Survey and Processing Plan Worksheet
3¢ & Adapted from PACSCL/CLIR Hidden
. ] Collections Processing Project 2009-

SO S 2012

Collection Name / Number: L

M n A - " % . -, A
2n A gy IV A 7 N/ !‘x

Date of survey Oe4nlrey +
Time started/ended
Creator of Collection
Title of Collection | 200
Collection Number MC001
Collection Dates g — 1aa 5
None OPAC catalog record
Accession record Union catalog record
Donor/Control file Print or online guide
Printed card catalog card /| Box/folder level inventory
Other: y/| At least one of these documents is publicly
" | accessible
Notes: D
WA
Donor Information/ ST == -
. nor, r I DN A
Immediate Sources of SOl e L PR > A
Acquisition Dte oncir Do
9 Acquisition UL
How was the collection acquired i S
and when? Notes: \nC (Ol i 2 a ‘
" & { 7Y j ‘: . ‘{ b 2 y
Restrictions to Collection
Note any donor imposed ey 4 LV \ .
restrictions AND repository £ v > “+»
imposed restrictions that you
find or are aware of.
Sensitive Material
Make note of sensitive material 3
already identified by the donor,
and anything identified during ; =
the survey. Look for places v
where these types of e Ao u
information might be found: .~ J
Sacial security numbers, student SANE AR L
records, personnel records, T VO DOR I e A o ] Ly I
patient records, etc. EA Nl H YU D W




Extent

H Linear feet
How big is the collection? (See L Number of containers (include all containers, even oversized)
fyentany) [‘> Number of volumes (unboxed)
A Number of items (unboxed)
™ Oversized material (in flat files or otherwise unboxed)
Notes: U |\neav ; o e
;r\/- {,- -+ p

Separated Material

o

Aoy

Should any material be ;

separated from the collection? If 8! LY )
so, which material? Take notes s

for explanation that you will TN of

include in your processing plan, s e

if necessary.

Languages in the
Collection

English, usually. But, were any
other languages identified?

Special Formats

Check all that apply. Add
additional information about
special formats as necessary.
For example, record specific

Architectural drawings

General oversized

Art originals

Computer storage units

Artifacts

Film (negative, slide, motion picture, microfilm)

Audio/Visual material

Glass

types of architectural drawings Biological Specimens Photographs
or film that are present. Botanical specimens Other: \Joi P AP
Notes: o1/, ( PN\ G | )
A A . v, %
[ t {
Conservation and
Preservation
* | Mold Tape

Check all that apply, and note
any other issues you see.

Recent pest damage

Thermofax paper

Deteriorating film base
(nitrate or other)

Damaged binding(s)

- X| Brittle paper Newspapers
» | Metal fasteners Water damage
. Excessive dirt / dust Other:
Caonle Aap w7
Notes: ' e V4 b
T 3 ? i/ r\{( ~N
L 3




Biographical/Historical

. = \ P~y / o~ ~T
information LU ID
About the creator of the au ¥ - i
collection.
What do you know about the
creator of the collection?
Scope and Content LR SR
fsni L ~tO

Take notes for a scope and
content note that you will write
later in the finding aid. Pay
attention to the types of material
in the collection.

Access points
Keyword subject terms and names.




Level of Processing
Desired

What does this colfection need
to make it accessible to
researchers?

Collection level

Series level

Folder level

Iltem level

[N ‘ : “

Type of Processing No processing is necessary at this time
Traditional processing (8+ hours per linear foot)
Should this collection be — - -
Weoitioholl oaininil Minimal processing (4 hours per linear foot)
processed, to provide the best Mixed processing (combine a minimal and traditional approach)
accessibility to researchers? . | Estimated time needed (X hours per linear foot multiplied by total number
How much in terms of time and M NS, ; 1 s W S el s
: : ~| of feet in collection) W nvrS X G e/ 1817

resources should be invested in
this collection?

Notes: < |




Supply needs Boxes: Record cartons
: Document boxes (legal)

The type of processing selected X Document boxes (letter)
(traditional or minimal) will : % : -
Helaimitespaly eads Oversized (note dimensions):

Custom {note dimensions):
You will probably want to take X Other: Hollinfier Dhceine
notes on an explanation for =
supply needs, as necessary. This
will help you write up your Folders:
processing plan. For example, Legal
note whether requested supplies -
are meant to rehouse the entire A Letter
collection or just part of it and Other:
why. Which part(s) of the
collection will benefit from new Other supplies:
housing the most? Mylar sleeves

Book tape

Other:

Notes: | Y
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Proposed Arrangement
and List of Series

How would you arrange this
collection?

Take notes on explanation for
suggested series and subseries

to inform your processing plan.




