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The Lanark Highlands Public Library Board (the Library) is a charity registered with Canada Revenue Agency. 
The Library is committed to the highest ethical standards of philanthropy, financial accountability and 
development practice.  This policy sets out the requirements for administration of fundraising, sponsorships 
and donations including the collection of personal data and recognition. 
   
The Library benefits from the support of sponsors and donors who increase our ability to deliver library 
services to the public.  
 
The Library actively solicits and encourages the public, business community and other organizations to 
become sponsors and donors financially or with approved material items. 

Section 1: Definitions  
 
The following apply to this policy, as defined by Canada Revenue Agency: 
 
“Cash” - Cash includes cheques, money orders, bank drafts, and money (bills & coin).  Donations made by 
debit card and by credit card are also considered cash gifts. 
 
“Donation” is a gift, contribution of cash, or goods given voluntarily to the Library as a philanthropic act 
without expectation or requirement of reciprocal benefit.  A specified donation is one that is to be used for 
a specific purpose. An unspecified donation is one that has no stipulations on use. 
 

“Gifts in Kind” also known as non-cash gifts, are gifts of property. They cover items such as artwork, 
equipment, securities, and cultural and ecological property. A contribution of service, that is, of time, skills 
or effort, is not property and, therefore, does not qualify as a gift or gift in kind for purposes of issuing 
official donation receipts. 
 

“Library” – The Lanark Public Library Board, the legal name for Lanark Highlands Public Library  
 
“Specified Donations” are gifts of money that has been donated in support of a specific library service, 
including specific collections, programs, technology/equipment and/or facilities. 



 
“Sponsorship” is a mutually beneficial exchange between the Library and an outside organization, in which 
an external party makes a contribution of cash or in-kind goods or services to the Library in return for 
recognition, acknowledgements or other considerations. Sponsors receive a benefit in return for their 
support and contribution. 
 
“Unspecified Donations” are gifts of money that are donated to the Library without restriction as to the 
use of the gift. 

Section 2: Donations 
 
Authority to Accept Donations  
The CEO has the authority to accept unspecified and specified monetary donations, valued at less than 
$50,000. The authority to receive any conditional, unspecified or specified donations of $50,000 or greater, 
rests with the Lanark Highlands Public Library Board. 
 
From time to time the Library may offer the opportunity for significant philanthropic investment in order to 
ensure the sustainability of excellent library service in the community. Such efforts will be detailed in a plan 
approved by the Lanark Highlands Public Library Board prior to the solicitation of donations. 
 
Acceptable Gifts  

• Monetary donations: While unspecified gifts are preferable, specified or conditional monetary gifts 
may be accepted if the use stipulated by the donor is consistent with the policies, mission, vision 
and values of the Library Board.  

 
• Books and other circulating materials are accepted as per our Collection Development Policy (OP-

11).  
 

• Gifts of real estate, securities, life insurance, trust funds, annuities, interests in business entities, 
bequests and other similar gifts may also be accepted. When gifted securities or publicly traded 
stocks, the Library reserves the right to sell and manage the funds accordingly.  The decision to hold 
on to or liquidate securities will be considered on a case by case basis. The amount of the tax 
receipt is the value of the security at the closing market price on the day that the asset is 
transferred to the Library. Gifts of securities will be reviewed by the CEO & Treasurer to ensure the 
securities are marketable and acceptable. 
 

• In-kind donations: At this time the Library does not generally accept in-kind donations with the 
exception of books, programming supplies & gift certificates that have been approved by the 
Library.  In this case, charitable receipts are not issued. 

 
• Deferred Gifts including Bequests and Life Insurance  

A deferred gift is arranged now but is not available for use by the Library until some future time, 
usually after the death of the donor. With a deferred gift, a portion or all of a donor’s assets may be 
specified by bequest to benefit the Library. Such gifts may be made by will or beneficiary 
designation. Persons interested in making deferred gifts are directed to the office of the CEO. 

 
 
 
 
 



The Library reserves the right to refuse a gift if:  
 

• conditions in this policy are not met; 
• the donor wishes to exert unacceptable conditions over the donation  
• there are unacceptable risks associated with the receipt of the donation 
• the gift is illegal or has questionable provenance; 
• in the case of book donations and other items for the borrowing collection, the Library retains the 

right to refuse donations that are not appropriate or useful to our customers, as determined by 
staff. 

 
Handling Unspecified vs. Specified Donations  
 
Donations may be specified or unspecified. A specified donation is directed to an area that the donor has 
indicated they would like to support. For example, a specific space, program, collection or equipment type.  
Specified donations will be allocated to a segregated fund line that best describes the donor’s wishes.  The 
confirmed donation information (respecting donor confidentiality) will be provided to the Treasurer. Where 
appropriate, the CEO will share with the donor, the impact of their donation.  Unspecified donations will be 
allocated to the general revenue line of the Library’s current annual operating budget. 
 
Power to Vary  
 
Should the intended purpose of a gift be changed, the Library will attempt to contact the donor to discuss 
the change. If obtaining donor permission is not feasible, the Library will choose a designation that aligns 
most similarly with the donor’s original intent and carry out all recognition plans as originally discussed with 
the donor. 
 
Donor Recognition 
 
Where possible, the Library will recognize all donations and extend thanks to donors for their generosity. 
The Library will issue thank you letters within three months of receipt of any donations that qualify for an 
official receipt for tax purposes. This receipt will accompany each letter.  
 
Donations may be listed in library publications, including the website and annual report, or displayed in the 
Library, as appropriate. However, the Library respects a donor’s right to make an anonymous gift. 
 
