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Kate Morris, Head of Special Collections



1. Purpose 
 and Mission

~



James Madison University Special Collections

Our mission is fourfold:
❖ To document the central Shenandoah Valley
❖ To document the history of James Madison University
❖ To serve as JMU Libraries’ repository for rare, 

irreplaceable, unique, or otherwise valuable materials
❖ To support the access and use of primary source 

materials housed in Special Collections within the JMU 
curriculum



James Madison University Special Collections

Therefore, the objectives of Special Collections are: to gather 
rare books, manuscripts and other special materials that 
support the mission of Special Collections, JMU Libraries, and 
the University; to arrange and describe these materials in 
ways that make them accessible to the public while enhancing 
their preservation; to provide service in their use, to 
communicate to the University and the wider community the 
purpose and content of Special Collections; and to encourage 
potential donors of desirable materials.



Broadly speaking...

We collect records of 
enduring value 

(regardless of format) 
so that they may be 

preserved for future 
generations 

and used to create new 
knowledge.



New and Expanding Collecting Areas

❖ Under-documented communities
❖ African & African American representation in comics and 

literature - curriculum initiated, grant funded
❖ Comprehensive university history - student and faculty 

experience (beyond the “party line”)
◆ Africana Studies
◆ Black Student Alliance
◆ SOGIE



Who we are

❖ Established in 1983
❖ Located on the 2nd 

floor of Carrier Library
❖ 3.5 staff members + 

four student 
(undergrad/grad) 
workers

❖ Hours: 11-4 M-F, by 
appointment



2. How we 
acquire

~



Appraisal

❖ Determining whether records and other materials have 
permanent archival value

❖ Within the context of mission and collection development 
policy, considerations include
◆ provenance and content, authenticity and reliability, 

order and completeness, intrinsic value, condition, 
preservation costs



Donations



Deed of Gift

https://www2.archivists.org/publication
s/brochures/donating-familyrecs



Copyright

Copyrights and rights of reproduction in and to these materials will be governed by United 
States copyright law. The Donor or LET may administer the copyrights related to these 
materials (please initial one option below):

_______The Donor would not like to be contacted about individual publication requests or 
requests related to commercial uses related to these materials. The Donor does hereby 
transfer, give, grant, and assign any copyrights that they hold in these materials to LET.

_______The Donor would like to be contacted about individual publication requests and 
individual requests related to commercial uses of these materials. The Donor or the Donors 
representative will administer these rights and grant permission as these requests arise. 
The LET Special Collections should refer use requests to the following address of the donor 
or the donors designated representative:



Purchase

❖ Auctions
❖ Rare book and 

manuscript 
dealers



Purchase



Purchase

Artists’ books

Pulp Magazines

Rare books



❖ Black comic collection
◆ Writers, illustrators, characters



Transfer from university departments/student orgs

❖ Student Government Association (SGA)
❖ Sexual Orientation, Gender Identity & Expression 

(SOGIE)
❖ Board of Visitors
❖ Alumni Association
❖ Black Student Alliance (BSA)
❖ Marching Royal Dukes
❖ Furious Flower Poetry

Center



Black Student Alliance (BSA) Scrapbook



What we generally do not accept

Widely-distributed sound and video recordings

Clippings from or copies of widely-distributed newspapers*, magazines, and academic 
journals

Drafts of published academic work

Academic research files

Reproductions of materials from other archives

Facsimiles of extant original materials

Objects (trophies, plaques, clothing, household objects)

❖ JMU Historic Clothing Collection
Collected artworks

❖ Madison Art Collection



3.  After 
Acquisition

~



Accessioning - intellectual control

❖ Assign accession number: 2019-0327
❖ Create Collections Control File (CCF)
❖ Gather documentation - email correspondence, gift 

agreement, research files for description
❖ Minimal rehousing if needed
❖ Label boxes with accession number



Accessioning

❖ Create accession record in ArchivesSpace



Aspirational Descriptive Goal

❖ Aspirational goal - make all unprocessed collections 
discoverable via minimally described DACS compliant records



DACS

❖ Overview of archival description
❖ Statement of principles
❖ Descriptive elements (required, optimum, added value)



Processing Priorities and Backlog



Arrangement...



Arrangement...



...and Description



...and Description



Collections Storage



Reading Room Management



Requesting Material/Collections Usage 

❖ Call Slips 
■ Support accurate re-shelving
■ Provide a record of materials 

usage
■ Information entered manually 

into spreadsheet
● time consuming and data is not 

readily available in a format for 
statistical analysis



Coming soon - Aeon!

❖ Automated request and workflow management 
software specifically designed for special collections 
libraries and archives 

❖ Integrates with finding aids and the library catalog; 
will replace current hand-written call slip method



Digital Collections

❖ Digitization
● On demand (patron 

request driven)
● entire collections or 

portions of collections 
with goal of online 
display/access

Digitization does not equal preservation, nor 
does it always foster ease of access.



Institutional Repository



Institutional Repository



Institutional Repository



JMU Historic Photos



4. Outreach, 
Instruction, 
Preservation

~



Instruction

Alumni Papers & Scrapbooks

Guest lectures - public history

Teaching archival processing

City Directories

Teaching with curriculum suppport 
collections - artists’ books 



Outreach - Special Collections Speaker Series



Preservation



Preservation - Disaster Planning and Recovery



Social Media

❖ Facebook 
(https://www.facebook.com/JMUSpeColl/)

❖ Twitter (@JMUSpeColl)
❖ Instagram (@jmuspecoll)
❖ Blog 

(https://sites.jmu.edu/specialcollections/)
❖ #AskAnArchivist Day (early October)
❖ Sponsored hashtags 

(#archiveshashtagparty, etc.)
❖ New acquisitions and unboxing videos
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