POLICIES – LIBRARY

Deposit Collections


Deposit Collection Application/Letter of Agreement   

 Name of Organization______________________________________________________  

Address ____________________________________________________________________

Telephone __________________________________________________________________

Email address ______________________________________________________________

Contact Person ___________________________  Telephone ______________________

Email _______________________________________________ Date _________________

By signing this application/letter of agreement for a deposit collection, this organization agrees to the established terms for this program, specifically to:

Maintain the collection in good condition 

Reimburse the Library for all items damaged or not returned within six weeks of their due dates;

Maintain adequate records of borrowers’ names, addresses and other contact information, the items they borrowed and their due dates so that it can follow up with its clients on unreturned items.

Notify the Library Contact person of any change in the organization’s contact person or information.

Post or distribute Library marketing materials at its checkout site to encourage its clientele to use of the full range of Library materials and services.

The organization may cancel this agreement at any time when all items have been returned. 

The Library suspends check out of new materials anytime the organization has items that have not been returned or paid for within six weeks of their due dates. 

Organization’s Authorizing Officer     Name ___________________________________    

and   Signature  _____________________________________________________________

Library’s Authorizing  Officer  Name __________________________________________    

and   Signature  _____________________________________________________________



Organization’s Contact Person  Name ______________________________________

Telephone ____________________________ Email address ________________________

Library’s Contact Person  Name_______________________  Branch Location _____

Telephone ____________________________ Email address ________________________

Patron Record for Organization created  on ____ ____________________________                           

and assigned  Barcode Number ____________________________________________
J\MOPP\POLICIES – LIBRARY\Deposit Collection Policy  6/6/07                                                                                      MOPP

