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GIFT POLICY

Gifts and donations are to be received positively. Gifts for the library collection may consist of materials or of funds for the purchase of materials.  Gift materials are potentially useful supplements to regular collecting activities but must be carefully evaluated.

Upon receipt of a gift or donation, the staff member should make it clear that material is accepted according to specific conditions outlined below.

Accepting Materials
When a customer offers to give books, magazines, or audiovisual materials to the library the following guidelines apply.  If there is a question about these guidelines or a special situation, refer the customer to the librarian in charge of donated materials (in the branch or department) or to the Coordinator of Collection Services.  If materials seem likely candidates for the William R. Oliver Special Collections Room, check criteria under Special Collections, Rare and Expensive Books.

Gifts of over fifty items require special resources for storage, preservation and/or access. Such gifts must be approved by the Coordinator of Collection Services prior to acceptance.   The Major Gift Review  Form includes information needed to process the request.  It is the intent of the Carnegie Library of Pittsburgh to review these requests quickly.

Criteria

Both the library’s Collection Development and Management Policy and Weeding Guidelines must be considered in accepting all gift materials.  Processing and cataloging of gift materials is time consuming and costly.  In addition, the cost of shelving and housing materials must be taken into account.  Staff should apply the same criteria for adding gift items as are used in the selection of new materials.  
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Gifts  that  do  not  meet  selection   guidelines   or  that  currently  are  not useful  will  not   be   returned  to   the   donor.    In addition, unsolicited materials sent to the library will be treated as gifts.  The library makes every effort to use all gift material to the best advantage.  Materials may be either added to a collection or sold  at book sales in individual agencies.  The revenue from these sales will be used to benefit the library.

Condition

We  will  only accept  items  in  very  good  condition.  Do not accept items with:

· Loose, frayed or broken bindings

· Yellow, brittle pages

· Soiled covers and pages

· Missing pages and illustrations

· Marked pages

· Poor print

· Mutilation or damage

· Poor sound or video quality

Format

Loose-leaf materials, pamphlets and materials in spiral bindings are generally not accepted.  Exceptions may include local history and genealogical material or other useful material only available in that format.  

No workbooks or manuals without the accompanying text should be added to the collection.

The library does not accept Reader’s Digest Condensed or other condensed books.

No advance copies should be accepted.  Materials from vanity presses and self-published items should only be added to library collections on rare occasions with the exception of the Pennsylvania Department.  Such materials must be approved by the Coordinator of Collection Services.
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Content

Certain subjects age rapidly.  The following list, while not exhaustive, provides examples of categories of materials which should not be accepted if older than three years:


(    college and career guides

· computer science


(    economics, business and personal finance

· law


(    textbooks


(    travel

· health and medicine

Monetary Gifts
The library prefers monetary donations. Monetary gifts may be designated as memorials to honor a deceased friend or relative, or may be of a general character.  Special shelves or sections will not be designated for gift collections, but an appropriate bookplate can be placed in each item purchased from donated funds.  Library staff will place materials where they  belong in  relation to the  rest of the  collection for the best use of all materials.  Monetary donations are forwarded with the Gift Acknowledgement  Form to the Foundation Office.

Acknowledgement and Conditions
The donor will receive a written acknowledgement of the gift.  Library staff will neither appraise gift materials nor suggest a value in the acknowledgement   letter.    The  donor  is   encouraged   to   seek  out   an 

independent appraisal if the items are of significant value.  (See also, Special Collections, Rare and Expensive Books)  Because of wear, theft and mutilation, the permanence of gifts cannot be guaranteed.  The library’s policy is to accept materials that are outright gifts, and reserves the right to locate material wherever the need is greatest.
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Special Collections, Rare and Expensive Books  

The William R. Oliver Special Collections Room in the Carnegie Library of Pittsburgh houses the library’s collections of rare and unique materials including books, manuscripts, personal papers and historic photographs.  The Carnegie maintains archives, which are those inactive records preserved because of their continuing legal, fiscal, or historical value to the institution.

The Carnegie Library of Pittsburgh, like most libraries with special collections of rare books and manuscripts, relies primarily on gifts for building up these collections.  There are only a few libraries that can afford purchases in this area.  The policy of the Carnegie Library has always been that public dollars should not be spent purchasing rare books.  Over the years many gifts have been given to the library.

