
Special Collections Guidelines for Library Moves or Closures

All units that are closing or moving are responsible for adhering to the following guidelines pertaining to special collections, including administrative records, rare books, and maps.  

As part of the New Service Models process, planning and implementation team leaders will be informed of these guidelines and asked to facilitate the process to ensure compliance.  Team leaders are also strongly encouraged to invite a representative from the Special Collections Division to an early meeting of their planning or implementation team.  Contact the Coordinator of the Special Collections Division to arrange this meeting, or with any questions about handling specific materials.

(1) Administrative Records & Manuscripts

The University Archives has a mandate to appraise and accession the organizational records of enduring value from all University departments and units.  Conversely, departments and units of the University have a responsibility to preserve appropriate records for transfer to the University Archives. 

Units slated for closure are responsible for adhering to the University’s “Transfer Guidelines for Records of Administrative and Academic Units” (http://www.library.uiuc.edu/archives/services/units.php).  To enable orderly transfer and preservation of these records, sufficient time needs to be built into the implementation process to allow an early review of the files by the Archives’ staff as well as the time for the unit to organize, inventory, and prepare for transfer those files identified as having enduring value.

(2) Maps and Cartographic Materials

Units holding cartographic materials, in particular maps, aerial photographs and large-format atlases, are to contact Jenny Marie Johnson in the Map and Geography Library to identify, appraise, and determine an appropriate transfer location.  As with rare materials, this must be done before the collections are moved, dispersed, or merged.

(3) Rare Books and Special Collections

Units slated for closure are responsible for adhering to the “General Policies Governing Materials under the Care of The Rare Book & Manuscript Library” <http://www.library.illinois.edu/administration/collections/policies/General_Policies_Governing_Materials_under_RBML_Care.pdf>.  This document provides guidelines on what material should be transferred to RBML, Rare Books remote storage (RBOS), or other special collections units.  Items transferred to RBOS should be given the item type: BK 16/4 WKS LOCAL REQ.

The identification and transfer of rare and valuable materials needs to take place before collections are moved, dispersed or merged.  This will involve considerable interaction between the staff of the closing unit, the appropriate Special Collections Division unit (usually RBML), the Conservation Lab, Oak Street and Main Stacks.  

Funding

When additional funds are needed to transfer, process or preserve large collections of materials, and the closing unit cannot support the cost alone, the unit head or team leader can submit a request for NSM funding <http://www.library.uiuc.edu/export/nsm/fundingrequests/index.html?> to supplement other available funds.
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