
 

 

 
 
 
 
 
 

 
 
 
Scope of the Library 
Founded in 1901, the Davis Library 
documents the history of insurance by 
acquiring and preserving current and 
historical books, official records of 
organizations, and papers of individuals. 
With each new donation, the Library is better 
able to document the history and 
contributions of the insurance industry. 
 
The Library collects all formats, including 
paper, audio-visual materials, electronic 
records, photographs and memorabilia. The 
staff works closely with donors to identify 
materials appropriate for the collection; both 
large and small donations are encouraged. 
 
What are the benefits? 
Your donation benefits future generations by 
adding to the historical record, and providing 
opportunity for new research. Information 
about your materials will be made available 
through descriptive inventories and, as 
appropriate, through announcements in 
magazines, newsletters, or exhibits. 
 
Donors may be eligible for a tax deduction 
for the market value of the materials they 
donate. The value of gifts of personal papers 
donated by their creators currently is not tax 
deductible, although the value of such gifts 
by their heirs or estates may be allowed. For 
more information on this matter, donors 
should speak with either a tax consultant or 
an attorney for the possible advantages of 
this form of charitable giving. 
 
To determine the market value of gifted 
materials, the donor should hire an 
independent appraiser who will evaluate the 
collection. Under IRS rules, Library staff 
cannot give tax advice or provide lawful 
appraisals. The IRS requires this 
independent appraisal if the appraised value 
of a gift is greater than $5,000. Additionally, 
the IRS requires that the University sign IRS  
 

Form 8283 acknowledging receipt of the gift. 
The appraiser and the Library will assist the 
donor in managing this paperwork. To be 
acceptable to the IRS, the appraisal must be 
made no more than 60 days before the date 
of the contribution and before the due date 
of the tax return. It is the donor's 
responsibility to arrange for and pay the cost 
of any professional appraisal.  
 
Contacting the Library 
To initiate a donation, please contact the 
library’s director. The director, as well at the 
library’s archivist, will ask questions about 
the background of the creator of the 
collection, general content of the materials, 
volume, and what types of materials are in 
the collection (paper, digital, photographs, 
memorabilia, etc.). A detailed inventory of 
the collection will be necessary to determine 
what should be accepted for donation. 
Please schedule a meeting with the archivist 
before any items are discarded or given 
away.  
 
What can be donated? 
Everyone has personal items that are 
unique and that reflect a particularly 
important aspect of their lives and work. 
Prior to donation, it is recommended that an 
archivist works closely with donors to 
identify types of records and documents 
likely to have continuing historic interest.  
 
It is important to recognize that materials 
need not be "old" to be historically 
significant, neither need they relate to a 
famous event, person, or organization in 
order to be of historic value for our 
collection. 
 
The types of materials listed below are often 
very valuable, although this list contains only 
suggestions and is not definitive. 
 
Once the Library has accepted a donation, it 
may discover duplicates or unrelated items 
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that it may choose not to retain. Please 
discuss with library staff how you would like 
such items to be treated — whether they 
shall be returned, transferred to another 
repository, or altogether discarded. 
Although the Library may not be able to 
accept everything offered, it welcomes the 

chance to first review the material; in events 
that the library is unable to accept material, 
it is always happy to recommend another 
repository. Some material, though, may 
have more sentimental than historical value,

 
 
 
Types of materials typically donated   
 

 Personal papers and correspondence (including emails) 
 Professional files or records relating to the individual's civic, business, religious, political, 

and social activities. These records may document the purpose, policies, and activities of 
churches, political organizations, businesses, economic interest groups, community 
groups, voluntary associations, professional associations, and other collective enterprises 

 Legal documents  
 Genealogical information 
 Speeches, lectures, talks 
 Photographs (labeled) of family, friends, and contemporaries, and places associated with 
 you, such as your childhood home, places you have visited, etc. 
 Albums, scrapbooks 
 Audio and visual materials 
 Diaries and journals 
 Oral histories, memoirs/reminiscences 
 Memorabilia 
 Published or unpublished manuscripts of articles and books 
 Research, especially notes and notebooks 

 
 
 
Do I need to organize everything before I 
donate to the Library? 
Because the importance of the records 
diminishes if they are removed, reordered, 
or rearranged, donors are encouraged to 
contact the archivist/librarian before sorting 
or rearranging the materials they wish to 
donate. 
 
