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e#8\:, )8* 9)6H <(6%$$E 49<> ')$%(8=($(\#,=,E )8* )= =A% %8* (; =A% ?%)6 jl#8\*(5 &8*%6

-.
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7C%$%7,"$5=X
b8,=#=:=#(8, M#=A ,#5#$)6 ,7#%8=#;#7 )8* %*:7)=#(8)$ \()$, ,A)6% ) A#,=(6?E ':6'(,%E )8* ,7('%
%R#*%8= #8 =A%#6 )67A#R%,. 4*5#8#,=6)=(6,E 6%,%)67A%6,E 7:6)=(6, )8* %*:7)=(6, #8 8)=:6)$
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M#=A 5(6% =A)8 (8% #8,=#=:=#(8. ]A% 9:,%:5 (; F(5')6)=#R% q(($(\? )= >)6R)6* &8#R%6,#=?E
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<)=:6)$ >#,=(6? #8 FA#7)\(E =A% 47)*%5? (; <)=:6)$ L7#%87%, #8 GA#$)*%'A#)E =A%
L5#=A,(8#)8 b8,=#=:=#(8E =A% O6((H$?8 9:,%:5 (; 46=E )8* =A% L=)=%8 b,$)8* b8,=#=:=% (; 46=,
)8* L7#%87%, A($* )67A#R)$ 7($$%7=#(8, 6%$)=%* =( =A(,% )= =A% 49<>. ]A% 45%6#7)8
GA#$(,('A#7)$ L(7#%=? #8 GA#$)*%$'A#) A($*, 5)8? 7($$%7=#(8, #8 8)=:6)$ A#,=(6? )8*
)8=A6('($(\?. `=A%6 7($$%7=#8\ #8,=#=:=#(8,E 5:,%:5,E ^((,E )8* C(=)8#7)$ \)6*%8, M(6$*M#*%
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6%V':6'(,#8\ 7)=)$(\ *)=) #8 ,'6%)* ,A%%=, MA#$% 5)#8=)#8#8\ =A% ,=)8*)6*, 8%%*%* ;(6
#8=%6('%6)C#$#=?. ]A% \()$ #, =( 5)H% =A% 49<>_, )67A#R)$ 7($$%7=#(8, )77%,,#C$% =A6(:\A
*#6%7= M%C 6%=6#%R)$. 4 ,#5'$% m((\$% ,%)67A M#$$ \%8%6)=% ) 6%,:$= '(#8=#8\ =( =A% 49<>
$#C6)6? )67A#R% 7($$%7=#(8,. I% 7(87:6 M#=A =A% B#C6)6? (; F(8\6%,, I(6H#8\ m6(:' (8 =A%
":=:6% (; O#C$#(\6)'A#7 F(8=6($ =( j4*('= ), ) \:#*#8\ '6#87#'$% =A)= ,(5% $%R%$ (; )77%,,
5:,= C% '6(R#*%* =( )$$ 5)=%6#)$, ), ) ;#6,= ,=%' =( 7(5'6%A%8,#R% )77%,,E ), )''6('6#)=%
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`:6 '$)8 #, =( 76%)=% 5#8#5)$ $%R%$ 7)=)$(\ 6%7(6*, ;6(5 %Y#,=#8\ #8R%8=(6#%, ;(6 (:6
5)8:,76#'= 7($$%7=#(8,E *%')6=5%8= 6%7(6*,E 'A(=(\6)'A#7 '6#8= 7($$%7=#(8,E )8* ,$#*%
7($$%7=#(8,. L%)67A 6%,:$=, M#$$ C% C),%* (8 '6(R%8)87% (6 ,#5'$% ,:C[%7= =%65,. F6%)=#(8 (;
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O),%* (8 ) 7(5C#8)=#(8 (; )''6()7A%, :,%* C? (=A%6 #8,=#=:=#(8,E 8(=)C$? =A% G4FLFB
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L5#=A,(8#)8. L#5#$)6 6%7(6*, ;(6 49<> )67A#R%, 5)? C% )**%* =( =A% O#(*#R%6,#=?
F($$%7=#(8, b8*%Y SOFbTE ) 7%8=6)$ 6%'(,#=(6? *%,#\8%* =( #8=%\6)=% 6%7(6*, ;(6 C#(*#R%6,#=?
,'%7#5%8, )8* )67A#R%, #8 =A% ,)5% 6%,(:67%E ('%8#8\ 8%M )R%8:%, ;(6 6%,%)67A. O(=A (;
=A%,% #8#=#)=#R%, :,% =A% <Fe ,=)8*)6* 5)''%* =( W4e C? =A% 9:,%:5 467A#R#,=. &'(8
7(5'$%=#(8E =A% W4e 6%7(6*, ;6(5 =A#, '6([%7= 5)? C% 6%R%6,% 5)''%* =( <Fe.

]A% B#C6)6? #, *%R%$('#8\ ) ;#8*#8\ )#* =%5'$)=% =( #87$:*% ,#\8%* 7(55%8=, C? ,'%7#)$#,=,
#87$:*#8\ )67A%($(\#,=,E 7(8,%6R)=#(8 ,7#%8=#,=,E \%(\6)'A%6,E )8* 5%5C%6, (; *%,7%8*%8=
7(55:8#=#%,. L=:*%8=, )8* ,7A($)6, 5)? 76%)=% =6)8,$)=#(8, (; =A% ,#=%,. ]A% ,#=%,_ )**#=#(8)$
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"6(5 %Y#,=#8\ #8R%8=(6#%,E =A% B#C6)6? M#$$ 5)' -01- 6%7(6*, ;(6 )67A#R)$ 7($$%7=#(8, =(
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9)67W*#= =( 5)' 94@F =( W4eE )8* ) =%5'$)=% *%R%$('%* C? 49<> $#C6)6? ,7A(($ #8=%68
C),%* (8 =A% W4e F((HC((HE =A% B#C6)6? M#$$ ':C$#,A -133 C),#7 W4e %87(*%* ;#8*#8\ )#*,
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pre-project-Engage Project Archivist and first term students 

