SRMA PHOTOGRAPH CARE AND IDENTIFICATION KIT

Loan Request /Loan Agreement Form

To request loan of this kit, please return the completed form to the address at below.

Borrowing Institution: __________________________________________________

Individual Contact:    ___________________________________________________

Street Address (Do not use P.O. Box): ______________________________________

City: ___________________________________ State: ______ Zip:______________

Phone: _____________ Fax: _______________ Email: ________________________

Preferred Loan Dates (borrow and return dates):____________________________

2nd Choice of Dates (borrow and return dates):______________________________


Please reserve the SRMA Photographic Care and Identification Kit for my institution.  I enclose payment to cover the shipping, insurance, and handling.  SRMA accepts responsibility to insure the kit during transport to the institution.  The institution named above accepts full responsibility for the kit while it is on its premises, will pay for return and insure the kit during transportation back to SRMA.  If the kit is lost, stolen, or damaged during the loan period, the above institution is responsible to SRMA for repair and/or replacement costs.  I have read and agree to these and the following Loan Procedures/Conditions for Loan.
_______________________________________________              ____________________

Signature of Borrower






Date

∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞

Cost:  $50.00 for SRMA members
 $100.00 for non-SRMA members

Make check payable to the Society of Rocky Mountain Archivists 
Return form to:
Aaron Ramirez



Pueblo City-County Library District




100 East Abriendo Ave.




Pueblo, CO 81004
Address questions to: Aaron Ramirez, SRMA Preservation Board Member at-Large

Phone: 719-562-5631
Email: aaron.ramirez@pueblolibrary.org
∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞∞

SRMA OFFICE USE ONLY

Borrower Check # _______________
Date received: _________________________

Date kit shipped:_________________
Date due back: _________________________

Shipping # _____________________
Shipped via: ___________________________

Equipment checked in by: __________
Date: ________________________________

SRMA PHOTOGRAPH CARE AND IDENTIFICATION KIT

Loan Procedures/Conditions for Loan

BORROWER RESTRICTIONS

The Photograph Care and Identification Kit is available for loan to archives, libraries, genealogical societies, government agencies, historical societies, museums, record centers, and other cultural or educational institutions.  The kit will not be loaned for use by an individual.

LOAN PERIOD

Tentative loan dates may be given, but the loan cannot be initiated until SRMA receives the signed loan request form and payment.  The initial loan period is 3 months.  A late fee of $ 5.00 per day will be accessed to the borrowing institution until returned unless prior arrangements are made.

RENEWAL REQUESTS

The borrowing institution may request loan renewal for one month periods.  If there are no pending requests, SRMA will renew the loan.  The borrowing institution must request renewal, by phone or email, one week before the due date, which is noted on the copy of the loan request form.

BORROWERS RESPONSIBILITIES

The borrower is responsible for the study kit and its contents during the loan period and will compensate SRMA for lost, stolen, or damaged materials that are permanent part of the study kit.  Equipment and materials in this kit shall be packed for shipping by the borrowing institution in the same manner and arrangement in which they arrived.  SRMA certifies that the equipment lent is in good condition and will withstand ordinary strains of packing and transportation only if packed as specified.

TRANSPORTATION

Shipment is provided by UPS or the US Mail.  SRMA will be responsible for insuring the study kit to the requesting institution.  Any evidence of damage to the study kit at the time of receipt or while in the borrowing institution’s custody must be reported to SRMA immediately.  The institution will insure the kit during transportation back to SRMA and will pay for the cost of shipping and insurance.

RETURNING THE KIT

Please return the manual and all other materials in the kit.

Please fill out the evaluation form and return with the study kit.  Thank you!

There should be a return address label in the front pocket of this manual.  If the label is missing, address the shipping case to:

Return Kit to:
Aaron Ramirez



Pueblo City-County Library District




100 East Abriendo Ave.




Pueblo, CO  81004
Please alert us by phone or email when this kit is going into transit and relay the date you shipped the kit and the method of shipment (UPS or mail).  Also provide any tracking number and/or insurance number.  Hand-delivery is acceptable, but please make arrangements in advance.
CONTACT INFORMATION

Return form to:

Aaron Ramirez




Pueblo City-County Library District





100 East Abriendo Ave.





Pueblo, CO  81004
Address questions to: 
Aaron Ramirez, SRMA Preservation Member at-Large

Phone: 719-562-5631
Email: aaron.ramirez@pueblolibrary.org
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Updated 10/2021 AR