The Carnegie Library will collect rare books or manuscripts only in areas where they will support research within the scope of the library’s collecting policies.  Prospective donors who offer gifts that are out of this scope will be referred to another institution.

The condition of a book has a great deal of influence on its value.  The library is interested in items that are in fine, or at least good, condition.  When a book has a missing page, a loose binding, tears, stains, or is otherwise in poor condition, its value is greatly diminished.  The archivist has the final approval in determining whether an item will be accepted for Special Collections.

The following are criteria for the selection of gift materials for possible inclusion in the William R. Oliver Special Collections Room:

1. Early Printed Books

A. Any books printed in the Americas prior to 1870 concerning their history and culture

B. Any books of travel and exploration in the Americas printed prior to 1890

C. Books about or printed/published in Pittsburgh or Western Pennsylvania prior to 1900
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2. Special Books

A. Printed editions of 300 copies or less

B. Autographed copies

C. Fine printing and binding

D. Extra-illustrated and grangerized books 

E. Books with hand-colored illustrations

F. Books with fore-edge paintings

3. Material Subject to Loss or Damage

A. Folios of fine, loose, or tipped in plates

B. Books whose illustrations are bound or laid-in

C. Miniature books

D. Books of original artwork

E. Books bound wholly or in part in vellum or unusual covers

F. Books published by small or private quality presses

Appraisal of Gifts
The appraisal of a gift to the Carnegie Library of Pittsburgh for tax purposes is the responsibility of the donor who benefits from the tax deduction (refer to Internal Revenue Regulation 1.170A—13).  The library does not appraise gifts for tax purposes.  The cost of this appraisal is borne by the donor.

The Carnegie Library will at all times protect the interests of its donors as best it can and will suggest the desirability of appraisals whenever such a suggestion would be in order.

Generally the archivist will limit her/his assistance to the donor to (1) providing her/him with information such as auction records and dealer catalogs and (2) suggestions of appropriate professional appraisers who might be consulted

The acceptance of a gift which has been appraised by a third and disinterested party does not in any way imply an endorsement of the appraisal by the library.
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Statement of Legal Title
The Carnegie Library of Pittsburgh will acquire proper and legal title to all gifts of books, manuscripts, and other materials which have significant monetary value.  It is recognized that (a) it is often impossible to acquire title to collections many years after they have been received by the library; (b) frequently where small collections of materials are involved, the donor may not be certain exactly where title rests; (c) that when single items or very small collections are involved, donors often do not wish to become involved in library gift procedures.

Ordinarily, transfer of legal title by gift is accomplished by a properly executed form.  (See attached Certificate of Gift form #63A)  The form must be (1) signed and dated by the donor and (2) witnessed and dated by another party who is neither related to the donor nor employed by Carnegie Library of Pittsburgh.

CARNEGIE LIBRARY OF PITTSBURGH

CERTIFICATE OF GIFT
I/we hereby give, transfer, and deliver all of my/our rights, title, and interest in and to the property described below to Carnegie Library of Pittsburgh as an unrestricted gift, along with whatever literary rights I/we possess to this property.

Dated this​​​​​​_________day of____________________,20________

Signature (Donor):_________________________________________________________________

Address: ________________________________________________________________

Signature (Donor):_________________________________________________________________

Address: ________________________________________________________________

Signature (Witness):_______________________________________________________________

Address: ________________________________________________________________

Carnegie Library of Pittsburgh hereby accepts and acknowledges as an unrestricted gift the collection of item(s) described below and agrees to administer it/them in accordance with its established policies.

Dated this​​​​​​_________day of____________________,20________

Accepted by: ____________________________________________________________

                        (Signature/Title)










Form #63A – Revised 1/03




CARNEGIE LIBRARY OF PITTSBURGH

MAJOR GIFT REVIEW FORM

Types of material_________________________________________________________

Please describe in detail____________________________________________________

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

Approximate volumes/linear feet _____________________________________________

Donor Name_____________________________________________________________

Address: ________________________________________________________________

Are there any restrictions on the use or availability of the materials? (Please describe)

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

What housing will be provided for the materials (if any)?_________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

(Coordinator, Collection Services/Date)

_______________________________________________________________________

(Comments)

​_______________________________________________________________________

(Director/Deputy Director/Date)

_______________________________________________________________________

(Comments)
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