TRAP BANK PROCEDURES

GENERAL NOTES
· Please read the Trap Loan Agreement (copy attached) for details of loan requirements.

· Traps are rented between (hour) and (hour) from (day of week) to (day of week).
· Traps are only available to participants who hold a Neighborhood Cats TNR certification card in their own name.  To be eligible, participants must attend a Neighborhood Cats feral cat training workshop, after which they will receive a certification card with an identification number on it.

· Traps may not be rented for more than ____ days.
· Deposit required is $_____ per trap and $______ per divider.  Deposits are forfeited if equipment is damaged, lost, stolen, or not returned.

RESERVATION PROCEDURES
· To reserve traps and trap dividers over the phone or by email, a participant must give his/her TNR certification card #.

· Reservations should be entered into the Trap Bank Log, along with the other required information (name, phone, number of traps, date reserved, date due, etc.)

· Trap dividers should be loaned out in pairs, no more than two pairs at a time.

· Confirm that the number of traps will be available on the date desired by checking the Trap Bank Log.

LOAN PROCEDURES
· To pick up the traps and dividers, a participant must show his/her TNR certification card and separate photo i.d.

· Fill in the required information at the top of  the Trap Loan Agreement form - number of traps, number of dividers, trap numbers and due date.

· At the bottom of the form, fill in the TNR certification card # by checking the TNR certification card.

· Have client fill in remaining info at bottom of form (address, phone, etc.) and have client sign agreement.

· Collect required amount of $ for deposit.

· Provide a copy of agreement to client.

· Enter relevant information into Trap Bank Log.

RETURN PROCEDURESS
· Check that the traps loaned out are the ones being returned (both with regard to quantity and trap numbers.)

· Check that the correct number of dividers are being returned.

· Check that the traps have been cleaned and not obviously damaged.  If there is a problem, inform the client that the failure to clean or to return in good condition could mean denial of future equipment loans.

· Return clean equipment only to storage area.  Otherwise, clean first, then return.
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