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INTRODUCTION

This condensed version of the Utah Manuscripts édiasion (UMA) Encoded Archival Description (EAD)eBt
Practices Guidelines (BPG) is meant to provideltamrate means of understanding and applying théAUBRG to
the creation of descriptive archival records. Ma@ssion contains a subset of the full BPG, focugirigarily on
those elements required in the UMA core findingraiguirements. By following the rules presentethia version
UMA staff will be able to meet professional starttaand consortial needs for small or minimally pssed
collections.

As this is only a limited document, UMA members aneouraged to familiarize themselves with the elMA

BPG and other support documents. The Society ofrisane Archivists (SAA) and the Library of Congrds€)
maintain official documentation at tfisAD Version 2002 Web sitdnowever, the UMA BPG should be consulted
for the application of any element not includedhis condensed guide. For instructions on elementent, please
seeDescribing Archives: A Content Sandard.

This condensed guide also includes a Minimum Reguénts template for EAD documents, which is found i
Appendix A of this document.

Please note: Elements and related attributes included in thiefdhg guidelines are presented in the order inciwhi
they are used in an EAD encoded finding aid. Adrignical representation of "parent” tags is prodideneath
most element headings, to assist the user in argehtm- or herself within the finding aid.

Attribution note: The condensed version of the UMA Best Practice @lirids is based on the University of
Minnesota LibrarieBBest Practices and Application Guidelines for Creating EAD Finding Aids at the University of
Minnesota Libraries, version 2.1.
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Working Definitions

7~ M | <titlestmt><titleproper encodinganalog="title" >Inventory of the
\:ﬁ Brigham Y oung College recor ds</titleproper ><titlestmt>
Examp;i

® Tag: refers to the XML markers that enclose an elematdts value (i.e., <...>and </...>

® Element: refers to an individual EAD datum, representingnarkup by a start tag <...> and end tag </...>

® Child element: refers to any element nested within another elémen

® Attribute: refers to named properties of an element that maag different values; attributes qualify elements.
The relationship between an attribute name anéhfbemation (or “value”) it contains is show by aguals
sign =. Quotation marks surround the data valu.gource="lcsh” where “source” is the attribnme and

“Icsh” is the attribute value)

® Content: refers to the information that goes between thgriméng and ending tags of an element.
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Guidelines

encodinganalog Encoding Analog Attribute

The encoding analog attribute is used throughau&hD finding aid to indicate a field or element in
another descriptive encoding system to which an EAdinent is comparable. For UMA finding aids,
encodinganalog is used throughout the finding aithdicate the corresponding Dublin Core element.
These attribute values should be the same for dirating aid and are included as part of the Mirlima
Requirements template in Appendix A.

<ead>

This element and its related attributes must blidee exactly as shown in the Minimum Requirements
template (see Appendix A).

<eadheader> EAD Header

<ead><eadheader>

This is the first section of an EAD encoded findaid. Most of the information in theeadheader >, its
child elements, and particularly its attributesstsndard and need not be changed for each firadéhg
Therefore, units using a template for EAD encodihguld include this information in the templatetisat
it need not be manually entered each time.

Attributes for <eadheader>:
langencoding="is0639-2b"
scriptencoding="is015924"
relatedencoding="dc"
repositoryencoding="is015511"
countryencoding="is03166-1"
dateencoding="is08601"

<eadid> EAD ldentifier

<ead><eadheader ><eadid>

Attributesfor <eadid>:

® countrycode="US"

® mainagencycode="US-[MARC Repository Code]"

® publicid="-//[[Name of Institution]::[Name of Subdsion]//TEXT (US::[MARC Repository
Code]::[uniquefilename].xml::[Name of collectiodpN"

® encodinganalog="identifier"

The publicid attribute value must be formedctly as noted above, filling in the name of the unig th
unique file name for the finding aid, and the nahéhe collection in the places indicated above
(without the square brackets).

Creating unique filenames:
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Each document must have a unique filename. The bi\established the following file naming
requirements for finding aid files submitted to ttensortium’s union database:

® Filenames consist of the repository’s MARC repayittode, followed by the repository
collection number (find your institution’s MARC cedht
http://www.loc.gov/marc/organizations/orgshome.litselarchés

® Filenames should end with an .xml extension (XMetapplies this)
® Filenames should contain no spaces or dashes
® Filenames may include upper and lowercase lettersbers, and underscores

Filename examples:

UU_Ms0517.xml UU is the MARC code for the Uaiigity of Utah, Ms0517 is the collection
number assigned to the collection by the Universitytah Special Collections

UPB_UA1030.xml UPB is the MARC code for Brighafoung University, UA1030 is the
collection number assigned to the collection bylth€om Perry Special
Collections

The full filename has the extension .xml, whichuldde used in the publicid attribute (see above
example). However, do not include the .xml extensn the text between the opening and closing
<eadid> tags. Note that these two occurrences of the eaditber (in the publicid attribute and in the text
of the <eadid> element) should be the same except for the .xtehsion in the full filename as it appears
in the publicid attribute. However, theigitid> that appears in thearchdesc><did> may be in a different
format than the eadid>. For example, theeadid> may be: UPB_MSS1970 and thenitid> may be

MSS 1970.

