
[image: image1]
Library                                                                                                        
Reg. No. 200604393R

Donation of Library Materials Form
	STEP 1:
	Read the Guidelines for Gifts & Donations found on the reverse side of the form.

	STEP 2:
	Complete this form and either email (acquisition@ntu.edu.sg) or fax (6316 8766) the completed form to us. Please do not hesitate to call us at 6790 5214 if you have any difficulties in completing this form.

	STEP 3:
	Our staff will contact you to follow-up once we have received and reviewed your completed form. 


	Name of Donor :
	______________________________ (Full Name) Alumni: ____________ (year)

class of _________________________ (school)

	Contact no.      :
	________________ (Mobile) _________________ (Home) __________________ 
(Office) _______________________________ (Email)


	No.
	Full Title
	Author 
	Publisher
	Vol/Issue/Year
	Physical condition of items/Remarks
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Please provide a brief description of your gift, for example the size, subject and material type, if you are unable to list the titles to be donated.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
I, _____________________ (name), acknowledged that under the NTU Library gifts/donations guidelines, the Library reserves the right to add items; sell at book sale; give away as gifts; or otherwise discard/dispose items that are deemed not required to the library (unless or otherwise donor has made special arrangement with the Library).

Date: _______________________

	For Official Use ONLY

	Reason for accepting titles

Reason for rejecting titles
	Staff’s Name
	

	
	Form received on
	

	
	Follow-up date
	

	
	Status
	

	
	Remark
	


Guidelines for Gifts and Donations
Purpose
Gifts to the Library are a major source of supplement to the annual budget for the acquisitions of library materials. Offers to donate books or journals are always welcome. Donations of books, journals, and other materials broaden the collection, enable the Library to meet the demand for multiple copies of heavily used titles, and also help to replace lost or damaged copies. 

1. Gift Policies 
All potential donations are evaluated based on University needs. 
Gifts or donations that will NOT be considered include workbooks, assessment books and the like, old copies of magazines, books with missing pages and miniature books (less than 10 cm in height). 
The Library reserves the right to add items; sell at book sale; give away as gifts; or otherwise discard or dispose of items that are deemed not useful to the library (unless donor has made special arrangements with the Library).
2. Gift Procedures
STEP 1: Read the Guidelines for Gifts & Donations
STEP 2: Complete this form and either email (acquisition@ntu.edu.sg) or fax (6316 8766) the completed form to us. Please do not hesitate to call us at 6790 5214 if you have any difficulties in completing this form.

STEP 3: Our staff will contact you to follow-up once we have received and reviewed your completed form. 
3. Contact of Making Donations   
Gifts & Donations Coordinator 
Acquisitions Division 
Lee Wee Nam Library 
Nanyang Avenue 
Singapore 639798 
Tel : 6790 5214 Fax : 6316 8766 
Email : acquisition@ntu.edu.sg 
4. Acceptance of Gifts 
The Library will add donors' names to bookplates (which are pasted on the donated books).
5. Packing, Pick-Up & Delivery Procedures
Unless otherwise arranged between the donor and the Library, the donor will see to the delivery of the gifts. (It is preferred that the donor delivers the materials to the Library.)
6. Acknowledgement 
All donations will be acknowledged.
Web address: http://www.ntu.edu.sg/library/donations/Pages/gift.aspx
Acquisitions Division  Nanyang Avenue  Singapore 639798
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