Processing Checklist

Before completing processing, review this list, checking each item as you determine it has been completed. 

	PROCESSING

	☐ All records and items in the collection have been accounted for. 

	☐ Folder labels are complete; folders are labeled with collection number, folder title, and box and folder numbers consistently recorded on the tabs.

	☐ Boxes are labelled and barcoded

	☐ Material is placed in appropriate “ready to locate” location with green slip (mezz staging or K-109)

	☐ All locations in ASpace are up-to-date

	☐ Any boxes removed from the collection are deleted in ASpace AND Folio

	☐ Collection is removed from unprocessed list

	☐ Collection is added to processed collections list



	RESOURCE LEVEL UPDATES

	☐ Collection dates have been updated

	☐ Cubic footage has been recalculated and all extent recorded

	Notes updated: 

	☐ Scope and contents note
	☐ Conditions governing use (if necessary)

	☐ Biographical/historical note
	☐ Processing information note

	☐ Abstract
	☐ Separated materials note (if necessary)

	☐ Language of the materials note (if necessary)
	☐ Related archival materials (if necessary)

	☐ Conditions governing access (if necessary)
	☐ Custodial History note (if necessary)

	Names and Subjects

	☐ Compiled list of significant names, subjects, geographic places, and genres

	Instances

	☐ Instances that are linked to archival objects have been removed from the resource record.



