Library in a Box - Standard Operating Procedure (SOP)

(U.S. Edition | Updated October 14, 2025)

1. Mission & Purpose

In many classrooms, a student’s entire world of stories fits on a single page.
The Library in a Box (U.S. Edition) brings those worlds to life — delivering portable, age-
appropriate collections of books that build literacy, curiosity, and imagination where access

to reading materials is limited.

Each kit transforms a classroom or community corner into a mini-library — one that
inspires students to read for pleasure, explore new ideas, and develop a lifelong

relationship with learning.

For donors, every box provides verifiable, measurable impact: clear receipts, delivery

photos, teacher testimonials, and reading logs that show real engagement over time.

2. Kit Composition & Estimated Cost (~$500 per classroom)

(Pricing reflects 2025 U.S. averages from educational suppliers and local book distributors,

with a 10% contingency for variation and delivery.)

C Item Q Bt Ut tal (USD) N
ategory tem Quantity ota otes
Cost (USD)

Local & Regional Age-appropriate fiction

20 $7.50 $150
Storybooks highlighting diverse cultures
English Leveled Guided reading sets, beginner

15 $6.50 $100
Readers to intermediate



Category Item Quantity

STEM / Non-Fiction

15
Titles
Inspirational / Life- :
Skills Books
Bilingual Bridge c
Readers
Portable Bookshelf / .

Storage Bin

Reading Mats / Rugs 1-2

Contingency —

Total Estimated Cost —

3. Program Impact

$6.50

$10.00

$10.00

$30.00

$20.00

Est. Unit
Cost (USD)

$100

$50

$50

$30

$20

$500

Students Served: 60-80 active readers per year

Duration: 3 years minimum

Cost per Reader (3-Year Period): ~ $2-$3

Replacement Cycle: Every 3 years (full kit renewal)

Total (USD) Notes
Science, nature, and discovery
content

Character-building and social-

emotional learning

English + Spanish or

multicultural selections

Compact, durable, and easy to

move

Creates inviting shared

reading areas

10% buffer for substitutions

or shipping

One full kit serves an entire

classroom

Proof Chain: Receipts — Photos — Lending Logs — Testimonials — Donor Report

Expected Outcomes:

e Increased reading frequency and comprehension



e Improved language fluency and communication skills
e Greater exposure to STEM, cultural, and global topics
e Renewed teacher engagement in reading-based learning

o Verifiable proof of sustained literacy growth

4. Oversight & Roles

Role Responsibilities
Program Lead (Summit to Manages procurement, receipts, donor communication,
Success U.S.) and impact reporting.

Supervises library setup, lending process, and monthly
Teacher / Administrator
updates.

Assist in check-in/out tracking and maintaining order.
Student Monitors

Rotate quarterly.
School Representative / Verifies delivery, signs acknowledgment, and monitors

Librarian usage.

5. Implementation Process

1. Needs Assessment
The school identifies the target classroom or grade, preferred reading levels, and

space for setup.

2. Procurement
Books and materials are purchased locally or through U.S.-based educational
suppliers.

Receipts and photos are retained for documentation.



3. Delivery & Setup
o Signed Acknowledgment of Receipt upon delivery
o Photo proof of setup and classroom display
o Optional short thank-you message or video from students or teachers

4. Teacher Orientation
The teacher receives a brief guide on managing the lending process, organizing

titles, and logging usage.

5. Reading & Circulation
o Daily or weekly reading sessions
o Student monitors help manage lending and encourage peer readers
o Optional reading chart or classroom leaderboard to gamify progress

6. Reporting Cycle
o Monthly: 1-2 photos or updates showing reading sessions or new readers
o 6 Months: Lending log summary + two short testimonials (teacher/student)

o Annual: Full donor report summarizing engagement, photos, and outcomes

6. Accountability Framework

Procurement — Delivery — Setup — Monitoring —» Renewal (3-Year Cycle)

Stage Required Proof Responsible
Procurement Receipts, item photos Program Lead
Delivery Signed acknowledgment + setup photos School Representative

Setup Organized library photo set Teacher



Stage Required Proof Responsible
Monitoring Monthly photo or usage update Teacher
Renewal Documentation and full kit replacement after 3 years Program Lead

All materials are logged and archived within Summit’s donor accountability system for full

transparency.

7. Monitoring & Testimonials
Interval Deliverable Responsible

3 testimonials (teacher, student, parent) + photo set Program Lead &

Delivery Day

+ optional video Teacher
Monthly 1-2 classroom photos or reading snapshots Teacher
6-Month Lending log summary + 2 testimonials + updated School
Review photos Representative
Annual Donor Impact Report with visuals and metrics Program Lead

“Students are now choosing to read during breaks instead of scrolling on their phones. The
excitement to borrow books is contagious.”

— 5th Grade Teacher, Springfield, MA

8. Durability & Storage Guidelines

Keep books in a dry, elevated space away from windows or moisture.

Use labeled bins or a portable shelf for easy organization.

Encourage gentle handling; replace heavily damaged books during renewal.

Rotate reading materials quarterly to maintain student interest.



e Track book condition and circulation in the Lending Log.

9. Replacement & Maintenance Policy
o Full Replacement: Conducted every 3 years under Summit’s renewal schedule.

e Mid-Cycle Additions: Schools may supplement or rotate books independently at
their own expense between cycles. Summit does not fund mid-cycle book additions

or replacements for U.S. programs.

o Proof Requirement: For official replacements, schools must submit receipts,

lending logs, and photo verification.

e Accountability: Each school retains lending data and submits an annual usage

summary to Summit for recordkeeping.

(Note: The 70/30 replacement clause applies only to international programs. U.S. classrooms
operate on a full 3-year replacement model funded solely by Summit during approved

renewals.)

10. Annual Review & Donor Summary
At the end of each academic year:

e The teacher or librarian completes a Usage & Impact Reflection summarizing key

outcomes.

e Summit compiles the lending data, photos, and testimonials into a concise Donor

Impact Report with proof-of-use visuals.

This annual process provides donors with clear evidence of reading engagement and

strengthens the school’s eligibility for future renewals.

11. Donor Assurance Notes



o Fixed Cost Model: $500 per classroom library, inclusive of contingency.

e Proof of Use: Photos, receipts, lending logs, and signed acknowledgment required.
o Transparency: All documentation digitally archived and shareable upon request.
o Renewal Guarantee: Full 3-year replacement commitment.

e Accountability Chain: Procurement — Delivery — Setup — Reading — Report.

12. Donor Message

“For about $500, you can provide a complete portable library that supports 60-80 students
for three years.
Every box includes culturally relevant books, lending logs, and classroom proof — showing

exactly how your support turned pages into opportunities.”

This is not just a box of books — it's a doorway to imagination, learning, and self-belief.

13. Tagline

With opportunity comes obligation. Together we climb.

14. Author’s Note

The Library in a Box program reflects our commitment to create systems that make
opportunity tangible and proof visible.

Every kit is built for long-term use, full transparency, and measurable educational growth.

By supporting this initiative, donors help us deliver not just books, but belonging — one

classroom at a time.
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