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Good morning everybody. I am Erin Rose, the metadata cataloger for the Cataloging 
Maintenance Center, and I am here today to talk about cataloging archival and special 
collections. I’m going to start by defining archives and special collections since in the 
context of what the CMC catalogs, the definition of special collections is a little 
different.

Archives are defined by Purdue University as containing “... one-of-a-kind materials 
such as diaries, letters, and photos that are preserved because these materials have 
long-term value for research.” 
https://guides.lib.purdue.edu/c.php?g=352889&p=2378056

Special collections, in the context of this presentation, are defined by Purdue 
University, again, as “... a group of items, such as rare books or documents, that are 
either irreplaceable or unusually rare and valuable.” 
https://guides.lib.purdue.edu/c.php?g=352889&p=2378065

I will be saying “archival collections” for the most part because my background is in 
archives and it is what I am used to referring to, but please note that a lot of special 
collections see the same cataloging treatment that I am going to outline.
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Agenda

 Archives vs. Libraries
 Describing Archives: A Content 

Standard (DACS)
 Finding aids
 Dublin Core and MARC21
 MARC21 Field Formation
 Encoded Archival Description 

(EAD)/Extensible Markup 
Language (XML)

 MARC21 fields : Local-use fields, 
restrictions, etc.

 Wrap-up, questions
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The agenda for this presentation is as follows:
• We will start by looking at the differences between archives and libraries.
• Move into a brief overview of Describing Archives: A Content Standard, commonly 

referred to as DACS.
• Look at finding aids.
• Look at Dublin Core and how your finding aids will apply themselves to DC, and 

how that translates to MARC21 by reviewing a fantastic crosswalk map, then 
briefly peek at EAD and XML (I will not be going into great detail on this but want 
you all to be aware of what it looks like so that it can hopefully be less “scary”).

• Review MARC21 fields that aren’t used as often when cataloging books, but that 
can be seen more regularly in creating an archival record, look at local fields and 
notes regarding restrictions or other special characteristics of an archival or special 
collection.

• And then finally wrap it all up and give time for questions.
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A
rchives vs. Libraries
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https://researchguides.library.wisc.edu/womenshistoryinarchives/libraries-archives

In order to understand the difference between cataloging special and archival 
materials and other materials, I felt that it would be best to look at what the 
difference between archival and library repositories is. Libraries collect and provide 
access to published materials, whereas archives and special collections collect and 
provide access to unpublished materials. This isn’t necessarily static, as archives can 
and will retain published materials, depending on the rarity of an item and its 
relationship to a collection.

https://researchguides.library.wisc.edu/womenshistoryinarchives/libraries-archives
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How is this different?

It’s the same basic concept! However, 

you will see:

• Different fields and subfields

• Different applications

4https://madison.com/wsj/news/local/govt-and-politics/wisconsin-historical-society-museum-seeks-to-wow/article_67ffece9-920b-5ebd-93e9-
e457bb61d9a2.html

So, you may be wondering how cataloging archival and special collections is different 
from the cataloging that we are accustomed to, and the great news is that it’s 
fundamentally the same concept. In both scenarios, we are cataloging materials to 
make them findable by researchers, so in all situations, we are looking at what 
information is important to that process – what will our target market be searching 
for?
The differences that you will encounter, for the most part, are different fields and 
subfields, and different applications, or templates, for how you code that same 
information.
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Describing Archives: 
A Content Standard 
(DACS)

“An output-neutral set of rules for 
describing archives, personal 
papers, and manuscript collections, 
and can be applied to all material 
types.”

“DACS facilitates consistent, 
appropriate, and self-explanatory 
description of archival materials and 
creators of archival materials.”
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To describe archival collections, most archivists refer to Describing Archives, A 
Content Standard, known most commonly as DACS. DACS is “an output-neutral set of 
rules for describing archives, personal papers, and manuscript collections, and can be 
applied to all material types.” It also “Facilitates consistent, appropriate, and self-
explanatory description of archival materials and creators of archival materials.”

DACS is commonly used to describe archival collections and materials.

Definitions from:
https://www2.archivists.org/groups/technical-subcommittee-on-describing-archives-
a-content-standard-dacs/describing-archives-a-content-standard-dacs-second-
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Principles of DACS

Principle 1: Records in archives possess unique characteristics. 

Principle 2: The principle of respect des fonds is the basis of archival arrangement 

and description.

Principle 3: Arrangement involves the identification of groupings within the 

material. 

Principle 4: Description reflects arrangement.

Principle 5: The rules of description apply to all archival materials, regardless of 

form or medium. 

Principle 6: The principles of archival description apply equally to records created 

by corporate bodies, individuals, or families.

