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DEED OF GIFT

This Agreement is entered into by and between PRAIRIE VIEW A&M UNIVERSITY and _________________________ (referred to here after as “Donor”). The Donor understands that upon the PRAIRIE VIEW A&M UNIVERSITY’s receipt of materials, the PRAIRIE VIEW A&M UNIVERSITY shall become the sole owner and custodian of the materials.

Donor hereby donates the materials described below to PRAIRIE VIEW A&M UNIVERSITY. The Donor affirms that they are the sole owner of the materials described below and voluntarily donate them to PRAIRIE VIEW A&M UNIVERSITY. The donor has full right, title, and interest to make the donation, and that no agreement, assignment, sale, or encumbrance has been or will be made or entered into which would conflict with this deed.

Description of materials (name of collection, overview of contents, medium, carriers, file type, software needs, date created): ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Please include any additional documents to understand the materials (such as a questionnaire or provenance information) in an appendix to this document. 

Exclusive Rights 
The Donor certifies that copies of any digital materials governed by the Deed of gift have not previously been donated to another repository and agrees that the PRAIRIE VIEW A&M UNIVERSITY shall be the exclusive institutional owner of the materials.

Copyright 
We ask that donors transfer copyright ownership to PRAIRIE VIEW A&M UNIVERSITY to ensure that use of the content will be available for future use. This request is standard archival practice. 
· I assign and convey all copyrights that I own for the above donation to the PRAIRIE VIEW A&M UNIVERSITY. 
Donor’s Signature ______________________________________Date__________________
· I do NOT assign copyright to the PRAIRIE VIEW A&M UNIVERSITY because:
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
Donor’s Signature ______________________________________Date__________________
· I ask to be contacted if someone would like to use my materials in published materials. This restriction will expire with my death or DATE_____________. After that point I assign and convey all copyrights that I own for the above donation to the PRAIRIE VIEW A&M UNIVERSITY. 
Donor’s Signature _____________________________________Date__________________
· To the best of my knowledge, copyright is controlled by:

	Name                                                               			         Phone


Address	City	State	Zip    

Access to Materials 
The Donor acknowledges that PRAIRIE VIEW A&M UNIVERSITY acquires the materials with the intent of making them available for an on-going or indefinite period of time. The Donor grants the PRAIRIE VIEW A&M UNIVERSITY the right to make copies of the materials for use and transfer some or all of these materials from the original media to new forms of media and/or storage (now in existence or hereafter devised) to ensure their ongoing availability and preservation. The donor grants PRAIRIE VIEW A&M UNIVERSITY the rights to make preservation and access copies of materials in the collection and to make those copies available for use. The PRAIRIE VIEW A&M UNIVERSITY may contract with staff or outside contractors to store, evaluate, manage, and/or analyze materials in the collection. Any such arrangements must abide by the terms of this agreement.

1. Does the PRAIRIE VIEW A&M UNIVERSITY or a contractor have permission to decrypt passwords or encryption systems, if any, to gain access to electronic data received as part of the material? 
· Yes 
· No (If “no,” such materials will not be retained by PRAIRIE VIEW A&M UNIVERSITY) 

2. Does the PRAIRIE VIEW A&M UNIVERSITY or a contractor have permission to recover deleted files, hidden files, or file fragments, if any, and provide access to them to researchers? 
· Yes 
· Yes, under the following conditions: _______________________________________________________________________ _______________________________________________________________________ 
· No 
3. Does the PRAIRIE VIEW A&M UNIVERSITY or a contractor have permission to preserve and provide access to log files, system files, and other similar data that document the Donor’s use of computers or systems, if any are received with the materials? 
· Yes 
· Yes, under the following conditions: _________________________________________ _______________________________________________________________________ _______________________________________________________________________ _______________________________________________________________________ 
· No 

Any additional information regarding access can be seen in the appendix (such as a questionnaire or provenance information). The PRAIRIE VIEW A&M UNIVERSITY and the Donor both understand and agree that any instructions regarding display and maintenance of materials will be followed to the best of the PRAIRIE VIEW A&M UNIVERSITY’s ability. As such, PRAIRIE VIEW A&M UNIVERSITY is authorized to use good faith judgement to modify any plans in manner consistent with Donor’s objectives that are described in instructions in the appendix.

