Intake and Receiving Procedures for Curators
· No later than within 48 hours from receiving a notification, curators:
1. Open and inspect ALL boxes and packages fully and remove any packaging. 
2. Handle any issues with the shipment as needed (Missing items from purchases, conservation concerns etc.) If concerns arise, contact Jude Corina.
Archives and Manuscript Collections:
3. If the delivery is to be split into multiple collections, mark clearly each section with the corresponding collection numbers and all other necessary information.
4. Fill the Pre-Processing Inventory (downloadable in Confluence)
5. Appraise collection materials thoroughly by going through each folder and separating out materials to be discarded. Familiarize yourself with the contents of the collection. Ideally this step is done before collection delivery.
6. Separate printed materials from the collection:
a. Identify and flag books and other printed material in archival collections. See Books and Catalogued Materials, below.
b. Heavily-annotated printed items and a variety of printed pamphlets and other ephemera (clippings, invitations, etc.) may be kept within the archival collection.
c. Create a Separated Materials list with Author, Title, and Date. Curators may set aside books in a designated location so that students can type up the separated materials list. Alert the appropriate student supervisor that there is a student project.
d. Retain 2-3 duplicates and set aside any additional copies for discard.
1. Non-rare materials can go to the TCPL book sale shelves.
2. Rare or valuable duplicates should be set aside separately (location TBD)
7. Separate digital materials from the collection:
a. Follow the steps in the Accessioning Born-Digital Materials on Physical Media page 
8. As you go through folders, transfer them into Transfer boxes, Folders, or white Hollinger boxes, provided in the Intake Room.
9. Label all boxes with:
a. collection number
b. box number and total shipment (eg. 1 of 4)
c. transfer the AirTable Arrival Log post-it
d. include inventories, dealer descriptions, or any other relevant documentation for each box or item
e. any other relevant information to assist with accessioning
10. Rename all files with the RMM or RMA collection number or temporary title, and email all relevant documentation, inclding the Pre-processing Inventory, any donor-supplied inventory spreadsheets, MOU or correspondence files to rmctechservices@cornell.edu (non-sensitive information can also be included in the PreAccession form)
11. Filling in the Pre-Accession form:
a. Link to Pre-Accession Form
b. Be sure to match a delivery with its pre-accession form information:
1. If you usually wait until a collection has arrived and you receive an Arrival Log notification before you fill the pre-accession form, add the Arrival Log number to the form
2. If you filled the form prior to its arrival, write the Temporary Collection Title used in the pre-accession form on the Box-1-post-it-note with the Arrival Log number.

Books and Catalogued Materials:
1. Transfer the AirTable Arrival Log post-it to the item or its enclosure. 
2. If the item is a purchase, write the PO number (sent from LTS Ordering) on an item flag or add it to AirTable. 
3. Include inventories, dealer descriptions, or any other relevant documentation for each item.

Wrapping Up:
12. Transfer the materials to their next-step carts outside the intake room in the hallway (Accessioning Cart for archival materials, Cataloging Cart for book-like items)
13. Discard all packaging:
a. use the trash receptacle on wheels for plastic and trash material only. 
b. all boxes must be collapsed placed them in the empty brown box for recycling.  You can place other paper recycling here, as well.

** For a summary view of the intake process, see the ATS confluence page:
Pre-Accessioning and Intake of Archival Collections (LTS Procedure #129)

