DIGITAL MEDIA SEPARATION SHEET #1
Division of Rare and Manuscript Collections
Cornell University Libraries
Fill out a sheet for each location in the collection where digital media has been separated. One sheet can represent multiple pieces of digital media.

Directions: 
1. If you have multiple separation sheets for the same collection, please number each one in the highlighted area at the top.
2. Fill out fields below.
3. Print 2 copies of this sheet.
4. Attach one copy to the digital media you have removed and leave the second copy in the box location where the media was removed. 
5. Save a copy to the digital accession folder with the following file naming convention: digitalseparationsheet_[eadID]_[sheet#]

Collection name: Click or tap here to enter text.

Collection number: Click or tap here to enter text.
Accession number (if assigned): Click or tap here to enter text.
Box/folder number (if assigned): Click or tap here to enter text.
Media ID numbers (if assigned): Click or tap here to enter text.
Date of removal: Click or tap to enter a date.
Removed by: Click or tap here to enter text.
Additional separation notes: Click or tap here to enter text.

Type(s) of Media (check all that apply):
☐ CDs/DVDs	 				Quantity: 
☐ Thumb drives				Quantity: 
☐ Hard drives				Quantity: 
☐ 3.5” floppy disks				Quantity:  
☐ 5.25” floppy disks				Quantity: 
☐ Zip disks					Quantity: 
☐ Other media (please describe): Click or tap here to enter text.