= <eadid countrycode="US" mainagencycode="UPB" puditit-//University of
Utah::Marriott Library Special Collections//TEXT @J:UU::UU_Ms0517.xml::Maurice
Abravanel papers)//EN" encodinganalog="identifi&y%» Ms0517</eadid>

0

Example

<titleproper> Title Proper of the Finding Aid

<ead><eadheader ><filedesc><titlestmt><titleproper >

Attributesfor <titleproper>:
encodinganalog="title"

This is the title of the finding aichot the title of the collection. It may include the leation dates wrapped
in a date tag.

<titleproper encodinganalog="title">Inventory oktEkrnest L. Wilkinson papers</titleproper>

<titleproper encodinganalog="title">Inventory ottBrigham Young University Department
Example of History records, <date era="ce" calendar="gregornormal="1970/1990"
encodinganalog="date">1970-1990</date></titleproper
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Additionally, UMA includes a filing title in a secal <itleproper> tag that is used for browse displays.
Encode thdiling title of the collection being described. Note that ihied title is a modified form of the
title used for sorting lists of collection titles.

For papers created by, collected around, or agedcvwith an individual, the filing title should hiegwith
that person’s last name, followed by the first naand optional middle initial surrounded by parests
When the collection is named for two individualsorghare the same name, place the last name at the
beginning of the filing title, and list both namesd, optionally, a middle initial in parenthesest F
individuals who do not share a last name, listrtiost appropriate name first, with correspondingt fir
name following in parentheses, and then the setamichame with its corresponding first name in haot
set of parentheses. Corporate names and familysiahwaild generally be listed just as they are.

Filing titles should not include dates. The atttéiype should be given the value "filing", amattrender to
"nodisplay"”.

<titleproper type="filing" altrender="nodisplay">\Winson (Ernest L.) papers</titleproper>

<titleproper type="filing" altrender="nodisplay">lté&s (Franklin S. and Estelle)
papers</titleproper>

<titleproper type="filing" altrender="nodisplay">Wer State University Department of
History records</titleproper>

<author> Author

<ead><eadheader ><filedesc>><titlestmt><author>

Name of the person(s) or institution(s) respondibtehe intellectual content of the encoded firgdaid.

p

<author encodinganalog="creator">James Smith</sgoens

4

Exampl

(¢}

<sponsor> Sponsor
<ead><eadheader ><filedesc>><titlestmt><sponsor>

Name(s) of institution(s) or individual(s) who emsled, financed, or arranged the acquisition, apalai
and processing of the described materials or thpgyation and distribution of the finding aid.

@ <sponsor encodinganalog="contributor">Library Seegi and Technology Act (LSTA) grant,
==, 2007-2008</sponsor>

Example

<publicationstmt> Publication Statement

<ead><eadheader ><filedesc><publicationstmt>

EAD Best Practice Guidelines Version 1.2.2 Page 7
Revised March 2008



This element refers to the "publisher" of the firglaid, i.e., the institution responsible for makthe EAD
document available. It is not necessary to iderlifyindividual unit at this point. With the extiem of
the year of publication for the finding aid (encdde the date> sub-element), the information in the
<publicationstmt> is boilerplate text which can be incorporated i@&ch unit's template.

<langusage> L anguage Usage
<ead><eadheader ><pr ofiledesc><langusage>

This element indicates the language offhading Aid, not the language of the materials in the colbecti
Please seelangmaterial> L anguage M aterial for information on describing the language of the
materials in the collection.

The sub-elementlanguage> must be used within thelangusage> element.

Attributesfor <language>:
® encodinganalog="language"
® langcode="eng"

® scriptcode="Latn"

As the majority of finding aids produced by UMA fitstions are written in English, the value of the
attribute langcode will most often be "eng". Fading aids in other languages, use the three-lettde
from thelSO 839-2b list for languages identify the code for the language of the figdaid. If no one
language is predominant, use "mul" (multiple).

|
/

.,i

=

gmmi’llﬂl\

<langusage>Finding aid written in <language enagaiiralog="language" langcode="eng"
scriptcode="Latn">English</language> in Latin stkglangusage>

Example

<archdesc> Archival Description

<ead><archdesc>

This is the second major section of an EAD encditeting aid.

