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Workshop Agenda

O Introductions

o Inventory Introduction & Exercise

0 Assessment Introduction & Exercise
o Wrap up

o Site Tour



Inventory: What 1s 1t?

A list of things (noun)
or
To create a list of things (verb)



0 A collection management activity (to
inventory) or product (an inventory) that
allows you to gain physical control and
intellectual control over your holdings



o Cultural heritage repository

Any place that holds materials in any format
that have aesthetic, historic, scientific or social
value for past, present or future generations

o Collection Management

Suite of activities performed by a collection
manager to preserve and provide access to a
cultural heritage repository’s holdings

May include accessioning, processing, cataloging,
deaccessioning, housekeeping, shelf reading,
digitizing



o Physical Control

The function of tracking the storage of records
to ensure that they can be located

o Intellectual Control

The creation of tools such as catalogs, finding
aids, or other guides that enable researchers
to locate materials relevant to their interests

o Holdings
The whole of a repository's collections



A collection management activity
(to inventory) or product (an
inventory) that allows a cultural
heritage repository to gain physical
control and intellectual control
over its holdings



Inventory: WHY do it?




For cultural heritage repositories

o Improve access to collections

o Improve preservation of collections
o Insurance coverage

o Disaster preparedness






More likely
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Box and folder listing
Series 1, Diaries
VYolume tile Daie Yolume

Diary 1800-1827 ol 1
Chary 1823 ol 2
Diary 1814-1827 wal. 3
Diiaty 1827-1831 wal. 4
CHary 1832-1833 wal. &
Diary 1833-1835 wol 6
CHaty 1838-1841 wol. T
Diary 1846-1858 ol &
Diary 1855 wol, 9
Diary 1857 waol. 10
Dhary 1859 wol 11
Diary 1862 wal 12

Series 2. Travellogs

| Volume ritle Date Volume
I vp to Boston 1822 wol. 13

| Tﬁp to Miagara, IMew Yotk 1828 wol 14

Series 5. Lectres, Letters, Manuscripis, and Notes

Folder /Volume iile Date Box, Vol Folder
Fecollections 1830 vol 15
Sssotrted letters and manuseripts 17951852 ol 16
Assorted letters and mamuseripts 1814-18544 ol 17
Observations by Samuel Breck of 1850 ol 18
Philadelphia on the Life of
YWilliam Penn
s i R ] 5 i i
1011 il Ln cal REC! ITRKEXT | [ovR ]| BT
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Record Group Smythe Family Papers, 1932-1965

Series Poetry

File Poems, 1945-1961

Item Poem for My Dog, 1955
Series Photographs

File Photographs, 1941-1945

File Photographs, 1946-1950

File Photographs, n.d.
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Inventory: How to do 1t?




Preparing for an inventory project

o Decide on the scope and level of the
iInventory

= All of the holdings? Or just the backlog? Or just
one format?

= At what level will you create an inventory
record? Collection-level? Box-level? Item-
level?

» Can the material to be inventoried be
chunked?



ess - [20th century room shelflist]

Type a question For

20th century room and Wanamaker room shelflist

Locedion Medn entry Collection #
20th century rooim 143-147 A5, 148 C-G, 130-154 &G, Mew Clark, Jossph Sill, 1901-1930 1955
Wanamaker raom 53 D-l, 54 D-|
additioral 32 boxes inWanamaker room across from HSP archives
and 235 C-E
20th certury room 155 A-G Dallaz, Constance H., 1902- 19584
20th century room 153 B-D 1588 A4 160 4 Women's Pennsdvania Society for the Prevertion of Cruelty to Animals Mone
20th century room 1325 E-G Greene, Le Raoy vincent, 1908- 2110
20th century room 160 B-E Republican Women of P enrsd vanis Mane
20tk certury room 161 & Moore, Joseph Hampton, 1864-1950 0941
2k century room 161 Bto 172 C, 2053 B-D moore, Jozept Hampton, 1564-1350 1541
20th century room 172 C Benjatmin Franklin Parkweay 1713
20th century room 172 0 Kirk, . & (Reuben Albett) 159
20th certury room 172D Stuat, E dwin Svdney, 18531920 X228
20th century room 172D Stuart, Edwin Sydney, 18531920 2122
20th century room 172 E-F Hofiman, Benjamin Rose, 1873-1958 2160
20th certury room 173 A-B Bailey, Gilbet Swattzlander, b, 1897 1220
2tk certury room 173 B0 174 A Brooke, John Rutter, 15835-1926 oova
20th century room 174 A-B Lodmer, George Horace, 18671937 1679
20th century room 174 C Archambaut, 2nna Margarata o1
20th certury room 174 D Eherheart, Mlen b, may

