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LOANING OF MATERIALS/EQUIPMENT

Controlling Ministry: Church Office & Ministry Leaders

Revision: May 16, 2011

1. PURPOSE

This policy relates to the loaning of church-owned materials and/or equipment to any

party (church member or area church/ministry).

2. SCOPE

This policy applies to all pastors, staff, congregational members, and outside parties.

3. POLICY STATEMENT

The Church has been blessed with materials and equipment either through purchase or gifts.  In order to be good stewards with the items that the Lord has entrusted into our care for the furtherance of His Kingdom, this policy will be enforced regarding the borrowing of items.

4. PROCEDURE FOR LOANING MATERIALS/EQUIPMENT

· All requests for materials and/or equipment must be made and approved through the Church Office.

· After the request is received, the Church Office will check with the Ministry Leader(s) that may be responsible for the requested item(s). If the church does not plan to use the item(s) during the period it is to be loaned out, the request may be approved. If there is no Ministry Leader in the specific area, the Pastor(s) will make the final approval.

· The person borrowing the item(s) must complete form 500-03 (form attached).

· In the event the item is damaged or lost while it is in the possession of the borrower, the church may request a replacement or remuneration.

5. LIMITATIONS:

Because some equipment is essential to the operation of our various ministries, it may not be available for loan (e.g. sound and multi-media equipment is not available for loan).
Form 500-03
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REQUEST TO BORROW MATERIALS/EQUIPMENT

Requestor’s Name: __________________________________________________________________________________
Organization (if applicable): _______________________________________________________________________
Address: _____________________________________________________________________________________________
________________________________________________________________________________________________________
Telephone: (Home) ______________________________ (Work)__________________________________________
E-Mail: _______________________________________________________________________________________________
Description of Material/Equipment Requested: _________________________________________________
________________________________________________________________________________________________________
Date of Receipt of Item(S): ___________________________________________
Estimated Date of Return of Item(s): _______________________________
I (we) agree to protect, indemnify and hold harmless the Staff and Congregation of East Shore Baptist Church from any and all loss, costs, damage or expense, arising from our use of the above items. By submitting this request, I (we) agree to the terms and conditions listed here and in the Loaning of Equipment Policy (#500-03).

Signed: __________________________________________________________ Date: ___________________________

Approved by: _____________________________________________________________________________________

---------------------------------------------------------------------------------------------------------------------
For Church Office Use Only

Special Instructions: Additional Requirements (Not Covered In Policy 500-03)

_____________________________________________________________________________________________________
_____________________________________________________________________________________________________
Requestor’s Initials If There Are Special Instructions: ________________________________________
Trustee Chairman (If Applicable): __________________________________________ Date: _____________

Church Administrator/Secretary: ____________________________________ Date: ___________________
Date Item(S) Returned: __________________________________________________________________________
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