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1. Background
The Technion libraries accept, store and process the Technion’s various collections of

literature. Some of these collections are received as donations, with no compensation.

2. Objective
The objective of this regulation is to outline a uniform process for accepting and processing
materials for all Technion libraries.

3. Definitions

3.1.

3.2.

3.3

3.4.

3.5.

Donations of Literature— an item, or a collection of items, received by one of the
Technion’s libraries without payment or other compensation. The item may be in printed
or in electronic format

The Technion libraries (hereafter “the library”) — The Technion library system which is
comprised of the Elyachar Central Library, and its branches in the faculties (hereafter
“the faculty libraries™).

Bibliographic details — The identifying details of a printed or electronic item, such as:
author, title, publisher, year, edition, etc.

Means of access to electronic items — the manner in which access is granted (user name,
password, IP, the number of simultaneous users, means of printing/ saving/ copying,
etc.)

Accepted working procedures — The routine working procedures in the Central Library
and in the faculty libraries.

4. Authority and Responsibility

4.1.

4.2.

4.3.

4.4.

4.5.

It is the responsibility of the head of the Collections and Processes Management Division
or someone appointed by him/her, to acknowledge receipt of a donation of literature and
to direct its processing in the Central Library.

It is the responsibility of the head of the Collections and Processes Management Division
in the Central Library, or someone appointed by him/her, to deal with the accessibility of
the electronic items received as a donation in the Central Library or in the faculty
libraries.

For electronic resources, their incorporation into the Central Library or in the faculty
libraries must be coordinated with the Head of Information Technologies Division in the
Central Library or someone appointed by him/her.

It is the responsibility of the head of the faculty library to acknowledge and to accept
donations of literature to that faculty library and to transfer them to the Central Library
for further processing

In the case of a donation to the historical archive, the acceptance of the item must be
coordinated with the head of the archive or someone he/she has appointed.
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5. Method

5.1. Principles

5.1.1.

5.1.2.

5.1.3.

5.1.4.

5.1.5.

5.1.6.

51.7.

5.1.8.

5.1.9.

5.1.10.

The library is not committed to accepting every item in every collection which has
been donated, or every collection which has been received.

All donated items become the property of the Technion.

The library reserves the right to refuse any donation of items, even after they have
arrived. In the latter case, the library will be permitted to donate, to sell or to
recycle the item.

The acceptance of items and collections will proceed in accordance with regulation
#15-0103 — a regulation dealing with evaluating collections (In Hebrew version
only).

The acceptance of reading books is to be approved by the recipient library.

Books for children and youth will be sent to the central library for processing, in
keeping with the planned allocation of a section for children’s and youth literature.
The handling and shipping costs will be borne by the donor, except for unusual
circumstances. Final approval must be received from the administrative head of the
faculty/ the central library.

A donation of items from other countries which impose added expenses on the
Technion (VAT, customs fees, etc.) will be evaluated. Should the library decide to
accept the donation, it must cover the expenses and see the donation through
customs.

A donation of electronic resources requires an assessment of the expenses incurred
and the technological changes required in the Central Library for their access. The
assessment of expenses and the details of the required changes must be obtained
from the Head of Information Technologies Division before deciding to accept the
donation. In all cases, the expenses for absorbing and making the materials
accessible will be borne by the accepting library.

The library is not obligated to accept the terms of the donor.

5.2. Treatment of offers to donate literature

5.2.1.

5.2.2.

5.2.3.

If possible, the recipient of an offer of a donation (hereafter “the library”) will ask
the donor to sign a declaration form before sending the donation to the library (see
appendixes 1, 2). The form must be saved as authentication.

If it is not possible to obtain the donor’s signature, the details of the donation must
be recorded along with the circumstances of its acquisition, and they are to be filed
as an authenticating document along with the declaration forms (paragraph 5.2.1 -
see appendixes 1, 2).

To the extent possible, the donor will give the library a list of the items offered in
advance. In the case of printed items, the list will include bibliographic information
(see appendix 7). For electronic resources, the list will state bibliographic
information, mode of access, duration of access and date of copyrights (see
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appendix 7). The legal status of the donation regarding copyrights must be

confirmed.

5.3. The incorporation of printed literature (after the donated item have been received).

5.3.1. The condition of the items must be examined. If necessary, they should be sent for

binding and/or disinfection.

5.3.2. If the items have not been inspected beforehand, they should be examined in

accordance with regulation 15-0103 (see 5.1.4 above).

5.3.3. According to the recipient’s judgment, a letter of appreciation should be sent to the
donor. It is recommended that the letter will be sent not later than two weeks after
receipt of the donation (examples of letters in English and in Hebrew can be found

in appendixes 3, 4).