Although materials need not be organized, 
photos and miscellaneous objects should be 
identified as much as possible (i.e., names 
of persons, time, location, etc.). Once the 
Library has received a donation, it organizes 
materials according to internal procedures 
and standards, and may at times not retain 
the original order or format of the donations. 
 
Who has access to my collection? 
As the donor, you continue to have access 
to your collection.  
 
 
 

 
The collections are open for use to all 
members of the academic community, and 
other interested scholars and researchers. 
However, we may delay full access until the 
collection is analyzed thoroughly and 
arranged accordingly. 
 
Can I restrict access to sensitive 
material? 
The Library encourages full access to all 
collections. Access to certain collections or 
materials within a collection, however, may 
be restricted for a set period of time either 
arising from conservation concerns, 
institutional policy, donor gift agreements, or 
to protect the privacy of the donor or of other 
parties. Instead of removing sensitive 
material that may exist in individual or family 
papers entirely, however, please consult the 
archivist/librarian about the possibility of 
placing reasonable and equitable restrictions 
on all or part of the collection for 
appropriate, limited periods. 
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How do I make a donation? 
The Library requests that you consult the 
staff before mailing or dropping off materials. 
In cases where the records are relatively 
local and in large quantities, the archivist 
may wish to see them before they are 
physically transferred. Arrangements can 
then be made for the physical transfer of the 
records. 
 
Ownership of the records 
Ownership of the records is transferred 
when the donor signs a deed of gift. 
(see Appendix) This document assigns legal 
ownership of the donated materials to St. 
John’s University, our parent organization. 
While the deed of gift is a standard 
document, it can be customized to suit the 
individual donor’s needs. In most cases, the 
Library will not accept or receive donations 
unless the ownership is transferred to our 
parent organization. 
 
Who owns copyright to my materials? 
Researchers frequently wish to publish 
quotes from materials they examine. 
Therefore, the library asks that donors 
include copyright in their gifts of papers and 
records to spare the researcher the burden 
of contacting numerous copyright holders for 
permission to quote, and to relieve these 
persons of the need to answer such 
requests. Donors should discuss copyright 
with the archivist/librarian before making a 
donation. 
 
Assignment of copyright is often complex, 
and you will want to work with the library 
staff to clarify issues of copyright ownership. 
Generally, copyright belongs to the creator 
of writings and other original material (such 
as photos and music), but can be 
transferred legally to others. Moreover, 
ownership of copyright is separable from 
ownership of the physical item (the letter or 
photo). We prefer that donors give not only 
the physical papers but also any copyright 
that they might own. 
 
Conditional gifts 
Usually an archive is unable to promise that 
donated materials will be placed under 
exhibition or used in some other specific 
manner as a condition of accepting the gift. 
 
 
 
 
 
 

Monetary contributions 
The costs of caring for and providing access 
to historic materials are high. Donors are 
encouraged to consider making a monetary 
contribution towards the arrangement, 
description and preservation of their 
donation.  
 
In addition to the professionals’ time and 
expertise required to describe and arrange a 
collection, and produce the various finding 
aids that make access to the materials 
possible, the library must also pay for 
shipping, cleaning, and conservation 
supplies, including acid-free folders and 
boxes. Direct costs typically range from 
several hundred dollars to tens of 
thousands, depending on the size and 
condition of the collection.  
 
Financial support from the donor can be 
accomplished in two ways: as a one time 
financial gift to provide for the processing of 
a particular collection, or in the case of very 
large or complex collection, as an annual 
commitment to support the processing of 
materials. Cash gifts to the library are fully 
tax-deductible. The financial support of 
donors and their friends in this regard is 
greatly appreciated; all such gifts are 
crucially important in helping us preserve 
important primary materials for future 
access. 
 
Packing and shipping 
Ideally, the donor will assist in some basic 
preparations for sending the materials, after 
meeting with the archivist to determine 
which materials should be donated.  
 
When possible, packing materials in a 
reasonable order is appreciated. For 
instance, if documents are in a file cabinet, 
pack them by drawer, in the order in which 
they are placed in the drawer. Finally, a 
basic inventory of packages is also helpful; 
this could be as simple as Box 1: 
correspondence; Box 2, 3 & 4: business 
files; etc. 
 