B 2 Micro,,




55 - [Lantern slides]

Call no

Type a ques-t.ic-n I-:cur

L antern slides

Main entry

Location

W0z
W Og

W10

W1l
W12
W13
V14
Wlé

W19

W20
2l

W24

W25
W28
W30
W3l
W32

W34

Beals, Joseph Boggs

Permose, Boies

Exterios Viears and Hit S ong Graplocs

Large Miscellaneons Lantern 5 lide Collechon

Permsvlvarna Home Teaching & ooety for the
Elind

15th Fire Fighting

Declarahon of Tnd ependence

Free Library of Philadelphia Lantern 3 lides
Windnlls

Wister, Frances Anre

Miscellaneoss Fluladelplua fiea Lardem
Shdes

Miscelanems Lardern & lides
Permsylvarna Health S prings

Taybr, Frark H. (Frark Haniltred), 1546
1527

Ead I. Eadyr Callechon
Frends Meeting Hoases
MecEaiz

Lantern slide collechon
Pedeny, Helen .

Miscellaneons Glass Flate Megatives
i

Srd flocy stacks F IR E

2nd floor vanl 029 4

th cenbary oo lantem shide cabinet
2th century room lantem shid e cabinet

2th century wom lantem shid e cabinet

Ath century woom lantem slid e cabinet
th centary o lantem shid e cabinet
20th century rmom lantem shide cabinet
20th cenbary woor 533 D ard lantern shide cabinet
Ath century woom lantem slid e cabinet

Ath century mom lantem shid e cabinet

20 cenbary rmom 335 D and lantern shide cabinet

Ath centiry woom 335 D ard lanten shde cabinet

Ath cenbary mom 3535 B

Aih cenbary mom S35 B

2th cenbiry wom 332 B

20th cenbary wmom 355 C

Ath century wom 335 C

A cenbary rmom Z33 C-D

Athcentury wwom 333 D




255 - [Mewest Accessions]

jew Tools Window Help

| 100%

Type a question For

Acc #  Asc Dats  Main aniry Title Dgsariprion of Meatarial #aof imms LF  Dates  Loaation Saurca
oi0sz4 7 1 ||'I":|l|'l 2001 Flao tein Collection of pﬂ_ﬂbe d ;nepcu:is and 0l 1 85%- 134 Thnmas
Storage finaricial staterests from the 1942 T Taher
Batte oy Philadelphia-based Electric Storaze
ot ary Battesy Cormparmy also swlades ore itern
about the "Properties and Plarts" of
Bethle hetn Steel Corporation (1925).
ced s 9097000 Thoenkuaesh, Copybook Copybaoak of a young rale shadent, 1 1835- 134 Maorth
Edrsrard probably in Permsylvania. 1534 Carolna
Sate
Archivres
0111190 10/25/2000  Lewis and 14 photographs plus noiscellaneous 15 02 calBs0- 14a Cynthia
Rawde Farly photocopie s of docwrents velabingr to the 1930 F. Bech
T'rapier, Lewns, and Rawle fatmilies.
There 15 2 vasd tmage (probably
arrbe obype ) of Josephine Lewis Trapies
a5 a child.
0111191 11 /473001 Patess, Papets 44 letters, 5 programs, and photocoples (gs0 0z 1938 1d4a Frances
Fraticas of teport cards, all relating to Frances 1940 E. Petess
Peters' tie atthe Bieck Public School
(East Falls). Alsoitchaded are
gracaation announce e rits from the
Univwe rsity of Pennsylvama and Direxel
Institate of Technology (where she
teceive d degress).
01191 1/%300 Saoteh-leish Likeary and Bocks and archive s that had been at the 155 cal953  Bach building Jeotch-
Foundahon A e Baleh on long-te s depomt. 1991 Iish
Foundatn
ot
0111191 12/18/2001 Phialdelplia 1. Mesmhership card, Asrerican 3 o1 1890- 14a Sonema
ephetrera Fedetation of Musicians, Local 60, for 1915 C ounty
Fredesick Grant (1915) Mus eum
2. 2 fureral o abinet cards, "Wermorial
Card C cerpasyy,” Philadelplia, Pa. Foe
Jesune Warshall and Cwresn hlasl orer
(1890, 15594)
{ | I}

I 6 Micra.
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0 Have materials been accessioned?