5.3.4. An item which is not desired can be offered to other libraries.

5.3.5. If the donation is not accepted, a rejection letter should be sent to the donor (see
appendix 5). A rejection letter is obligatory only if the donor expressed specific

condition(s) before sending the donated item(s).

5.3.6. Upon receipt, the item will be incorporated into the library systems, in accordance
with the routine procedures of the Central Library and in the faculty libraries. The
donor’s name will be recorded by the Central Library in the library catalogue only

if it has been so requested by the accepting library.

5.3.7. Items which are accepted by the historical archives will be added to the archives’

catalogue.

5.4. The incorporation of electronic resources

5.4.1. When an electronic resource is received (by the Central Library or by the faculty
libraries) the Head of the Collections and Processes Management Division, or
someone appointed by him/her must be informed, as well as the Head of
Information Technologies Division, or someone appointed by him/her.

5.4.2. The resource is to be incorporated into the library systems in accordance with

routine procedures in the Central Library.

5.4.3. If the recipient of the donation so decides, a letter of appreciation should be sent to
the donor. It is recommended that the letter will be sent no later than two weeks
after the receipt of the donation (examples of letters in Hebrew and in English can

be found in appendices 3 and 4).

5.5. Placement of the items

5.5.1. Printed items will be shelved in accordance with the policy of the specific library

relating to the item type

5.5.2. Items accepted by the historical archives will be stored in the archives’ room under

suitable conditions for preservation.
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6. Applicability and validity

6.1. The regulations and administrative instructions apply to all the Technion libraries.

6.2. This regulation is valid from its date of publication.

7. Appendixes
7.1. Appendix 1 - Hebrew Donor Form

7.2. Appendix 2 — English Donor Form

7.3. Appendix 3 — Wording for a letter of appreciation to a donor — Hebrew
7.4. Appendix 4 - Wording for a letter of appreciation to a donor — English
7.5. Appendix 5 — Wording for a letter of rejection to a donor — Hebrew and English

7.6. Appendix 6 — Form documenting receipt of a literature donation
7.7. Appendix 7 - A list of sources for donations of literature.

My s

Ma"/tanyahu ]%nglman —
Executive V.P. and Director General
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Appendix 1 - Hebrew Donor Form
0NN NN
(Don-20160706 — Heb ©910)
255
90
NIV MDDV NN — PIDVN
9N
: *DY/N2N DY/V>I97 NN 5 5NNINY M2 N/IUND NN

NTI9 NIV DNV GIND JN*

INNY D) NMIND NN MNTY TPRY 71790 11IOVN WIDTD NINN MO0 NN DOV 'Y N1
IN 91915 ,01IND HOIN 179901 NI NIPNA .1PIN NN NHNIN NPNY 9921 DX ,1990D NNYIN
LIIND DX IO

("79) D910 ,107YN) NN NNDIN NMDYN 91 MOWNN NINIINT INYD N/2NNN NN 1D 0D

5 5T1310Y IN DI NPIIT HYI KIN OIN 29 PN NN, TI92 DPNIVPIN DOV YV NIPNI
: (D09 RI) YIPITI WINIWS VAN NN PIAYND TPPIND M NN OY YD

(110N MITHIN 29 YY) NIV DXWNNRN DIWINYNN Y3 NIY XN NwHn L
7252 NP My XN NwHn [

MYNNNI DY) IN TPPIPN MPNN) 1192 NP MY DM Dvn [
(NNHODY YNNWN DY
(1295 X)) N NN NWIN

(NYNRN DX PNN) NPIDYV [P 7 NNoo) wpnwn oy MyNnNa pMaIn Ny [

7902 WMD) YN NPNONOV DINN YK YT DY VINY NYNN 19IN) NPV NI [
(MYLN NINY M IN NN

21N 20 NYIAN N NYWIIT DD TNY Y 7INN KDY D PRY NI PNNND DN

: 0NN OV
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SPITIX MM NTIVN 190N
: D20

190

:9NYT

: ONN

S TIND
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Appendix 2 — English Donor Form

Donor’s declaration
(Don-20160706- Eng)

Library
Technion — Israel Institute of Technology
Haifa, Israel

This is to confirm that I have donated the following items*:

*(A separate list may be attached)

I am aware that all donations become the Technion’s property, and that the Technion
libraries have the right to reject donations even after their arrival, if it becomes clear that
the material is not compatible with their needs.

In this case, the libraries maintain the right to re-donate, sell, or recycle the items.

I assume full responsibility for all entailed shipping costs, including additional charges
such as: VAT, custom fees and so on.