DACS is based on 8 principles, and I am going to go over them briefly. You are 
welcome to ask for clarification if you would like it, and I have asked Pam to put a link 
to Describing Archives: A Content Standard into the chat, and that link is available in 
the notes section of my slides; you can find the principles and their explanations on 
the 16th-20th pages of the document, or Roman numerals XV-XIX (15-19). I will note 
that most of you attending this session right now will not use DACS when cataloging, 
but I feel like learning the basic foundations can help you think about what to 
consider when cataloging your collections.
http://files.archivists.org/pubs/DACS2E-2013_v0315.pdf

Principle 1 states that records in archives possess unique characteristics.

Principle 2 states that the principle of respect des fonds is the basis of archival 
arrangement and description. Respect des fonds, or le respect pour les fonds, is a 
principle in archival theory that proposes to group collections of archival records 
according to their fonds (or, according to the entity by which they were created or 
from which they were received).

Principle 3 states that arrangement involves the identification of groupings within the 
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material. Arrangement is the process of identifying the logical groupings of materials 
within the whole collection, and during this process, the archivist, or arranger, may 
discover smaller sub-groupings within these groupings. So, there could be a broader 
grouping of correspondence that has subgroups sorted by the sender/recipient of the 
correspondence, or by dates, and so on.

Principle 4 states that description reflects arrangement. Not only is a collection 
arranged, but it must be described, and similar to grouping and sub-grouping, some 
aspects of a collection are described in greater or lesser detail depending on their 
importance.

Principle 5 states that the rules of description apply to all archival materials, 
regardless of form or medium.

Principle 6 states that the principles of archival description apply equally to records 
created by corporate bodies, individuals, or families. This means that you would treat 
collections from any of those creators or compilers in the same manner when 
describing them.
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Principles of DACS, continued

Principle 7: Archival descriptions may be presented at varying levels of detail to 

produce a variety of outputs.

Principle 7.1: Levels of description correspond to levels of arrangement.

Principle 7.2: Relationships between levels of description must be clearly indicated.

Principle 7.3: Information provided at each level of description must be appropriate 

to that level. Relationships between levels of description must be clearly indicated. 

Principle 8: The creators of archival materials, as well as the materials themselves, 

must be described.

Principle 7 has three additional points to it; it states that archival descriptions may be 
presented at varying levels of detail to produce a variety of outputs. The extent and 
complexity of archival materials may require a more detailed description of their 
various components.

Principle 7.1 says that levels of description correspond to levels of arrangement.

Principle 7.2 states that relationships between levels of description must be clearly 
indicated.

Principle 7.3 states that information provided at each level of description must be 
appropriate to that level. Relationships between levels of description must be clearly 
indicated.

Finally, principle 8 states that the creators of archival materials, as well as the 
materials themselves, must be described. Provenance is key to the arrangement and 
description of archival collections, therefore the creator or creators of a collection are 
just as important to the description of the materials.
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This was a large amount of information that I just glossed over. The point of looking at 
these principles is to see that both book catalogers and archival catalogers look at 
very similar aspects when describing materials.
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Finding Aids

Archival repositories such as the Library of 

Congress routinely create detailed inventories, 

registers, indexes, and guides to describe their 

collections of primary source materials. These 

finding aids provide a comprehensive overview 

of a collection's scope and contents. They define 

the conditions under which a collection may be 

accessed or copied, explain its provenance, and 

contain histories of individuals and 

organizations connected with the collection. 
https://www.loc.gov/librarians/archival-description/

Archival and special collections are commonly described in finding aids, which tend 
to be based on the principles of DACS that I just covered.

Archival repositories such as the Library of Congress routinely create detailed 
inventories, registers, indexes, and guides to describe their collections of primary 
source materials. These finding aids provide a comprehensive overview of a 
collection's scope and contents. They define the conditions under which a collection 
may be accessed or copied, explain its provenance, and contain histories of 
individuals and organizations connected with the collection.

https://www.loc.gov/librarians/archival-description/
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Finding Aids
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On this slide you can see two different displays of finding aids, but they both provide 
a lot of the same information. The finding aid on the left is more complete, with a 
URL for citations, and more biography/history. The one on the right is one that I 
created that shows the basic information such as title, collection number, extent, and 
description, followed by a contents list for the collection.

A finding aid is a document that describes the important aspects of a collection, 
and that description is typically founded on the principles of DACS. Finding aids are 
great resources for human readers, but we need to make these finding aids 
machine readable so that they can be searched and shared electronically - enter 
Dublin Core!

9



Dublin Core
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Title
Subject
Description
Type
Source
Relation
Coverage
Creator
Publisher
Contributor
Rights
Date

Format
Identifier
Language
Audience
Provenance
Rights Holder
Instructional 
Method
Accrual Method
Accrual Periodicity
Accrual Policy

“A simple yet effective element set for 
describing a wide range of networked 
resources.”

“[A] small language for making a 
particular class of statements about 
resources.”

Simple and Qualified Dublin Core

Elements

Dublin Core is “A simple yet effective element set for describing a wide range of 
networked resources” and is “[a] small language for making a particular class of 
statements about resources.” Dublin core is comprised of two classes of terms --
elements (nouns) and qualifiers (adjectives) -- which can be arranged into a simple 
pattern of statements.