If not, start by accessioning your holdings.
Accessioning will be your preliminary inventory

o Available time, labor, and space
Set a schedule, identify who is responsible
o Can always do a more granular inventory
at a later date

So start at the highest level that will give you
meaningful information



0 Decide what information to collect for each
record

o Pick a tool in which to store the
information you collect
List, spreadsheet, database

0 Gather any existing documentation

0 Decide what tools you will use as you do
the inventory (descriptive standards such
as Dublin Core, controlled vocabularies)



Accession Record

Accession # Drate Location:

Drotuor
Address

Status: O Gift O Purchase O Deposit'Transfer O Other
Deed of Gift'Eecords Transmittal OYes O Mo

Conditions/Restrictions:

Acknowledged:

General Category:

OaArchives/Manuscript OSerials
OAudiofVisual O Greeting/Post Card
Oarchitectural Drawings OFhotograph

OB oolePamphlet Oartifact
OLlicrofilm OLlap

OWertical File OFrmnt/Painting
OOther

Drate of Itermn(s):
Cuantity:;

Description:

Additional Information;




T |z|:| 03065 Drate of Loression | 9 /32 /2003

Collaction # | Location of collaction |1:3,'_
hfain entry |P'u.ti.ﬂgtnﬂ, “illiarn J:
Tile  [Papers Tnchasive dates [1855-1859

Deseription |This collection consists of six ranuseript volumes. In 1855, Elder
SEAaieris Willliamm J. Puringtor, primitive Baptist soinister in Maine, acoepted an
offer as a pastor for the 01d School Baphist Chuasch i WWashington, DC.

# of itemns ]rs Linear fa |g5
or hoxes

Catalosine _ Stannd together alone.

Tac onuendations

Presermtion needs  [The bouwnd voluses ate wos on the edres but in zood condition
‘getlerall],r. The twro boadless gays could ase somme suppot

Sowrce 1T'homas Cullen bathod of 1Puﬂ:ha5e A
IMame ‘acquistion
Sourcename sort |Cquer|, Thomas '
somce | Thosaas Cullen Existing documentation
Contct Fockland Booktnan . :
Box 429 HAocession record [
Rj.ghh fansferred | Dead of Gift |_.
Fecaipt
.R.esh‘:'.cﬁ.qm | Feceip |_'
r Explicifly stites HIF can dispose of mnaterial Invoice 3

r Claitned for % purp n5E5

Subjects ||

Motes |Catalng 35, therrn 95, $550. Descriphion based onn Toml's.



Accession

Add Mode SIS

d : Recelved by
Acttis | adaess

LL

Catalng Records

ﬁ.t‘ﬂé’sﬂﬁﬂa'ﬂl&!
T | Accession Date 04/10/2011
Emal couny [
Dead o G Home Phone b | Fat| / . Price orValua
delfV) o|  WorkPhane [ - CaliPager /| - Datasst
Website |

More Screens

Contact ID#
Gre :!'-i_l_!' Line TCRe ceiph

uiw. |F

Actions—— * [nstructions. Restrictions

=
0| BrerDescrption of Accession +f Notes

bl

Recards = 31



0 The records you create while inventorying
should be able to be used as basic catalog
records for your holdings.

0 How easy would it be to reuse, repurpose,
or build on the inventory project you have
designed?

o How might this information be used in the
future?

Contribute digitized images to the Delaware
Heritage Collection



Browsing iemis] in | Delawars Public Ubravies

[msu tz 1-20 of 165 temi=)

pAagalof@:i(<c 1 &2 3 &35 78 U 2] previous | ne-

zglew all  clear all

Lrage: & Title:

1, m Spotheosis of the Family

Subject:

Descriptdon:

Cwyarsized postesrd print of mural owned by Wilmingtan Sawngs Fund Sodety

|:| a. Areade Rows, Fromil, grl Tatmall
Strests, Wilmington, Delawars

Arezadies (Shopperg Faclibes);

1952 Prrt ol 4 lankers shide shosang b dismal Areace Row ak Front snd Taknall Streats, m
wilmington, Delaware . The sign eqtering the row reads "Thas H, Wilson Fumiture B Stoves. Several
penpie ara .

D q. dprpedl ol 71137 Fuprass, Millon,
p‘"ﬂ& Delaware

Ralroal stabnns

Feproduchon of ongins! posteard depicing railroad depot st Milbor, Test oo reverse desomibes Hie
hiztory of the Quaen anrne's Railrozd. Produced for 10060 anniversary of Milkon Train Station

= Jr— 1 Anhizey Crurch, Wiliming® or

.

Churcheas, Malbinds!
Episcooal--wilminaton (Tel.)