When packing a collection, it is essential to 
use sturdy boxes. Otherwise, boxes arrive 
torn or battered, which is potentially 
detrimental to the contents. Avoid making 
boxes to heavy; this also results in boxes 
that arrive in poor condition. It is safer to use 
more boxes that are smaller and lighter than 
fewer that are too big and heavy.  
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UPS or FedEx are the most common 
shippers’ donors use for shipping boxes to 
the library.  
 
What happens to materials after I donate 
them? 
Before the Library receives your donation, 
whether it consists of one item or many 
boxes of papers or records, you will be sent 
a donor agreement (Deed of Gift) to sign, 
transferring ownership to the Library. After 
receiving the signed deed of gift, we can 
receive the materials.  
 
The archivist/librarian will follow archival 
principles and standards to analyze and 
organize your materials, including noting or 
addressing any conservation problems that 
are found. This includes basic preservation 
treatment (e.g. photocopying deteriorating 
documents onto acid-free paper), housing 
the materials in acid-free sleeves, folders,  
and boxes, and establishing the collection’s 
organization. 
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A finding-aid (also known as a descriptive 
inventory) is ultimately produced to help 
researchers learn about the collection. The 
finding aid includes a biographical sketch of 
the creator (donor), an overview of the 
contents, a container list, and a catalog 
record. 
 
If the collection is not processed 
immediately, we will create a basic catalog 
record and online inventory so that 
researchers may find it even as it awaits 
processing.  
 
None of the rare books and archival or 
special collection items will circulate. They 
can be used only under staff supervision. 
Access to your materials to on-site and off-
site researchers is always provided 
professionally and consistently by the 
archive’s knowledgeable staff. 
 
Finally, you should expect to receive a 
formal letter of thanks for your generous 
donation to our institution, within a few 
weeks of receiving the materials.  
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Deed of Gift 
Kathryn and Shelby Cullom Davis Library 

St. John’s University 
 
I/We, ________________________________________ (hereinafter referred to as the Donor), of 
____________________________________________________ hereby donate the following 
material owned by me/us and offer as an irrevocable gift to St. John’s University (hereinafter 
referred to as the University) for the benefit of the St. John’s University Libraries (hereinafter 
referred as to the Libraries): 
 

Description of Material 
Please include a detailed inventory, noting the condition of materials. Attach a separate sheet if 
necessary.  
 

SAMPLE  
 
 
All ownership, rights and titles in this property, including copyright (where applicable), are 
transferred to the University whose representatives may determine retention, location, cataloging 
treatment, and any other matters related to its disposition. 
 
In making this gift, it is my/our purpose and intention to vest in the University all the incidents of 
absolute ownership of the above-described property.  Title to the above-described property shall 
pass to the University on the date of receipt of said property by the Libraries.   
 

Terms of Agreement 
1. The material is accepted with the understanding that it becomes the property of St. John’s 

University upon receipt, and that the Libraries may make all necessary decisions as to 
retention, location, cataloging treatment, and other considerations relating to its use and 
disposition. The Libraries' intention in accepting the gift is that they be added to the 
collection if needed. Therefore, every effort is made to accept only items appropriate for 
addition to the Libraries’ collection. 

 
2. Material not added to the Libraries’ collection may be exchanged with other libraries throughout 

the world to obtain important materials otherwise unavailable, or will be disposed of in 
accordance with standard Libraries procedures. 

 
3. The Libraries agrees to protect and preserve, to the extent feasible and consistent with the 

Libraries' usual practices, the physical as well as the intellectual contents of the material, 
but the Libraries assumes no responsibility in case of loss or damage by theft, fire, or any 
other cause whatsoever. The Libraries need not specially insure the material covered by 
this agreement. 

 
4. The Donor warrants that no other individual(s), institution(s), or other entity(ies) has (have) 

interest in the material covered by this agreement. 
 
5. The Libraries will not appraise or value the material. If the Donor desires an appraisal, it is the 

Donor’s responsibility to estimate values or employ the services of an independent 
consultant. 

 
 
Donor (or Donor’s Representative)  Date 
 
 

  

St. John’s University Representative  Date 
 


