
[bookmark: xgraphic]Memorandum
To:	Eva Sclippa, Art Librarian/Coordinator of Library Instruction
From:	Beverly Crowell, Public Services Librarian
Date:	9/13/2013
Re:	Gifts to Scholes Library overview.
Gifts to the library are left at the circulation desk, given to librarians, staff or the director.  When contacted about a large gift, discussion with the director before accepting or declining is suggested.  See the attached gift form for the gift policy.

Involved in gift processing
	Technical Services Assistant, Acquisitions & Serials
	Leigh Wright

	Public Services Staff
	Bev, student and summer workers

	Reference Assistant
	Jon Ugalde

	Subject Specific or Specialized Librarians
	Eva, Fang, John, Bev, Mark

	Library Director
	Mark

	Administrative Assistant to the Library Director
	Rosalie Mulhollen

	Technical Services Assistant, Cataloging
	Verna Mullen


Procedures
· Fill out the front page of the gift form (Leigh has the template) – gift forms are in a folder at circulation
· Student workers will unpack large gifts and take the materials to technical services
· Work-study or summer workers will pick up materials on campus (usually from retirees or professors whose offices are being moved)
· Put a note on items to be processed immediately (faculty donate a book for reserves or class use) – Leigh will give the book to Verna Mullen for processing
· After Leigh records gifts and completes and send copies of the form, the materials are given to the subject specific librarian for review
· Acknowledgements are handled by the director’s office
· Gifts are added, sent to Better World Books or recycled (poor condition)
· Some gifts are put on a cart in the lobby or made available to students 
An estate executor had a request before donating books recently.  She asked items not added to the collection be offered to art students but not left at the Main Street public book/magazine exchange.  Books not added were put out in the Moca Joca area in Harder Hall.  It was a doable request.  Dean Bellavance is usually consulted, if Scholes wants to leave materials in Art & Design areas.
· Leigh has a form to guide searching (owned by Scholes, condition, how many copies in World Cat, availability, replacement cost, etc.) and to aid in the selection process.  Bev will coordinate searches to be done by the reference assistant or occasionally an experienced student worker -  especially helpful with large gifts 
· Materials with the completed search slip are returned to the subject specific librarian
· Librarian indicates on the slip to add, send to Better World Books, offer to Herrick or recycle
· Materials are returned to Leigh for processing and dispersion
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