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Kendall Young Library offers faxing services to members, staff and the general public. The fax machine is primarily used for Library operations and services, however, patrons needing fax service will be accommodated as soon as possible.
Guidelines for Faxes

· Kendall Young Library fax number is 515-832-9102.
· The fax machine is operated by Library staff

· Faxes are only sent in black and white and can accommodate letter size documents.  The fax machine can only send and receive single-sided pages.
· Fax services may not be used for any illegal purpose, and patrons must abide by all copyright laws.

Sending faxes

· All faxes are sent with a cover page at no cost.

· Patrons must provide a copy of acceptable condition to be faxed.

· The Library is not responsible for success receipt by the destination fax

· The library is not responsible for any damage or loss of data or consequential damage arising out of the use of the fax.
· The patron must stay until the fax is sent.

· The patron is expected to confirm the receipt of the fax by the other party. 

· If the fax does not go after three tries, the patron must send it at another time.
Receiving faxes

· Patrons may receive faxes at the Library.  Patrons must notify the Library that they are expecting an incoming fax.
· The Library will make every attempt to notify patrons when faxes are received.

· Faxes not picked up after 7 days will be destroyed.  Charges will be charged to the patron’s library card.

Fees

· The Library charges $1.00 for the first page and $.50 for each additional page for incoming and outgoing faxes.

· All faxes sent should have a cover sheet which will be provided and sent by the library at no cost. 
· All fees must be paid at the time the fax is sent. Any unpaid fax cost will be charged to the patron’s library card.

Fax policy reviewed and revisions accepted by the Kendall Young Library Board of Trustees 12/14/1999

Fax policy reviewed September 10, 2001 and February 10, 2004.  No changes were made.

Revised and approved by the board of trustees 9-13-05.   Reviewed and approved 2/12/08, 2/8/11

Kendall Young Library

1201 Willson Ave
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