GIFT-IN-KIND GUIDELINES
April 12, 2011

Gifts in Kind are defined as non-monetary gifts:  books, maps, media, archives/personal papers, artifacts, etc., accepted to support the teaching and research mission of the library.  See policy:
http://ucblibraries.colorado.edu/collectiondevelopment/III_policies.htm#collection.

PROCESS
Potential offers of gifts-in-kind must be initially evaluated before acceptance.  Gifts-in kind should meet the same selection criteria as purchases and be approved by the appropriate bibliographer.  Collections that are extensive, unusual or of  significant value should also be approved by the Faculty Director of Collection Development, the Associate Dean for Collections and Services, and/or the Dean. 

Bibliographers should request an inventory of titles, types of content, subject focus, date ranges, etc. prior to acceptance.  
 
Appraisals or valuations are determined by donor.  The Library does not provide appraisals.  

Factors to be considered for evaluating collection:
· Do the materials support teaching and research programs on campus?
· Does the donation include items that need special storage and handling?
· What are the space requirements and where will the material be housed?
· Does the library have the resources available to process the collection?  This includes acquisitions processing, preservation review and cataloging. 
· Are there other reasons to accept a donation, i.e. famous scholar on campus, potential relationship building for future monetary donations, etc.?
· Are there special requirements for collection, i.e. gift plates, limits on use, etc.?
· Is the donation attached to a written contract or agreement?

Materials not accepted:
· Duplicates
· Commonly held titles, i.e. best sellers
· Textbooks
· Back issues of serials
· Serials subscriptions
Communication:
For large donations, over $5,000 in value or significant number of titles/volumes, inform the appropriate faculty directors in Acquisitions, Collection Development, Gifts, and Cataloging & Metadata Services at the beginning of the potential donation.




Documentation:
· Once a gift has been accepted, fill out the Acquisitions Dept. Gift Record form and return it to Acquisitions [link to be added]. This form provides the information needed for the donor thank you letter, and for processing.
· A University Gift in Kind Acceptance form, https://www.cu.edu/controller/forms/downloads/Gift_In_Kind.xls, must be filled out for gifts if:
The gift is valued at $5,000 or greater  OR
The donor wishes to take a tax deduction for gifts under $5,000 OR
The gift is an addition to an existing collection OR
The gift has a written contract or agreement attached 
The bibliographer or library official should fill out the form with information from the donor, then send it to Acquisitions who will be responsible for getting the Dean’s and Controller’s signatures. A copy of the signed form will be kept in Acquisition files, and the Dean’s Office files.

· Acquisitions staff will prepare the thank you letter to the donor to be sent out from the Dean’s Office. Bibliographers may also want to send a less formal thank you

Shipping:  
 Acquisitions works with the bibliographer and donor to coordinate shipping and insurance.  Donors are usually responsible for the cost of shipping and for providing an estimate of the value of the collection.  In some cases Collection Development identifies funds to pay for these costs.  Local shipping can often be coordinated with University Distribution Center.

Preservation:
Preservation reviews the condition of materials briefly on receipt, especially if they will be stored at the warehouse. A fuller review of individual items will be done as they are processed by Acquisitions.

Cataloging:  
Bibliographers need to work with CMS to coordinate cataloging, communicate any assistance to be offered by students or staff outside of CMS, and identify potential timelines for adding the collection to Chinook.

YF
