SAMPLE Handling Prospective Donations Non-Collections Staff
If Patron would like to speak to someone about a potential donation but does not have the item with them:

1.
Give them the hours and phone number of the collections department, or a business card, and ask them to contact us during regular hours of operation.

OR

2.
Take their name and phone number and tell them a collections department staff member will get back to them.  Be certain to forward this information to the collections department.

If Patron has the potential donation item with them:

1.
Give them the hours and phone number of the collections department, or a business card, and ask them to contact us during regular hours of operation.

OR (if the patron insists on leaving the potential donation)

2.
Take the item, fill out a Temporary Custody Receipt, give them the pink copy, and forward the receipt and item to the collections department.

When filling out a Temporary Custody Receipt, please remember to:

1.
Complete the following sections:


a.
Date


b.
Depositor name, and owner (if different)


c.
Telephone


d.
Address


e. 
E-mail


f.
Description of item


g. 
Check one of the boxes (unconditional donation, loan for copy, 

identification, or other). Please note that we do not take unsolicited 

Loans
2.  
Please check one of the boxes indicating what the depositor wants done if the item is not accepted for accession: returned, picked up, disposed of, sold.  Have the depositor initial if applicable.

3.
Have the donor on the “Received by” signature line

4.
Sign on the “Received From” signature line 

5.  
Give the yellow copy to the donor and forward the white copy, along with the object, to the Collections Department.

