
Start Process
 Digital materials are
identified within the

collection

Separate digital material on
physical media or devices from
artwork, books, other materials

Contact Digital
Preservation Librarian

Inventory of physical
device/media (carriers)
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Yes

No

Digital files require
virtual transfer? 

Create Accession
record in PastPerfect

with general description

Assign accession # to
collection

Label physical
device/media with

accession #

Complete necessary gift
documentation

Born Digital Accessions

Including Gift Agreement
and documentation for

Advancement

Place in archival
container

Note collection
information on box

Identify a location for
the new box in stack

Update range guide

End Process
Virtual transfer process
coordinated by Digital
Preservation Librarian

Digital
Preservation

Librarian

Consult Stacks
Manager on location

GAP: 
No master list 

of Physical devices
 that contain

digital files

GAP: Position that will 
perform what Preservation 
& Digitization did for A/V 
for all the media in our 
collections.

GAP:
Staff does not 
document details
on the carriers 
or their content



    

