SOP: Material Return, Renewal, and Fine Management

This SOP details the process for material return, renewal, and fine management, encompassing timely return of
borrowed materials, procedures for extending borrowing periods, and the assessment and collection of fines for overdue
or damaged items. It aims to maintain inventory integrity, promote accountability, and ensure fair usage of resources by
outlining clear responsibilities, timelines, and penalties related to material handling within the organization.

1. Purpose

To establish a standardized process for returning, renewing, and managing fines for borrowed materials. This ensures
timely material circulation, reduces loss or damage, and maintains fairness and accountability.

2. Scope

Applies to all employees, students, or members who borrow materials from the organization's inventory (e.g., library
books, equipment, documents).

3. Responsibilities
¢ Borrowers: Return materials on time, request renewals before due dates, and pay assessed fines promptly.

o Staff/Admin: Issue receipts, process renewals and returns, calculate fines, and update inventory records.
¢ Supervisors/Managers: Oversee SOP compliance and handle dispute resolutions.

4. Definitions

Term Definition

Material/Borrowed ltem Any item loaned out by the organization (e.g., books, devices, tools).
Renewal Extension of the borrowing period upon request and approval.

Fine Monetary penalty for overdue, lost, or damaged items.

5. Procedures

5.1 Material Return

Borrower returns material to designated return location by due date.
Staff inspects item for damage and verifies return.

Staff updates inventory/borrowing record.

Receiptis issued to borrower.

If overdue, calculate and inform borrower of fine (see Section 5.3).
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5.2 Material Renewal

1. Borrower requests renewal before due date (online, in person, or via email as applicable).
2. Staff verifies eligibility (no hold/reservation, no outstanding fines, etc.).

3. Ifeligible, extend due date in system and inform borrower of new return date.

4. If not eligible, inform borrower and require return by original due date.

5.3 Fine Management
1. Ifitem is overdue or returned damaged/lost, calculate fine as per Fine Schedule (see Section 6).
2. Inform borrower regarding the fine amount and payment procedure.

3. Collect payment and issue receipt, or record as outstanding if unpaid.
4. Update borrower account and inventory records accordingly.

6. Fine Schedule (Sample)

Condition Fine Amount



Overdue (per day) $1.00 per day

Damaged ltem Cost of repair or 50% of item value

Lost ltem Full replacement cost + $10 processing fee

7. Record Keeping

¢ Alltransactions (returns, renewals, fines) must be recorded in the inventory/borrowing system.
¢ Receipts must be provided for all payments and kept for auditing purposes.

8. Compliance and Dispute Resolution

e Borrowers disputing a fine or decision may submit a written appeal to the supervisor/manager within 5 business

days.
¢ The final decision will be communicated in writing within 7 business days of appeal receipt.

Note: This SOP should be reviewed annually and updated as necessary to address policy, regulatory, or operational
changes.

9. References

e Material Borrowing Policy
¢ Inventory Management Guidelines
¢ Organization's Code of Conduct
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