Below is a screen shot of our documentation report. We use a file maker pro data base, which was
developed by a staff person in our special collections. The FMP version is derived from a form that Scott
Keller developed at Northwestern. There are drop down boxes for often used text and names. The two
columns of boxes for checking are for prilimanary evaluation (on the left ) and when the task is
completed the second box is checked. The open boxes are for notes and more detailed information.

Each file has a conservation number and when we take the documentation photos this number is
displayed. The photos are stored on a computer that is backed up by a hard drive.
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