Simple Dublin Core boasts 15 elements, which are bolded on this slide.

You might notice that a lot of the Dublin Core elements match up to MARC21 
elements. This is because researchers are typically searching based on the same 
characteristics as those we highlight when cataloging a book, a CD, a DVD, and so on. 
When you look at different standards and schemas, you can see that they almost all 
have the same basis, but just use different terminology and templates or formats.

https://www.dublincore.org/specifications/dublin-core/usageguide/#whatis
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Comparing Finding Aid to Dublin Core Record
Finding Aid XML DC Record

11

The finding aid on the left is the one that we looked at two slides ago, and the full 
finding aid will not fit on this page. However, Pam has again provided a link to that 
finding aid in the chat so that you can see the full one if you would like to.
http://digicoll.library.wisc.edu/cgi/f/findaid/findaid-
idx?c=wiarchives;cc=wiarchives;view=text;rgn=main;didno=uw-whs-mil00231

The XML Dublin Core record on the right is one that I put together quickly just to 
show you what information goes into a Dublin Core record, and my example follows 
Simple Dublin Core. On the next slides, I will briefly go over EAD and XML. Also, as I 
mentioned earlier with DACS, you will probably not do much work in EAD and XML, 
but I feel like it is good to know what is there and how it looks so that you can 
translate and understand for yourself.
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This is a screenshot of a section of an EAD record, coded in XML.

EAD – Encoded Archival Description, is an XML standard for encoding archival finding 
aids, maintained by the Technical Subcommittee for Encoded Archival Standards of 
the Society of American Archivists, in partnership with the Library of Congress. 
(https://www.loc.gov/ead/)

XML – Extensible Markup Language: a markup language that defines a set of rules for 
encoding documents in a format that is both human-readable and machine-readable. 
(https://en.wikipedia.org/wiki/XML#:~:text=Extensible%20Markup%20Language%20(
XML)%20is,free%20open%20standards%E2%80%94define%20XML.)

EAD/XML records are machine-readable and have the same basic metadata within 
them, but like I mentioned before, they are essentially coded in a different template 
or format than MARC21. Rather than “fields,” EAD uses “Tags.” The next slide will give 
you a closer look at what the tags look like.

Image: 
https://findingaids.loc.gov/exist_collections/ead3master/mss/2018/ms018005.xml
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In this closer look at a subsection of the same record, you may see 
“relatedencoding=“MARC21”, which means that the encoding system from which 
fields are specified is MARC21. You can see that under <unittitle label=“Title” 
encodinganalog=“245$a”> what would go into MARC field 245 subfield a falls into 
that section, along with the dates and further specification of the dates. So, the total 
span of the dates and the bulk dates fall into separate sections, under what would be 
subfields f and g respectively, and are defined under the Gregorian calendar.

You can also see, at the end of the unittitle and unitdate sections that there are tags 
with a backslash right after the angle bracket (what I call a “sideways carrot”). This is 
simply a tag that closes that statement, or if you want to look at it from a MARC point 
of view, it’s the end of that line/field where appropriate punctuation would go, if 
applicable. EAD/XML is just another language for MARC, and it’s not as scary as it 
looks, if you know what to look for, and we catalogers do know what to look for! 
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Comparing Dublin Core to MARC21 Record
Finding Aid MARC Record
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Now, here is that same finding aid that I have been using as an example, and it is next 
to the MARC record. While it can seem daunting to connect the information found in 
the finding aid to appropriate MARC fields, it’s not really all that complicated, and 
more focused around notes fields, which I will cover in this presentation.
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15https://www.loc.gov/marc/marc2dc.html

MARC21 is “richer in data” than Dublin Core, as it has more fields to address more 
data.
In this chart, you can see which MARC21 fields in the first column map to Dublin Core 
elements in the second column, and then the third column will offer notes, if 
necessary, for implementation. For instance, as you may have expected, the 245 and 
246 MARC fields map to Title, and then the third column outlines that you will repeat 
the title tag for each entry, and the 260 (which would be 264 if updated to RDA) maps 
to the publisher.

Remember how that looked in the EAD/XML example? Same information, different 
template!

https://www.loc.gov/marc/marc2dc.html
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So, going back to the finding aid images that I shared earlier, on this slide, I have 
expanded the image of a finding aid so that you can see the headings of the different 
sections. You will probably notice a lot of familiar headings that you can already begin 
to translate into a MARC record.
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Summary, Etc./520

Uniform Title/240
Date(s)/245 & 008

Creator/100
Call Number/099

Physical Description/300

Title/245

Language/008

Biographical or Historical Data/545

Location/852

Electronic Location and Access/856

17

Location/852

On this slide, I have gone ahead and outlined the MARC field names and numbers 
that would apply to each section. Now, this is a brief snippet of the finding aid, and 
not all of it is shown, but it really shows how to apply our language and coding to a 
finding aid.
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MARC21 Coding

18

This next section of the presentation looks at coding an archival manuscript collection 
in MARC. This slide shows two separate screencaps from the same record, and it 
didn’t even fit all of the record. Depending on what you are working with, you can 
end up with a very long record!