Privacy
PRAIRIE VIEW A&M UNIVERSITY will review the materials in an attempt to identify items that contain private information. Depending on the nature of the private information and the preferences of the Donor, private information will be destroyed or redacted  according to best practices or stored separate from publicly accessible portions of the collection. Please indicate below your awareness of materials that may contain sensitive information (electronic or otherwise). 

___ To the best of my knowledge, these materials do not contain sensitive information (electronic or otherwise). 
OR 
___ I believe that the materials may contain private or sensitive information such as:
___ Social Security numbers 				___Counseling records
___ Passwords or PINs				___Student records
___ Credit card numbers 				___Employment Records
___ Financial records (such as bank accounts and tax forms)
___ Medical records					
___ Licensed or pirated software
___ Personal contact information 
___Handwritten signatures
___Materials covered by attorney-client privilege 
___Research data related to human subjects		 
___Federally classified or restricted materials
___Other materials that have specific privacy concerns; please specify: ______________________________________________________________________
Appraisal  
Donations are tax deductible to the extent provided by law. Library Staff cannot place a value on donated items but upon request will provide a donation slip at time of intake of items. IT IS THE RESPONSIBILITY OF THE DONOR TO DETERMINE THE TAX IMPLICATIONS OF A DONATION.

Credit
· When Donor’s gift is exhibited, lent, or published, it will be credited as follows:
Gift of ________________________________________________________________
· If this wording is not satisfactory, please print the desired acknowledgement below: 
______________________________________________________________________
· The source of this gift should remain confidential; please acknowledge this gift to the public as: “Anonymous gift”

Materials and Media Not Retained
In the event that the PRAIRIE VIEW A&M UNIVERSITY located duplicative materials within the collection or materials that are not of enduring research value, the PRAIRIE VIEW A&M UNIVERSITY will remove, discard, and/or destroy said materials. 

If the PRAIRIE VIEW A&M UNIVERSITY decides not to retain computer hardware or media carrier(s) on which materials are stored, the PRAIRIE VIEW A&M UNIVERSITY may securely remove, discard, and/or destroy the hardware or media carriers if the Donor does not wish to have them returned after the content has been migrated to new media and verified. If the donor can no longer be contacted, the PRAIRIE VIEW A&M UNIVERSITY will securely remove, discard, and/or destroy the hardware or media carriers. 

· Donor wants media carriers or hardware returned. 
· Donor DOES NOT want media carriers or hardware returned
 
Any changes or updates to contact information is the responsibility of the donor and must be made to the PRAIRIE VIEW A&M UNIVERSITY in writing. 

Donor’s Signature ________________________________________________Date___________

Donor’s Name (Printed) __________________________________________________________

If donor is a married person, both donor and their spouse must sign)
Spouse of Donor’s Signature_______________________________________Date____________

Spouse of Donor’s Name (Printed)__________________________________________________


Mailing Address_________________________________________________________________
		
______________________________________________________________________________

Phone Number(s) _______________________________________________________________

Email(s)_______________________________________________________________________

[bookmark: _Hlk158287253]PRAIRIE VIEW A&M UNIVERSITY Vice-President Business Affairs or Representative, Office of Development (If required by the nature of the gift) 

Name__________________Signature______________________________Date_____________

PRAIRIE VIEW A&M UNIVERSITY Director of Libraries or Representative Name_____________________Signature______________________________Date__________

PRAIRIE VIEW A&M UNIVERSITY Special Collections/Archives Department Representative 

Name_____________________Signature__________________________Date______________

Title__________________________________________________________________________
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