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APPENDI X E: LOT CATALOG NG

A

GENERAL

Lot cataloging is a nmethod of accounting for |ike objects
and/ or specinens in groups, or lots, rather than catal ogi ng
themindividually. Lot catal oging accounts for |arge nunbers
of artifacts with sim/lar and non-di stingui shing
characteristics. Lot catal oged objects and/or specinens
shoul d be stored by |ots.

1. Est abl i shing a Lot

A lot is established according to appropriate
di scipline-specific rules (refer to Section B)

2. Assigning a Catal og Nunber

The I ot is assigned a single catal og nunber.

3. Quantifying the Lot

| f feasible, the total nunber of objects and/or specinens
inthe lot is counted. If counting is not feasible, an
alternative formof quantifying (e.g., weight, cubic or

| i near footage occupied in storage, or nunber of storage
containers) is given. Alternative forns of
quantification should give the unit being neasured
[e.g., 7 cu. ft., 108 jars (for natural history wet

speci nens), or 450 grans]. Extrenely large |lots should
be avoi ded or broken out at the tine of cataloging into
units of measure that are readily verifiable for

i nventory purposes.

4. Catal oging a Representative Cbhject or Specinen

A representative object or specinmen fromthe lot is
catal oged. In sone instances, as with archeol ogi cal
col l ections, representative sanples may be stored
together and away fromthe lots in order to facilitate
research.

5. Nunberi ng

| f feasible, each object or specinen in a lot is marked
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with the catal og nunber. |If not feasible, the
representative object or specinen is nunbered and the

containers for the other objects or specinens are
nunber ed.

Renpvi ng an hj ect or Specinen froma Lot

| f tracking an individual object or specinen in a |ot
becones inportant (e.g., if the object or specinmen is

| oaned or illustrated in a publication), the object or
speci mren may be withdrawn fromthe | ot and catal oged

i ndividually and assigned the next avail abl e catal og
nunber. The individually catal oged object or specinen is
related to the original "lot" by cross-referencing
notations on both the original catalog record and the new
i ndi vidual catalog record. The "quantification" entry on
the original catal og record should be adjusted, as
necessary, to reflect the renoval of the object or

speci nen.

Lots should not be used for rare or high value itens,
type speci nens, or objects and/or specinmens that need to
be individually tracked (e.g., those on exhibit or |oan).

B. DI SCI PLI NE- SPECI FI C RULES FOR ESTABLI SHI NG LOTS

1

Ar cheol oqy

Lots are identified by using provenience, material, and
obj ect nane. Lots should be catal oged by the small est
proveni ence recorded by the archeol ogist. Materi al
generally is a rigid category, in that different

mat eri als should not be mxed in the sane lot. For
exanple, a lot of ceramc, or stone, or wood is
acceptable, but a lot of ceram c and stone nay not be
acceptable. For exanple, a |lot of chipped stone can
contain quartz, chert, quartzite, obsidian, and basalt.
If possible it is best to identify the kinds of stone
within the lot. A lot of ceramcs may contain 70 or 80
sherds. The sherds may not be of the sane type or tine
period. For exanple one |ot may have 40 bl ack or white
sherds, 40 redware sherds, 10 pol ychrone sherds, and 5
yel | ow ware sherds. Object nane allows flexibility and
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Is used to separate |l ots containing different kinds of
objects nmade with the sane material and fromthe sane
proveni ence. (bject nanes may be general (e.g., chipped
stone) or specific (e.g., stone tools). The follow ng
exanpl es show the application of |ot catal oging:

Accession: Sherds from Site 204, Kiva 1, fill and

Kiva 1, floor

1 Lot Catalog Record: Sherds, (Site 204, Kiva 1, fill)
1 Lot Catalog Record: Sherds, (Site 204, Kiva 1, fl oor)

Accession: M scellaneous glass and netal fragnents,
Jones House Site, Room 5, fl oor

1 Lot Catal og Record: dass fragnents
1 Lot Catal og Record: Metal fragnents

2. Native Anerican (Ethnographic)

Lot catal oging may be enployed on a limted basis and
applied to groups of identical or simlar artifacts
com ng from one accessi on and havi ng the sane

proveni ence, culture and object nane. The follow ng
exanpl es show the application of |ot catal oging.

