Manuscript Appraisal and Survey Form*
*Note: This form can be used for both new acquisitions and surveying backlog materials.

Curator Appraisal and Pre-Processing Tasks 
· Create Basecamp using “APS archival processing” template, include call number and title of collection in Basecamp title
· Check off all tasks under “Curator Appraisal and Pre-Processing” as they are completed. 
· Identify and remove materials for weeding/deaccession, including audiovisual and electronic media
· Ideally, this is done prior to bringing the collection into the library
· If this was not done prior, remove any materials being weeded, place in used boxes or folders, and give to Accessioning Archivist for transfer to Acquisitions for disposal
· Identify and remove published materials for disposal or to be cataloged and retained in the collection
· Ideally, this is done prior, in consultation with the appropriate book curator
· If it was not done prior, remove any published materials to be removed permanently, create a title list, and upload to Basecamp and assign appropriate book curator to review
· Once book curator is done with his/her review, give any published materials to be removed for cataloging OR for disposal, with proper identification, to Accessioning Archivist for transfer to Acquisitions for cataloging or disposal

**For new acquisitions only: **
· Deliver collection to Acquisitions for creation of a brief catalog record for new accession
· Include a digital copy of the deed of gift, the MSS number, accession number, and collection title
· Should be done as soon as possible (ideally 1-3 business days) after the collection enters the library

***For the remaining collection*** 

· Deliver the below information, along with deed of gift or invoice, and any other case file documentation, to Accessioning Archivist
· Accessioning Archivist will use this information to create the accession record and processing plan


	[bookmark: _f7udnlc3vkcn]Collection title:
 

	Call number & Accession number:

	Donor/Vendor information:
 

 

	Creator (if different from donor):
 

	Description of materials (list records formats, estimated quantity and condition problems; attach inventory):
 
 
 
 
 
 
 
 

	Significance of the materials:

	Location(s) **Check South Storage and other shelf reads for additional parts of collections to be included:

	List all formats of audiovisual components and # in each format:

	List all formats of electronic media and # in each format:

	Flag and identify location (box & folder) of any acidic newspaper clippings or mimeograph masters to be photocopied or digitized and the originals discarded or retained:



	Determine whether an XML inventory or other legacy inventory exists, and if it should be migrated:

	Flag and Identify location (box & folder) of any materials that are high-value or need to be restricted:

	Conservation needs:

	Housing needs (re-box, re-folder, keep existing folder titles?, etc.):

	Final location recommendation (if needs to be in Vault or Cold Storage):

	Arrangement level preference (i.e. collection-level, series-level, file-level, etc.):


	Related collections: 
 

	Curator
 
	Date
 


Special Collections Development Committee Review (check all that apply)
	☐ Changes to the standard gift agreement
☐ More than 1 terabyte of digital media
☐ Contains over 50 catalog records
☐ Gift is subject to donor-initiated, external appraisal for tax purposes
☐ Acceptance of a collection making the L. Tom Perry Special Collections the de facto archives of an active organization (regardless of size)
☐ Artifact, or collection which includes artifacts
☐ Politically sensitive


 

