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BACKGROUND

New employee (2012)

No institutional knowledge
Needed descriptions that was:
Searchable
Publicly available
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ldentify all possible sources of description

Unprocessed accessions (accession files and inventories)
Past Perfect database
Accession level descriptions interfiled with box/folder
inventories
VWord docs/spreadsheets/access databases, in folders by
accession number

Processed collections (finding aids)
OhioLINK EAD
Paper finding aids, in binders by record group (RG)
VWord docs/spreadsheets/access databases, in folders by RG
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Acc. 54/1984

Student Financial Aids
Acc. 54/1984
RG: 91
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National Merit Files A-Z, 1978-79

Pennsylvania Higher Education Assistance Agency Files, 1982-83
War Orphans Files, 1982-83

Ohio National Guard Files, 1982-83

Ohio Bureau of Vocational Rehabilitation, 1982-83

Freshman Scholars, 1982-83

Resident Advisor Appointments, 1982-83

ROTC, 1982-83
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Form letters
Tapping Initiation
Constitution
Alumnus Information P ) { P'/
Committees (erd, Froctesf 13 hanle V P eanb s
Tour Guide vk ( ), TN¥ le,- Plh
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Assorted Duplicate Photographes Newsletters
News Clippings

Registration Audit

Election of Members (1977-1980)

Election of Members (1974-1976)

/ Election of Members (1970-1973)

Election of Members (1966-1969)
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Get all accession level description into a single database
PastPerfect
Student project
Some clean-up required
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Digitize all folder/item level description (PDFs)
Born digital: leave as 1s
Print: eReserves
Farly summer (slow time)
Sheet fed scanners

File naming convention
ARV_RG_##.a-#[ _ACC_##YYYY]

SOk Dy RG
Functional in the interim
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Review all digital description
Box/folder/item level
2,249 Inventories and finding aids
Send to a vendor for EAD coding (1,704 files//,438 pages)
Cleaned up in house (545 files/12,836)
Spreadsheet with a row for each inventory
Staff project



File name

ARV_RG_10.b_ACC_55.1981
ARV_RG_10.b_ACC_62.1984
ARV_RG_11.a_ACC_131.1992
ARV_RG_11.e_ACC_100.1983
ARV_RG_11.e_ACC_65.1981
ARV_RG_16.a-1_ACC_131.1990
ARV_RG_16.f_ACC_129.1993
ARV_RG_16.n_ACC_194.1986
ARV_RG_16.n_ACC_52.1982
ARV_RG_16.n-1_ACC_108.1986
ARV_RG_16.n-1_ACC_98.1986
ARV_RG_17.a_ACC_80.2002
ARV_RG_17.p_ACC_212.1985

ARV_RG_19.a-12_ACC_16.1990
ARV_RG_19.a-9_ACC_84.1981
ARV_RG_19.k-1_ACC_56.1984
ARV_RG_19.k-2_ACC_119.1992
ARV_RG_2.b_ACC_58.1984
ARV_RG_21.a_ACC_110.1984
ARV_RG_22.c_ACC_136.1990
ARV_RG_22.1-3_ACC_166.1996
ARV_RG_22.n-9_ACC_110.1986

File
format

doc
pdf
pdf
doc
doc
doc

Length Creator

2 archives

9 department
1 archives

1 archives

1 archives

2 department
3 archives

2 archives

4 archives

1 archives

1 archives

1 archives

1 accession sheet

25 department
1 archives

2 archives

1 department
1 archives
19 archives

2 archives

1 department

2 department

Clean-up
needed

heavy
heavy
heavy
heavy
heavy
heavy
heavy
heavy
heavy
heavy
heavy
heavy
heavy

heavy
heavy
heavy
heavy
heavy
heavy
heavy
heavy
heavy

Notes

handwritten, no location, start over
incorrect locations

handwritten

handwritten

handwritten

handwritten

handwritten

handwritten, box level description
handwritten

handwritten

handwritten

handwritten

handwritten

handwritten, permanent loan, some box level
inventory

prose to box/folder, no locations
start from scratch

rewrite as box/folder list
handwritten, no locations
handwritten

handwritten

needs to be redone

handwritten

Actions taken

cleaned up
locations corrected
redone

cleaned up
cleaned up
cleaned up
redone

typed, folder level
cleaned up
cleaned up
cleaned up
cleaned up
cleaned up

cleaned up

cleaned up

redone

cleaned up

typed, locations added
typed

cleaned up

Redone

cleaned up




FEIARE

Clean up inventories to be sent out
Machine actionable files: edrt
PDFs: use Acrobat’s redaction tool to eliminate content
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PASS /NON-PASS RULE

TASK FORCE ON RE-ENTRY
REGIONAL CAMPUS ADVISEMENT
REGIONAL CAMPUS WORKSHOP
REFPORT OF STUDENT COMMENT FORM
ROARK, TERRY CORRESPONDENCE

SELECTIVE ADMISSION _

STAFF DEVELOPMENT WORKSHOP

STUDENTS® RIGHTS

STUDENTS SCHEDULED FOR OVER-Z23 HOURS
STUDENT TRAFFIC IN 024 STUDY

PROGRAM

TEACHING AIDS LAB

TOWN PARENTS NIGHT, 1972 _
TRANSFERS TO CONTINUING EDUCATION STUDY, 1977
THRANSFER CRITERIA TO DEGREE GRANTING UNITS
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Start work on projects to be handled in house
|dentify collections that could be entirely or heavily weeded
Dcacecssioned SURE el
|dentify collections that only have box level description
Pull boxes
Reorganize/weed/consolidate as necessary
Create folder level inventories
Student project
|dentify inventories with handwrrtten/confusing description
Pull boxes
Reorganize/weed/consolidate as necessary
Create folder level inventories
Student project
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|dentify vendor

Backstage Library VWorks
Get quote

Approval from preservation/administration
Develop specifications

ArchivesSpace template

Container lists only

Be specific!
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ArchivesSpacel!
Vohder B
Consolidate description by RG
Add collection level administrative information
Import
Unprocessed accessions
List at series level with accession number as series name
First time all description for any given RG would be aggregated
INto a cohesive description
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Some vendor EADs are back
Approximately 500, almost |/3
Load into local database

Example



https://library.osu.edu/collectionguides/repositories/7/resources/122
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How could you do this at your institution?

Student workers

Create a template in Excel

Create an EAD template

Use rapid data entry tool in ArchivesSpace
Vendor

Cost was per line

Machine actionable content Is less expensive
Combination



LIUES T HOND!

Cate Putirskis, Processing Coordinator (putirskis. [ @osu.edu)
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