
 

 
   

 

    

 

  

 
  

  

  

   

  

      

                                    

                               

          

                      

 

 

 

 

 

 

 

 

    

   

    

  

   

  

 

 

  

   

   

   

   

   

   

   

   

  

  

 

 

DS Tracking Box: Conservation Tracking: 

Scanning Information Form 
Physical materials are coming from: Smathers Central Stacks Other location 

Curator Information 

Name: Phone: Email: 

Project Information 

Collection Name: Aggregations: 

Please include the title and description of the project, along with the type and size of the materials (> or < 16” x 24”), number of 
items, and the condition. Please note, this does not include the paper inventory of the titles/boxes that must accompany the physical 
materials. 

Copyright statement to be applied: 

Special instructions or notes: 

Date needed by and why: 

Is the item available in UFDC? Yes No If yes, what is the BIBID? 

Visibility of digital images: Public       Private Dark  Embargoed               Embargo end date: 

Patron request? Yes         No       Date of patron request: Preferred file format: 

Source of metadata:               Spreadsheet            Catalog record  Finding aid & link:  

Disposition advice:      Return  Withdraw & recycle 

Chain of ownership 

Curator or Collection Manager: Number of items/boxes: Date: 

Resource Description Services: Number of items/boxes: Date: 

Digital Services Specialist: Number of items/boxes: Date: 

Conservation Projects Specialist: Number of items/boxes: Date: 

Digitization Workflow Supervisor: Number of items/boxes: Date: 

Digital Imaging Assistant: Number of items/boxes: Date: 

Digitization Workflow Supervisor: Number of items/boxes: Date: 

Conservation Projects Specialist: Number of items/boxes: Date: 

Digital Services Specialist:  Number of items/boxes: Date: 

Curator or Collection Manager: Date: Number of items/boxes: 

modified: 2026-02-25 
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