The Process of Receiving a Personal Archive at the National Library of Israel

Below is a general description of the steps to receive a personal archive at the Archives Department of the National Library of Israel:
1. Materials Assessment: This is an initial and necessary step. The assessment of the material is usually performed by an archivist, at the current location of the archive. The assessment checks that the archive conforms to the library’s collection policies. The archivist also examines the contents, types, and scope of the materials, in order to plan the scope of work and required budget. 
2.  Deposit Confirmation and Contract Signing: Following the receipt of approval from the curators and the Library Processes Department, a deposit contract is signed. The contract includes all required elements, such as terms of use, digitization, terms of publication in the catalog, and the like. 
3. Packaging and Sterilization: The material is packaged by a team of archivists. Upon its receipt at the National Library, it is sterilized to prevent pests from entering the library’s collections. 
4. Classification and Organization: First, the archivist in charge of this archive classifies and organizes the archival material and prepares to record it according to a Principle of Provenance. The Principle of Provenance is meant to preserve the original order of the materials, as they were collected and kept by the materials’ creator. 
For example: Correspondence in the archive of Shelomo Dov Goitein is organized by year, and not by the names of correspondents – although the latter format is easier for viewers. This is because Prof. Goitein himself maintained his letters in binders organized by year. Maintaining the original order set by the archive’s owner demonstrates the context of the material as well as the material itself. 
5. Cataloguing: After the material is classified, it is catalogued. Cataloguing is a central stage in archival work, which publishes the content and material of the archive through the correct use of catalogue fields. Some fields are descriptive, written in free text, some fields connect to subject and authority databases, and some fields relate to the permissions and terms of use. The National Library uses the Library of Congress’s MARC 21 catalogue standard.
6. Privacy and Confidentiality: In the cataloguing process, the archivist restricts access to sensitive materials, as needed. The decision to restrict access and designate some archival material as confidential is at the discretion of the archivist, if he or she discovers sensitive, personal, or private material. Alternatively, this decision is made according to the standards determined in the deposit agreement. 
7. Deposit of Personal Materials: In the contract, the archive owner or their successors can determine that personal items will not be deposited at the library, or that they will be returned. Even if not stated in the contract, we usually return/destroy medical and financial documents, and materials that are not worth keeping permanently. In the case of personal letters, we recommend depositing them in the library, and allow for the possibility of restricting access to them for many years. The Archives Department holds several cases that are restricted for decades at the request of the archive’s creator, and we ensure their permanent preservation. If the family is interested in holding on to letters and personal material, we of course understand and honor this request. 
Examples of confidential collections of various types:
· The David Grossman Archive contains three sets that are restricted, at his request (correspondence, manuscripts, processed works). The metadata is accessible, but the cases cannot be accessed or viewed. 
· The personal diaries of the historian Otto Dov Kulka are restricted, in accordance with the contract, until ten years after his death. 
· An example of a single confidential case is the Chimen Abramsky Archive. This case was restricted by the archivist because of its private nature. 
· It is also possible to restrict access to the metadata of archival materials. Obviously, it is not possible to provide examples of these materials. 
8. Physical Preservation: The National Library provides optimal preservation conditions for its archival collections. Archival materials are stored in stable climate conditions, where their temperature and humidity are controlled and monitored. The material is stored in protected and secured storage, with sprinkler systems to prevent fires. [I wrote what I know, this is not my field, really]	Comment by Author: Translation of comment that appeared in the original
9. Digitization: For the most part, we digitize select materials from the archive, and do not scan all of the material included in the archive. It is possible to determine the scope of digitization in the contract, and to request full scans (cover to cover).
Examples of collections that have been fully or mostly scanned: 
· Collection of materials from the Vilna Ghetto
· Stefan Zweig Collection
· Rabbi Yaakov Shaul Alishar Archive
· Archive of the painter, Moritz Oppenheim 
10. Digital Preservation: Digital materials are preserved in the ExLibris Rosetta System, which ensures constant update and long-term preservation of the files. Born digital documents are preserved in the Rosetta System as well, and can be discovered using OCR technology [I don’t know if we have to say this]	Comment by Author: Translation of comment that appeared in the original