Now, I will go into more detail on some of the MARC fields that you will encounter, 
and how to code them.
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Fixed Fields

19

Archival and most special collections will be coded as Mixed Materials, since they are, 
in fact, a mixture of different materials!
Type (Type of Record) is coded as p for Mixed Materials.
BLvl (Bibliographic Level) is coded as c for Collection – “A made-up multipart group of 
items that were not originally published, distributed or produced together. The record 
describes units defined by common provenance or administrative convenience for 
which the record is intended as the most comprehensive in the system.”
Desc (Descriptive Cataloging Form) is coded as i for ISBD punctuation, and Elvl

(Encoding Level) is blank for full level cataloging per new guidelines.
DtSt (Type of Date/Publication Status) is coded i for “Inclusive Date,” which is 
common for a lot of collections – this collection contains materials ranging between 
1948-2007. You may also code DtSt k for “Range of Dates” if the collection does not 
have concrete dates. Also, when entering date ranges, you will enter the earliest 
collection date in the first DtSt box, and then the last year of the collection in the 
second DtSt box.
Srce (Cataloging Source) is coded as d for Other.
Ctrl (Type of Control) is coded “a” for Archival (because it’s an archival collection!).
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099 : Local Free-Text Call Number

20

OCLC defined field for local use. The local free-text call numbers that are based on a unique 
local system.

Most of us are used to adding 082 or 092 Dewey Number fields for our call numbers, 
but a lot of collections have local call numbers that don’t necessarily follow Dewey or 
Library of Congress numbering. Enter the 099 field.

This example shows multiple 099s to reflect the different call numbers assigned to 
different parts of one collection: Audio 1749 is for the audio components that are 
shelved separately, and the following three call numbers are for different accessions 
within the collection that could have been processed at a later time, are shelved 
separately, or something else.
According to Bibliographic Formats and Standards, field 099 does not remain in the 
WorldCat record. It is retained in exported records and records delivered via other 
services.

https://search.library.wisc.edu/catalog/9912140616302121
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300 : Physical Description

21

The physical description of the item including the extent of the item and 
its dimensions. Use field 300 also for other physical details of the item and 
information concerning accompanying material.
• Mixed Materials

When formatting your 300, or Physical Description field, you will focus closely on the 
Mixed Materials designations for your subfields. Since the 300 is a repeatable field, 
you can enter one for each type of media found within the collection you are 
cataloging.

In the example on the left, the collection has text/manuscript materials, photographs, 
a film reel, and audio recordings – there is a separate 300 to identify the extent of 
each type.

In the single-line example on the right, subfield 3 has the materials specified as 
records. Subfield a is where you enter the number of leaves, pages, items, containers, 
volumes, or linear feet, which is one container in this example. Subfield f is the type 
of unit, which is, in this case, a box. Subfield g is the dimensions, which are 2 by 4 by 
3 and a half feet.

300 ǂa : For manuscripts, use subfield ǂa for the number of leaves, pages, 
items, containers, volumes, or linear feet. If you separately code the type of 
unit in subfield ǂf, subfield ǂa contains only the numeric extent designation.
300 ǂa : Do not repeat subfield ǂa if you are entering multiple number 
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sequences. Enter multiple adjacent phrases in the same subfield ǂa. However, 
repeat subfield ǂa if subfield ǂf intervenes.
300 ǂa : Enter the number of columns (if more than one) and the average 
number of lines to the page in parentheses following the number of leaves or 
pages. Enter the number of items in parentheses following the number of 
containers or volumes. Enter the number of items, containers, or volumes in 
parentheses following the number of linear feet.
300 ǂb : For manuscripts, use subfield ǂb for the material on which a single 
manuscript is written (except when that material is paper) and also for 
illustrative matter in the manuscript or the manuscript collection.
300 ǂc : For manuscripts, use subfield ǂc for the size of the manuscript, item, 
container, or volume.
300 ǂf : The type of unit (e.g., box, cubic feet, linear feet, page, or volume) to 
which the extent of an item relates. Use to identify the configuration of 
material and how it is stored. Use for archival and rare materials only. Repeat 
subfield ǂf when alternate or additional forms of extent data are given. 
Record alternate forms of extent data in parentheses.
300 ǂg : The size of the type of unit recorded in the preceding subfield ǂf. Use 
for archival and rare materials only.

https://www.oclc.org/bibformats/en/3xx/300.html
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351 : Organization and Arrangement of Materials

22

Information about the organization and arrangement of a collection of 
items. For instance, for computer files, the file structure and sort 
sequence; for visual materials, the arrangement of the collection.