Attributes:
® |evel="[Level of Description]"

EAD is capable of describing resources at varieusls, from collection to item-level. Possible
values of this attribute include: "collection”, &@dgrp”, "series", "subgrp"”, "subseries", "file",
and "item".
® type="inventory"
Value of this attribute may also be set to "ac@sssi
® relatedencoding="dc"
<did> Descriptive | dentification

<ead><archdesc><did>
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The did> element, when used as a direct child elementarthdesc>, functions as a container for a
group of elements which together provide a sumrhéjographic description of the collection as aaleh

<respository> Repository
<ead><ar chdesc><did><repositor y><cor pname>

Name of UMA institution in its Library of Congrestame Authority form. As this will be standard for
each institution, it can be incorporated into eiastitution’s template.

Attributes:
® encodinganalog="publisher"

<unitid> ID of the Unit

<ead><archdesc><did><unitid>

The call number or collection number. Correspandfie number used in the [uniquefilename], pathef
publicid attribute in theceadid>. Note that these two elements do not need to tmeafibed exactly the
same. See discussion regarding <eadid> for clafifin.

Attributes:

® encodinganalog="identifier"

® countrycode="US"

® repositorycode="US-[MARC Repository Code]"

<eadid countrycode="US" mainagencycode="UPB" pudhit-//Brigham Young
University::L. Tom Perry Special Collections//TEXT
(US::UPB::UPB_MSS1970.xml::-Thomas Alexander pap#Es)"
encodinganalog="identifier">UPB_MSS1970</eadid>

o

I
||

m
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S
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<unitid encodinganalog="identifier" countrycode="U®positorycode="US-
UPB">MSS 1970</unitid>

<unittitle> Title of the Unit
<ead><ar chdesc><did><unittitle>

Attributes:
® encodinganalog="title"

Content:
Title of the collection described in the findinglahot including the dates of the collection. UssGR?2
capitalization rules (i.e. capitalize the first wand proper nouns only).

<unitdate> Date of the Unit
<ead><archdesc><did><unitdate>

Attributes:
® normal="[normalized dates of the collection]"
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See the full UMA BPG (p. 2-4) for information onmaalizing dates (see also example below).
Normalization of<unitdate> elements will allow for consistent seargtof dates.

e type="bulk" and type="inclusive"

Most collections will have a single date rangeyespnting the inclusive date range of materials in
the collection. However, some collections may atstude bulk dates, indicating that a majority
of the material is from a more limited time spdtor collections with bulk as well as inclusive
datesfwo <unitdate> elements should be included, the first with attiédype="inclusive" and

the second witlype="hbulk". The label attribute should be used only in tieusive<unitdate>
element (see example below).

<unitdate type="inclusive" era="ce" calendar="gregn" normal="1915/1960"
encodinganalog="date">1915-1960</unitdate>

|

p

¢

Example | <unitdate type="bulk" era="ce" calendar="gregoriantmal="1950/1960"
encodinganalog="date">(bulk 1950-1960)</unitdate>

<physdesc> Physical Description
<ead><ar chdesc><did><physdesc><extent>

Description of the extent or size of the collecti@an be in linear feet, cubic feet, number of lsoxtc. No
one format is recommended; each unit should fotleeir own practice. It is recommended, howeveat th
both an indication of linear feet and the numbecaftainers be included, if practical.

!

{
I

/! ‘

|
"

2

<physdesc><extent encodinganalog="format">6 bogdméar
ft.)</extent></physdesc>

m P
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<abstract> Abstract

<ead><archdesc><did><abstract>

Use for a very brief summary of collection contgf®s3 sentences) at the highest level (Use
<scopecontent> for a fuller description). The iexthe top-level <abstract> element is displayeddarch
result lists presented in the UMA finding aids datse. The abstract should provide the user wibligim
information to make a decision of whether or notitw the complete finding aid.

Attributes:
® encodinganalog="description"

<langmaterial> Language of the Material

<ead><ar chdesc><did><langmaterial>

This is the where the language(s) of the mateiriaiise collection is/are identified. Please see
<langusage> L anguage Usage for information on describing the language of timelihg aid.
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The child elementlanguage> L anguage must be used withislangmaterial>, unless the collection
consists completely of non-textual materials.

