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TERMS AND CONDITIONS FOR THE HIRE OF ORCHESTRAL MATERIAL

· Conditions of hiring

1) Orchestral sets may be hired from Westminster Music Library by any orchestra whose application has been accepted by the library. 
2) If an orchestra is attached to an educational institution, a member of staff must act as guarantor.
3) The library must be informed immediately of any change of contact details.
· Borrowing facilities and conditions

4) Sets may be borrowed in person or by post.

5) Loans are only made to the authorised signatories.  
6) All postal charges must be met by the customer.

7) Sets must be securely wrapped before return by post.
8) Sets must be returned to the Music Library only, and will not be accepted at other branches of Westminster Libraries.
9) Any set in the library’s stock may be reserved up to 12 months in advance.
· Loan periods and charges

10) Sets may be hired for a minimum of one calendar month.
11) Charges are made per calendar month for each set hired. Current charges are obtainable from the library.

12) The library will not loan a set before the appropriate hire charge has been paid.

13) No refund of hire fees are made by the library in the case of sets returned before the end of the hire period.
14) The hire period for postal loans begins on the day the set is dispatched by the library.
15) Any sets returned after the due date will incur a further hire charge at the standard rate.
· Renewal of loan
16) Sets may be renewed unless requested by another orchestra. A further hire charge will be required in advance.
· Lost and missing parts

17) Sets hired in person should be checked for completeness before being taken from the library.  Missing parts must be reported immediately.
18) Sets hired by post should be checked on receipt. The library should be notified within 3 days if any parts are missing.

19) Sets must be put in correct numerical order before return.

20) The orchestra is responsible for sets hired, and must replace any lost or damaged parts. Replacement parts must be of the same edition. Photocopies are not acceptable.
21) The return of incomplete sets will result in the suspension of membership until the missing parts are replaced or paid for.
· Loss of sets

22) Orchestras remain responsible for hired sets until returned to the library. An orchestra will be held liable for the full replacement value of any lost set.
· Withdrawal of hire facilities

23) The library will take all necessary steps to secure the return of overdue sets and the payment of outstanding hire and replacement charges.

24) Hire facilities will be withheld from an orchestra while overdue sets are retained or any other outstanding charges remain unpaid.

25) The library retains the right to withdraw hire privileges at any time.
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