Field 351 is the Organization and Arrangement of Materials, which is information 
about the organization and arrangement of a collection of items. Archival collections 
tend to have more components than a monograph or series of books, etc., so they 
are organized and arranged in different manners. It can be very helpful to both 
researchers and reference employees to know how these materials are arranged so 
that an entire collection does not have to be fetched if the entire collection is not 
needed. I also feel that it is important to see what further details beyond the 
description may show up in a 351 – for instance, in this example, I can see that there 
are radio scripts, and perhaps that is the section that I’m interested in studying most.

• 351 ǂa : Organization The manner in which the items have been subdivided into 
smaller units (e.g., as record groups divided into series and series into subseries). 
Use also or individual series titles.

• 351 ǂb : Arrangement Terms used to describe the pattern of arrangement of 
materials within a unit, such as alphabetical, chronological, by country, by office of 
origin, etc.

• 351 ǂc : Hierarchical level The hierarchical position of the items relative to each 
other with the same provenance (e.g., group, subgroup, packaging unit, folder, or 
item).

22



https://www.oclc.org/bibformats/en/3xx/351.html
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5XX Notes Fields

• 270, 524, 851, 852 – Location Notes
• 506 – Restrictions on Access Note
• 540 – Terms Governing Use and Reproduction Note
• 541 – Immediate Source of Acquisition Note
• 544 – Location of Other Archival Materials Note
• 545 – Biographical or Historical Data
• 555 – Cumulative Index/Findings Aids Note
• 590, 591-598 – Local Note

23

The beauty, and to some catalogers, the horror, of cataloging archival and similar 
special collections is the use of notes fields – there are a LOT of them that you can 
use, particularly notes that will be unique for your institution that may not go into an 
OCLC/WorldCat record. This can seem daunting, but I personally think that the fields 
are less complicated, there are just more of them!
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270/524/851/852 (Location)

24

• 270 Address
• 524 Preferred Citation of Described Materials Note
• 851 Physical location (obsolete)
• 852 Location

270 Address: Addresses and electronic access data (such as telephone, fax, TTY, etc.) 
associated with a bibliographic item. Enter multiple addresses (such as mailing 
addresses or addresses corresponding to different physical locations of an item or 
facilities) in separate 270 fields.

524 Preferred Citation of Described Materials Note: A note about the format for the 
citation of the described materials that is preferred by the custodian. When multiple 
citation formats exist for the same item, record each in a separate occurrence of field 
524.

851 Physical location: This field contains detailed information on the location of the 
holdings. In contrast to field 850, field 851 allows the recording of the full name and 
address of the holding institution and specific data about the exact location of the 
item. The custodian and the owner of a work are usually the same and are recorded 
in field 851 for these kinds of items. This field is now obsolete, and MARC prefers use 
of 852.

852 Location: The information required to locate an item. Use to identify the 
institution holding the item or from which institution the item is available. Use also 
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for detailed information to locate the item within a collection. In bibliographic 
records, repeat field 852 when holdings are reported for multiple copies of an item 
and the location data elements vary. Field 852 does not remain in the WorldCat
record. It is retained in exported records and records delivered via other services.

I want to note here that throughout the presentation, you may notice differences 
between the screenshots and their spacing before and after subfield codes. For 
example, on this slide, the 270 screenshot has spaces after the subfields, but the 852 
screenshot does not. This is simply based on how the ILSs that I used for examples 
display them. You will should put a space after the subfield code.

270 screencap: https://www.oclc.org/bibformats/en/2xx/270.html
524 screencap: https://www.oclc.org/bibformats/en/5xx/524.html
852 screencap: https://search.library.wisc.edu/catalog/999466113302121
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506 : Restrictions on Access Note

25

A note about the restrictions imposed on access to the described materials. For 
published works, this field contains information on limited distribution.

The 506 is a Restrictions on Access note, which is a note about the restrictions 
imposed on access to the described materials.

You will use first indicator 0 if there are no restrictions, e.g., the collection is open 
access, or first indicator 1 when restrictions apply. Subfield a is where you include the 
terms governing access, and the first example shows all of the information for that 
particular collection within subfield a.

In the second example, subfield 3 describes which materials the restriction field 
applies to, subfield b is where you enter the jurisdiction, or who has imposed or 
enforced the terms of restriction, subfield c is where any physical access provisions 
are stated, so any arrangements that are required for physical access. A lot of records 
may be restricted for a certain period of time – if there is a date that they can be 
made available for public use, you could enter a subfield g to indicate that date.

Other subfields that you might see in a 506 include subfield d which is the authorized 
users, or people to whom the restrictions in subfield a do not apply, subfield e is 
authorization, or the source of the authority for the restriction, subfield f is 
standardized terminology for access restriction, and subfield q is where you can enter 
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the supplying agency.