(In the case of electronic resource only), I declare that I am the legal owner of the
copyright, or I have been appointed by the legal owner to transfer the items for the
following usage (please mark):

1 Access is for authorized users in the Technion (by Technion’s definition)

]

Access is for the Faculty of exclusively

1 Access is permitted for group exclusively (local installation or access by
username and password)

This procedure is valid and controlled only in its mechanized version that appears on the Technion site -- >
Organization and Methods Division -- > Technion Procedures




The Technion - Israel Institute of Procedure No.: 15-0105
Technology Effective from: 27.2.2017
Procedures Edition: 1
Date of Last Update:

Acceptance and treatment of Donated literature

. . ! . Page 80f14
in Technion Libraries

Access is by:

1 Remote server via username/ password /Technion IP (delete the irrelevant)
Technion server (access method will be determined by the Central Library’s staff)

I declare that I do not have, nor will have in the future, any demands or claims about these
donations.

Donor’s name:

Israel ID or passport number:
Address:

Phone number:

Email:

Signature:

Date:
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Appendix 3 — Wording for a letter of appreciation to a donor — Hebrew
: ©Y2NN DN DXNDNN .OMIYIN NTIN 22NN MINDNT 91D

N NINg

,27 DYV

19909 9901/7790 NN NTINA NHP
PRIPO MY ININ M DNV NN GOIND I9ONN’ D/1901N
D901 DMVIMNMYI DMAD PNYA HAPO NHY)

72 Nae

,227 DYV
(h991 9MD>) : YV 1190 NN NODP
LNV DMIYNND NOVIN NN 179901 GDIND DIV 7901 DY DY DY 1IN NN

) AT

,227 DYV
DY/N2N DYV

AP0 WY PMDVN DY INVDINN PIIND YTIVNL 1/D2PNN
JPOIND P9DIND 190NN OY/V19N
LNV D7IYNN NIYN I NMINY OXMLI NTIN DXIPIN DN
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Appendix 4 - Wording for a letter of appreciation to a donor — English

: DY2)NN DN DXNONN .OMIYAN NTIN YANINY MNDNT PO

Here are examples of appreciation letters. Their wording is not compulsory:

IN NIaNT
Dear Mr./Ms.
We would like to thank you cordially for kindly donating the book titled
to our library.
We are certain that the book will be of interest to our library users.
Yours,
72 NIMYY
Dear Mr./Ms.
Thank you for your book * ",
We appreciate the gift. It will be added to our collection.
Yours,
2 NPINT
Dear Mr./Ms.

Thank you for thinking of us and for sending your

We are grateful for your donation.
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77 NIaNg

Dear Mr. /Ms.

We would like to thank you cordially for kindly donating to the Nessyahu Historical
Archive the following item/s

The item/s have been added to the Archive’s collection.

We are grateful and are confident this contribution will be valuable to the collection.

Regards,
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Appendix § — Wording for a letter of rejection to a donor — Hebrew and English

: ©Y2NN DN DXNDNN .OMIYIN 1PNT YANINY MINDIT IND
Here are examples of rejection letters. Their wording is not compulsory:
,297 DYV
719909 NMINY NTIN TNYSN DY NN
DOXNINN HYWA/D1PN T1DIN HYWA/NPIIDN Y9DIND NIMIND DY NNNRNN N HWA INIANTD
MN DAPY YN XD /NNYINN NVYYPY NNDIN MINSINND DYWa/0NaNNY

SPNYA MO MNMIN PYPYNIYPYN/NPYN DN NNPW)

;M523

Dear Sir/Madam,

Thank you for your generous offer for a donation to library.

Regretfully, space constraints/lack of relevance for our collection/our inability to meet
your conditions/

our inability to incur the incidental costs, prevent us from accepting this donation.

We will be delighted to consider further offers for donation in the future.

Sincerely,
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Appendix 6 — Form documenting receipt of a literature donation

(Doc-20160719-Heb pow)

7179902 NMINN NYAP TINN

(W1 ON) DNNN DY

VPO

VNP

ND/JD POV DI WON
ND/YD DV VITIVD

(NYYT ON) N2IND

(VY71 ON) NAdL

(VYT DN) DN

£(19) 771902 NN ,NNYN 2NN Y92/ DY — INYT : ND) IMINN NP 1IN

: D097 NNPYI

(17993 NPV 9INY \1)

: (121793 ,V5P) ONRN) NN 12D NVINN

NN PO ov TIND
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Appendix 7 - A list of sources for donations of literature.
In the offer for donation please include the following details:

Title

Author

Publication date

Publisher

Number of volumes (if necessary)
Physical condition

Format (print or electronic)

Access (remote server or local server — for electronic resources)
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