(YOUR COMPANY) POLICY LETTER
TOOL RENTAL

All Technicians are expected to furnish their own tools. There are some tools, however, that are used so rarely that a tech may choose not to buy one, but to rent one instead. 

With this in mind, (Your Company) has purchased some of the larger and more expensive tools. These tools can be rented from (Your Company) at a reasonable cost. The purpose of the tool rental is to make these tools accessible to the Technicians in a hurry, so that they can concentrate on doing the job, rather than looking for a place to rent tools.

All money that (Your Company) receives on tool rentals will be used to maintain the tools and to purchase more tools. In this way, there will always be a growing supply of tools kept in good working order. 


Here are the policies governing the rental of (Your Company) tools:


1.
All tools cost 5.00 per day.


2.
Weekends are free.



If you take out a tool any time on Monday, and you bring it back any 

time on Tuesday that counts as one day. If you take out a tool on 


Friday, and bring it back on Tuesday, you will be charged for two 


days, Friday and Monday.


3.
Tools are signed out before they are taken out of the storage area, and are signed in after they are returned to the storage area. Employees are responsible for a tool from the time it is signed out until that tool is signed back in again.


4.
The cost of a lost, stolen or damaged tool is charged to the Technician who signed out for the tool. The current value of that tool is determined by the office manager.
If a particular tool is not typically used in work we do for our customers, then that tool rental can legitimately be added to a customer's bill. An example of this would be a 12 foot step ladder, but not a 20 foot extension ladder. A scaffold is billable, but not a hand drill. Walkie-talkie no, roto hammer and fastening gun yes (because of the high cost of shots and drill bit replacements). 

So, them's the rules about the tools.

(Your Name)
