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Organization of the Physical Collection
The organization of the architectural 
survey as file folders was designed in 
the mid 1960s
It is inherently geographical with 
�‡File drawers organized by district
�‡Folders colored by district
�‡Folders labeled by Address Range, 

Place Name, and Subject
�‡Each document labeled with 

specific address.

700-750 Mass Ave

2000 Folders, 
Ranges of buildings, Specific 
named places / Subjects

18,000 Places 
(Addresses or Named Places)

90,000 Distinct Documents

130,000 Pages

03000015
38 File drawers of documentation 
about Cambridge Buildings

Digitization Step 1:
Prepare batches of folders for 
scanning.  

ItemItemCover Sheet for Each folder
Order & Label Documents
Send to BosScans in Banker 
Boxes
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