Tax Receipts  
 
In accordance with Canada Revenue Agency regulations, the Library will issue official tax receipts for any 
monetary gift of $20.00 or more.  
 
No tax receipts will be issued in response to donation of books or other library materials or gifts of service. 
Gifts of services (donated time, skills, or efforts) provided to the Library are not property. As a gift is a 
voluntary transfer of property, gifts of service do not qualify as gifts for the purposes of issuing official 
donation receipts. 
 
Donor Records  
 
The Library will maintain records of all donations as per the guidelines of the Municipal Freedom of 
Information and Protection of Privacy Act.  
 



Donors’ names and contact information will not be sold or shared in any way with parties outside the 
Library. 
 
Disposition of In-Kind Donations 
 
In-kind donations will become the exclusive property of the Library. The Library reserves the right to use 
the donation in the best interest of the Library, and shall make decisions regarding the use of and eventual 
disposal of all in-kind donations.  The Library will not be required to inform the donor of the eventual 
disposal of any in-kind donations.   

Section 3: Fundraising 
 
The Library may approve special fundraising ventures that it deems suitable for fulfilling its mission, values, 
goals, and objectives. All funds raised will be used for the stated purposes and established priorities of the 
fundraising program as determined by the Library. 
 
Types of Fundraising 
 
Legacy giving:  
Often referred to as planned or estate giving, these gifts are often the largest an organization receives. 
Legacy giving requires outreach and communications to targeted audiences to create awareness among 
prospective donors.  
 
Direct mail or email:  
Mail “spreads a wide net” to attract potential donors with news about an organisation and a specific 
message soliciting funds. Mail campaigns provide information about one-time giving, monthly giving, or 
annual giving options.  

 
Events: 
Fundraising events are designed to generate financial support for the library. Revenue may be derived from 
ticket sales, registration fees, sponsorships, or voluntary contributions associated with the event. All 
fundraising events shall align with the library’s mission and be conducted in compliance with applicable 
laws, ethical standards, and library policies.  
 
Annual Giving Campaign:  
The library has developed a formal “Annual Giving Campaign” designed to support the public library’s 
mission and strategic priorities by generating private contributions for programs and services not fully 
funded through public sources. All campaign activities and use of funds shall comply with applicable laws, 
ethical standards, and library policies, ensuring transparency, accountability, and alignment with the 
library’s public purpose. 
 
All funds collected during the Annual Giving Campaign will be allocated to a special segregated fund and 
included in the monthly financial reports to the board.  

 
The Library has established categories for donors to designate funds to and currently include:  

• Area of Greatest Need 
• Programming Initiatives 
• Books & Other Items to Borrow 
• New Computers & Tech Resources 

 



Fund categories will be reviewed periodically by the CEO to determine their relevance.  Categories will be 
updated as the needs & priorities of the Library change & evolve.   

Section 4: Sponsorships 
 
Guidelines: 
 
Libraries enrich lives, provide information and foster informed communities which are essential to a 
democratic society. Sponsorships must not undermine the integrity of the non-commercial public space 
that the library provides.   
 
In developing sponsorship arrangements, the library will: 

• not compromise its public service objectives and practices; and 
• safeguard the principles of intellectual freedom and equity of access; and 
• protect the confidentiality of user records; and 
• not permit sponsors to have any undue impact on its policies, collections, and practices; and  
• not permit corporate names and/or logos to have prominence over or alter the library’s name 

and/or logo on facilities, print materials or online; and 
• not allow direct marketing of products to children or accept any support that implies or requires 

endorsements of products. 
 
The library will consider the following factors when considering a sponsorship or partnership:  

• will the long-term benefits outweigh the short or long-term costs? 
• will the partnership support the library’s mission and goals? 
• will the effort improve or impair library service? 
• will the library be able to reach and serve substantially more people? 
• will the cost of providing library service decrease as a result of this partnership? 
• will the sponsorship or partnership require space commitments, storage, or other library resources 

such as printing, postage, graphics, or staff assistance? 
• will the library be able to administer the sponsorship or partnership with existing staff resources? 
• how will the partnership activity affect library revenue? 

 
The Library will be the sole arbitrator of what constitutes a conflict of interest with the mandate and/or 
operations of the library and what is deemed to be hazardous to the health of individuals or of the 
community.  
 
The Library Board must approve all sponsorship negotiations/agreements over $10,000.  
 
Sponsorship/partnership termination: 
 
The library and/or board reserve the right to terminate an existing sponsorship or partnership if conditions 
arise that result in a conflict with this policy, or if the sponsorship or partnership no longer supports the 
best interests of the library. 
 
Should there be a change in sponsor’s ownership or name or both during the term of the agreement, 
Pelham Public Library reserves the right to immediately cancel the agreement if the new organization fails 
to meet any of the principles or conditions outlined in this policy or in the contractual agreement.  
 



Section 5: Adoption and review of the policy 
  
This policy will be reviewed by the Board every three years.  Revisions will be made as necessary. 
 
 
Related Documents: 
 
Municipal Freedom of Information and Protection of Privacy Act 
OP-11: Collection Management Policy  
 
 
Sources:  Belleville Public Library 
  Caledon Public Library 

 Pelham Public Library 
Hanover Public Library 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


	The Lanark Highlands Public Library Board (the Library) is a charity registered with Canada Revenue Agency. The Library is committed to the highest ethical standards of philanthropy, financial accountability and development practice.  This policy sets...
	Section 1: Definitions
	Section 2: Donations
	Section 3: Fundraising
	Types of Fundraising

	Section 4: Sponsorships
	Guidelines:
	Section 5: Adoption and review of the policy
	Related Documents:


