Arlis.net directory - data submission and amendment form.

Fill the questionnaire out by typing into the green boxes provided. When a question requires you to “cross” a box please type an “X” into that box.

If you are an existing organisation amending your record then you only need to fill out data that’s changed, as well as the organisation name so we can identify your record

1. Organisation



Your response




Notes

	*Organisation Name

*An asterisk indicates an essential field. All other fields are optional
	
	Supply a name for the whole organisation (e.g. a library or archive),

or part of it

 (e.g. a site library).

	Internet address


	
	


2. Parent Organisation











	Organisation Name


	
	If applicable

(e.g. a university, a parent library or some other parent body)



	Internet address


	
	


3. Location Address

	*Street


	
	 Give the address of the organisation named in section 1

	*Town/City


	
	

	County/Country


	
	

	Postcode


	
	


4. Contacts: General services

	Service
	Tel.
	Fax
	Email
	Please supply  contact information for enquiries, plus any general contact information for other  services. 

Also give the general format for email addresses e.g. initial.surname@anywhere.ac.uk

	*Enquiries


	
	
	
	

	Switchboard


	
	
	N/A
	

	Others (please specify)

	
	
	
	

	Email format


	N/A
	N/A
	
	


5. Contacts: Named individuals

	Name and job title
	Tel.
	Fax
	Email
	Main contact name, plus any other individuals (e.g. Head Librarian, Subject Librarian, etc). 

Please note that the information may appear in the printed and/or online directory

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6.
Organisation type(s)

	Academic Library
	
	 
	Please cross one or more boxes to indicate the role of the organisation specified in section 1.

Supply further details if necessary

	Archive
	
	
	

	Commercial Library
	
	
	

	Museum or Gallery Library
	
	
	

	National Library
	
	
	

	Picture Library
	
	
	

	Public Library 
	
	
	

	Research Library
	
	
	

	Special Library
	
	
	

	Other (give details)
	
	
	


7. Date established
	Date established
	
	
	The date the organisation or collection was founded


8. Access

	Open to:                             (Please cross)
	
	Cross any general conditions that apply.

Give further details where necessary e.g. Member of M25 consortium

See question 12, below, for information about access to special collections

	General public
	
	
	

	Members only
	
	
	

	Students (undergrad / taught)
	
	
	

	Students (postgrad / research)
	
	
	

	Academic staff                 
	
	
	

	Others (give details)
	
	
	

	Accessible: 
	
	

	By application
	
	
	

	By appointment
	
	
	

	By access scheme

   (please specify, e.g. M25)
	
	
	

	By other arrangement

    (please specify)
	
	
	

	Collections: 
	
	

	Open access
	
	
	

	Closed access
	
	
	

	Lending
	
	
	

	Reference only
	
	
	

	Other general conditions     (give details)
	
	
	


9.
Access: Seating capacity

	Seating capacity
	
	
	Give the no. of seats available to consult relevant material, or all material.


10.
Access: Disabled access

	
	Good
	Limited
	Poor
	None
	
	Cross one box and give further details.



	Disabled access
	
	
	
	
	
	


11.
Access: Opening times



	Opening hours (general)
	Annual closures 
	Supply any variations for vacations, Christmas, 

Bank Holidays, stocktaking etc.,

if applicable

	
	
	

	Opening hours (term time)
	Opening hours (vacation)
	

	
	
	


12.
Access: Access to special collections
	
	Give details of any regulations that apply to special collections



13.
Collections: General collections

	
	Give a general description of the scope of the collection relevant to art, design and architecture.

Indicate the geographical, temporal and language spread. 

(250 words max.)



14.
Collections: Special collections
	
	Give a general description of any special collections held. List any named special collections and give an indication of their contents.

(250 words max.)




15.
Collections: Material type
	Material type
	No. held
	Material type
	No. held
	If possible, give the approximate

quantities of different types of material held, relating to art, design and architecture.

Alternatively, give approximate figures each material type, for the collection as a whole (i.e. for all subjects covered) and indicate that this is the case.

