SANTA CLARA COUNTY LAW LIBRARY

360 North First Street

San Jose, CA. 95113

(408) 299-3568


LIBRARY BORROWING PRIVILEGES FOR ATTORNEY SUPPORT STAFF

Attorney support staff are eligible to apply for borrowing privileges at Santa Clara County Law Library, according to the following procedures:

1.  The support staff must be employed by an attorney who is a member of the State Bar of California and who practices and resides in Santa Clara County.  The attorney must have already established borrowing privileges at the Library, and be in good standing concerning such privileges.  The support staff, before proceeding further, should ask the circulation staff to determine whether the attorney meets these criteria.  All books and materials to be borrowed should be used for or by the authorizing attorney for whom the support staff works.

2.  Next the support staff must present an authorization letter on the attorney’s LETTERHEAD.  A recommended format is provided below:

Santa Clara County Law Library                               [DATE]

New Accounts

360 North First Street

San Jose, CA 95113

Dear Librarian:

     This is to authorize [NAME OF SUPPORT STAFF], who is currently employed by me, to check out books and other materials in my name from the Santa Clara County Law Library.

     I agree to be fully responsible for the books and materials checked out by the above support staff, and will assume and pay any accruing fines for their use, according to the borrowing rules of the library.

     I will notify the library in writing in the event that I no longer require the above support staff to check out books and materials for me.  I understand that all library circulation cards distributed to above support staff are being issued for an indefinite time period, unless I specify an expiration date for the card(s). 

[ATTORNEY:     PLEASE INSERT THE CLAUSE BELOW IF YOU WANT

THE CIRCULATION CARD(S) TO HAVE AN EXPIRATION DATE)

(I am requesting the library circulation cards for the above staff expire on ____________.)

Sincerely yours,

            [SIGNATURE OF AUTHORIZING ATTORNEY]  

3.  After the receipt of the authorization letter, the Library will than ask the support staff to fill out an application/receipt which is kept at the circulation desk, and each support staff will need to purchase a library card at $2.00 each.  Support staff will need to present their own card in order to check out materials.

