Sample of a Request for Loan Letter: 


Today's Date


From:�Person Requesting Loan�Title�Sponsoring Organization/Company


To:�Mr. Michael George�Division Chief�Wind Tunnel Operations FO�MS 227-4�NASA Ames Research Center�Moffett Field, CA 94035


Subject: REQUEST FOR LOAN OF THE NATIONAL AERONAUTICS AND SPACE ADMINISTRATION (NASA) AT AMES 2.5 INCH MK 34 A STRAIN GAUGE BALANCE 


1. Request�The Sponsoring Organization/Company requests the loan of the NASA AMES 2.5 inch internal strain gauge balance for use by Testing Organization for the Test Name in the Test Location and Wind Tunnel Name from Start Date through End Date. This balance will be used as the Primary/Backup Test Balance. The Sponsoring Organization/Company accepts responsibility for repairing or replacing the balance and associated equipment should damage occur while in our possession (this includes all mechanical and electrical aspects of the balance including the taper and outer sleeve). Balance calibration personnel shall be notified of problems in an effort to reduce potential damage to the balances.


2. Items Requested�The balance(s) and associated equipment desired are the 2.5 inch MK 34A and its calibration body. The balances and associated equipment are required for the time period: �Loan Start Date through Loan End Date


3. Static and Dynamic Loading Limits�The use of the balance requires two balance-to-model pins. Additionally, as per the balance load limit monitoring of NASA Ames Research Center, the balance loads will not exceed the following: �Static + Dynamic loads shall not exceed 110% of any balance element capacity. �Dynamic loads shall not exceed 50% of balance capacity.


If the loan of the balance and associated equipment is agreeable, then please ship to:�ATTN: Person to ship to �Shipping to Address


Name, Title �Signature


The Sponsoring Organization/Company point of contact is Name, Title, and telephone #.


Please see the attached Balance Calibration Request Form for further information.