Or, simply indicate the grand total quantity of material held.

	Artists' books             (titles)
	
	Online resources 

             (titles catalogued/owned)
	
	

	Archives                 (groups)
	
	Sales catalogues
	
	

	Audio tapes
	
	Serials:                  (Current titles)
	
	

	Books
         (titles, or items)
	
	                       (Non current titles)
	
	

	CD ROMs
	
	                                  (Total titles)
	
	

	Ephemera                (items)
	
	Special collections          (items)
	
	

	Exhibition catalogues
	
	Trade literature                (titles)
	
	

	Images:          Digital images

             (items stored locally)
	
	Videos
	
	

	                        Maps
	
	Others     (please specify below)
	
	

	                        Photographs
	
	
	
	

	                        Prints
	
	
	
	

	                        Slides
	
	
	
	

	                        Total
	
	
	
	

	Manuscripts
	
	
	
	

	
	
	GRAND TOTAL HELD (titles/items/groups/etc.)


	
	


16. 
Collections: Collection strengths 

	Dewey class
	Subject Area
	Collecting  Strengths
	Comments
	Subject categories are taken from Dewey Decimal Classification.

For each subject area, indicate whether past and/or current collecting is good (G), fair (F) basic (B) or non-existent (N) for English language publications. 

If appropriate, also indicate the level of past and/or current collecting for non-English language materials.

Add comments if necessary.

(G) Good = 

research collection, includes major published source materials required for dissertations & independent research

(F) Fair = 

study level collection, to maintain knowledge of a subject required for generalised purposes

(B) Basic = information level collection, includes up-to-date general materials to introduce & define a subject

(N) None=

not collected

	From
	To
	
	English language
	Non-English language
	
	

	
	
	
	Past
	Current
	Past
	Current
	
	

	
	
	(EXAMPLE)
	F
	G
	B
	F
	
	

	069
	
	Museology
	
	
	
	
	
	

	070.5
	
	Publishing
	
	
	
	
	
	

	090
	099
	Manuscripts, rare books,etc.
	
	
	
	
	
	

	391
	
	Costume & personal appearance
	
	
	
	
	
	

	398
	
	Folklore / mythology
	
	
	
	
	
	

	624
	
	Civil engineering / construction
	
	
	
	
	
	

	646
	
	Sewing, clothing, management of personal & family living
	
	
	
	
	
	

	659.1
	
	Advertising
	
	
	
	
	
	

	666
	
	Ceramic & allied technologies
	
	
	
	
	
	

	686
	
	Printing, bookbinding, etc.
	
	
	
	
	
	

	687
	
	Clothing and accessories
	
	
	
	
	
	

	700
	709
	Fine & decorative arts,

Including:
	
	
	
	
	
	

	701
	
	     Philosophy & theory of art
	
	
	
	
	
	

	702.8
	
	     Art techniques
	
	
	
	
	
	

	704.9
	
	     Iconography
	
	
	
	
	
	

	710
	719
	Civic and landscape art
	
	
	
	
	
	

	720
	729
	Architecture
	
	
	
	
	
	

	730
	735
	Plastic arts    Sculpture
	
	
	
	
	
	

	736
	
	Carving and carvings
	
	
	
	
	
	

	737
	
	Numismatics & sigillography 

(i.e. coins, medals, seals)
	
	
	
	
	
	

	738
	
	Ceramic arts
	
	
	
	
	
	

	739
	
	Art metalwork
	
	
	
	
	
	

	741
	743
	Drawing and drawings
	
	
	
	
	
	

	745
	
	Decorative arts, including:
	
	
	
	
	
	

	745.2
	
	     Industrial art and design
	
	
	
	
	
	

	746
	
	Textile arts
	
	
	
	
	
	

	747
	
	Interior decoration
	
	
	
	
	
	

	748
	
	Glass
	
	
	
	
	
	

	749
	
	Furniture and accessories
	
	
	
	
	
	