Prntograph showeng Eie boat lacade and =ide of Asbary Chierch, HARE, Ore geablamasd s slanding
in front @t the church wth his back to the camerz, 4 smzll comer of the cemetary is also vizible,



Resource Identifier
Title

Creator
Description
Publisher
Date Digital
Type
Contributing
Institution
Digitization
Specifications

Railroad Car - Passenger

|

I .__- & e T
= _.-h';'h.a.'“ :

Delaware Public Archives

459-4114.4¢

Ealroad Car - Fassengar

The Jackson and Sham Company, Wimington, Delaware

Manufacturad for Philadelphia, Wilmington 8 Balbmore Railroad, formery. Extarior view, Lantern Slide. Stock car, Comer brokieh on ona glass.
Delaware Departmeant of State

il

Shll Image

Dzlaware Fudlic Archives

TIFF (master); JPEG2000 {access denvative)



Assessment

Adding value
to your
iInventory project



General definition

0 Assessment: evaluation or estimation of
the nature, quality, or ability of someone
or something



For cultural heritage repositories

O Collection assessment: evaluation of the
nature or quality of your holdings or some
subset of your holdings

= Qualitative narrative questionnaires
Note fields

= Quantitative data and comparative analysis
Numerical ratings



What to assess?

o Condition of material
o Quality of housing
o Physical arrangement
0 Intellectual access

0 Research value
= Interest
= Quality of Documentation

o Local value
0 Exhibit value



And at what level? (sound tamiliar?)

o Decide on the scope
and level of the
assessment survey




What tools should you use?

0 Need to select or develop a survey
methodology and survey instrument



Historical Society ot Pennsylvania
Assessment Methodology

o Combination of qualitative and
quantitative approach

o Qualitative: use words!
0 Quantitative: numerical ratings



A collection whose contents are in large part too fragile to
handle is not really accessible.

This rating applies to the paper, photographs, and other
types of materials found in individual collections

5. Excellent: little damage with no further deterioration
expected, based on the high quality of the material.

4. Very good: little damage with some further
deteriorlation possible, due to the mixed quality of the
material.

3. Good: expected deterioration with some further
deterioration possible.

2. Fair: somewhat worse than expected deterioration
with some further deterioration possible.

1. Poor: significant damage/ deterioration that makes
collection difficult to use.



Main  |Saturday
entry

= LCEN MSS BE2 | e R
Title saturday Morning Club Records |
Date | 188 1_Ong_?ing. '_i SUFPTESS Location note

Lin. feet 11 this record

[l oversized
# of boxes §7 materials Dwversized note

# of volumes g

Survey notes | Access | Provenance | Microfilm |

# of items

4400

Condition of material: htcrest:

Quality of housing: Documentation guality:

Physical access: RESEARCH VALUE:

i e e

“Women's social and literary club organized 1881, members chiefly connected
\with Yale University. Constitution, minutes, membership lists, programs, club
‘history, information relating to club anniversaries, financial records, papers
deliversd by members, memorabilia, photos, and other materials,

Fmemed (0 T 1T mmm Tk et Wzl o zaa



Call no

Title

Date

Lin. feet

# of boxes

# of tems

MSS B82
Saturday Moming Club Records

1881- c::ngomg i Suppress

this record

Il Oversized
materials

1

4400

Location note

Oversized note




Condition of material: 4i nterest:
|

Quality of housing: 3| Documentation qualrty:

8|
5
Physical access: { RESEARCH WALUE: ﬂ

l
|

“Wotnen's social and literary club organized 1881, members chiefly connected
with Tale Tniversity. Constitution, minutes, membership lists, programs, club
history, information relating to club anniversaries, financial records, papers
delivered by members, memorabilia, photos, and other matenials.

Project Pipeline | "Women's cultural and social clubs; women's organization's in
FURIECLRSOIER e Haven; lives and activities of upper-class women in the
late 19th and early Z0th centuries

Condition and JEEDXES 5 and 8 severely underfilled. Photos interleaved with
Ouality of housing | 2cidic paper. Bozes 13 and 14 underfilled and folder labels
note:  do not indicate wwhat is inside. Box 15 has no folders at all. 2

‘boxes on adjacent bay, one on top of other materials.













o Inventory both typical and unusual items
and revise your methodology as you see
fit

o0 After a period of testing, do NOT keep
changing approach; aim for internal
consistency

o Document what you are doing



o Prioritize future preservation and access
work

HSP’s “"Collections Preservation and Backlog
Processing Planning Project” identified what we
should tackle FIRST

o Impress potential funders with concrete
information about your high value and
most at-risk materials

HSP was awarded several grants AND was able
to collaborate more effectively with other
institutions



(Questions?

Rachel Onuf
ronuf@earthlink.net



