
Use of Collection Control Forms 
Because of the variety of ways in which collections arrive at NY to be processed, it is not likely that any single person will be aware of all of them.  To make possible the reporting of determinations to the proper person(s), the distribution of exchange to the proper herbaria, and the accurate transfer of miscellaneous collections processing information to future herbarium assistants, a Collection Control Form should be completed for each set of collections processed at NY for identification.  This applies to staff collections and, especially, to those made by other collectors but somehow processed here.

The collector should complete a Collections Control Form (see next page) and send it to Stella.

(ds, Feb 08)

COLLECTION CONTROL FORM (Sep 04)

Please complete this form for each set of collections processed for determination at NY--your own or another collector's you brought here.  If on one trip you collected in more than one country or on more than one project, and if different rules apply, complete a separate form for each series.

Name of collector (i.e., the first on label):_____________________________________________________

Number series: _______________________________  Dates: ____________________________________

Collection location: _________________    ___________________________________________________

                     

Country              
general locality for easy reference   

Collecting permit identifier/number (if NYBG staff/student) ______________________________________

_______________________________________________________________________________________

Staff member with whom collector is associated: _______________________________________________

Person who processed collection:___________________________  Month/Year:_____________________
To whom are determinations to be reported?  __________________________________________________
Are duplicates left in country of origin?    Yes ___  No ___

If No, to which herbarium will a set of duplicates be sent?  _________________________________


If Yes, how many?  _____ one of each collection (incl. all unicates)


                  _____ half of each collection


                  _____ other _____________________________________


If Yes, at which institution? _____________ (acronym, if assigned, or address)


If Yes, were labels sent there?  Yes ___  No ___
How were labels made? ______________________________   Software: ___________________________

Names of label files: ______________________________________________________________________
Where are duplicate labels or backup disc stored? _______________________________________________
Is complete NY set mounted?  Yes ___  No ___   If so, where is it? _________________________________

To which herbaria, if any, do you owe duplicates as exchange? ____________________________________
To which, if any, do you owe duplicates as gifts? _______________________________________________
Any special instructions or warnings?

If host institution is sending sets to specialists, please attach list of specialists used.
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