Collecting Policy Template – Level Two
Complete the sections below to build your policy document. The text in italics provides guidance and can be deleted when your policy is complete

	Organisation -
	


	Policy Author -
	


	Contact Email Address -
	




	The     Your Group Name    community archive group collects records from the following themes,

List the topics your records will focus on here. This could include places of interest, local events interesting people, or types of record such as oral histories.





	Records will be collected in the following ways,

List how you will source records for your collection. Options include donations, promotional requests for content, sourcing content from other related groups.






	Our preferred formats are,

If you have preferred file formats list them here. In many cases collecting records in the format they were created in will be appropriate. But if you have a system that needs a certain format, list it here.




	We do not collect the following records,


List any records you don’t collect here. This can be for any reason, including records out of topic scope, records in a certain format or by a certain person. 


	Our Collections will be made available, 


Document here how your collections will be accessed as this may influence donors interested in depositing a collection with you.



	Any other information,

Use this space to add any other information that might be important but specific to your collections. Feel free to add additional sections if you need them








