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Email Templates
Please see suggested wording for Lend Engine automated emails, please note: TEXT HIGHLIGHTED IN RED MUST BE TAILORED TO INCLUDE LINKS TO YOUR WEBSITE.
Welcome email
Subject: Welcome to Benthyg [name!] 
Header: Thank you for signing up as a member of Benthyg [name] - we're so happy you're here! 
You’ve become part of Benthyg Cymru - an amazing network of Libraries of Things across Wales, founded to create places for local communities to borrow things they need but don't own, donate things they own but don't need and provide a space for people to share knowledge and skills. 
You are now able to browse and reserve items in advance online.
The first time you borrow an item, you will need to bring in photo ID - either a driving licence or passport and utility bill. You only need to do this once!  
After we've seen your ID and completed your registration, you will need to read and sign the borrower’s agreement and liability waiver as part of your first borrow. 
You can add money to your account in advance [NB only if Stripe payment has been set up- delete if not] or you can pay by card/ cash when you pick up your reservation.  You can also use time credits or volunteering time to pay for items! 
	Note to branch leaders: please review the following section and amend the links to pages on your specific website. 



We are adhering to current government guidance on COVID-19: You can see our full COVID-19 Safety measures here – include link to the relevant page on your Lend Engine site. 
By signing up as a member, you acknowledge that you have read and agree to Benthyg [name]'s Terms & Conditions and that by taking possession of any item, you are certifying that you are capable of using that item in a safe and proper manner. 
Please assess the need for any PPE and read the full borrower’s agreement and liability waiver before each borrow: [link to your branch’s agreements on your online borrowing platform].  We believe our Terms & Conditions have both our members' and Benthyg [name]'s best interests at heart.
Benthyg [name] is a waste-cutting, money-saving community project - well done for taking the time to become part of the incredible sharing movement and a massive thank you from the whole Benthyg Cymru network!
[Your names/ team/ group]
P.S. We love it when our members share photos of our items and why they've borrowed them! Please share away on any of our social media pages.

Loan reminder
Subject: Your loan is due tomorrow
Header: Hello!
We hope you are enjoying borrowing your item from Benthyg [name]. This is gentle reminder that your item is due to be returned tomorrow. We do need items to be returned on time so we can get them ready for the next borrower so please return it on time.  
If you need to extend your borrowing period, please contact us or create a new reservation starting with your existing return date and ending with your new return date. 
	Note to branch leaders: please review the following section and include the links to pages on your specific website.



Please remember, by taking possession of any item, you are certifying that you are capable of using that item in a safe and proper manner - please re-read the full borrower’s agreement and liability waiver each time before borrowing: [link to your branch’s agreements on your online borrowing platform]. 
If you have any questions, drop us an email or give us a call and we will do our best to help!
Diolch!
[Your names/ team/ group]

Loan confirmation
Subject: Benthyg [name] - Loan Confirmation
Header: Hello!
Thank you for borrowing from Benthyg [name].
Please help us to stop the spread of COVID-19 by cleaning the item before returning it, and bringing it back on time, this will give us time to quarantine it before it gets borrowed by someone else. 
[If you or a member of your household develop COVID-19 symptoms while you're borrowing your item, or if you come into contact with a confirmed case, please let us know ASAP to discuss options for returning the item.]
	Note to branch leaders: please review the following section and include links to relevant pages on your specific website.



