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Over the years I have learned that my library is a valuable asset that I have invested profit into and 
that it therefore needs to be protected. There are several things that you can do to ensure that 
occurs: 

1. When you purchase a book, DVD, CD or other information product, give the receipt to your 
accountant. If the amount is a tax deduction, you will have a financial advantage and will be able to 
invest more into your next purchase. 

2. Set up a list of categories that you will use store your materials. I have, for example, categories 
such as Biographies, Financial, Marketing. 

3. Develop a spreadsheet with columns for Author name, Resource Name, Category, Date 
Published. 

4. Enter each item onto the spreadsheet. 

5. Choose a method to mark the books as your property. My friend gave me an embosser one year 
as a gift so I use it on the first page of each book. You might prefer to order return address stickers 
or make labels. Perhaps you would prefer to write your name on each item. 

6. Sort the materials into categories and place them together in groups, preferably on shelves that 
are labelled by category. 

7. Print a physical listing of the materials, by name of the item, so that you can quickly look for and 
find the material you need. 

I know that it sounds mean to say that you should never lend any of your materials to anyone. But, I 
have experience with this. No matter how sincere the person seems when promising to return your 
things, the odds are against you. When you need to contact the person to return what they 
borrowed, you lose time and may even end up frustrated if your attempts are not successful. The 
worst, of course, is when you are unable to recover the item and end up losing the asset or maybe 
even have to replace it, thus costing you double the amount that you originally paid. 

I have a policy that I just don't lend my materials to anyone! It's like my father used to say,don't co-
sign or lend anything to another person unless you would be willing to give the full amount of their 
debt as a gift to them. You see, people are usually eager to ensure that their needs are met but are 
not always as eager to ensure that your needs are met. You need to protect your assets and your 
library is an asset! 

 


