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The Industry Library Membership(ILM) 

Thank you for your interest in our library services. Please read the following information and signed the declaration statement at the end of this document. 

Eligibility:

Practitioners of tourism and hotel industries are entitled to apply the ILM on a company basis.

Terms and Conditions:

A. Application

1) Applicants have to fill in the application form attached and submit it with the require documents for approval. Please check the information of the required documents in Part G.

2) Submission of documents or collecting of industry library cards should be made during library service hours (i.e. Monday to Friday, 9:00~21:30 and Saturday 10:00~18:00).

3) The ILM will be effective upon the authorization of the President of IFT.

4) The applicant company is free to distribute its card to any of its staff member and the applicant company will be responsible for all the mis-conduct of the industry library borrower’s cardholder.

5) Each industry library member will be issued one library borrower’s card. The staff members of that company are entitled to bring along the library card together with their staff I.D. card when they admit to the library or borrow books from the library.

B. Payment

1) Each industry library membership is entitled to pay MOP$ 3000 as caution fee in the Accounting Office of IFT (The payment should be made after the approval of the application.). The caution fee is refundable when the member completes all the withdrawal procedures and returns all on loan items. 
2) All payment should be made during the office hours of the Administrative and Financial Department (i.e. Monday to Thursday 9:00 ~17:45 and Friday 9:00~17:30).

3) Applicant should keep a copy of the payment receipt as proof for claiming the caution fee, when apply for withdrawal of the ILM.

C. Withdrawal 

1) Members who wish to quit from the ILM have to apply for the withdrawal at least three months in advance to its expiration of each year. When the President of IFT approves the application for the membership withdrawal, the caution fee will be returned to the members by means of a cheque.

2) All withdrawal should be made during the office hours of the Administrative and Financial Department (i.e. Monday to Thursday 9:00 ~17:45 and Friday 9:00~17:30).

D. Renewal

1) The membership will be automatically renewed in December of each year if the library does not receive any application for withdrawal from the members before the deadline as mentioned in Part C.

E. Lending Policy
1) Each applicant on a company basis can borrow a maximum of 3 items at one time.

2) Users may only borrow items for a maximum of 8 (eight) days at a time.

3) Renewals and requests of items are not permitted.
4) Users are fully responsible for any overdue charges at the rate set by the library.
5) Items subject for lending is stated in the ‘Rules of Library Loans’ in our homepage.
F. Special regulations

1) Users are fully responsible for all loans checked out and are bounded by the rules and regulations laid down by the Library of Institute for Tourism Studies.

2) The Institute for Tourism Studies reserves the rights and discretion of not approving any application.

G.  Required Documents
1). A completed letter of intention to join the industry library membership.  This letter must be signed by the General Manager or the person in charge of the company and stamped with the company chop.

2) A completed industry library membership application form.
3)  A copy of the applicants’ staff ID.
Declaration:

I,(name)_________________________,(position)__________________
of ___________________________________________(company 
name) in __________________________________ (department)  
declare my full understanding of the above terms and conditions and shall 
abide by all of them during my membership on behalf of my company.

Signature __________________   Date:_________________________
Company Chop: _______________
Industry Library Membership
Application Form

I.
Information of the company

Company name:
        ______________________________________

Commercial license nos.:
______________________________________

Company telephone nos.:
______________________________________

Company facsimile nos.:
 ______________________________________

Company e-mail address:
______________________________________

Company address:      _____________________________________ 
II.
Information of contact person for the library loan service

Contact person:      ________________________________________ 
Position:            ________________________________________

Telephone number(s): ________________________________________

Facsimile number(s): _________________________________________

E-mail address:     _________________________________________

Signature:         __________________ _______________________ 
Company chop:    __________________________________________
Date:             __________________________________________
For Library Official Use Only:

Library BIB nos.: _______________________
Barcode:       _______________________
Handled by: _______________________  Date: __________________

Approved by: _______________________ 

Date:               /    / 

Industry library membership

Withdrawal Form

(Company name)________________________ with (library no.)
__________in(address)_______________________________________
is applying for the withdrawal of the industry library membership.

Signature:____________________Company Chop: _______________

Date:       /      /
	For library official use only
	

	1. Book cleared
⊙Yes ⊙No

2. ILM borrower’s card return
⊙Yes ⊙No

3. Loan account cancelled
⊙Yes ⊙No

4. Please charge MOP$ ______ for lost /damaged items

Remarks:
	Signed and stamped by the IFT library:

Date:

	For administrative and financial official use only
	

	1.  Outstanding charges cleared
⊙Yes ⊙No

2.  Copy of the caution fee receipt is received
⊙Yes ⊙No

Remarks:
	Signed and stamped by Administrative & Financial Department:

Date:


Approved by:______________________

Date
:       /       /
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Certificado pela:

_____________
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