506 ǂa Terms governing access: Legal, physical or procedural restrictions imposed on 
individuals wishing to see the described materials.
506 ǂb Jurisdiction: The name of a person, an institution or a function or position 
within the institution by whom or which the terms governing access are imposed 
and/or enforced and to whom the restriction may be appealed.
506 ǂc Physical access provisions: Any arrangements required for physical access that 
may change from time to time.
506 ǂd Authorized users: The class of users or specific individuals (by name or title) 
for whom the restrictions in subfield ǂa do not apply.
506 ǂe Authorization: The source of the authority for the restriction.
506 ǂf Standardized terminology for access restriction: Data taken from a 
standardized list indicating the level or type of restriction. You may use terms of your 
choice or those from the Standardized Terminology for Access Restriction from the 
DLF/OCLC Registry of Digital Masters Working Group.
506 ǂg Availability date: Date when the resource changes its access status (e.g., when 
it becomes freely available). Preferred structure for the date is according to the 
format yyyymmdd in accordance with ISO 8601, Representation of Dates and Times. 
The mm and dd positions contain zeroes when the data is unknown.
506 ǂ3 Materials specified: For information about subfield ǂ3, see Control Subfields.

https://www.oclc.org/bibformats/en/5xx/506.html
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540 : Terms Governing Use and Reproduction Note

26

A note about terms governing the use of the materials after access has been 
provided. Use for copyrights, film rights, trade restrictions, etc., that restrict the 
right to exhibit, fictionalize, quote or reproduce.

Field 540 is the Terms Governing Use and Reproduction Note, which is a note about 
terms governing the use of the materials after access has been provided.

In the example provided, you can see that there is a photocopy restriction on the 
materials in the collection – the originals may not be photocopied, but the microfilm 
can be copied. This indicates to me that the original materials are probably too 
delicate to be photocopied. Subfield a is where the actual terms are listed.

https://www.oclc.org/bibformats/en/5xx/540.html
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541 : Immediate Source of Acquisition Note

27

A note about the immediate source of acquisition. Use primarily for original or 
historical items or other archival collections.

541 is the Immediate Source of Acquisition note, which is aptly described as a note 
about the immediate source of acquisition. This means the manner in which the 
materials came into the repository – for example, the top 541 is for the Vel Phillips 
record that I have been using as a reference throughout this presentation. A first 
indicator of 0 means that it is private, and therefore is not retained in WorldCat, but 
would be included in exported records and records delivered via other services; a first 
indicator of 1 means that this 541 will be retained in WorldCat. this particular record
has first indicator 1, so therefore it would appear in WorldCat. You can see that when 
the collection initially arrived, it was given the collection number M2013-134 in 
subfield e, the source of the acquisition in subfield a is Vel Phillips herself, and there 
were 115 cubic feet worth of materials. The final processed collection, however, 
came out to only 36.2 cubic feet (86 archives boxes and 3 flat boxes), .4 feet of 
photographs (1 archives box), 1 film reel, and 25 audio recordings.

You can see the subfield 8 repeated in each 541 field, followed by 1.1. According to 
Bibliographic Formats and Standards, or BFAS, the “Linking number is the first data 
element in the subfield and required if the subfield is used. It is a variable-length 
whole number that occurs in subfield 8 in all fields that are to be linked. Fields with 
the same linking number are considered linked.” This means that if you saw 1.1 and a 
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1.2, those would be linked together, and if you saw 2.1 and 2.2, those would be 
linked; the linking matches to the first number before the decimal point, or period. 
Subfield 3 appears at the beginning of the field in cases where it is intended for 
display, otherwise it appears with other control subfields grouped at the end of the 
field. In these examples, the first is simply a description of the extent, the second is 
the type, and the third is the type and extent.

Note: the much smaller, finished collection could be due to a multitude of events 
during the processing: perhaps the original boxes weren’t totally full, a lot of 
duplicates were discovered and weeded, etc.
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544 : Location of Other Archival Materials Note

28

A note for the name and address of the custodian of the archival materials related 
to the described materials by provenance, specifically by having been, at a previous 
time, a part of the same collection or record group.

The 544 field is the Location of Other Archival Materials Note, which is a note for the 
name and address of the custodian of the archival materials related to the described 
materials by provenance, specifically by having been, at a previous time, a part of the 
same collection or record group. Some repositories keep different parts of collections 
in separate locations, whether it is multiple accessions under one main collection 
that just cannot be shelved together, different media (a combination of both paper 
documents and sound recordings, etc.), or that the different accessions are held by, 
say, different divisions of one organization, where it would make sense to have one 
section in one place, and a different section in another place.

Subfield a lists the custodian, subfield d shows the title, and subfield e is where the 
provenance, or history of the custody of the collection goes.

With indicators, first indicator 0 is for associated materials, which is for other 
materials identified in the note have the same provenance but reside in a different 
repository; first indicator 1 indicates related materials, which share the sphere of 
activity, reside in the same repository, but have different provenance; a blank first 
indicator means that no information has been provided regarding the relationship of 
the other materials to the materials in the record.
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ǂa Custodian: The name of the custodian of the material. Use a separate field 544 for 
each subfield ǂa.
ǂb Address: The address for the location of the associated materials.
ǂc Country: The country of repository.
ǂd Title: The title of the associated material. Subfield ǂd displays as the first subfield. 
See the example in subfield ǂb.
ǂe Provenance: The history of custody of the described materials since their creation, 
including any changes that successive custodians have made to them.
ǂn Note: The entire text of the note that describes the other materials. Subfield ǂn
may be used instead of the specific subfields for custodian (subfield ǂa), title (subfield 
ǂd) and provenance (subfield ǂe).

https://www.oclc.org/bibformats/en/5xx/544.html
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545 : Biographical or Historical Data

29

A note with biographical information about an individual or historical information 
about an institution or event used as the main entry.