Attributesfor <language>:
® |angcode="[ISO 639-2b language code]"

Use the three-letter code from 80 839-2b list for languagés identify the language of the
majority of the materials in the collection. Thede for English is "eng". If no one language is
predominant, use "mul" (multiple).

® encodinganalog="language"

Content:
A prose statement naming the language(s) of themad in the collection or unit. One or more laage
name(s) are enclosed in nested <language> tags.

<langmaterial>Collection materials are in <langukggcode="eng"
encodinganalog="language">English</language>.<fzaigrial>

Wherethe majority of the material isin English:

<langmaterial>Most of the collection is in <langedgngcode="eng"
encodinganalog="language">English</langauge>, s@me material in French and
Latin.</langmaterial>

Wher e two languages are used roughly equally:

<langmaterial>Collection materials are in <langukggcode="mul"
encodinganalog="language">Russian and Ukrainiangllage>.</langmaterial> [the Russian
and Ukrainian components of the collection are htyigqual]

Wherethe collection consists completely of non-textual materials:
<langmaterial>No textual or other language mateaé included in the
collection.</langmaterial>

<scopecontent> Scope and Content
<ead><ar chdesc><scopecontent>

An often detailed narrative regarding the mateiiatthe collection. Should not be used for biogieghor
historical information; usebioghist> for that purpose. In new finding aids, biographtdatorical
information<bioghist> and scope and content informatistopecontent> should be as separate as is
practical, to facilitate searching in the onlinevieonment.

However, legacy finding aids may have both biogregithistorical information and scope and content
information in one long narrative. Due to the antaafriwork required, institutions may decline to asgie

the biographical/historical information from theope and content information when reformatting firedi
aids. In this case, this information should beudeld as a scope and content note.

<accessr estrict> Conditions Gover ning Access
<ead><ar chdesc><accessrestrict>

Used to describe any specific restrictions to thikection or parts of the collection. Do not usis tlement
simply to state that the materials are non-circudat

| <accessrestrict encodinganalog="rights"><p>Privasyricted until 2025; permission to use
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materials must be obtained from the SupervisoredeRnce Services.</p></accessrestrict>

|!II'$ |
# }— )
i

<accessrestrict encodinganalog="rights"><p>Condit&stricted.</p></accessrestrict>

m
X
Q
S
k=1
o

<subject> Subject

<ead><ar chdesc><contr olaccess><subject>

Includes subject terms representing the contetiteofmaterials described in the finding aid. Termes a
taken from the UMA subject browse lists.

Attributesfor <subject>:

» altrender="nodisplay"

e source
The source attribute may be set to eitlmaabroad or umanarrow depending on the origin of the
term.

<subject altrender="nodisplay" source="umabroad'ti&ld ife and Customs</subject>

<subject altrender="nodisplay" source="umanarrowty@nd Town Life</subject>
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<dsc> Description of Subordinate Components

<ead><ar chdesc><dsc>

This is the third section of an EAD encoded findaid, often called the Container List. Use of oksc>
is optional; however, many finding aids will inckuthis type of information.

Attributes:
o type="[Type of Component Description]"

While UMA does not prescribe a particular type ofmponent part presentation, it strongly
encourages repositories to use the “combined” amirovhere each major subdivision is
described and immediately followed by a contairgrdt one or more narrower levels.

"Combined" facilitates stylesheet manipulation afltinlevel finding aids. For finding aids that
include a narrative description of major subdivisipsuch as series and subseries, but that lack an
item-level container list, use "analyticover". Fimding aids that lack any major subdivisions and
consist only of a high-level description followey &n item-level container list, use "in-depth".

<c0x> Component levels

<ead><ar chdesc><dsc><c01>

Each component elemeqtOx> is repeatable an infinite number of times withie tevel directly above it
hierarchically. For example, an unlimited numbexc®1> elements can occur within tkelsc>, each
<c01> can have an unlimited number<af02>'s (or none), and so on. However, strict hieraroiust be
followed; <c03> cannot exist directly withirc01>.

Attributes:
» level="[Level of Collection Described]"

Each<cOx> must have a level attribute indicating the hienaral level of the part of the collection
described in thateOx> element. Level attribute values should be appiedonsistently as possible.
Options for level attribute values are listed ia BAD Tag Library Level attribute values include:

o file
e jtem
e series

e subseries
» collection
e recordgrp
* subgrp

o otherlevel

If an appropriately named level isn't in the appgdvist, the value otherlevel should be used, in
conjunction with the otherlevel attribute. The nafimethe level used must be entered free-text into

the attribute value. Possible otherlevel valuetiohe "accession", "sub-subseries”, and "sub-file".