Accession: Beads, Hopi and Navajo

1 Lot Catalog Record: Beads (Hopi)
1 Lot Catalog Record: Beads (Navajo)

3. Hi story and Art

Lot catal oging may be applied to groups of identical or
simlar objects com ng fromone accessi on and havi ng the
same proveni ence, cultural identity, date/period,
artist/maker (if known), and em nent figure association
(if any), and object nane. The catal oger's judgnent is
needed to deci de when objects should be | ot catal oged.
The foll ow ng exanpl es show the application of |ot

cat al ogi ng:

Accession: Box of cigars
1 Individual Catal og Record: Box
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1 Lot Catalog Record: Cigars

Accession: GCeneral Service Enlisted Man's Uniform
Buttons, 1855-1884 pattern.

1 Lot Catal og Record: Buttons, uniform

Hi storical and/or Scientific Docunent Coll ections

Refer to the explanation of the use of lots in Appendi X
C, Section F.

Natural H story

To be considered for |ot catal oging, natural history
speci nens shoul d be identical in speci nen name. They
shoul d al so be fromthe sanme accession, collection site,
collection date, collector, and locale (i.e., the sane
col l ecting episode).

Lot cataloging in natural history collections rel ates
directly to the research objectives of the collecting
project. Sonme studies require collecting and studying
sanpl es that include many individual specinens.

Speci nens that are collected as a unit, to be studied as
an assenbl age and stored as a unit, may be | ot cat al oged.
The definition of collection unit is, to sone extent, an
arbitrary decision of the collector. The sane is true
for such collection data as date and tinme (for exanple, a
light trap sanple nmay represent hours of sanpling tine);

| ocal e (whether specinens collected within centineters or
meters of each other are deened to be fromthe sane

| ocale varies with the collector and the group of

organi sns in question); and collector (individual

speci nens of one expedition may have been col |l ected by
different technicians). Nonetheless, |ot catal oging
shoul d only be used in the rare case of same collection
effort, same |ocale, sane data, however these are defined
in a particul ar study.

The followi ng exanples illustrate lots. An entonol ogi st
may col |l ect ten nonarch butterflies in an hour froma
single patch of m | kweeds, or may collect 150 m xed
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I nsects and arachnids in a 5-mnute sweep net sanple, or
t housands of insects froma single |ight trap which was
run overnight, and call each of these a unit. As long as
t hese specinens are stored together in the collection and
are given a single specinen nane (e.g., butterflies
pinned in a single unit tray, sweep net sanple in a
single vial of alcohol, and Iight trap sanple in a single
vial or jar), they may be cataloged as a | ot.

a. Lot Cataloging Variations from Taxon to Taxon

Because of different collecting procedures, the
preval ence of |ot catal oging varies fromtaxon to
taxon. Manmals, birds, and reptiles are generally
coll ected as individuals and are not | ot catal oged.
Smal |l er reptil es and anphi bi ans occasionally may be
| ot cataloged if they are collected on the sane date
fromsmall sanpling plots. Fish, particularly
smal l er, nore conmon species, frequently may be
catal oged as a lot if numerous specinens are
collected froma single seine haul or during

el ectro-fishing or rotenone sanpling. |Invertebrates
are nore anenable to | ot catal oging than vertebrates
in general, because of the well-devel oped sanpling

t echni ques commonly applied to these groups

(e.g., nalaise traps, light traps, pitfall traps for
terrestrial arthropods; various grab, core, sled, and
dredge sanpl es for benthic and epi benthic organisns;
and the variety of net sanplers for planktonic

or gani sns) .

Most plant specinens, |ike vertebrates, are collected
as single individuals. GCenerally, each herbarium
sheet is considered one item even if the sheet
contains nore than one plant. However, as with
anphi bi ans, if nunmerous individuals of the sane
species are collected on the sanme date froma single
sanpling area, they may be | ot catal oged.
Instructions for future recatal oging of individual
specinens froma | ot-catal oged sanple are given

bel ow.
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Pal eont ol ogi cal specinens that make up one individual
are given one catalog nunber. A matrix that contains
a mx of fossils fromseveral individuals fromthe
sane species nmay al so be | ot catal oged.