Field 545 is the Biographical or Historical Data, which is a note with biographical 
information about an individual or historical information about an institution or event 
used as the main entry.

First indicator 0 indicates that the 545 is a biographical sketch, first indicator 1 
indicates that the 545 is an administrative history, and first indicator blank indicates 
that no information has been provided.

When no distinction between levels of detail in a biographical/historical note is 
required, subfield a contains all the text. When a distinction is appropriate, subfield a 
contains a brief statement and subfield b contains additional information.

545 ǂa Biographical or historical data : A brief note providing biographical 
information about an individual. Use subfield ǂa also for historical and administrative 
information relating to an organization. When no distinction between levels of detail 
in a biographical/historical note is required, subfield ǂa contains all the text. When a 
distinction is appropriate, subfield ǂa contains a brief statement and subfield ǂb
contains additional information.
545 ǂb Expansion : An expansion of the biographical or historical note given in 
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subfield ǂa.
545 ǂu Uniform Resource Identifier : For information about subfield ǂu, see Control 
Subfields. Repeat subfield if digital object has multiple identifiers (URIs).

https://www.oclc.org/bibformats/en/5xx/545.html
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555 : Cumulative Index/Findings Aids Note

30

A note identifying the availability of cumulative indexes and/or finding aids whose 
only or major focus is the described material.

Field 555 is the Cumulative Index/Finding Aids Note, which is a note identifying the 
availability of cumulative indexes and/or finding aids whose only or major focus is the 
described material.

First indicator 0 generates the display constant Finding Aids; first indicator 8 indicates 
that no display constant has been generated. Leaving the first indicator blank 
generates the display constant Indexes. Subfield a is the cumulative index or finding 
aids note, subfield b is the availability source, subfield c is the degree of control, 
subfield d is bibliographic references, subfield u is the Uniform Resource Identifier, or 
URI, and subfield 3 is the materials specified in the 555 field.

In the top example, the word “Register” refers to a finding aid/contents list.

ǂa Cumulative index/finding aids note: A statement of the index or finding aid. For 
indexes, use subfield ǂa for either a formal or an informal note.
ǂb Availability source: The agency or vendor from which the item may be acquired.
ǂc Degree of control: The extent of the administrative, bibliographic, or physical 
control that the finding aids have over the described materials.
ǂd Bibliographic references: A citation to a published or unpublished index or finding 
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aid to the described materials when it is not cataloged with the item.
ǂu Uniform Resource Identifier: For information about subfield ǂu, see Control 
Subfields. Repeat subfield if digital object has multiple identifiers (URIs).
ǂ3 Materials specified.

https://www.oclc.org/bibformats/en/5xx/555.html

30



583 : Action Note

31

A note about processing and reference actions, such as a brief statement about 
solicitation to acquire material, whether the solicitation is active or inactive, and the 
date of the last item of correspondence.

Field 583, the Action Note, is similar to the 541 field that we went over a few slides 
ago, and is a note about processing and reference actions, such as a brief statement 
about solicitation to acquire material, whether the solicitation is active or inactive, 
and the date of the last item of correspondence. Use field 583 also to record 
information about preservation actions relating to an item, such as review of 
condition, queuing for preservation, and completion of preservation.

First indicator 0 is private, so the field is not retained in WorldCat, first indicator 1 is 
not private, so it will show up in WorldCat, and a blank first indicator is used when no 
information is provided. Standard terminology may be used in subfield a and the 
authority for the terminology may be indicated in subfield 2. You can repeat field 583 
to record information about different actions.

In this example, again, you can see the subfield 8 that indicates linking fields. You can 
see here that the 583 notes link back to the 541 – the 541 is the immediate source of 
acquisition, and is labeled 1.1, then subsequent actions on this collection are labeled 
1.2 and 1.3.
Subfield a indicates what happened to the collection.
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Subfields n and o indicate the extent of the collection.

A lot of collections experience different processing or similar actions, so it is common 
for them to have 583 notes in their records. The 583 is also repeatable for as many 
actions as you take on a collection. The example here shows the date that the 
collection was accessioned, and that it was eventually condensed. You can also see 
that the extent of the collection changed from 23 cubic feet to 9.2 cubic feet, which 
was a result of processing and weeding.
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710 : Added Entry--Corporate Name

32

A corporate name used as an access point.