<c01 level="series">

<c01 level="otherlevel" otherlevel="accession">
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Example |

<container> Container
<ead><ar chdesc><dsc><c01><did><container>

Each item in &cOx> that has the type of "file" or "item" should hawveontainer element. Each
<container> tag should have type attribute.

Attributes:
e type="[Type of Container]"

Possible values for the "type" attribute include:

e box

e carton

» folder

*  box-folder
e item

» frame

e reel

* reel-frame
e oversize

e volume

e album

* map-case
» folio

» verticalfile

type attributes should be applied as consistently asipte.

<unittitle><unitdate> Component-level Dates & Titles

<ead><archdesc><dsc><c01><did><c02><did><unittitle>
<ead><ar chdesc><dsc><c01><did><c02><did><unitdate>

All component levels must have anrittitle>. If the title of a component level consists oofithe dates of
its contents, do not enter the date(s) as theofekie <unittitle>. Instead, create augittitle>. For
example, the text in theunittitle> of the parent component could be repeated irtiméttitie>.

For example, in the case where you have a seriegsting of folders of correspondence, and the only
titles on the folders are the dates of the cornedpnce, format the section as follows (assume iaddit
<c02> components formatted like this one):

<c01 level="series">
<did>
<unittitle encodinganalog="title">Correspondentmittitie>
<unitdate encodinganalog="date" normal="1924/1'98924-1984</unitdate>
Example </did>
<c02 level="file">
<did>
<container type="box">1</container>
<unittitte encodinganalog="title">Cospondence</unittitle>
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<unitdate encodinganalog="date" normal="192301'91924-

1930</unitdate>
<physdesc><extent encodinganalog="fttaTafolders</extent></physdesc>
</did>
</c02>
</c01>
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Appen diX A Minimum Requirements for EAD Finding Aids at UMAsfiuions

Template for Minimum Level Mark-up:

Key to color coding for minimum level mark-up:

Textin blue = XML mark-up required

Textinred = XML mark-up required if applicabl

Text in black = Content required

Text in gray = Content required if
applicable

<?xml version="1.0" encoding="UTF-8"?>

<?xml-stylesheet type="text/xsl" hreftame of stylesheegkl"?>
<ead xmIns="urn:isbn:1-931666-22-9" xmIns:xsi="hitpww.w3.0rg/2001/XMLSchema-instance"
xmins:xlink="http://www.w3.0rg/1999/xlink" xsi:scimealocation="urn:isbn:1-931666-22-9
http://www.loc.gov/ead/ead.xsd">
<eadheader

langencoding="is0639-2b"

scriptencoding="is015924"

relatedencoding="dc"

repositoryencoding="is015511"
countryencoding="is03166-1"
dateencoding="is08601">

<eadid
countrycode="US"
mainagencycode="UBMARC Repository Code]
publicid="-/[Name of Institution}[Name of SubdivisiomfTEXT
(US:IMARC Repository CodeJuniquefilenamekmi::[Name of
Collection)//EN" encodinganalog="identifier">

[uniquefilename]
</eadid>

<filedesc>
<titlestmt>
<titleproper encodinganalog="title">
[Title of Finding Aid]
</titleproper>
<titleproper type="filing" altrender="nodisplay
[Filing Title of Finding Aid]
</titleproper>
<author encodinganalog="creator">
[Finding Aid Author]
<sponsor encodinganalog="contributor">
[Sponsor of Finding Aid Encoding/Content]
</sponsor>
<ftitlestmt>
<publicationstmt>
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<publisher encodinganalog="publisher">
[Name of Institution]
</publisher>
<address>
<addresslindqAddress of Institutiond/addressline>
<addresslindAdditional Address Informatioryaddressline>
<addresslingPhone Number of Institutior]addressline>
<addresslindEmail Address of Institutioryaddressline>
</address>
<date era="ce" calendar="gregorian" norma¥Y¥" encodinganalog="date'f¥ ear of
Publication of the Finding Aid]date>

</publicationstmt>
<[filedesc>

<profiledesc>
<langusage>Finding aid written in
<language encodinganalog="language" langcoeled:"sciptcode=Latn">
English
</language> in Latin script.
</langusage>
</profiledesc>

</eadheader>

<archdesc levelfLevel of Description] type="inventory" relatedencoding="dc">

<did>
<repository>
<corpname encodinganalog="publishgiame of Institutiond/corpname>

</repository>
<unitid

encodinganalog="identifier"

countrycode="US"

repositorycode="UMARC Repository Code}

[Call Number or Collection ID Number assigned bygtitution]
</unitid>
<unittitle encodinganalog="title">

[Title of Collection]

