LeveL III Books- Loan Request Form

TMCEC’s Policy for Loaning out Sets of Level III Clerks Certification Books

1) A $100 deposit per set is required of all persons requesting to check out a set of books used to prepare for the Level III Clerks Certification Test. The deposit must be made by check. Cash is not accepted. NOTE: your deposit check will be cashed and held by the TMCEC until such time as you return your loaned books. Upon the books’ return, you will be issued a check in the amount of your initial deposit.

READING LIST
Set one: Management and Personal Development

· Organizing Your Workspace: A Guide to Personal Productivity (Revised Edition)
· Leadership When the Heat is On (Revised Edition)
· Applied Strategic Management: How to Develop a Plan that Really Works
· Managing Transitions: Making the Most of Change (2nd Edition)
· Team Players and Team Work
· Hiring and Firing: What Every Manager Needs to Know (Revised Edition)

· Dynamics of Diversity: Strategic Programs for you Organization
· The Complete Guide to Performance Appraisal
Set Two: Court Management

· Record Management: A Practical Guide for Cities and Counties
· Court Management Library Series: Trial Court Handbook
· Texas Municipal Courts Financial Management Handbook
· Protecting Court: A Practitioner’s Guide to Court Security. 
· How Full is Your Bucket?
· Caseflow Management: The Heart of Court Management in the New Millennium
Set Three: Organization

· Management of Organization Behavior: Leading Human Resources (8th Edition)
2) Books must be returned at the end of four months from the date of checkout. Failure to return the books in the required time may result in the clerk or city being billed for the entire cost of the set(s) of books, loss of the deposit, and the clerk being barred from attending TMCEC programs until the account has been cleared.

Your signature below indicates that you understand TMCEC’s loan policy on Level III Certification books and that you agree to abide by the policy. 

I, the undersigned, do understand TMCEC’s loan policy and do hereby agree to abide by the policy. I understand that if I default in returning the books as agreed to by my signature that I will be responsible for the total cost of the books, that I will lose my deposit, and that I will be barred from attending a TMCEC Court Support Personnel Program.

Signature 









Date

Court Address

Court Telephone Number (include extension, if any)

	For TMCEC use only.

Date books checked out: ____________________________________________

Date books returned: _______________________________________________

Other action required:













