City of Concord, New Hampshire
C O N C O RD P UB L I C LI B R ARY
45 GREEN STREET03301-4294

BUSINESS BORROWER’S CARDS
Businesses, institutions, nonprofits, federal and state agencies, and educational
institutions in Concord and Penacook may obtain a borrower’s card from the Concord Public
Library. The business may either own or rent office space.
To apply for a library card, please send your request on company letterhead with the
signature of the chief executive officer of the business to:
Carol Ann Bouchard, Circulation Supervisor
Concord Public Library
45 Green Street
Concord, NH 03301
The CEO should specify in the letter which employee of the business will have his/her
name on the card (i.e., the CEO him/herself or another employee). This designated employee
will be the person the library recognizes as being responsible for all materials borrowed on the
card, and any fines or fees incurred. This person will receive overdue notices. And, this will be
the only person who may request special services from the library on behalf of company
employees: consideration of a title for purchase, reservation of a title currently checked out, and
the borrowing of titles from other libraries. This will also be the only person who may have
access to information concerning what is currently checked out on the account, and for which
items fines are owed.
On the basis of this written request, the company will be registered with the library in the
name of the designated employee with the company’s name and address. The borrower’s card
will then be mailed to this employee’s attention, with a letter outlining guidelines. However, any
person presenting the business borrower’s card may borrow materials at the library. The
business borrower’s card will be valid for the library’s standard one-year time frame, at which
time the request must be renewed and any fines or fees paid.
To renew a business card, the designee may present or mail a letter from the CEO of
the business requesting renewal and again specifying which employee will have his/her name
on the card as the business contact person.
If the designee presents the letter at the Circulation Desk, the Circulation Staff will renew
the card then and there if all fines and fees are paid and proper identification is presented. A
letter confirming renewal will be sent to the designee with the renewal date noted.
If the letter of request for renewal is mailed, the confirmation letter will be sent to the
designee with the new renewal date included.
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