ACQUISITIONS  -  GIFT BOOK PROCESSING PROCEDURE, Scholes Library   DRAFT
This outline applies only to “gifts-in-kind” of books or other library materials. All cash gifts are handled through the Development Office; donors inquiring about financial contributions should be referred to the Library Director for more information. 

1.  Receiving donations:

If the donor drops a gift off in person, the Acquisitions Assistant thanks the donor and says that a written acknowledgement will be sent shortly. Except for faculty/staff, a name and address should be obtained so that the acknowledgement can be mailed.  

If the donor asks for an appraisal, the Acquisitions Assistant should give the donor a copy of the Scholes Library Gift Policy which explains that the library cannot legally appraise gifts received. If the donor has specific questions which the policy sheet does not answer, he or she should be courteously referred to the Library Director.

Sometimes gifts are received elsewhere in the library. For example, a librarian might accept a gift in the evening when the Acquisitions Assistant is not available. The librarian or other staff member should be careful to thank the donor, get the donor’s name and address, and bring the gift to the Acquisitions Assistant as soon as possible. 

2.  Preparation of gift acknowledgement form:
Any unusual or especially valuable gifts (for example a volume signed by an author) should be brought to the attention of the Director, who will determine whether a special letter is needed. For more routine gifts (used textbooks, journals, etc.) the Acquisitions Assistant prepares a standard gift acknowledgement on AU stationery, with matching envelope. For faculty/staff, the home address is used; if it does not appear in the Directory, a campus address may be used.  In most cases the “short” gift form will be adequate.  On this form an abbreviated listing appears at the bottom, for example: “Three hardcover books, two softcover books, two journal issues, one videotape.”

For each gift (not each individual item), a Development Office “gifts-in-kind” form is prepared. The Development Office form is for internal recordkeeping purposes only; it is not used as an “appraised” value. For all routine gifts, the following values may be used. 

New book or exhibition catalog, hard or soft cover:   




$ 15.00

Used hardcover book less than five years old, in excellent condition
   
$ 10.00

Used hardcover book more than five years old, in average condition:    
$   8.00

Used softcover book or exhibition catalog in average condition:      

$   5.00

Used single issue of a journal:







$   1.00

Videotape, brand-new:









$ 10.00

Videotape, used:










$   5.00
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The Library Director should be consulted if it appears that an item may need a special valuation.  Such “non-routine” gifts might include a brand-new textbook written by one of our own faculty and likely to be in high demand, or an old ceramic art exhibition catalog which may be out-of-print and thus a valuable addition to the collection.

The original letter, envelope, and Development Office form should be given to the Library Director.  The Director will sign the letter; one copy will be kept in the Director’s files, and the other is stapled to the Development form and sent to that office.  It is not necessary for the Acquisitions Assistant to keep a file copy.

3.  Adding gift books to the collection:

The Acquisitions Assistant checks each book or video in the library’s online catalog to see whether it is already owned by Scholes.  A note should be put in each item indicating whether we own it and if so, how many copies we have and where they are located (Reserve, Special Collections, circulating collection, etc.).  

Journal issues should be given to the Serials Assistant, who will check to see whether they are needed to fill gaps in the collection, and mark them accordingly so that the librarian can decide whether to keep them or not. 

The books/journals and holdings information should be given to the appropriate subject specialist librarian, who will decide whether to add the material to the collection. Added copies are often useful, particularly in cases where copies have to be kept on Reserve.  Particular attention should be paid to items which may be unique or especially valuable.  For example, an early, unmarked edition of a book written by a former College faculty member might be added to Special Collections, allowing a marked (shelf label, pocket) copy to remain in the circulating collection.  If multiple issues of a journal title we do not own are deemed to be of value to the collection, the librarian will decide whether there is a long enough “run” to be worth cataloging.  

In a case where a faculty member is the author of a textbook and is donating a new copy, our policy is to ask the faculty member to sign the book so that we can add it to Special Collections.  This allows us to place a signed, unmarked first edition of all current College faculty publications in our Special Collections Room.  Sufficient additional copies for the circulating and/or Reserve collections should be purchased from regular book funds.

4.  Book plate

Books selected for addition to the collection are now ready to go through the normal cataloging procedure.  A gift plate with the donor’s name is added during processing.

