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ARC Resource Hire only - Booking Form 

Please complete this form once you have discussed a date and your requirements with the County Archivist archivist@girlguidingnorfolk.org.uk At least one month’s notice is required for the borrowing of an item or box of items.
Print in block letters please
	Name
	

	Group
	

	Address
	

	Town
	
	Post Code
	

	Tel No (Home)
	
	Mobile
	

	Email
	


Resources requested -  agreed with County Archivist

	


Any additional sensory needs – to facilitate appropriate session planning  

	


Date of Hire  

	Dates
	From 
	To  

	
	
	




























PTO

For use at (please tick):

	My meeting place
	
	Hautbois House
	

	Patteson Lodge
	
	Elsewhere
	


Address of venue (if elsewhere):
	Address
	

	Town
	
	Post Code
	


Collection from ARC/Patteson Lodge  Yes / No
 or by arrangement?   ____________________________________

Do you want to buy badges?  If so please see the ARC website for the list of badges currently available.

Payment

Please email this form to archivist@girlguidingnorfolk.org.uk  

An invoice will then be sent confirming the payment due. Payment may be made by cheque or BACS. A receipt will be emailed on request.

Terms of Hire:

Loans will only proceed where the borrower is prepared to accept the ARC’s Terms and Conditions as outlined in the paragraphs below:
Please note that by signing this form you are agreeing to the following statements:
1. The recipient of the item(s) described on the Resource Hire booking form undertakes to take the same care and precautions for the safe custody of the item(s) as would be applied if they remained with the ARC. 

2. All loans will be for a fixed period as stated on the Resource Hire booking form.
3. Prior to removal from the ARC premises all items will be examined and their condition recorded. An Item Checklist will be contained within each box of items indicating what is included.

4. The borrower shall not convey, transfer, lend or part with possession of the item(s) to a third party.

5. If the item(s) are lost or damaged during the period of the loan the borrower will inform the ARC immediately and confirm details of the loss or damage in writing.

6. All costs associated with the loan will be the responsibility of the borrower, including transport.

7. The items will only be used for the purposes stated on the booking form. Any variation must be agreed in advance, in writing, with the County Archivist.

8. Two copies of the Item Checklist will be completed and signed by the borrower and a representative of the ARC, to acknowledge receipt in a satisfactory condition. One copy will be retained by the borrower as a record of the transaction and one will be retained by the ARC in the Loans out (Handling Collection) file. 

9. The ARC reserves the right to terminate the arrangement, or terminate the provisions of any part of the arrangement, by written notice to the borrower with immediate effect if the borrower is in default of any obligation under the Resource Hire conditions.

10. It is the borrower’s responsibility to return the items on the expiry of the loan period.

11. Any extensions to the original loan period must be negotiated with the GirlGuiding Norfolk County Archivist and be confirmed in writing.

12. On return of the item(s) they should be accompanied by the recipient’s copy of the Item Checklist. The list of items will be checked and both copies will be signed by a representative of the ARC to confirm that they have been returned in a satisfactory condition. The recipient’s copy will be returned to them as proof of return of the item(s) and the ARC’s copy will be retained in the Loans out (Handling Collection) file. 

I consent to Girlguiding Norfolk County collecting my details via this form. I understand that the information provided will be processed by Girlguiding Norfolk County in accordance with General Data Protection Requirements, that the data will only be used for processing my booking and that it will not be shared with other organisations or kept for longer than necessary for this purpose. Full details are included in the Girlguiding Norfolk County Privacy Notice available on request.
Signed:






Date:
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Invoice No:








ARC Resources Hire August 2024

