Gretna Public Library

Gifts, Bequests, Memorials Policy
 Revised and approved March 26, 2018
 by the Gretna Library Board

Purpose:

Gifts may be accepted either as cash, book, DVD, audiobook, CD, board games, puzzle donations or other library items on behalf of the Friends of the Gretna Public Library.  The Gretna Library Foundation may accept gifts in the form of cash, mutual funds, stocks, bonds, real estate, and estate gifts.  The purpose of gift acceptance is to promote positive community relations, increase the quality of the collection, to improve the overall operation of the library, and to provide funds to help enable future building projects and renovations.

Unless otherwise indicated by the donor, and depending on the form of the gift, donations and memorials will be deposited to the Friends of the Library account, the official repository of all Gretna Public Library donations and memorials. 
Policy for Library Foundation Gifts:

Donations payable to the Gretna Library Foundation will be given to the Foundation’s Treasurer for deposit into the Library Foundation’s account.  Such donations will be acknowledged by the Library Foundation Gift Recorder in a thank you correspondence accompanied by a receipt.  The Recorder will also make note of gifts in a separate book.  Money designated for specific items or requests for the library should be brought before the Foundation Board either in person or in writing, or at the request of the Library Director or a Foundation Board member for approval and purchase.

Policy for Friends of the Library Gifts:

The Friends of the Library accept gifts of used Library items with the understanding that they will be added to the Library collection only when needed.  Library staff determines whether such items will be added to the collection or placed on the Friends’ book sale.  If any items are suspected of having mold or infestation, then they will be discarded immediately.   Donations of material to the Library are tax deductible.  The Library will write a receipt stating the number of boxes or books donated.  For tax purposes, the donor will determine the worth of the donation.

· Such books or other Library materials will be accepted for the collection with the approval of the Library Director on the basis of their suitability to the Library’s purposes and needs and in accordance with the Collection Development Policy.  Gifts of books or other items that are not needed for the Library will be sold in the Friends’ book sale, except in cases where it is unethical to do so because of inaccurate or dated content (for example: outdated medical works, textbooks, etc).  All books and materials added to the collection become the property of the Library and will be treated in the same manner as purchased materials.  
· The IRS requires that the donor be responsible for gift appraisals. By law, the Library and the Friends of the Library are not allowed to be responsible for the appraisal of gifts.  However, Library staff may issue a receipt for the quantity of books donated upon delivery.

· A donor who desires the return of any materials not added to the collection should pick up or arrange for shipment of the materials on a timely basis and at donor's cost. 

· The Library reserves the right to refuse unsolicited gifts that do not comply with this policy. 

· The donor is responsible for the delivery of the gift.
· Cash donations to the Friends of the Library will be acknowledged by a member of the Friends of the Library with a written thank you.
Policy for Memorial Books:
Special requests for memorial books are also accommodated.  In this case, for example, the Librarian(s) may produce a list of books from which a family or individual may choose to purchase.  A special book, DVD, or other library item may also be donated as a memorial as long as it does not conflict with the Library’s Collection Development Policy.
Memorial items are subject to the same criteria for evaluation and weeding as all other Library materials.  When a memorial book is weeded from the collection, a reasonable effort will be made to contact the family of the donor or the family of the deceased before placing the book on the book sale.

Gifts/Memorials/Bequests Procedures

1. Answer any questions regarding use of the donation, or refer the donor to the Library Director.

2. Fill out the Gift Information Form completely.
3. Attach the money to the form for the attention of the Library Director. The gift will be forwarded to the appropriate entity.
4. Acknowledge receipt of the memorial to the family (if a memorial) and, in any case, thank the donor in writing.


Gift Information Form

(for office use only)
Desired Purpose of Gift ____________________________________________________

In Memory of (for memorials)________________________________________________

Family Name (for memorials)_________________________________________________

Address (for memorials)  ____________________________________________________
Donor Name______________________________________________________________
 Address__________________________________________________________________


$__________Check                  $___________Cash