</unittitle>

<unitdate
type="inclusive"
era="ce"

calendar="gregorian"
normal="YYYY/YYYY"
encodinganalog="date">
[Inclusive Dates of Collection]
</unitdate>
<physdesc>
<extent encodinganalog="format">
[Size of Collection in Number of Boxes or Foldemsléor in linear feet, e.g.:

6 boxes (3 linear ft.)]
</extent>
</physdesc>
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<abstract encodinganalog="description">
[Three or Four Sentence Description of Collection]
</abstract>
<langmaterial>
<language langcodefFSO 639-2b CodeJencodinganalog="language">
[Language of Collection Material]
</language>
</langmaterial>
</did>

<scopecontent encodinganalog="description">

<p>[Narrative Summary of the Contents of the Collatjp>
</scopecontent>
<accessrestrict encodinganalog="rights">

<p>[Narrative Description of any Restrictions on Acsles>
</accessrestrict>

<controlaccess>

<subject altrender="nodisplay" sourcfSource of Termp[Subject Term from UMA

Browse Vocabularysubject>
</controlaccess>

</archdesc>

</ead>
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Examples of Encoding for <dsc> at UMA Institutions:

Key to color coding for <dsc> mark-up:

Text in blue = XML mark-up required if <dsc>used
Textinred = XML mark-up optional

Text in black = Content required if <dsc> i®dS
Text in gray = Content optional

Note: Use of the <dsc> is optional. However, if a <dscused, the examples below provide
guidelines for minimal required and suggested o@tionark-up in order to ensure that finding
aids are displayed and searched correctly in théUinting aid database.

Example 1. Collection hasno series (ssmplefolder list)

<dsc type="in-depth">
<c01 level="file">
<did>
<container type="box'fBox Numberk/container>
<container type="folder"f~older Number/container>
<unittitle encodinganalog="title">
[Title of Folder]
</unittitle>
<unitdate encodinganalog="date">
[Inclusive Dates of Folder Contents]
</unitdate>
<physdesc>
<extent encodinganalog="format">
[Number of Folders (if more than one), volume, tires items]
</extent>
</physdesc>
</did>
<scopecontent encodinganalog="description">
<p3Summary of folder contentsp>
</scopecontent>
</c01>
</dsc>
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Example 2: Collection isorganized into series

<dsc type="combined">
<c01 level="series">
<did>
<unittitle encodinganalog="title">
[Title of Series]
</unittitle>
<unitdate encodinganalog="date">
[Inclusive Dates of Series]
</unitdate>
</did>
<scopecontent encodinganalog="description">
<p>Summary of Series]p>
</scopecontent>

<c02 level="file">
<did>
<container type="box'fBox Numberk/container>
<container type="folder"f~older Number/container>
<unittitle encodinganalog="title">
[Title of folder],
</unittitle>
<unitdate encodinganalog="date">
[Inclusive Dates of Folder Contents]
</unitdate>
<physdesc>
<extent encodinganalog="format">
[Number of Folders (if more than one), volume, thves items]
</extent>
</physdesc>
</did>
<scopecontent encodinganalog="description">
<p{Summary of Folder Contentgp>
</scopecontent>
</c02>
</c01>
</dsc>

Note: The examples above are not intended to be extalmsit merely to illustrate a general
pattern and indicate the minimum set of tags thatikl be used if a <dsc> is included in the
finding aid. In more complex collections, <c02> ni@ya subseries, rather than a file, and each
<c02> may contain one or more <c03> elements wimaii be subseries or files.
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Appendix B: Example Finding Aids

Example 1: Minimum-Level Finding Aid With No Container List

<?xml version="1.0" encoding="UTF-8"?>
<?xml-stylesheet type="text/xsl" href="sample.xs{"?
<ead xmlIns="urn:isbn:1-931666-22-9" xmlIns:xsi="hitpww.w3.0rg/2001/XMLSchema-instance"
xmins:xlink="http://www.w3.0rg/1999/xlink" xsi:scmeal.ocation="urn:isbn:1-931666-22-9 http://www.loovgead/ead.xsd">
<eadheader

langencoding="is0639-2b"

scriptencoding="is015924"

relatedencoding="dc"

repositoryencoding="is015511"
countryencoding="is03166-1"
dateencoding="is08601">

<eadid
countrycode="US"
mainagencycode="US-UPB"
publicid="-/Brigham Young UniversityL. Tom Perry Special CollectioHSEXT
(US:UPB::UPB_VMSS777xml::Abraham O. Woodruff diaries and correspondgieal”
encodinganalog="identifier">
UPB_VMSS777
</eadid>

