


● Over the years working in an archive, we think that the deed of gift is the 
single most important form. We regularly check them before undertaking 
digitization or exhibit projects, to contact donors, and sometimes to establish 
title over a particular collection.

● We keep folders of them by year and also keep a copy with files for our 
individual donors. 

● We help each other ensure that we get a signed deed of gift for EVERY 
collection



● Story of the attempt by another WSU College to transfer the collection to the 
Hilton Archives at the University of Houston



● The form clearly documents the gift



● Continue with more information about the gift, donor, acknowledge receipt 
● Retain and copy and give one to the donor



● Donor forms are probably the most important documentation in an archives. 
Demonstrates that you hold title to the collection and what rights or limitations 
you have concerning the collection.

● Is an important part for documenting the history of collections and their 
custodianship.



● This is a sample donor form you can look at for content ideas and layout, find 
full document in the Digital Stewardship Curriculum on the SHN.



● This is a sample of information found on the WSU Libraries website under 
“Donations.”
○ Notice how the potential donor is directed to the General Collection 

Policy to learn more about what the MASC accepts. 



● After you return home, you can work with your organization's typical protocols 
and timelines for getting new policies approved.

● Approvals - follow your own protocols and timelines
● If you already have a Donor Form or Deed of Gift, you can use the worksheet 

to see what areas you might want to expand or change based on this training.
● Donation information often appears in the Collections Development Policy, 

you may also decide to create a separate Donations Policy or paragraph 
within collections policy to specify the rules and guidelines you follow for 
donations. If you have a website, you might want to include FAQ for donors, or 
similar. 