Maxi mum Al | owabl e Taxonom c Diversity Wthin a Lot

The hi ghest acceptable | evel of diversity
(dissimlarity anong specinens) within a lot is, in
general, the | owest taxonom c |level to which
specinens are identified at the tine they are
accessioned. This varies fromgroup to group
according to the difficulty of identification within
the group, and the level of expertise of the
col l ector, donor, or curator. In general,
vertebrates, vascular plants, and large fungi are

al ways identified to species. On the other hand,

i nsects or nollusks (which occasionally may be
undescri bed as species and which often can be
recogni zed to genus and sonetinmes famly only by a
few specialists) nay be | ot catal oged at one of these
hi gher levels. Qher invertebrates or m croscopic
organi snms such as nemat odes or protozoans may be
grouped at a major group |evel, such as Phylum

Procedure for Natural History Specinens

The specific steps and guidelines used for |ot

catal oging are essentially the same as those used to
catal og specinens individually. The only difference
is that an entire lot (rather than the individual
conponents of the lot) is treated as a single

"speci nen. "

The description portion of the catalog record should
then describe in general terns the contents of the
lot (e.g., "15 adult carabid beetles froman unbaited
pitfall trap,"” or "approximately 50 Daphnia pulex in
vari ous stages of devel opnent froma ten-neter

pl ankton tow using a 100 m cron nesh pl ankton net"),
as well as specifics about the collection procedure,
date, tine of day, and associated climatol ogi cal or
ot her inportant environnental information. The
nunber of speci nens shoul d be i ndi cat ed.
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Once the catal og nunber has been determ ned for a
lot, a |label with the catal og nunber and ot her
pertinent information is placed in the storage
container with the contents of the lot in order to
identify the lot. In cases where conponents of the

| ot bear their own |abels (e.g., pinned insects) each
item should also be identified with the |ot catal og
nunber. It is not necessary to affix catal og nunbers
to individual itens in alot if they do not normally
bear individual |abels when stored.

d. Renoval of Natural Hi story Specinens froma Lot

Full records are kept of any specinens that are
renmoved froma |lot even if only borrowed tenporarily
for study. This includes a full description and
count of the itens renoved, the nane of the person
responsi ble for them where they are to be kept, the
date on which they were renoved, and, if applicable,
the date on which they were returned. This

i nformati on should be recorded on a | oan form and
filed in the loan folder, and a copy placed in the
Accessi on Fol der.

A note, or tenporary renoval slip recording the sane
i nformati on in permanent black ink on 100% rag paper,
may be placed with the remainder of the lot in
storage. \Wen the borrowed itens are returned, the
note can be renoved fromthe storage container and
the return noted on the |loan form

e. Recatal oging of Natural Hi story Specinens in a Lot

It is likely that specinmens fromlots can be
re-identified as they are studied in the course of
future investigations. At such tine, assigning

i ndi vi dual catal og nunbers to single specinens or
smal ler lots of specinens may becone practical and
advi sabl e. For instance, in the process of using
envi ronnmental nonitoring sanples to docunent changes
in species diversity over a period of twenty years, a
specialist may identify all or some of the specinens
in the original lot. As this happens, identified
speci nens should be stored with other fully

i dentified specinmens with which they have taxononic
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affinities. Since the original |ot would no |onger
be stored as a unit, it would be necessary to catal og
specinens individually or (if many speci nens of a
single species are obtained fromthe original lot) to
| ot catal og specinens at the species |evel.

Speci nens that are permanently renoved fromthe | ot
(e.g., by accidental |oss, or recatal oging and
storage in another portion of the collection), are
recorded on the catal og record and speci nens renoved
for individual catal oging are cross-referenced to the
| ot catalog record. Likewise the |lot catalog record
shoul d note this renoval and the new catal og nunber
assi gned.
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