<filedesc>
<titlestmt>
<titleproper encodinganalog="title">
Register of the Abraham O. Woodruff diaries andegpondence
</titleproper>
<titleproper type="filing" altrender="nodisplay
Woodruff (Abraham O.) diaries and correspondence
<[titleproper>
<author encodinganalog="creator">
David Whittaker
</author>
<sponsor encodinganalog="contributor">
Library Services and Technology Act (LSTA) grar@0Z-2008
</sponsor>
<ftitlestmt>
<publicationstmt>
<publisher encodinganalog="publisher">
L. Tom Perry Special Collections
</publisher>
<address>
<addressling#arold B. Lee Library/addressline>
<addresslinéBrigham Young Universityg/addressline>
<addressline®rovo, Utah 8460%/addressline>
<addressliné2hone: 801/422-31%addressline>

<addressline®mail: specialcollections@byu.edladdressline>
</address>
<date era="ce" calendar="gregorian" normag93' encodinganalog="date2003</date>
</publicationstmt>
</filedesc>

<profiledesc>
<langusagebinding aid written in
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<language encodinganalog="language" langcoeteg:'"sciptcode=Latn"> English
</language>n Latin script.
</langusage>
</profiledesc>

</eadheader>
<archdesc level=bllectior' type="inventory relatedencoding="dc" >

<did>
<repository>
<corpname encodinganalog="publishe&r"¥om Perry Special Collectior&orpname>
</repository>
<unitid
encodinganalog="identifier"
countrycode="US"
repositorycode="USB">
Vault MSS 777
</unitid>
<unittitle encodinganalog="title">
Abraham O. Woodruff diaries and correspondence

</unittitle>

<unitdate
type="inclusive"
era="ce"

calendar="gregorian"
normal=1894/1904
encodinganalog="date">
1894-1904
</unitdate>
<physdesc>
<extent encodinganalog="format">
3 boxes
</extent>
<extent encodinganalog="format">
(3 linear ft.)
</extent>
</physdesc>
<abstract encodinganalog="description">
Abraham O. Woodruff (1872-1904) was a missionany am apostle in the Church of Jesus Christ of L-alsgy
Saints.Collection includes diaries and correspondence frdran Woodruff was serving on a mission to Germatso included is
extensive correspondence between Woodruff and afh@stles and church leaders.
</abstract>
<langmaterial>
Collection materials are inlanguage langcodeetidg' encodinganalog="languageEnglish</language>and
<language langcodegeér' encodinganalog="languageGermar/language>
</langmaterial>
</did>

<scopecontent encodinganalog="description">
<p>The Abraham Owen Woodruff Collection consists efrjaals, notebooks, letters, and other miscellanéeunss. The
journals deal primarily with Woodruff's serviceasissionary to Germany between 1894 and 1896.r@theals document his life
after his return to Utah. The letters include cgpendence between Woodruff and other family memleckiding correspondence
from his time as a missionary. Some of this comesignce is written in German.</p>
<p>The collection also includes a number of gareated by Helen Winter, Woodruff's first wifec¢luding dried
plants, a book of music, and a notebook.</p>
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<p>Woodruff's writings document the history bé&tChurch of Jesus Christ of Latter-day Saintseénn@any at the close
of the 19th century. It also includes various lettieom Church leaders written during his servise&a apostle, which include
correspondence dealing with efforts to settle Marsim the Big Horn Basin of Wyomingp>
</scopecontent>
<accessrestrict encodinganalog="rights">
<p>Open for public researctip>
</accessrestrict>

<controlaccess>
<subject altrender="nodisplay" source="umabro&®ligion</subject>
<subject altrender="nodisplay" source="umanafpeMormonism (Church of Jesus Christ of Latter-day
Saints/subject>
</controlaccess>

</archdesc>

</ead>
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Example 2: Minimum-Level Finding Aid With Container List

<?xml version="1.0" encoding="UTF-8"?>
<?xml-stylesheet type="text/xsl" href="sample.xsl"?
<ead xmlIns="urn:isbn:1-931666-22-9" xmlIns:xsi="hitpww.w3.0rg/2001/XMLSchema-instance"
xmins:xlink="http://www.w3.0rg/1999/xlink" xsi:scmeal.ocation="urn:isbn:1-931666-22-9 http://www.loovgead/ead.xsd">
<eadheader

langencoding="is0639-2b"

scriptencoding="is015924"

relatedencoding="dc"

repositoryencoding="is015511"
countryencoding="is03166-1"
dateencoding="is08601">

