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SAMPLE BUILDING SURVEY FORM 
 

Institutional Details: 
Name of Institution: 
 
 

Address: 

Phone: Fax: e-mail: 
Organisational 
contact: 

Name: Title: 

 
Staffing details: 
 Full time staff: Part time staff: Volunteers 
Number    
Skills/qualifications    
 
Description of Collection: 
Type of material Size of holding Location Record status 
Tools and artefacts    
Furniture    
Costumes    
Books    
Files    
Maps    
Photographs    
Etc.    
 
Preventive Measures 
 
Fire Protection: 
Apparatus Location of item or 

area protected 
Condition Maintenance 

Schedule? 
Smoke detectors    
Heat detectors    
Fire suppression 
sprinkler system 

   

Fire Extinguishers 
(note type) 

   

Alarm system    
Emergency exit 
signage 

   

Emergency exits    
Emergency lighting    
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Electrical Systems: 
Check that wiring is code compliant and maintained. 
Is there an auxiliary power system?  
 
Water Damage Protection:  
Is there plumbing above collections areas?  
Are there skylights over collection areas?  
Is the roof pitched or flat?  
Are roof drains and gutters in good repair?  
Maintenance schedule?  
Do doors and windows close well?  
Are vulnerable areas covered by water alarms?  
Do basements have sump pumps available and are they in working order?  
 
Security: 
Electronic surveillance? 
Security guards?  
Alarmed doors?             
Alarmed windows? 
Do the systems have a maintenance program?  
Do systems alert police or other authorities?  
 
Housekeeping: 
Is waste removed from the building every day?  
What's the cleaning schedule?  
Any evidence of mold, rodents or insects?  
Is eating and drinking forbidden in storage, display and collection access areas?  
 
Environmental Controls: 
 

Air-conditioning 
Apparatus Type of 

system 
Area 
serviced  

Trigger for 
use* 

Condition? 
Monitored? 

Maintenance 
Schedule? 

Full HVAC      
Heating      
Cooling      
Dehumidification      
Humidification 
system 

     

      
*permanently on or on demand? What is the condition that specifies start-up? 
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Lighting: 
Location Lighting type* Light level Constant or on 

demand? 
Maintenance? 

Display area     
Storage area     
Work room     
*Fluorescent, incandescent, daylight (windows, skylights) other? 
 
Miscellaneous: 
Any other issues or history that can help you characterise your space, for example, 

• outside environment, 
• flood history, 
• signs of damp or leakages, 
• evidence of forced entry, 
• anecdotes (often not formally recorded). 
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PRESERVATION PLANNING-The Audit/Survey 
[Adapted from "What An Institution Can Do To Survey Its Conservation Needs" George 
M. Cunha New England Document Conservation Center, New York Library Association, 
New York, 1979 Resources and Technical Service Section.]  
 
I. The Building  
Characteristics of the building (Remember, new construction is not always better)  

1) Construction materials  
2) Condition of roof and walls. Do they leak? Does water accumulate on the roof? 

Are walls and roof insulated?  
3) Condition of storerooms 

a) are they clean or cluttered and dirty? 
b) evidence of rodents, insects, mould?  

 
II. The Environment in the Building 

1) Are there provisions to maintain stable temperature and humidity throughout?  
2) What is the temperature and the relative humidity?  
3) What machinery/equipment/material is available for control of temperature and 

humidity?  
4) If the building is air conditioned, does machinery include humidifiers and 

dehumidifiers? Are they working properly?  
5) How is the entry of sunlight into the building controlled to minimize intensity and 

remove ultra-violet radiation?  
6) What type of artificial lighting is in use?  
7) If fluorescent lights are in use, are they screened to filter out the ultra-violet 

energy radiated by fluorescent tubes?  
8) Is there a program and procedure for monitoring the environment on a regular 

basis?  
 
III. Building Security  

1) Is an intruder alarm installed? Is it connected to the local police station  
2) What type of fire alarm is installed, and is it connected to local fire headquarters?  
3) Are there smoke detectors? What type? When were the batteries replaced?  
4) Is there a fire quenching system?  
5) Sprinkler characteristics, eg wet or dry type? Or another system? 
6) Number and type of portable fire extinguishers-when were they checked? Are they 

appropriate for the type of fire that may be encountered?  
 
IV. Additional Storage and Display areas  

1) Do these spaces feel comfortable? 
2) What is average temperature and humidity in each? 
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3) How are they maintained? 
4) Housekeeping situation -clean? dirty? cluttered? 
5) Evidence of insects. mold or rodents? 
6) Location of steam and hot water pipes relative to shelves and cases? 
7) Type of artificial illumination -If fluorescent, is it UV screened? 
8) Condition of electric wiring? 
9) Evidence of building leaks on the walls and ceiling? 
10) Number, type and size of windows; what direction do they face? Do they have 

provisions for UV control and to reduce intensity of daylight? 
11) Evidence of light damage on objects especially spines of books? 
12) Evidence of previous water damage? 
13) Is there good air circulation around shelves? 
14) Is there a well planned and supervised housekeeping program? Who does the 

work? 
15) Who supervises it and checks the results? 

 
V. The Collections 
The general appearance of each collection or category of materials. 

a) evidence of wear and tear, soil and surface dirt, water stains. 
b) evidence of other damage -if so, to what degree? 
c) evidence of fungus growth, insect damage or damage by rodents. 
d) evidence of light damage (faded spines, discolored paper, etc.) 

 
VI. Disaster Vulnerability 

1) Do you have a disaster plan? A disaster preparedness committee? 
2) Is there an isolation area for new acquisitions or potentially infested materials. 

 
  

 


