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Considerations for creating deselection/transfer program

 Engagement and stakeholders: who are the stakeholders? How will the library get input from students, faculty, 
campus administrators, researchers and others? 

 Communication: How will the library communicate process, decisions, and activities to stakeholders? Website and 
official media outlets, email, social media, others?

 Policies: what content, format, space, DEI and other library policies impact decisions? What campus, state, and other 
policies and regulations impact decisions about the disposition of material?

 Space needs:  what are the library’s immediate needs for personnel, users and collections?  What are the long-term 
plans for library spaces and facilities on campus?

 Workflows: what personnel and departments are responsible for making decisions about deslsection and transfer? 
What units perform physical moves, cataloging, holdings, and other work necessary to implement decisions?

 Coordination and oversight: is there a committee, department, office or person acting as clearinghouse?
 Authority: who has the final say? Dean/UL? Provost? Senate committee? Other?

Project phases

Phase 1: Identify material for deselection/transfer
 What material is included in the project?
 Why do we need the project? 
 Who will be responsible for each step of the process
 When will it happen?

Phase 2: Communication
 Who will draft, review and deliver messages?
 How will we disseminate messages?
 Where and when will messages go out?

Phase 3: Implementation 
Content: what material are identified for deselection/transfer?
 Processing: do items require preservation, conservation or other 

preparation? 
 Physical moves: who will move, transfer, physically withdraw 

material? What will be material’s final disposition?
 Discovery: who will edit and update catalog/discovery system to 

reflect new locations and withdrawals?
 Help: who will answer questions, troubleshoot, assist? 

Phase 4: Assessment 
 Identify goals: assess final locations, effectiveness of 

communication, efficiency of workflow
 Choose methods: feedback forms, surveys, scorecards, paper or 

online?
 Target audiences: project personnel, faculty, students, other users, 

administrators
 Analyse and revise: what worked, what could be improved, how 

will we incorporate what we learned in next project? 

Communications, engagement and outreach are central! 

Checklist for communications plan

 Identify target audiences: library, students, faculty, 
administrators, other users, public

 State goals: what are we doing? Why are we doing 
it? How does in impact target audiences? How 
does it improve teaching, learning and research?

 Develop messages: clear points for each target 
audience, maintain consistent message

 Venues: website, official media, social media email, 
other?

 Timeline: When will messages go out to each 
audience? How much lead time? Time for 
feedback?

 Help: single point of contact for questions 
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