<eadid
countrycode="US"
mainagencycode="US-UPB"
publicid="-/Brigham Young UniversityL. Tom Perry Special CollectioHSEXT
(US:UPB::UPB_VMSS777xml::Abraham O. Woodruff diaries and correspondeieél”
encodinganalog="identifier">
UPB_VMSS777
</eadid>

<filedesc>
<titlestmt>
<titleproper encodinganalog="title">
Register of the Abraham O. Woodruff diaries andegpondence
</titleproper>
<titleproper type="filing" altrender="nodisplay
Woodruff (Abraham O.) diaries and correspondence
</titleproper>
<author encodinganalog="creator">
David Whittaker
</author>
<sponsor encodinganalog="contributor">
Library Services and Technology Act (LSTA) grar@0Z-2008
</sponsor>
</titlestmt>
<publicationstmt>
<publisher encodinganalog="publisher">
L. Tom Perry Special Collections
</publisher>
<address>
<addressling#arold B. Lee Library/addressline>
<addresslinéBrigham Young Universityg/addressline>

<addresslineProvo, Utah 8460%/addressline>
<addressline®hone: 801/422-31%addressline>

<addressline®mail: specialcollections@byu.edladdressline>
</address>
<date era="ce" calendar="gregorian" normaB3' encodinganalog="date2003</date>
</publicationstmt>
<[filedesc>

<profiledesc>
<langusagebinding aid written in
<language encodinganalog="language" langcoelag-'sciptcode=Latn"> English
</language*n Latin script.
</langusage>
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</profiledesc>
</eadheader>
<archdesc level=bllectior' type="inventory relatedencoding="dc" >

<did>
<repository>
<corpname encodinganalog="publishé&r"¥om Perry Special Collectior&orpname>
</repository>
<unitid
encodinganalog="identifier"
countrycode="US"
repositorycode="USPB">
Vault MSS 777
</unitid>
<unittitle encodinganalog="title">
Abraham O. Woodruff diaries and correspondence

</unittitle>

<unitdate
type="inclusive"
era="ce"

calendar="gregorian"
normal="1894/1904
encodinganalog="date">
1894-1904
</unitdate>
<physdesc>
<extent encodinganalog="format">
3 boxes
</extent>
<extent encodinganalog="format">
(3 linear ft.)
</extent>
</physdesc>
<abstract encodinganalog="description">
Abraham O. Woodruff (1872-1904) was a missionany am apostle in the Church of Jesus Christ of L-akbg
Saints.Collection includes diaries and correspondence frdran Woodruff was serving on a mission to Germatso included is
extensive correspondence between Woodruff and afh@stles and church leaders.
</abstract>
<langmaterial>
Collection materials are inlanguage langcodeetig’ encodinganalog="languageEnglish</language>and
<language langcodegeér' encodinganalog="languageGermar/language>
</langmaterial>
</did>

<scopecontent encodinganalog="description">
<p>The Abraham Owen Woodruff Collection consists afrfaals, notebooks, letters, and other miscellanéeuss. The
journals deal primarily with Woodruff's serviceasissionary to Germany between 1894 and 1896.r@theals document his life
after his return to Utah. The letters include cgpendence between Woodruff and other family memleckiding correspondence
from his time as a missionary. Some of this comesignce is written in German.</p>
<p>The collection also includes a number of gemreated by Helen Winter, Woodruff's first wifecluding dried
plants, a book of music, and a notebook.</p>
<p>Woodruff's writings document the history b&étChurch of Jesus Christ of Latter-day Saintsenn@ny at the close
of the 19th century. It also includes various lettieom Church leaders written during his servise@a apostle, which include
correspondence dealing with efforts to settle Marsim the Big Horn Basin of Wyoming/p>
</scopecontent>
<accessrestrict encodinganalog="rights">
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<p>Open for public researctip>
</accessrestrict>

<controlaccess>
<subject altrender="nodisplay" source="umabro&®ligion</subject>
<subject altrender="nodisplay" source="umanaflraMormonism (Church of Jesus Christ of Latter-day
Saints/subject>
</controlaccess>

<dsc type=ih-depth’>
<c01 level=file">
<did>
<container type="box'b</container>
<container type="folder'®</container>
<unittitle encodinganalog="titl&"
Journal
</unittitle>
<unitdate encodinganalog="date" normag94-01-23/1894-10-3%
1894 January 23-October 31
</unitdate>
<physdesc>
<extent encodinganalog="format">
lv.
</extent>
</physdesc>
</did>
<scopecontent encodinganalog="description">
<p=Journal includes his arrival in Germany and workima around Berlir/p>
</scopecontent>
</c01>
<l-- Container list could continue below -->
</dsc>

</archdesc>

</ead>
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