Historical Records Survey

Library and Museum of Freemasonry: Historical Records Survey Project – Data Collection Form- Paper version
Form 2 – complete one sheet for each Lodge or Chapter record

	Location

Number


	Item number
	Record type
	Other Record type
	Date Range
	Bound -

Yes or No

(Y or N)

	
	
	
	
	
	


	Room

 Y or N
	Shelving

Y or N
	Security

Y or N
	Fire detection

Y or N
	
	Surface dirt on record?

Y or N
	Anything interesting about this item?

e.g. Interesting or ornate binding, provenance, includes details of local/national famous person?

[Continue overleaf if more space required]

	
	
	
	
	
	
	


	Condition and usability rating:

Please tick
	Good
	Fair
	Poor
	Unusable

	Good

Item is in good condition, robust and stable. Usable for any purpose. It may have very slight visible damage that does not impede its use in any way. The damage will not increase with normal use.

Fair

Item is in fair condition, disfigured or damaged, but stable.  It can still be used with extra care and attention
	Poor

Item is in poor condition, with signs of deterioration. Use will cause further damage. It should be in a restricted use category or used under close supervision

Unusable

Item is completely unsuitable for production to users.  It is so fragile and damaged that it is certain to suffer further if handled, or has mould, or pest infestation


	DAMAGE to RECORD*

	Damage to BINDING

Please tick
	None
	Slight
	Significant
	Damage to BODY OF RECORD

Please tick
	None
	Slight
	Significant

	Physical damage
	
	
	
	Physical damage
	
	
	

	Damaging repairs


	
	
	
	Damaging repairs
	
	
	

	Staining
	
	
	
	Staining
	
	
	

	Brittle paper
	
	
	
	Brittle paper
	
	
	

	Pest or mould damage
	
	
	
	Pest or mould damage
	  
	
	

	  *See guidance - select none for no damage, slight for slight damage, significant for significant damage


Photocopy this Form for as many individual Lodge/Chapter records as required
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