
 
After receiving the specimens, please sign and return one copy of this instruction leaflet along with the outgoing loan agreement form. 
Return to: Curator of the Herbarium, Herbarium KFRI, KSCSTE-Kerala Forest Research Institute, Peechi - 680 653, Thrissur, 
Kerala, India. 

THE HERBARIUM 

KSCSTE-KERALA FOREST RESEARCH INSTITUTE (KFRI) 

PEECHI, THRISSUR, KERALA - 680 653 

INDIA 

Instructions for loans from the herbarium KFRI 

1. A copy of this instruction leaflet should be given to the researcher working with the loaned material. 

2. No more than 5 lots of specimens may be requested in a single loan request. 

3. Type specimens are not loaned except under unusual situations at the discretion of the Curator. High resolution 

digital images of type specimens can be provided on request. 

4. Students/fellows and others not in permanent employment will only receive loans in the name of their concerned 

authority/head of the institution. In case of major investigations/examinations of bulk samples, researchers are 

encouraged to visit the KFRI herbarium for their studies. 

5. As this loan is granted to the institution not to an individual, the receiving institution accepts responsibility for the safe 

custody and return of the specimens. 

6. Loan material must not be removed from the institution to which it is on loan. The recipient may not transfer loaned 

specimens, parts, or derivatives thereof to any party without prior written consent from KFRI. 

7. Material preserved in the liquid must be maintained in the same medium and not allowed to dry out. 

8. The loan period is indicated on the loan form, and an extension may be granted upon request. Before the deadline 

expires, a request may be made in writing or by e-mail to the Herbarium curator. 

9. Material cannot be removed for destructive sampling without the KFRI curator's special permission (Strictly prohibited 

in Type materials). This comprises the removal of material for chemical, DNA extraction, anatomical studies etc. If 

material is removed, please mark the location with a pencil; in the case of mounted material, you might delineate the 

contour on the sheet. The output data, such as SEM/TEM images, sequences, prepared microscope slides, etc., must 

be submitted to the KFRI. 

10. Each returned specimen should have annotation slips attached, preferably using paper clips rather than glue and 

written legibly in permanent ink. The annotator's name, the name of their institution, and the date of the annotation 

should at the very least appear on the annotation label. Where specimens were sampled destructively, the project for 

which this was done should be given, e.g. "sampled for molecular phylogenetic work" or "sampled for anatomical 

studies". 

11. The lending institution, KFRI, should be acknowledged in any publications or other materials that present results 

derived from using the loaned specimens. Reprints resulting from the study of material should be sent to the KFRI 

library. 

12. Specimens must be carefully packed to avoid damage in transit. Please notify us separately (e-mail with tracking 

id, if any) that you are returning the loan. 

--------------------------------------------------------------------------------------------------------------------- 

I, …………………………………….. read the above mentioned instructions carefully and received …….. 

Herbarium specimens/samples in good condition and loan to be return by the due date. 

Date: 

Place:                          Signature with seal 
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THE HERBARIUM 

KSCSTE-KERALA FOREST RESEARCH INSTITUTE (KFRI) 

PEECHI, THRISSUR, KERALA - 680 653 

INDIA 

LOAN REQUEST FORM 

(Please fill the loan request form and e-mail to: sreekumar@kfri.res.in with covering letter or sent 

to: Curator of the Herbarium, Herbarium KFRI, KSCSTE-Kerala Forest Research Institute, Peechi 

- 680 653, Thrissur, Kerala, India.) 

 

BORROWER NAME:  

(The borrower must be an individual with a permanent position at the recognized institution. 

loans for student, fellow or visiting researcher use must be requested by their professor or 

herbarium curator or competent authority or head of the institution.) 

INSTITUTION NAME & ADDRESS: 

 

 

FOR STUDY BY: 

 

PHONE/MOBILE NO.: 

E-MAIL: 

SHIPPING ADDRESS (IN BLOCK LETTERS): 

 

 

 

PURPOSE OF THIS LOAN: 

 

 

PROJECT DESCRIPTION:  

(Briefly describe your project and how the requested material will be used to support your 

research) 
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LIST OF SPECIMENS REQUIRED: 

Acc. No./Coll. 
No. 

Taxon Collector Type? 

    

    

    

    

    

 

LOAN INSTRUCTIONS: Approval of this request is contingent upon the borrower's commitment 

to comply with all requirements and conditions placed on this loan. The borrower must read each 

of the following statements. 

