HALL MEMORIAL LIBRARY
Collection of Donations for Outside Groups 

As the community center and an active place visited by many people the Library is a logical place for 
Ellington Town agencies, non-profit and community organizations to use as a drop-off point for donations that support their mission.  The Library allows the collection of such donations following these guidelines:

· Organizations or agencies wishing to use the Library as a drop point must contact the Director for permission and to secure a time frame to insure space availability.

· The organization must have an Ellington connection to utilize the Library space.

· The organization must supply contact information for a responsible member.

· Donation receptacles are supplied by the library and are organized on the shelves in the foyer.  An informational poster that neatly fits on the side of the bin must be provided.  It should be attractive and legible, clearly stating the name of the group, the purpose for the collection, items to be accepted and collection dates.

· The receptacle must be monitored and emptied as necessary and cleared promptly at the end of the agreed upon collection time frame.

· Foods items collected must be nonperishable and not expired.

· Collection of items that are hazardous or illegal for collection in a public building, ie. Hazardous or flammable materials, explosives, weapons, medications, etc. is not allowed.

· The Library reserves the right to not allow the collection of materials that are deemed inappropriate.  

· The Library does not advocate or endorse the viewpoints of these organizations.




[bookmark: _GoBack]To request use of library space as a point for the collection of items for your organizations, please fill out the form below or use the online form on the library website at library.ellington-ct.gov.







HALL MEMORIAL LIBRARY
REQUEST TO USE THE LIBRARY AS A DONATION COLLECTION POINT

NAME OF ORGANIZATION_____________________________________________________________________

PURPOSE OF ORGANIZATION_____________________________________________________________________

NAME OF CONTACT PERSON___________________________________________________________________________

ADDRESS__________________________________________________________________________

PHONE NUMBER____________________________________________________________________

EMAIL____________________________________________________________________________

MATERIALS TO BE COLLECTED________________________________________________________________________

__________________________________________________________________________________

TIME FRAME, I.E. MONTH OF MAY OR MAY 1-10__________________________________________






