[bookmark: _GoBack]Further notes on presenting archival sources
Many of you will be familiar with how to present printed primary sources and works of scholarship in bibliographies. These are generally divided into sections for ‘Printed Primary Sources’ and ‘Secondary Sources’. They are arranged alphabetically, in the case of ‘printed primary sources often by title, or medieval author, or, in the case of ‘secondary sources’ by the surname or family name of the author. 
Examples:
The Anglo-Saxon Chronicle, ed. and trans. D. Whitelock, D. C. Douglas, and S. Tucker (London, 1961)
 Bede’s Ecclesiastical History of the English People, ed. B.  Colgrave and R. A. B. Mynors (Oxford: Oxford University Press, 1969)
Aird, W. M., St Cuthbert and the Normans (Woodbridge: Boydell, 1998)
Brett, M., The English Church under Henry I (Oxford: Oxford University Press, 1975)

In the case of unpublished or archival sources the conventions are different. You need to think of what archivist describe as layers of description. The relate to the administrative history of the record and may be simple or complex. The first essential principle to grasp is that the first layer of description is the place (CITY OR TOWN) in which the library or repository or record office is located. The main one that many of you will be using is LONDON.
So, London will be the first heading and will appear alphabetically in any list that produce. If you look at, or list, manuscripts in the National Library of Wales and the Bodleian Library in Oxford, your list of headwords will grow, remembering to keep them in alphabetical order:
Aberystwyth
London
Oxford

Next you need to add the name of the repository in which the archives are kept. This is your next layer of description. Bear in mind that there may be more than one in each place. 
Aberystwth
	National Library of Wales
London
	The British Library
	The National Archives
Oxford
	The Bodleian Library
Next you need to add the official catalogue, or call number of the manuscript or archive collection. This may again be simple, or more complicated.
Cambridge
	Corpus Christi College, MS 96
	Trinity College, MS B. 11.7
Canterbury
	Cathedral Library MS, Lt. B. 1 (73)
Leeds, West Yorkshire Archives Service, ACC 3429
London, National Archives, DL MIS Bks 3

Sometimes authors leave it like this – indeed this is part of a list or manuscript / archival sources taken from a recent publication. For the purposes of the exercise, however, it would be good if you could add a short description, for instance:
Cambridge
	University Library, MS SSS.8.3 (missal from Jervaulx Abbey, Yorkshire)
Oxford
	Exeter College, MS 158 (Miracles of Thomas Cantilupe)

These are examples of manuscripts. Rather more complex can be archives, where the arrangement of the archives reflects the administration that produced them. This is particularly pertinent to the National Archives at Kew – as you will know from powerpoints and notes in this unit, the National Archives is the Public Record Office, and contains the official records of government right back to Magna Carta and beyond. Here is an example from an article on Fountains Abbey.
London, The National Archives
C: Chancery Records
C 1/11/181 (vexatious summons)
C 1/6/287 (dispute over Sutton Grange)
C 1/7/90 (leather over hides)
C 1/7/297 (case of assault)
C 1/71/51 (accusation of intimidation)
CP 40/612 (Chief Justice’s Roll, 1 Hen V, Hilary Term (recovery of chest at York))
C 76/98 (French Roll, 1415–16)

E: Records of the Exchequer
E 101/51/2 (muster roll of the army at Southampton, 5 Hen V)

SC: Special Collections
SC 8/18/885 (abstraction of valuables from Fountains Abbey)
SC 8/23/1125 (alleged assault on John Ripon)
SC 8/229/11449 (Ripon to the king concerning the Council of Constance)

Here the next level down: C, E, and SC represent the administrative operation (and subsequent archival activity) of different offices of government: C, the Chancery (the writing office), E: the Exchequer (the financial office) and SC: Special Collections, records relating the dissolved monasteries. You can find out more about these by going on the National Archives website.
