GIFTS

If gift books/items are left at the Circulation desk, be sure to get the donor’s name and address. Use the Gift Book Acquisitions Form (see attached).  Take the donated material to a Reference Librarian for evaluation. 

LIBRARY GIFT BOOK ACQUISITIONS
DATE: _______________________________________________________________________

DONOR NAME: _______________________________________________________________

ADDRESS: ___________________________________________________________________

CITY, STATE, ZIP: ____________________________________________________________

_____________________________________________________________________________

Book Count






Subject Areas Noted
# of Paperbacks__________


_____________________________

# of Hardbound__________


_____________________________

TOTAL           __________

Date routed for Thank You letter to donor: _________________________________________

By: _________________________________________________________________________

