Agreement Concerning Loan of Materials from Efner History Research Library (a.k.a. Schenectady City Archives, or City History Center)

While the Efner History Research Library is NOT a lending library, we appreciate the value of our archival records to those in education, government and other institutions who might from time to time desire to exhibit our resources outside of our facility.

It is at the discretion of the archivist as to what materials may be borrowed, who may borrow them, for what purpose, and for how long.  Ideally, our materials should not leave City Hall. In addition, we expect all documents to be kept in a secure environment, and exhibited where food, drink, and smoking are prohibited, and where proper archival display methodologies are utilized. 

Should approval be given to loan out materials  this form must be completely filled out in triplicate first.  Identification (driver's photo ID, organization employment or membership ID,  etc.) is required.  We reserve the right to photocopy your ID.

NOTE:  WE RESERVE THE RIGHT TO REQUIRE THAT A REASONABLE REFUNDABLE MONETARY DEPOSIT BE MADE TO ENSURE BORROWER's GOOD FAITH REGARDING  PROMPT RETURN OF MATERIALS, IN THE SAME CONDITION IN WHICH THEY LEFT.

PLEASE PRINT LEGIBLY and COMPLETE ALL ITEMS:

Borrower's name _______________________________________________________________

Organization represented ________________________________________________________

Date of loan (month/day/yr):______________________________________________________

Date to be returned (month/day/yr): ________________________________________________

Address of organization/borrower _________________________________________________

_____________________________________________________________________________

Telephone #_______________________________e-mail address: _______________________

Reason for loan________________________________________________________________

Please be sure you read this form completely.  Sign in space provided.  "I have read and agree to the conditions for the loan of records and accept the financial and curatorial implications of the loan.to me as representative of my organization of material(s) described in the box below."  _____________________________________________________________________________

Signature






Print name

************************FOR ARCHIVIST's USE***************************************

MAKE 3 copies of this form, one for the borrower, one for tracking purposes by the archivist, and the third as an "outguide" that shows where the item belongs upon its return.

Description, condition, and location of the item(s) borrowed (use additional forms as  needed):

