Adopt a Book Timeline and Staff Steps
· All Year
· Selectors collect ideas
· Youth and Adult Dept. heads monitor Amazon list
· September
· Confirm with local bookstore
· Review Amazon list
· Begin spreadsheet to collect wish list ideas
· October
· Information to marketing
· November (Middle)
· Library staff pick books from local bookstore’s shelves for in-store display
· Give copies of donation form and display sign to the bookstore
· November - December
· Pick up books purchased from bookstore weekly
· Send fresh eyes to refill bookstore display
· Process donation forms
· Monitor shipments for donations through online wish lists
STEPS:
· Incoming items go through program coordinator
· Spreadsheets updated with donors and honorarium/memorial names
· Items given to selectors to review
· Items go through catalog and processing
· 
· January
· Monitor online lists for items that have not arrived
· Document and share stats
· Send thank you letters to people who adopted books
· Send letters to any honorees

