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Kentucky Instructional Materials Resource Center
GUIDELINES FOR SHIPPING MATERIALS (BOOKS, EDUCATIONAL AIDS, BRAILLEWRITERS AND ASSISTIVE TECHNOLOGY) TO THE KIMRC

Books and Educational Aids (referred to as equipment):

· All books and equipment (excluding assistive technology devices valued over $500) may be returned to the KIMRC at no cost by mailing it “FREE MATTER FOR THE BLIND” through the United States Postal Service.
· Books and equipment should be returned in an efficient and orderly fashion.  When possible, all volumes of a book should be returned in order such as volumes 1-3 contained in one box, volumes 4-6 in another, etc.  For safety and handling purposes, boxes should not be heavier than what you can comfortably handle. All parts of equipment, such as kits, should be shipped in one box.  Mixing parts of kits is not acceptable.

· All packages and/or boxes should be clearly addressed to the KIMRC and bear the sender’s return address on the front of box.

Braillewriters:

· Braillewriters may be returned to the KIMRC at no cost by mailing it “FREE MATTER FOR THE BLIND” through the United States Postal Service.
· When returning a braillewriter to the KIMRC, please do not use styrofoam peanuts or shredded paper as packing.  It is recommended that you save the box and packing materials that the braillerwriter was shipped to you so that you can use it for return shipment.
· If a braillerwriter is being returned to the KIMRC for repair, be sure to include an Equipment Repair Form, especially if it is to be returned to your district and/or agency for a student.
Assistive Technology Over $500:

· The KIMRC will not ship any assistive technology device valued over $500 through the mail. It is the responsibility of the patron to make arrangements for the item(s) to be retrieved and returned in person from the KIMRC. 

Assistive Technology Under $500:
· Assistive Technology valued under $500 may be returned to the KIMRC at no cost by mailing it “FREE MATTER FOR THE BLIND” through the United States Postal Service.
· All original shipping boxes and packing materials should be retained for return shipment of item(s).
· No more than two assistive technology devices should be placed in a box for return shipment.
· When returning assistive technology to the KIMRC, be sure to include adapters and all parts of the equipment (cables, CD’s, headphones, etc.).  If in doubt, refer to the packing list that was shipped with the device. 
· If assistive technology is being returned for repair, please include an Equipment Repair Form with your shipment.
Important Reminders:
· All books, equipment, braillewriters and assistive technology devices that are returned in poor condition by a school district may warrant written notification to the Superintendent and/or Director of Special Education (DOSE).
· Patrons should make it a priority to “RECEIVE” all shipments from the KIMRC on the KIMRC On-Line Order System http://kimrc.ksb.kyschools.us/. 
· Braillewriters should be returned to the KIMRC once per year for cleaning and general maintenance.

· It is the responsibility of the patron to obtain replacement batteries for equipment. 
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