SESSION 1: Introduction to Preservation PRESERVATION 101

Preservation Planning Survey - Collections Overview

1. Describe the collection(s) being surveyed. For each category of material, estimate and use the unit of measurement that is
most convenient. (Exact counts are not necessary.)

Type of Material Quantity Unit of Measurement (Circle one, or specify)

Books (general) 0 O O O O Titles / Volumes

Rare books O O O O O O Titles / Volumes

Archives O O O O O O Items / Linear feet

Manuscripts O O O O O O Items / Linear feet

Scrapbooks O O O O O O Volumes / Linear feet

Serials OO O O O O O Volumes / Titles / Subscriptions
Newspapers O [ O O O O Volumes / Titles / Subscriptions
Microfilm/microfiche O O O O O Reels / Fiche / Titles
Photographic prints O O O O O Items / Linear feet
Photographic negatives OO O O O Items / Linear feet

Slides O O O O O O Items / Linear feet

Audio recordings O O O O O Items / Linear feet

Video recordings O O O O O Items / Linear feet

Film O O O O O O O Reels / Linear feet

Maps OO O O O O O Items

Posters [l O O O O O Items

Arton paper O 0O O O O O Items

Other OO O O O O O Items / Linear feet

2. What does the institution consider the most important areas of these collections? In making this determination, priority may
be given to those most heavily used for current activities; those that have long-term research value; and/or those that are rare,

unique, or valuable.

3. Does the institution have a written mission statement and collecting policy? If the institution holds different types of
collections (e.g., a historical collection within a public library, a library/archives collection within a museum), is there a
separate written mission statement and collecting policy for the collection being surveyed? Copy any existing policies and
attach them to this worksheet.

4. Have the collections been evaluated to determine that all the collection items are of long-term value to the institution? If
there is a collecting policy, do all the items within the collection meet the criteria set out in this policy? Are there any
materials that may be candidates for deaccessioning? What are they?

5. At what rate are the collections expected to grow (e.g., how much new material would be acquired each year)?
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6. Are these collections cataloged according to accepted library and archival practices, as appropriate? Describe the steps
patrons and/or staff would take to locate materials of interest within the collection (e.g., are indexes, card catalogs, or finding
aids available, or is access dependent on the knowledge of staff members?).

7. How frequently are the collections used by staff members and by the public? Determine the average number (e.g., per month

or year) and type (e.g., staff, historians, genealogists, students) of people who use the collections.

8. What is the institution's relationship with other local collecting institutions? For example, are there cooperative programs or
collecting policies?
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