, for late 
equipment.

Resulting in a $15.00 per item maximum daily fine.

Fines accrue 24/7/365 regardless of MICA/Tech Desk 
operating hours/closures.

You are financially responsible for equipment you have 
checked out.

Until fees are paid, you may not checkout any additional 
equipment. All fees must be paid in full by semester end.

Fines may take up to 24 hours to be removed from 
your account so plan ahead.

* updated january 2022

Reservations must be made in advance online at —
checkout.mica.edu/patron

Reservations cannot be made over the phone.

Online you may choose the date and time to pick up a 
reservation within our office hours of Monday – Friday, 
8:30am – 4:30pm.

Reservations expire one hour after your chosen 
reservation time.

Once a reservation expires items in it are available for 
others to check out. 

https://get.cbord.com/mica
http://checkout.mica.edu/patron
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Loss and Damages

* updated january 2022

Missing Components

Equipment cases will typically be made up of several components. 
Equipment components are clearly labeled on the outside of the case and 
checked before checkout.

Workers are trained to review cases, however:

YOU are financially responsible for the full price of replacing these if 
returned incomplete, NOT the worker.

It is in your best interest to check each case before leaving the desk.

1. Students are responsible to cover the  full 
replacement value of equipment that is lost, stolen or 
damaged that costs $200.00 or less.

2. In addition to the first $200.00 of loss, students 
are responsible to cover 10% of the value from 
$201.00 up to $25,000.  The maximum a student will 
be charged is $2,500.00.This responsibility is per 
occurrence.

3. Students are required to contact the department 
or check out center when equipment is stolen. 
Students must get a Police report if the occurrence  
took place off campus or contact Campus Safety for 
occurrences  that occur on campus.

4. Equipment not returned after 10 business 
days from the due date will be considered lost. 
Students are responsible for the replacement 
value based on our policy.

5. Payment must be received by semester end 
and access to the Tech Desk checkout will be 
suspended until payment is received in full.

6. This Policy is per occurrence for lost, stolen 
or damaged equipment.

If the campus is closed due to weather or other extenuating circumstances, 
you will have an additional 24 hours after campus is reopened to return the 
equipment.

All reservations that were scheduled for a day that the MICA campus 
is closed or that conflict with the extension of an existing checkout will 
be cancelled.

Inclement Weather


