XXX HISTORICAL SOCIETY 

Collection Receipt Form

The collection described below has been received for evaluation by the [Organization/Department] of the XXX Historical Society.

 Private Records Acquisition:                     Public Records Acquisition:   

Collection Description:

_____________________________________________
________________________

Historical Society staff signature




Date

_____________________________________________
________________________

Signature of owner or agent




Date

Print the following information:
Owner Name:





Agent Name:

Owner Address:





Agent Address:

Owner Phone:





Agent Phone:

Keep original for HS files and give photocopy to owner.  The Department will notify the donor of its decision about whether to accept the collection within thirty days.  

For information about private records acquisitions, call Collection Development [name and phone number of person].

For information about public records acquisitions, call Local Government Records [name and phone number of person].

Collection Receipt Form Instructions
Use this form when no Collection Development archivist is available.  Explain that a Collections Development staff person will respond within thirty days.

Collection Description:
Provide enough information to identify the materials being received (quantity, types of containers).  If possible record background information on the collection (subject, approximate dates, relationship of donor to collection).

Signatures
The staff person receiving the collection should sign and date the form.  It also should be signed by the individual delivering the collection as owner or agent.

Donor/Agent Information
Print the requested information.  If the person delivering the collection is the agent and not the owner, please be certain to record name, address and phone number of both the donor and the agent.
