Moving beyond the notes fields that I just went over, I want to make mention of the 
710: Added Entry—Corporate Name field. This is, as many of you may know, an 
access point where one would enter a corporate body that has some relation to the 
materials being cataloged. With archival and special collections, you will want to 
include a field for the host institution.

When entering a 710 for the host institution, you will code it the same as usual when 
entering the preferred name from the Library of Congress Subject Headings, if it is 
there, and you will add a subfield e host institution relator term, as seen in the 
example, to indicate what relationship the institution has to the materials.
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856 : Electronic Location and Access

33

Electronic Location and Access : The information required to locate and access 
electronic resources, including online resources. 

Field 856 is the Electronic Location and Access field, which contains the information 
required to locate and access electronic resources, including online resources. Use 
field 856 in a bibliographic record for a resource when that resource or a subset of it 
is available electronically. In addition, use field 856 to locate and access a related 
electronic resource or an electronic version of a non-electronic resource described in 
the bibliographic record.

Subfield a contains the host name, subfield u contains the URL for the electronic 
resource, and subfield z is a Public Note.

In this example, a second indicator of 2 notes that the URL is for a related resource, 
and subfield z states that the finding aid is available online, which would be the 
related resource for this collection.

ǂa Host name: The fully qualified domain (host name) of the electronic location. 
Repeat subfield ǂa if there is more than one address for the same host. Subfield ǂa is 
unlikely to be used in current cataloging.
ǂu Uniform Resource Identifier : The Uniform Resource Identifier (URI), for example 
a URL or URN, provides electronic access data in a standard syntax. Use for 
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automated access to an electronic item using one of the Internet protocols or by 
resolution of a URN. The structure of field 856 allows for the creation of a URI from 
the concatenation of the other 856 subfields. Use subfield ǂu instead of those 
separate subfields or in addition to them. Repeat subfield ǂu if digital object has 
multiple identifiers (URIs).
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34

Record Example

Now that I have thrown a large amount of information at you, let’s look at a full 
MARC21 record for the Vel Phillips papers, which I have used as an example 
throughout the presentation. I have updated the original record to make it adhere to 
RDA standards, but please note that I have only updated a copy of the record in my 
local save file and not the master record. The original master record, if you choose to 
look it up, is still a hybrid AACR2/RDA record that follows DACS principles. I wanted to 
use these slides to show you how a final RDA record would look, since that is the 
standard that we adhere to here.

There are 007s for each of the media types, which for this collection include a film 
reel, audio recordings, and photographs.

In the 264 field you will only enter subfield c, the date or dates.

You may also see that there are multiple 300 fields – as mentioned earlier, per RDA 
rules, these can all be in a single 300 field.
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Record Example, continued

This section of the record shows the 33X and 34X fields that would be applied to the 
record, since it is a combination of text documents, photographs, audio recordings, 
and a film reel. There is also a 351, which we now know describes the Organization 
and Arrangement of Materials.
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Record Example, continued

On this slide, the last section of the record, you will see subject headings, and you 
may notice that the 600 is also Vel Phillips, who is credited in the 100 field as the 
creator of the collection. This is because a lot of the time with archival materials and 
some special collections, the creator of the materials is also the subject of the 
materials. There are also a lot of genre/form terms listed, which can be common with 
archival and special materials, likely due to the nature of the materials. A lot of 
archival catalogers use the Getty Art and Architecture Thesaurus, or AAT, when 
searching for genre/form terms, and sometimes the Thesaurus for Graphic Materials, 
or TGM, but I do see TGM a lot less often. The example here has a few Library of 
Congress Genre/Form Terms, or LCGFT, along with a handful of AAT terms.

You may also notice that there are two 710s listed on this half of the record, and that 
is because the collection is housed in two separate institutions – the Wisconsin 
Historical Society holds some of the materials, and some other materials are housed 
at the University of Wisconsin--Milwaukee Library.

Finally, there is an 856 with a URL in subfield u, which, according to subfield z, we 
know links back to the Register, or finding aid for this collection.
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Resources

Manuscripts in libraries: catalog versus finding aid
https://collation.folger.edu/2017/02/manuscripts-in-libraries/

Marc to Dublin Core Crosswalk: 
http://www.loc.gov/marc/marc2dc.html

MARC fields for archival description:
https://mediawiki.middlebury.edu/LIS/MARC_Fields_for_Archival_Description

Dublin Core:
https://www.dublincore.org/specifications/dublin-core/dces/
https://www.dublincore.org/specifications/dublin-core/usageguide/qualifiers/
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So, that is it! I am finally done going on and on about cataloging archival and special 
collections. This slide lists some resources that I both used to create this 
presentation, and highly recommend for anybody that would like further information 
about cataloging archival materials and special collections.
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Questions?

38

With all of that said, I thank you so much for your time! Are there any questions?
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Questions? Contact the CMC: 
cmc@illinoisheartland.org

On the call today are Ian Anderson, Heidi Margold, Cheri Schuler-Faust, Dr. Pamela 
Thomas, and myself, Erin Rose.
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