DAREN COSTUME LOAN GUIDE

I.
The following procedures are to be used as a guide when an eligible agency requests to “Borrow” a Daren Costume.

The Daren Costume “Loans” will be processed in the order received by D.A.R.E. Iowa.

If a scheduling conflict develops wherein a requesting agency can not be provided a “loan” of the Daren Costume, that agency shall be notified by telephone without undue delay.

II.
Eligible agencies are defined as any local or state law enforcement agency that has the D.A.R.E. program in place. Questions of eligibility should be resolved through the Coordinator of D.A.R.E. Iowa.

III.
The following process and procedures apply for the “Loan” request of the Daren Costume.

A. The agency requesting a “Loan” of the Daren Costume must submit a dated written request on agency letterhead. The event description, dates of use, and contact person must be specified.

B. Upon receipt of the “Loan” request, the D.A.R.E. Iowa Coordinator must verify eligibility of the agency.

C. Check the Daren Costume master calendar for availability of the Daren Costume.

D. If the Daren Costume is available, the Coordinator shall send the requesting agency a packet containing the following:

1. Cover Letter – Hold Harmless Agreement

2. Daren Fax Note

3. Daren the Lion – Fact Sheet

4. Daren Costume – Washing Instructions

5. Daren Costume – Shipping Instructions

E. The Cover Letter – Hold Harmless Agreement, signed by the Requesting Agency, must be returned to D.A.R.E. Iowa. It is the only return document required for costume “Loan” processing to continue.

F. Upon receipt of Cover Letter – Hold Harmless Agreement, by the Coordinator, the requesting agency “Loan” is considered “Approved” and shall be logged on the appropriate date on the Daren Master Calendar.
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G. The “Daren Costume To Be Shipped” form must be completed and placed in the “To be shipped” File in shipping date sequential.

H. The signed Cover Letter – Hold Harmless Agreement is to be filed permanently.

I. The Coordinator shall notify, by phone, the requesting agency contact person to inform him/her that the Daren Costume “Loan” is approved and scheduled. The dates of the “Loan” should be verified at this time.

J. The Daren Costume should be shipped to the requesting agency three days prior to the event

Note: If scheduling for the Daren Costume is tight, include “Next Agency Shipping Instructions” on the D.A.R.E. Costume Shipping Instructions Form.

Note: D.A.R.E. Iowa will pay for the shipping of the Daren Costume to the original requesting agency. All other shipping return or forwarding is to be paid by the borrowing agency.
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