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Purpose:
To oversee the loaning of props, furniture and production enhancement equipment to outside organizations.
Definitions:
Props: Any article used on-stage that is owned by Pentacle Theatre. Examples include kitchenware, small appliances, swords/guns, suitcases, books, wall pictures, wagons, large head pieces, suit of armor, etc. (Costumes and wigs are not included in this policy.)

Furniture: Any furniture owned by Pentacle Theatre used in a production. Examples include sofas, chairs, benches, dinette sets, side tables, shelving units, large appliances, etc.

Production Enhancement Equipment: Any equipment owned by Pentacle Theatre used to visually or aurally enhance a production. Examples include lighting instruments, sound equipment, microphones (excluding body mics), cables, music stands, fog machine, mirror ball, etc.

Outside Organization: Any theatre or organization (e.g., church, school, local business) who contacts Pentacle Theatre requesting the temporary use of an item owned by Pentacle Theatre. Any person authorized to represent the outside organization may make the request on behalf of the organization.
Policy:
In an effort to establish and maintain goodwill between Pentacle Theatre and outside organizations, Pentacle Theatre will make available for loan the props, furniture and production enhancement equipment owned by Pentacle Theatre. Props, furniture and production enhancement equipment will not be loaned to individuals for personal use.
No props, furniture or production enhancement equipment will be taken from Pentacle Theatre by an outside organization without the permission of the Production Director.
If the Production Director determines that an item is too valuable to loan, or that Pentacle Theatre has an immediate need for the item, the Production Director has the authority to decline the request for the item. Note: Due to the frailty and replacement cost of body mics, they will not be made available for loan.
If the item is lost or returned damaged, the borrower must replace the item or pay Pentacle Theatre the value of the item, or if damaged, repair the item within 30 days. The Production Director will determine the value of the item.

Procedure:
Any person representing an outside organization may contact the Production Director to request permission to borrow props, furniture or production enhancement equipment.

The Production Director, or his designee, will complete a Lending Form listing each item that will be borrowed, the condition of the item, and whether the item can be altered. The form will include contact information of the borrower, the outside organization they represent, the date the item was borrowed and the anticipated return date. The Lending Form must be signed by the Production Director, or their designee, and the borrower.

The Production Director will be responsible for ensuring the borrowed item is returned as agreed upon in the Lending Form, and for verifying the condition of the returned item. If the item is returned with damage, the Production Director will work with the outside organization to have the item repaired, replaced or to receive compensation from the outside organization.

Lending Form
This form must be completed and signed any time an article owned by Pentacle Theatre is borrowed by an outside organization.

Borrowing Organization:


Phone #: 
 

Email:



Date Borrowed:
                                              Return Date:


	Item Borrowed
	Condition of Item
	Alterations Allowed? (Specify)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


I certify that I am authorized by the organization named above to borrow the item or items listed on this form on behalf of the organization. I take responsibility on behalf of the organization for the item(s) borrowed. It is my responsibility to pick up the borrowed item and return the item to the same location unless otherwise agreed upon by both parties. The item will be returned to Pentacle Theatre in the same condition that it was in on the day the item was borrowed, normal wear and tear excepted. There is no charge for the use of the item; however, in the event that the item is lost or destroyed while in my care, the item will be repaired or replaced within 30 days without expense to Pentacle Theatre. If the item cannot be repaired or replaced, Pentacle Theatre will be reimbursed for the value of the item. The value of the item will be determined by Pentacle Theatre.
I hereby release from Liability and agree to indemnify and hold harmless Pentacle Theatre, and any of its employees or volunteers representing or related to Pentacle theatre for any liability in connection with the use or possession of the item(s) borrowed. This release is for any and all liability for personal injuries (including death) and property losses or damage occasioned by, or in connection with the possession or use of the items borrowed.

Signature of Borrower

Print Name
Date

Signature of Production Director or Designee 
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