




Damaged Material and/or Parts Missing Letter
Date _________

Dear _________

The care of all items checked out from the Bay County Library System is the responsibility of the account owner. Our records show that recently one or more items checked out on your account were returned in damaged condition, with a part or parts missing, or both (see below). This means that the material is no longer available for check out.  Replacement cost(s) and a $5 per item processing fee have been charged to your account and your borrowing privileges have been suspended until these charges are paid.  Failure to correct this situation may result in your debt being turned over to a collection agency and an additional charge of $10.  Please contact us as soon as possible so that arrangements can be made to return your account to “good standing.”

If the materials are paid for and picked up within 30 days of the date of this letter they are yours to keep. If payment is not received, your borrowing privileges will remain suspended and the damaged/parts missing materials will be discarded.

Your cooperation in this matter will be greatly appreciated.

Sincerely,

Circulation Department
Bay County Library System

____Auburn Area Branch Library		(989) 662-2381 x200
235 W. Midland Road, Auburn, MI 48611

____Pinconning Branch Library		(989) 879-3283 x200
218 Kaiser, Pinconning, MI 48650

____Sage Branch Library			(989) 892-8555 x200
100 E. Midland Street, Bay City, MI 48706

____Wirt Public Library			(989) 893-9566 x2100
500 Center Avenue, Bay City, MI 48708
__________________________________________________________________________________________

Item(s):	Bay County Library System Item: ____		Inter-Loaned Item: ____

Format/Title				 Author			Charge			Discard Date



Description of Damage:  
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