
 
Strengthening Archives 
 

SAMPLE ACCESSION FORM 
Date Received 
 

Accession No. 
 

 
 

Title  
 
Creator 
 
Donor Name/Address 
 
 
 
 
 

Restrictions 
 

Location 
 

Total Size 
 

General Description and Condition of Material 
 

 

Specific Description of Material: 
Type    Amount  Type   Amount    
__ Audio Recordings  __________ __ Photographs  __________   
__ Bound Volumes  __________ __ Microfilm  __________  
__ Storage Boxes                                 __________ __ Movie Film  __________  
__ Newspapers                  __________           __ Scrapbooks  __________   
__ Maps                                  __________   
        
__ Other _________________________ 

Arrangement of Material: 
__ Alphabetic   __ Chronologic   __ Numeric 
__ Topical (Subject)  __ Not Arranged                  __ Other ____________________________ 

Approximate Inclusive Dates 
 

Accessioned By 
 

Date 
 

Additional Comments 
 

 
 


