Cataloging Worksheet

	Date:
	

	Accession #:
	



	Catalog Number:
	
	Files created:   ☐ Item file   ☐ Artist file  ☐ Digital file

	Item Name:
	



	Item Information:

	Artist/Maker:
	

	Nationality/Culture/Place of origin:
	

	Title:
	

	Date of work:
	

	Dimensions: 
Inches (h x w x d) 
	 



	Acquisition details: 

	How acquired? 
	

	When acquired?
	

	Credit Line: 
	

	Name & Contact Information: 
	

	Comments: 
	



	Description:
	(Include: media - pencil, ink, etc. - and location of identifying marks)









	Condition: 

	                  ☐ Excellent   ☐ Good   ☐ Fair   ☐ Poor

	Conservation needs: 



	Collection Type: 
	 ☐ Permanent   ☐ Educational   ☐ Other

	Collection Category: (Mark the most relevant category.)
	[The following are examples – choose categories that most closely resemble your collection]
☐ Art          ☐ Archives         ☐ Ephemera       ☐ Specimen     
☐ Item    ☐ Furniture       ☐ Vehicle             ☐ Digital




Additional information attached: 
☐ Artist biography  ☐ Cultural or People Group information  ☐ Research on medium  ☐ Provenance
