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Book Donation Policy

The Waterloo Grant Township Public Library acknowledges the great importance of
gifts and donations to the library’s operations and to its future development.

The library gratefully accepts gifts and contributions for the development

of library collections, programs and services.

The library accepts donations in good condition only: items must be dry, clean, and
free of mold and pest infestation. Donations are accepted with the understanding that
the library reserves the right to determine whether the material should be added to the
collection based on the library’s Collection Development policy. If materials are
accepted but not added to the collection, the library reserves the right to place
donations in the book sale or free little library.

Book Donation Procedures

Receiving materials

The library asks that any donations in boxes or bags must be individually placed on a
cart by the donor. The library will then review and determine how to best utilize the
donation.

Inspection of materials

Staff will do a quick inspection of materials as they are placed on a cart. Staff should
check materials to ensure they are dry, clean, and free of mold and pest infestation.

If any materials are not in acceptable condition, thank the donor and explain that the
library is unable to accept such items due to their condition.

Accepted materials

When donations are accepted staff will place all materials in the box marked
“donations” located under the stairway. Director and Assistant Director will do a
thorough inspection of materials and determine if materials are suitable to add to our
collection, book sale or free little library.
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Book Donation Acknowledgement

Date:

Donor Name:

Donor Address:

On behalf of the Waterloo Grant Township Public Library, thank you for your donation of
books.

Your potential tax-deduction is based on the value of the goods you provided.
This letter will serve as acknowledgement of your donation.

The Library gratefully accepts gifts of new and gently used materials for the collection using the same
selection criteria that are applied to purchased materials.

e Not all gifts are added to the collection. Gift materials not added to the collection are not
returned to the donor.

e The Library retains unconditional ownership of the gift.

e The Library reserves the right to decide the conditions of display, housing, and access to the
materials.

e Gifts added to the collection are housed in the most appropriate location, determined by
evaluating staff.

e Unused gifts may be given to the Friends of the Library for public sale or further disposal as
those groups deem suitable, or they may be disposed of through other means determined by
the Library.

e Donors who want an appraisal of their material for income tax purposes should make such
arrangements prior to donation. The Library does not perform appraisals.

Adopted by the Board of Trustees on June 6, 2022
Revised by the Board of Trustees on April 1, 2024
Future Revision Date: June 2027



