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Collections Care  



A little background 
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The Collections Policy and 
Procedure Manual 
 Why is it important to have this manual? 

 This should be your work Bible or road map 

 Consistency or standards 

 Circumvent legal and ethical issues 

 Saves time 

 Allow all employees to understand their roles/responsibilities 
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What should it include? 
 Statement of Purpose 

 Scope of the Collections 

 Acquisition (Criteria, Types, Authority, Methods) 

 Incoming/Outgoing Loans (Criteria, Authority, Terms 
and Conditions) 

 Deaccession (Criteria, Authority, Methods of Disposal) 

 Documentation  



The Paper Trail (Documentation) 
 

 Notice to Collections 

 Gifts/Loan Agreements 

 Letter of acknowledgment 

 Accession Form 

 Location Form/Card 

 Shipping/Customs Documents 

 Correspondence 



Inventory Control 
You need to know what you have 

You need to know where they are 

You need to be able to get to them 
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 Perform a systematic inventory 

 Match the objects with your paperwork 

 Are all objects accessioned?   

 For objects with no documentation, old tags,  or lost in 
the memory of the staff, accession them as Found In 
Collection (FIC) 

 Tag everything 

 Store them properly 

 

 

Inventory Control 
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Minimal Standards of Care and 
Storage 
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Minimal Standards of Care and 
Storage 

Acid Free Boxes 
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STORAGE MATERIALS 

More Acid 
Free Boxes 
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STORAGE MATERIALS 

 

 

   Acid Free  

   Tissues 
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STORAGE MATERIALS 

 

 

   Acid Free  

   Tissues 
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STORAGE MATERIALS 
 

Acid Free 
Tags 
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STORAGE MATERIALS 

 

 

 

Various sizes of  

Polyethylene Bags 
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STORAGE MATERIALS 

 Polyester Envelopes 
    (Mylar) 

 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=92so5wYpl3VP0M&tbnid=vxP9338t3bLhUM:&ved=0CAUQjRw&url=http://www.universityproducts.com/cart.php?m=product_list&c=640&ei=hXPyUcpijtD2BOXOgJgL&bvm=bv.49784469,d.eWU&psig=AFQjCNFcpl8r8wqnhWz7R_xDcMQELXamhA&ust=1374930162819845
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=MDxQuV5K7lLRnM&tbnid=OTlz8qtyQhairM:&ved=0CAUQjRw&url=http://www.hollingermetaledge.com/modules/store/index.html?dept=15&cat=1402&ei=sHPyUaPSEofu9ASP1YC4Aw&bvm=bv.49784469,d.eWU&psig=AFQjCNHanIiBlx4gE3HuN46llbIaTZhoJA&ust=1374930221204353


STORAGE MATERIALS 

Good sources of these materials 

  Gaylord (gaylord.com) 

  Hollinger (hollingermetaledge.com) 

  Light Impressions     
  (lightimpressionsdirect.com) 

  Talas (talasonline.com) 

    Brodart (shopbrodart.com) 

 

 



Agents of Deterioration 



Agents of Deterioration 

 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=Ci5xCQVrRDM7fM&tbnid=DahU1SXOhDT5hM:&ved=0CAUQjRw&url=http://www.judydouglass.com/2011/01/please-let-there-be-light/&ei=xHjyUfa7IIvo8wSevIG4DQ&bvm=bv.49784469,d.eWU&psig=AFQjCNEi759VP1mIKaNjxXOHIjuV57MRSA&ust=1374931507799234
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=3_M03EGlbxzElM&tbnid=wRe2USYwsRfhYM:&ved=0CAUQjRw&url=http://www.123rf.com/photo_14033212_eco-energy-saving-light-bulb-one-glowing-compact-fluorescent-light-bulb-standing-out-from-the-unlit-.html&ei=9HjyUYWNKo7y9gT_o4HADQ&bvm=bv.49784469,d.eWU&psig=AFQjCNExLhws2wS0xfboWAypkAZmBUJHVg&ust=1374931558943217
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=FiVQF2wND-kk1M&tbnid=6WXxh3h8rX3M4M:&ved=0CAUQjRw&url=http://shattershield.wordpress.com/category/fluorescent-light-bulbs/&ei=NnnyUcuCIYSo9gSxuYCoBQ&bvm=bv.49784469,d.eWU&psig=AFQjCNG_yTO6hzmKP1SSCSgBlQd4tApNRA&ust=1374931633478645
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=YvH5J9SjTI4C-M&tbnid=xWNaasTZxg-c3M:&ved=0CAUQjRw&url=http://stephaniecorfee.com/collaborations/take-my-picture/&ei=WnryUeGUEYaM9ATw4IDIBw&bvm=bv.49784469,d.eWU&psig=AFQjCNHZVS6yUQT16NQgszvfe9Fu1Glz6A&ust=1374931843665906


Agents of Deterioration 
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Agents of Deterioration 
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Agents of Deterioration 
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Agents of Deterioration 
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Who are your allies 
in this endeavor? 
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Rockhall Volunteers  
  and Interns 