1. No more than 5 lots of specimens may be requested in a single loan request. 

2. Type specimens are not loaned except under unusual situations at the discretion of the Curator. 

High resolution digital images of type specimens can be provided on request. 

3. Students/fellows and others not in permanent employment will only receive loans in the name 

of their concerned authority/head of the institution. In case of major investigations/examinations 

of bulk samples, researchers are encouraged to visit the KFRI herbarium for their studies. 

4. As this loan is granted to the institution not to an individual, the receiving institution accepts 

responsibility for the safe custody and return of the specimens. 

5. Loan material must not be removed from the institution to which it is on loan. The recipient may 

not transfer loaned specimens, parts, or derivatives thereof to any party without prior written 

consent from KFRI. 

6. Material preserved in the liquid must be maintained in the same medium and not allowed to dry 

out. 
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7. The loan period is indicated on the loan form, and an extension may be granted upon request. 

Before the deadline expires, a request may be made in writing or by e-mail to the Herbarium 

curator. 

8. Material cannot be removed for destructive sampling without the KFRI curator's special 

permission (Strictly prohibited in Type materials). This comprises the removal of material for 

chemical, DNA extraction, anatomical studies etc. If material is removed, please mark the location 

with a pencil; in the case of mounted material, you might delineate the contour on the sheet. The 

output data, such as SEM/TEM images, sequences, prepared microscope slides, etc., must be 

submitted to the KFRI. 

9. Each returned specimen should have annotation slips attached, preferably using paper clips 

rather than glue and written legibly in permanent ink. The annotator's name, the name of their 

institution, and the date of the annotation should at the very least appear on the annotation label. 

Where specimens were sampled destructively, the project for which this was done should be 

given, e.g. "sampled for molecular phylogenetic work" or "sampled for anatomical studies". 

10. The lending institution, KFRI, should be acknowledged in any publications or other materials 

that present results derived from using the loaned specimens. Reprints resulting from the study 

of material should be sent to the KFRI library. 

11. Specimens must be carefully packed to avoid damage in transit. Please notify us separately 

(e-mail with tracking id, if any) that you are returning the loan. 

I have read and understand the requirements described on the loan request form. If my loan 

request is approved, I agree to comply with all of the conditions of the loan. 

Date: 

Place: 

 

(Signature with date and seal) 



 
After receiving the specimens, please sign and return one copy of this outgoing loan agreement form along with the instruction leaflet. 
Return to: Curator of the Herbarium, Herbarium KFRI, KSCSTE-Kerala Forest Research Institute, Peechi - 680 653, Thrissur, 

Kerala, India. 

THE HERBARIUM 

KSCSTE-KERALA FOREST RESEARCH INSTITUTE (KFRI) 

PEECHI, THRISSUR, KERALA - 680 653 

INDIA 

Outgoing Loan Agreement 

To, 

The Herbarium Curator 

…………………………………… 

…………………………………… 

…………………………………… 

…………………………………… 

 

We are sending you Herbarium specimens or samples as mentioned below with reference to your loan 

request dated ……………….. 

All loaned material is supplied to you subject to the enclosed leaflet containing loan instructions, and the 

return of this loaned materials are expected within due date (6 months) from the date received. Extension 

of the loan may be granted on request to the Herbarium curator. 

Please verify the specimens/samples upon its arrival. Acceptance of this material will constitute an 

agreement by you to comply with the enclosed terms and conditions. Please acknowledge receipt and 

acceptance by signing the outgoing loan agreement form and instruction leaflet and returning it to:  Curator 

of the Herbarium, Herbarium KFRI, KSCSTE-Kerala Forest Research Institute, Peechi - 680 653, Thrissur, 

Kerala, India. 

Details of Specimens: 

Acc. No./Coll. No. Taxon    Collector     Type? 

 

 

HEAD OF COLLECTIONS 

--------------------------------------------------------------------------------------------------------------------- 

I, …………………………………… received and accepted the above mentioned ………… (Nos.) Herbarium 

specimens/samples in good condition and loan to be returned by the due date. 

 

Date ----------------------------------------- 

 

Name ---------------------------------------- 

 

Designation -------------------------------- 

Loan Number 

…………………………………. 

Dispatch Date 

………………………………… 

Due Date 

…………………………………. 

                 

(Signature with seal) 
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