The Roderic Bowen Library and Archive
Creating a Finding Aid: Guidelines for Archival 
Listing and Arrangement
The Task
Archives are original documents in any medium created and/or accumulated by an individual, a family, a corporate body or institution in the course of its daily life and work. This means that they form a distinct entity and have their own internal logic, reflecting the way in which their component items have been generated. This natural integrity must always be respected. An archive should never be broken up, nor should separate items be abstracted from it as this would destroy its intellectual and evidential value.
Archive material is not made available for consultation without first being properly sorted, boxed and listed. Your task is to prepare and present archival descriptions of previously un-catalogued TSD archival material in order to construct an interim Finding Aid for use by researchers.  
The Finding Aid must be accurate, consistent and self explanatory. It must represent the context and content of the archival material being described. It must conform to the standards created by the International Council on Archives.
The application of these standards will result in finding aids which will:  
a) facilitate the retrieval and exchange of information about TSD archival material; b) enable the sharing of authority data; and c) make possible the integration of finding aids from different repositories.
The Process
Accessioning, Condition Assessment, Basic Conservation
1. A formal record of the acquisition or deposition of the archive material which you will be given to process will have been made in the RBLA’s accession register, giving details of the donor or depositor, the quantity and the provenance of the material. A unique accession number will have been assigned to the entire collection and to the material for which you are responsible.
2. In pencil, write the accession number and any item or box numbers assigned to the archives on each item.  These numbers will be temporary and should therefore be easily removable. Neither temporary nor permanent numbers should 'deface' the item in any way. Assign sub-numbers to individual items.
3. Do not separate items, files or bundles of paper which form a distinct entity. The integrity of the archive must be respected at all times and individual pieces (loose photographs, letters etc) must not be removed from files, volumes or bundles. Make a note of any loose items when describing the main item.
4. Do not rearrange material. Archives are arranged by provenance and the original sequence of the records must be retained wherever possible.

5. Create a contents list of the materials in the folder/file/box on which you are working. This should be primarily a physical description of the items rather than a description of their contents, e.g.,1 hand-coloured photograph; 1single page letter, typed; minute book etc. Attempt a description of the condition of the item, e.g. is the photograph framed? faded? torn? defaced? Carefully remove any non-brass paper clips and other fastenings. Put the object in an acid free archival-quality envelope. Make sure you do not create any orphans!
Item Listing
6. Having compiled a rough contents list, move to creating a natural language description of their contents. Include details such as the date or covering dates of records, the format of the records and the subject area. 

7. Where an 'item' is in the form of a bundle or file of individual or loose pieces, the description should reflect this. The number of items in the bundle or file should be noted. 

8. Each item should have sufficient description to allow the researcher to see at a glance whether the material will be of value.

9. It is sometimes possible to reunite items which clearly originally belonged together such as a series of minute books or a sequence of files. Where this has been done a note should be added to the list.

10. Where there is no obvious sequence or arrangement, the list should reflect the creation of the records as closely as possible. For example records might be arranged by department of an organisation or by activity of an individual. 

11. Item listing requires a hierarchical arrangement of the material with reference codes which reflect the arrangement of the items. The collection number is followed by the main group or series followed by reference to individual items. There may be several sub-groups or sub-series required, depending on the complexity of the material.

12. Archiving proceeds from the general to the specific. Your role in the cataloguing of this material will be to create item level descriptions. However, it would be helpful for us if you could provide descriptive information about the collection of items on which you are working. 

Links
http://archiveshub.ac.uk/
http://archiveshub.ac.uk/blog/2012/11/an-evaluation-of-the-use-of-archives-and-the-archives-hub/
http://www.nationalarchives.gov.uk/

