Form for submitting additional information to MASC25
MASC25 aims to describe 'any collection of printed works that is considered to contain material of a rare or unique nature, or has been developed as a special resource in terms of depth or subject coverage'. The emphasis is on collections of predominantly verbal texts, but the database does include several collections of mixed formats. In such cases, the MASC25 maintenance team will decide on an individual basis whether a collection should be included, taking into account the profile of the database as a whole. 
Collection details
Each MASC25 record contains the following fields. Please provide as much information as possible under each heading. 
Collection title

The name by which the collection is known.
Collection description

A brief description of the contents, provenance and collection history. This field is queried during a keyword search. Please note here whether the collection is related to any other held in your own institution or elsewhere.
Physical extent

How many volumes? Note whether monographs, periodicals, pamphlets, etc. Also note here what other non-print materials make up the collection, e.g. accompanying papers.
Catalogue information

Please provide URL to online catalogue where applicable.
Accrual status

Whether the collection is closed or material is still added, and if so, by what means (by purchase or donation) and how often.
Date-range of contents

Earliest and latest imprint dates where possible; round off to nearest decade if necessary.
Significance

Please indicate whether the collection is of regional, national or international significance.
Library of Congress Subject Headings
Please suggest as many subject headings as you think necessary to describe the contents of the collection. This field is queried separately under the ‘Browse by Subject’ option.
Name of holding institution

Please provide the full name of the parent institution, in the form it should appear in the database, e.g. UCL (University College London)¸ together with the URL of the homepage.
Access information

MASC25 relies on links to individual library websites for access information. Please provide the URL(s) of pages detailing:

· Admissions information (requirements for visitors, and any particular arrangements for access to special collections)

· Opening hours

· Contact details

Postal address, including postcode
The address of the physical location of the collection, or of the place where the material is consulted, if not the same as the former. 
Related links

· URL of the Library homepage
· URL for Special Collections homepage, where necessary
· Additional departmental URL, as appropriate
Contact information (this information will not be displayed to the public)

Name of principal contact with MASC25

Institution

Job Title

Telephone no.

Fax no.

Direct email address

Departmental email address, as appropriate.

Please submit this form as an email attachment to the MASC25 Maintenance Team at spec.coll@ucl.ac.uk
Thank you very much for your assistance with MASC25.
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