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The State Library South Australia holds one of the most significant collections of archival material in Australia. Our collections comprise the personal papers of individuals and the records of private organisations and include items such manuscripts, pamphlets, ephemera, maps, photographs, photographs, photographic negatives, artworks, audiocassettes and architectural plans digital files, realia, arts and heritage objects, and other unique or unpublished materials. 

The Library still actively collects material. Acquisitions are considered on the basis of their historical, informational and research value and relevance to existing holdings.

The Library’s archival collections are extensive. Arranging these collections so that they can be catalogued for the Library’s catalogue is an enormous and time-consuming task. Your assistance in the preliminary arrangement of your material helps the Library in a very practical way create records for your collection which in turn makes it more accessible and useful to future researchers.

Therefore, if you are offering archival or original material to the Library, it is important that you follow the guidelines below in arranging your collection. This initial arrangement provides vital support for the Library by:

· allowing for a more efficient assessment process
· allowing for effective final arrangement and description of your collection once it has been selected for acquisition by the Library
· which in turn enhances the value of the collection to researchers.

How to sort your collection
Before being offered to the Library for assessment to the Library, collections should be prepared according to the following guidelines.

1. Discuss your collection with a Library officer to ensure that it is acceptable to the Library. The Library’s Collection Development Policy defines the scope of what the Library collects.

2. Items which can affect the long-term preservation of the material such as pins, staples, metal paper clips and rubber bands should be removed and replaced with inert plastic paperclips. Be aware of the possibility that your material could infringe the privacy of other people or organisations and might cause hurt or embarrassment or be potentially defamatory. Please draw the Library’s attention to material you feel could be a problem. 

3. Remove all duplicate material.

4. Do not include material which is represented elsewhere. E.g., do not include published material already held by the Library; or a manuscript of a book which does not differ in a substantial way to the published volume.

5. Do not include readily available research notes, such as photocopies of articles, or printed material such as journals.

6. Do not include modern colour photographs as they are very archivally unstable and deteriorate rapidly.

7. Consult with Library staff before offering paintings and drawings.

8. Do not include material which is unidentified, or for which you can provide no context. This is especially true for photographs. If you can identify subjects please do so, but not on the item itself.

9. Some categories of material have little research value and should not be included. Examples are greeting cards, electricity bills, shopping lists, cheque book stubs, bank statements, travel brochures, credit card records, and other items relating to personal expenses. Similarly, the day-to-day financial records of an organisation generally are not required.

10. Note any material that is torn, water damaged, mouldy or otherwise in need of treatment or repair.

11. Place the material in the standard archive’s boxes, which may be provided by the Library. Try to keep like material together: organisational minutes, for instance, should stay together, as should materials like diaries and photographs. Arrange material chronologically. If you have organised your material around particular subjects, do not disturb this order.

12. Number (i.e., 1 of 10; 2 of 10; 3 of 10 and so on) and label each box.

13. Compile a listing of the contents of each box. Where possible this should be an Excel spreadsheet (the Library can provide a template). We can easily transfer this file (corrected as necessary) into the catalogue database.

14. Provide relevant contextual information about the collection such as biographical notes in the case of the personal papers of an individual or an administrative history in the case of the records of an organization. Also note changes to names of individuals or organisations and when they occurred.

15. Once the Library has assessed the material and formally approved acquisition, you will need to complete an official donor or purchase form. This is available from the Library – it can be emailed or posted to you.

16. Do not include any records that are still needed for the current running of an organisation or business. The Library does not collect records of still operating organisations.

Once the collection has been assessed and approved for acquisition the Library will discuss with the donor about how best to transfer it to the Library. Once it arrives at the Library, Library staff will further arrange and describe it, and prepare it for cataloguing and archival storage. The Library may also remove, with your permission, additional material from your collection during this process, if not required by the Library.
If you have any queries about arranging your collection, please contact a member of the Archival Collections team, or Tel: (08) 8207 7250
The Library welcomes collections that have been sorted by the donor. Collections that have not been sorted or listed adequately may not be considered for acquisition into the Library’s collection. 
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