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MEMORANDUM 

TO : Adliiiuistrative Services Coxnillittee 
f: RO R4 : Carolyn Rawles-Heiser. Library ~ i r e c t r o r j  
DATE: April IS, 201 1 

Issue: -- 

Review of CP 95-4.1 O ""Public Libraiy Gift and Donations Policy." 

Background: 

This policy governs accepta~lcc a11d dispnsitiol~ of gifts to the Libra~y as well as recogi~iiion 
procedures. 

The Libraw Board discussed this policy at tlxir April 6,201 1 board meeting. The policy is 
\t~orliiiig well and it was decided there is 110 need for any changes. 

Recon~~~itended Action: 

A~?pro\/e renc~vat of policy as currently rn rittexl. 

Revieiw and Concur: 



COUNCIL POLICY MANUAL. 

POLICY AREA 4 - LEISURE AND CULTURAL ACTIVITIES 

Revised April "f5, 2002 
Revised May 2,2005 
Revised May "1,2008 

4. "r.010 General Statement of Purpose 

The Cowallis-Benton County Public Libray acknav~ledges the peat 
importance of private gifts and donations to the library's future developn~ent 
and grovdft, Such gifts take many forms, come from various sources, and are 
rnade for a variety of purposes. However, since the mission of "ie [ibrary is 
""Binging people and information together," "gtMs of books, means of 
acquiring information, and other materials are particularly imporfanl. This 
poticy is established in order to make cerCain that the decisions on the 
acceptance of giN and donation oafers are made in a timely, consistent 
manner. and are appropriate in terms of both the nature of the Ifstciiities and 
purposes of the library. 

The City of Gowallis owns the Con/aliis Public Library building and the 
branch libraries are ovgned by the communities in which they are iocz;ted. 
The City of Gorvailis operates the county-wide Gowailis-Benton County 
Pubfie Library system. The regulations, policies, and procedures of the City 
shal! apply in decisions on the acceptance of gifts and donations. The only 
exception is in the case of donations to f i e  branch Iibrarj buildings 
thernseives (such as fixtures and permanent art) which have no cost irnpact 
to the City, in which case the decision on acceptance and policy irnpEicalfons 
are decided jointly by the Library staff and the building oivner. 

Offers of gifts and donations may be rnade directly to the library, the 
Contallis-Benton Coufity Public Library Foundation, or the Friends of the 
Library. The Library Foundation raises funds for t he  library via an annual 
campaign. pianned giving oppofiunilies, and other activities and is t h e  
preferred recipient for planned giving to the Library. The Friends af the 
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Library is a membership organization mfhich raises funds for the Library 
through memberships, book and merchandise sales, and other sales. 
Although they work closely with library staff, the Library Foundation and 
Friends of the Library are separate organizations vldith their own policies and 
procedures and are not governed by this policy. 

4.10.020 Policies and Criteria for Receipt of Donations 

All donations become the propePty of the Cowallis-Benton County Public 
Library, which is an agency of the City of Gowallis. GiMs and donations may 
be designated for a specific branch library or to another specific library use. 
The library can accept anonymous donations onay if the idenarty ofthe doncar 
is not known; as a public agency, the records of all donations are public 
records. The Iibrary reserves the right to not accept donations if, in the 
judgment ofthe library staff, the gift has too many restrictions, is not needed 
by the library, or has an adverse fiscal or service impact on the Iibrary, 
Specific criteria for various types of donations are described below. 

4.W0.021 Naming Facilities 

a, CCP 91-"t.03, "'Naming of Public Facilities and Land" establishes City 
poiicies and procedures to be followed in nanling facilities. "Public 
facifities'2s interpreted to include rooms in the tibrary. 

4.16.022 Books and Materials 

a. The Corvaiiis-Benton County Public Library will accept g~Ns of books and 
other materials with the understanding that such glRs will be added to the 
cotlection only if they meet the same standards required sf purchased 
materials. Gift materials not meeting those standards; those that are out- 
of-date, unneeded duplicates of items already oiruned, those in a format 
u~suilsable for tibrary use or unsuitable ;For some other reason wiil be 
given to the Friends of the Library, given to other organizations, sold, 
exchanged or recycled. Library stair shall determine whether such gifts 
wili be added to the collection and sha16 determine hoiw ggi mmaieriais are 
tsandied and integrated into the collection. 

b. Gifts of money to purchase specific library materials should be given to 
the Library in advance of any material being ordered. Normaliy such giMs 
shall be at the list price, which covers the Library's cost for fhe iiem(s). 
shipping charges, and cataloging and processing expenses. 
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The decision as to the acceptance of equipment shall be n.iade by the Library 
Director. MaJor equipment donations may also be reviewed by the Library 
Board. 

