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Form 1

Cataloging/Digital Imaging
Is your organization seeking assistance purchasing computer equipment or a cataloging program?


Yes



  No

Does your organization need assistance in setting up a system to catalog the collection?


Yes



  No

How do you catalog your collection?  The collection is:


not yet cataloged


listed on paper


listed in a computer program such as word or excel


listed in a computer program such as past perfect or minaret

If the collection is listed in a collections program what is the name of the program and what version is currently being used?

_____________________________________________________________________

Does the cataloging process include affixing numbers on individual items?


Yes



  No

How is the collection numbers affixed to the item?  The number is:


Marked directly on the item if appropriate


Written on a paper tag which is attached to the item


Written on a self-adhesive label which is attached to the item


Not marked on the item it is listed only in the inventory

What percentage of your overall collection is cataloged? ____________________

Who does the cataloging of items and assigns the number to each item?


Director


A Staff Member


Collections Manager


A Volunteer
Does more than one person handle the initial numbering of an item?


Yes



  No

Does your organization have a collection committee?

· Yes



(  No

Does your organization have regular collection committee meetings?

· Yes



(  No

Does your organization issue Deed of Gift forms?

· Yes



(  No

Digital Imaging

Is your organization seeking assistance purchasing digital camera or scanning equipment for use in cataloging the collection?

· Yes



(  No

Are pictures or scans currently taken of each item in the collection?

· Yes



(  No

Are the images attached to each item’s catalog information?

· Yes



(  No
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