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Back Up Plan  |  Create a
process and escalation path
for addressing inevitable
unforeseen  challenges 

1
Resources  |  Identify your
core team responsible for 
the move 2

Best Practices  |  Contact
peers and vendors for ideas
and best practices   3

Timing  |  Develop a timeline
by working backwards from
your absolute deadlines 4

Communications  |  Create
a communications plan for 
both staff and patrons 5

Facility  |  Assess your facility to 
identify necessary arrangements
for moving materials from
the building 6

Materials  |  Identify what
materials will be moving, how
they will be chosen and where
they are located 7

Condition  |  Note and
document the condition issues
of the materials that require
special handling 

11
Supplies  |  Clearly list all
supplies required and where
they will be obtained 

8
Tracking  |  Determine how
you will track materials and if
they are cataloged, barcoded
or inventoried

10
Logistics  |  Develop a step
by step workflow that outlines
the order of operations for
the relocation 
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VISIT
ironmountain.com/libraryservices

For more information on how to 
prepare your unique collections for 

a move, please contact one of our 
library subject matter experts.

When faced with the prospect of moving a collection, it can feel overwhelming. Your 

collection may include various materials, have condition issues, or be in a building that is 

difficult to navigate. You may wonder how your collections will be protected, accessible

and accounted for. By following a simple 12-step plan, you can ensure that you’ve taken

into account some of these sticky issues and developed a plan to address them.   

STEPS TO MOVE
A COLLECTION

9
Exceptions  |  Decide how
special cases will be handled 
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