
Archival Processing Plan 
Name of Collection 
      

Accession Number 
      

Donor 
      

Date Received 
      

Staff Member 
      

Date Filed 
      

Current Condition of Records: 

 Arrangement                                                                                                                         

  Number of Boxes Received                           

 Description (Inventory or Internal                                                                                                                         

 Physical Condition                                                                                                                         

  

Comments 

      

Accession Checklist: 

 Deed of Gift      Acknowledged 
 Information Requested    Accession Sheet 

Proposed Level of Arrangement 
      

Proposed Level of Description 
      

Estimated Time for Arrangement 
      

Estimated Time for Description 
      

Approved 
      

Date 
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