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