Among "re criteria on which the decision shall be based are need, space, 
impact on staff, eventual replacement, and expense and frequency 05 
maintenance. 

a. The decision as to the acceptance of an art object shali be made by the 
City" Public Art Selection Commission in accordance with CGP 98-4.12, 
"Guidelines for Public Art Selection" with the coordination of tibrary staff, 

b. Donations for other l)rpes of displays shall be evasuaied for 
appropriateness by the Library Director. The Libray Board may review 
such evaluation as needed. Councit Policy 92-4.06, "Library Dispiays, 
Exhibits, and Bulletin Boards,'" generally covers non permanent displays 
in the library. 

4.1 0.025 Donations of Manev, Real Estate, Securities, or Personal Property 

a. Persons desiring to make a gin of money, real estate, securities, or 
personal property to the Gowallis-Bentan Gounty Pubiic Librav either 
during their lifetime or in their iwi l l  may do so by making the gift in the 
name of the Cornallis-Benton County Public L lbra~f  with the expressed 
condition that the funds or properOy be used excEusively for the benefit of 
the Cornalfis-Benton County Public t ibray-  

b. Oregon Revised Statutes 357.49015) provides that donations of rrtoneh,, 
personal property or real estate for the benefit of any pubjic library are fa 
be heEd, controlred and disposed of by the library governing body 
according to the terms sf the deed or gift. 

The decision as to the acceptance and location of gins of landscaping items 
shali be made by the Library Director. The major criteria on wt7iek the 
decision shall be based are the appropriateness of the offered gift to the 
landscaping plan for the building and the casts of maintaining the gift. 
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Council Policy 95-4.10 

4.10.030 Policy for the Disposition of GIMs 

All non-monetary gifts may be subject. to disposition at some point, For 
example, whenever books and materials donated to the llbrary are no longer 
needed or have become so worn or damaged as to be beyond repair, they 
will be disposed of in the same manner as purchased books and other 
material. This disposition policy also shall be applied in an appropriate 
manner to other giRs such as equipment, art objects and landscaping. Since 
all gifts to the Gorvallis-Benton County Pubtic Library becoine the properiy 
of the City, appropriate City disposi"ion procedures shall be foiiowed. 

4.1 0.040 Gift Recognition Policies and Procedures 

a. The Cowailis-Benton County Pubtic Library acknowiedges the great 
impogance of private gins and donations to the library" deevloopmeni and 
giroMh. Many donations are made by indlviduafs and groups in the 
memory of a deceased loved one, to honor a [iving person, or in 
celebration of an event. Ft is desirable and essential to publicly recognize 
these contributions and to do so in a timely fashion. These policies and 
procedures shall be applied to recognize gifts from individuals and 
organizations that have beer; given directly to the library. In order to 
implement recognition procedures in a consisterat manner. donors arid 
pokntial donors should be directed to the Library Director, Generally the 
Iibrary's donor recognition procedures are as follows: 

I. All donations to the library will be acknowledged by a letter from the 
Library Director. Donors wilt also be Iisted in the anntia! donor listing 
in the libray's newsletter. 

2. Additional special recognition may take piace for significant 
con"rributions. Such recognition may include a donor board, placement 
of plaques or bocrkpla"res on items purchased, special events, 
publicity, naming coilections, or other means. Any collections named 
after significant donors v~i l l  not be dispiayed or sheived separately. 

3. lf a donor does not wish to be publicly recognized, that wish vtIII be 
honored. 

4. Detailed recognition procedures based on various levels oCgi\firag are 
avaita ble from the Library Administration Office. 

Leiiels of giving to the Library: 

"I SUPPORTER: GiSls less than $200 
2. SPONSOR: Gifts of $280499 

Page 4 of 5 



3. DONOR: Gifts of $500-999 
4. PATRON: GiRs of $1,000-4,999 
5. SUSTAIMER: Gifts of $5,050-9,999 
6. BENEFACTOR: Gins of $10,060 and above  

4.2 0.050 Review and Update 

This Leisure and Cultural Activities Poiicy shall b e  reviewed every three 
years by the Librav Diiedor. 
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