Also, just a reminder - by signing the Liability acknowledgment and taking possession of any item, you are certifying that you are capable of using that item in a safe and proper manner - please read the manual and assess the need for any PPE and always re-read the full borrower’s agreement and liability waiver before borrowing: [include link to your branch’s agreements on your online borrowing platform].
If you have any questions, drop us an email or give us a call and we will do our best to help!
Diolch!
[Your names/ team/ group]

Loan overdue
Subject: Your item is overdue
Header: Hello!
Thank you for borrowing your item from Benthyg [name]. This is gentle reminder that your item is now overdue and due to be returned. 
If you need to extend your borrowing period, please contact us or create a new reservation starting with your existing return date and ending with your new return date; if you can't do that because it's been reserved by someone else, please contact us to arrange a time to bring it back asap. 
	Note to branch leaders: Include links to relevant pages on your specific website and branch-specific contact details – email/ telephone number


 
If you have any questions, drop us an email or give us a call and we will do our best to help!
Diolch!
[Your names/ team/ group]

Loan extension
Subject: Benthyg [name] - Loan Extension
Header: Hello!
Thank you for extending the time for borrowing your item from Benthyg [name]. You can now return your item to your selected location on your selected date.
If you have any questions, drop us an email or give us a call and we will do our best to help!
Diolch!
[Your names/ team/ group]

Reservation confirmation
Subject: Benthyg [name] - Loan Reservation
Header: Hello!
Thank you for reserving your item from Benthyg [name], we are getting your item ready, and we look forward to seeing you soon. 
Thanks for being part of the sharing revolution - every borrow gives an item a new life! 
If this is your first time borrowing from us- please bring in Photo ID -either a driving licence or passport and utility bill. 
	Note to branch leaders: Include links to relevant processes and pages on your specific website



We are keeping an eye on current guidance on Covid 19 safety measures- for details [insert link to site covid measures page if still relevant]. 
Also, just a reminder - by taking possession of any item, you are certifying that you are capable of using that item in a safe and proper manner - please assess the need for any PPE and re-read the full borrower’s agreement and liability waiver before borrowing: [Insert link to the page on your online borrowing platform]  
If you have any questions, drop us an email or give us a call [insert contact details] and we will do our best to help! 
Diolch!
[Your names/ team/ group]

Reservation reminder
Subject: Benthyg [name] - Your reservation is due to be collected tomorrow
Header: Hello! 
Thank you for reserving an item from Benthyg [name] and being part of the sharing revolution! 
If this is your first time borrowing from us- please bring in Photo ID -either a driving licence or passport and utility bill.
This is gentle reminder that your item is due to be collected tomorrow.  
	Note to branch leaders: Include links to relevant processes and pages on your specific website.



By taking possession of any item, you are certifying that you are capable of using that item in a safe and proper manner - please assess the need for any PPE and re-read the full borrower’s agreement and liability waiver before borrowing: [Insert link to the page on your online borrowing platform]  
If you have any questions, drop us an email or give us a call and we will do our best to help!
Diolch!
[Your names/ team/ group]

Item check-in
Subject: Diolch!
Header: Thank you for borrowing from Benthyg [name]!
We’re so glad we were able to help you save money and the environment by borrowing. Please let us know if you have any feedback about the item you borrowed, or your overall experience.
Please borrow again from us soon!
Team Benthyg

Membership expired notification
Subject: Your Benthyg [name] membership has expired
Header: Hello!
First and foremost, we want to thank you for your continued support of Benthyg [name]. Without our members, we would not be able to provide our services to the community. Put simply, you make what we do possible.
We hope your membership has been a helpful resource to you. You can renew your membership by logging into your Benthyg [name] account at [online borrowing platform URL].  
Please also let us know if you have any suggestions as we'd love to hear your feedback!
As a reminder, the Benthyg Cymru network was founded to create a place for local communities to borrow things they need but don't own, donate things they own but don't need and provide a space for people to share knowledge and skills.
Benthyg [name] is a waste-cutting, money-saving community project - well done to you for taking the time to become part of a wonderful movement and a massive thank you from the Benthyg Cymru network!
[Your names/ Team/ Group]

Item donor notification
Subject: Your donation has been lent out from Benthyg [name]
Header: We thought you would like to know that your donation to Benthyg [name] is being borrowed again – thank you for helping us share resources and reduce waste! 
Your donations make what we do possible! 
Dymuniadau gorau,  
Team Benthyg [name]
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