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	Collection Title:
	

	Collection Number:
	

	Accession Number(s): 
	

	Processor(s):
	

	Curator Responsible:
	

	Date started: 
	

	Pre-processing Extent: 
	

	Addition, Re-processing, or New Collection?
	


	COLLECTION SURVEY

	Description of the material (to be used for the collection level Scope and Content note, this can be updated periodically as you process. If the collection already contains a Scope and Content note, please add it as “former note”): 

	

	Does the collection need extra supplies ordered?




	Types of Material (check all that apply)
	Notes

	☐ Manuscripts and paper
	

	☐ AV material (please specify)
	

	☐ Digital material (please specify)
	

	☐ Books and periodicals (specify if separated)
	

	☐ Museum items
	



	Processing Plan 

	Proposed Processing Level
	☐   Collection Level (Minimally Processed)
☐   Series Level (Moderately Processed)
☐   Folder Level (Highly Processed)
☐   Item Level (Intensively Processed)

	Present Arrangement Is there a current arrangement to this collection? What is it? Is the arrangement in good intellectual and/or physical condition? Does there look to have been an arrangement which may have been disrupted? Do folders have titles? If so, do they appear to be accurate?







	Proposed Arrangement What is the proposed level of arrangement for this collection? Is this the current arrangement or is additional arrangement necessary?








	Appraisal Notes Are there any materials to be deaccessioned? Is there additional appraisal work needed? 






	Proposed Processing Note (optional) If the collection will need a processing note, add that here.





	Proposed subject/name headings (LOC or AAT): 





	Restricted or Sensitive Content Are there any restricted or sensitive materials in this collection? How will these materials be handled? 





	Preservation and Housing Concerns Are there any known preservation/housing concerns for this collection? 





	Additional Notes List any additional considerations that will need to be addressed during processing, including donor sensitivities or concerns. 
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