	750
	759
	Painting and paintings
	
	
	
	
	
	

	760
	769
	Graphic arts, printmaking & prints
	
	
	
	
	
	

	770
	779
	Photography & photographs
	
	
	
	
	
	

	780
	789
	Music
	
	
	
	
	
	

	790
	799
	Recreational & performing arts, including:
	
	
	
	
	
	

	791.43
	
	     Motion pictures
	
	
	
	
	
	

	791.44
	
	     Radio
	
	
	
	
	
	

	791.45
	
	     Television
	
	
	
	
	
	

	792
	
	     Stage presentations
	
	
	
	
	
	

	
	
	Other subjects 

(please specify)


	
	
	
	
	
	


17.
Services


	Service category


	Service type
	For primary users

(please cross)
	For other users

(Please cross)
	Notes
	Cross any services that  are provided for the organisation's primary audience and/or other users (e.g. the public).

Unless otherwise indicated, enquiry services are assumed to be free, whereas research services are undertaken for a fee.

Add any additional services and/or comments

 (e.g. indicate if services are carried out on behalf of users)



	Online databases (BHA,ABM, DAAI,etc.)
	
	
	
	
	

	Enquiry services
	Personal
	
	
	
	

	
	Postal
	  
	
	
	

	
	Telephone
	
	
	
	

	
	Email
	
	
	
	

	Research services
	
	
	
	
	

	Inter library loans
	To users
	
	
	
	

	
	To other libraries
	
	
	
	

	Computers
	Internet access
(self-service)
	
	
	
	

	
	Power for laptops
	
	
	
	

	
	Word processing etc
	
	
	
	

	Reproduction
	B&W photocopying
	
	
	
	

	
	Colour photocopying
	
	
	
	

	
	Microform copying
	
	
	
	

	
	Photography stand
	
	
	
	

	
	Scanner for users
	
	
	
	

	Other services (please specify)
	
	
	
	
	


18.
Catalogues

	Card catalogue(s)
	
	 
	Cross any that apply. 

Supply further details if appropriate

(e.g. Internet address)

 

	Handlist(s)
	
	
	

	Microfiche
	
	
	

	Online (OPAC) 

(please specify address)
	
	
	

	Online (via Z39.50 access)
	
	
	

	Other 

(please specify)
	
	
	


19. Catalogues: Contribution to shared catalogues

	ARLIS Union List of Art, Architecture and Design Serials
	
	
	Cross any shared catalogues, networks, or union lists that some or all of the collections are listed in.

Supply further details if necessary.

	COPAC
	
	
	

	LALIC
	
	
	

	MagNET
	
	
	

	OCLC
	
	
	

	RLG
	
	
	

	SALSER
	
	
	

	SULOS
	
	
	

	TALIS
	
	
	

	ULOS
	
	
	

	Others (please specify)
	
	
	


20.
Catalogues: Classification systems used

	Dewey
	
	
	Cross  any that apply.

Supply further details 

if necessary

	Library of Congress
	
	
	

	UDC
	
	
	

	Local
	
	
	

	Other (please specify)
	
	
	


21.
Catalogues: Publications about the collection(s)


	
	Supply details of any 

(or the most significant)

publications about the collection(s). 

If necessary, refer to other sources of information about relevant publications (e.g. a web site or catalogue).


22.
Additional information or comments
	
	Please provide any additional information or comments


23.
ARLIS membership
	ARLIS institutional member?
	Yes
	No
	No, but please send details
	Cross one box

	
	
	

	
	


24. 
About you

	Name
	Tel
	Email
	

	
	
	
	Please supply details so that we can contact you if necessary


Data Protection

The data submitted on this form may be made available publicly on the Internet via the National Art Library web site and/or ARLIS/UK & Ireland web site and may also be published in a print version by ARLIS/UK & Ireland.  Submission of information on this survey form implies the acceptance of it being made public. 
A sincere thank you for making the time to fill out this form

To submit this data please save and email this document to submissions@arlis.net
PAGE  

