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TORRANCE PUBLIC LIBRARY  
ZIP BOOKS GUIDELINES.



Zip Books is FREE to use for Torrance residents who meet the following criteria:
1. Patron’s Torrance library card MUST be valid with a current Torrance address on file.
2. [bookmark: _GoBack]Zip Books can only be shipped to Torrance addresses or PO Boxes. Part-time residents living in Torrance may request a Zip Book, but must provide proof of Torrance residency and how long they will be residing in the area. Part-time residents cannot request items once they are no longer residing in Torrance.
3. Patron’s Torrance library card fines must be below $25 and have no lost or damaged items noted on their Torrance library card.
4. Patron must have no multiple lost, outstanding, or damaged Zip Book items noted on their library card. Violation of Zip Book program policy will result in program suspension.

Guidelines for eligible Zip Books:

· Zip Books will be a print book, large print edition of a book, or a Book on CD sold on Amazon.com and shipped via Amazon Prime only.
· Items owned by the Torrance Public Library are NOT eligible for purchase using Zip Book funds. Alternative formats of a current holding such as large print or Book on CD are acceptable.
· Adult fiction on the New York Times bestseller list are not eligible to purchase.
· The maximum price for an eligible Zip Book is $50 (pre-tax) and $75 (pre-tax) for Book on CD or foreign language items.  
· Only one (1) Zip Book may be requested at a time with a maximum of five (5) Zip Books requested per month.  A previous Zip Book MUST be returned before requesting another. NO EXCEPTIONS.
· Zip Books may be checked out for 6 weeks with no renewals. If the item is not returned, returned damaged and unsuitable for circulation, or returned in a book drop, the patron’s Zip Books borrowing privileges will be suspended.
· Textbooks, self-published books, vanity press, study guides and magazines are not eligible to purchase.
· Eligible Zip Books cannot have been published within the last 12 months.


How to request Zip Books materials:
· Search the library catalog to see if the library does not already own the title.  
· Fill out the Zip Books request form at www.Library.TorranceCA.gov , call the Reference Desk at 310-781-7599  or submit a hardcopy request form to the Reference Desk at any Torrance Public Library.
· Once submitted, library staff will notify patrons by email, telephone or by mail within a week, when the item has shipped or if the item is not available. 
· Currently, Amazon is temporarily prioritizing COVID related items and delivery of Zip Books may be delayed.  Please contact the library ASAP if there is a delay or you do not receive the item.
· Once the item has been received, a gift notice will be included with the Zip Book indicating the due date of the item and procedures on how to return the item.
How to return a Zip Book:
· After the 6-week checkout period, patrons must return the Zip Book with the enclosed gift message to a staff member working at the Circulation Desk at any Torrance Public Library location and mention that it is a Zip Book.
· Once the Zip Book has been returned and checked in, the patron may request another Zip Book.
· Due to the COVID-19 pandemic, ALL Torrance Libraries are closed until further notice.  Patrons with a Zip Book may keep it in their possession until Torrance libraries reopen.  
· If the Zip Book is overdue, an email or written overdue notice will be sent to the patron, and a note will be placed on the patron’s library card, indicating that their Zip Books privileges have been suspended until the Zip Book has been returned.
· If the item is not returned, returned damaged unsuitable for circulation, or returned in a book drop, the patron will be notified of the Zip Books violations and their borrowing privileges will be suspended.
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