Manuscript Collections (MSS) data fields reviewed and confirmed 

MSS final survey  library student team

Enhanced finding aids and authority work  2 mixed teams  

Project Archivist will batch into OCLC/OPAC; map MARC to EAD

Department Records (DR) data fields reviewed and confirmed 

DR final survey  library student team

Enhanced finding aids and authority work  2 mixed teams

Project Archivist will batch into OCLC/OPAC; map MARC to EAD

Research Services Librarian creates interface for finding aids on web site

Research Services Librarian adds list of MSS finding aids to site

Photo Print Collections (PPC) data fields reviewed and confirmed

PPC final survey  library student team

Enhanced finding aids and authority work  2 mixed teams

Project Archivist will batch into OCLC/OPAC; map MARC to EAD

Research Services Librarian adds list of DR finding aids to site

Photo Slide Collections (PSC) data fields reviewed and confirmed 

PSC final survey  2 library student teams

Enhanced finding aids and authority work  2 mixed teams

Project Archivist will batch into OCLC/OPAC; map MARC to EAD

Research Services Librarian adds list of PPC finding aids to site

Wrap up

Enhanced finding aids and authority work  4 mixed teams

Research Services Librarian adds list of PSC finding aids to site

Complete Project Documentation and post on web site

Continue recruiting students/volunteers refine training post project →

Summary  Project  Management  Plan  for  Cataloging  Hidden  Collections



AMERICAN MUSEUM OF NATURAL HISTORY LIBRARY 

Cataloging Hidden Collections Project Plan

Staffing:

The Museum Archivist will oversee the project. The Project Archivist, hired upon
funding notification, will be in place early February of 2010 and will be responsible

for supervising and coordinating students; implementing batch loading procedure; 

mapping MARC to EAD; working closely with the Research Services Librarian and the 
part time Digital Project Assistant to publish the finding aids on the AMNH web site. 

Data fields and mapping will be reviewed by the Assistant Director for Bibliographic 
Control and the Museum Archivist. The Library Conservator will ensure the proper 

handling of materials. AMNH part time Assistant Cataloger and part time Archive 

Assistant (a library school student) both of whom worked on the existing inventories will 
provide additional guidance to the students engaged to for the project. The Museum 

Archivist and Research Services Librarian will ensure that the data is fully interoperable 
and available for OAI harvesting. The Project Archivist will be responsible for overseeing 

full documentation of the project to be published on the Library web site.

Graduate interns will be enlisted before each academic term. Library school students will 
conduct the final surveys. Mixed teams composed of one library student and one graduate 

student in a relevant discipline will create finding aids and develop authorities.
Established relationships with local colleges and universities will be ongoing, integrated 

into the Library’s procedures and will continue beyond the grant period as part of an 

ongoing effort to create more detailed finding aids. The length of this project coincides 
with five school terms over 2 years covering a total of 21 months; 3 teams of two 

students for the first three terms and 4 teams of 2 students for the last 2 terms totaling 34 
student interns. Prior to the project funding, the Library staff is reviewing the data fields 

for the Manuscript Collections so that work may begin immediately upon the project 

funding.  AMNH staff is now converting existing print finding aids (approximately 30) to 
electronic form. For collections already in the catalog, relevant biographical, historical 

and scope notes from the finding aids will be added along with container lists as part of 
the EAD mapping. Authority work is nearly complete for Museum permanent halls, 

temporary exhibitions and personal names associated with the collections. Work on 

expeditions, and Museum departments will proceed with the help of long-time Museum 
volunteers working with the students and AMNH staff.

Long Term Sustainability and Promotion of the Collection:

This plan will provide for long term sustainability through redundant manifestation and 

storage of the same data in the library catalog, the OCLC bibliographic network and the 
NUCMC union catalog. Museum’s servers are backed up daily, tapes are held for two 

weeks. Tapes are shipped weekly to Iron Mountain for off site storage.  

The development of more detailed finding aids using interns and volunteers will 

continue. Connections with educational institutions will promote new use of the archival 
collections.  The Museum’s Communication Department will take an active role in 

promotion and publicity of this project and of new collaborative projects that result.



American Museum of Natural History Library

Cataloging Hidden Collections

Technical Approach

Project Summary:

Based on verification and data mapping of existing MARC inventories, the AMNH 
Library will create approximately 1400 catalog records and basic EAD finding aids for its 

important, yet hidden, archival collections, including manuscript, photographic and slide 
collections and historic department records.  From these, a minimum of 20 collections 

will be processed more completely to create fully developed finding aids. 

In addition to the catalog records in the Library OPAC and OCLC, access to the 

collections will be available on the Library’s home page where a finding aid may be 
found by reviewing an alphabetical drop-down list.  A researcher may also do a simple 

web search and retrieve a finding aid directly. In this way, the collections will be exposed 

for those who may not know to go to the AMNH site. 

The work will be supervised by the Project Archivist, who will engage and supervise 34 
students over five school terms totaling 21 months.  The effort will be strongly supported 

with oversight by AMNH Library staff members.  

The Project Archivist salary is the only item for which funding is requested. Reviewers 

from our 2009 submission to CLIR had the following comments: “An efficient approach, 
allowing for good return on the investment” and “The technical approach is simple, yet 

effective and, perhaps, even elegant.”  This expedient process from preliminary inventory 

list to fully developed, web accessible finding aids will be documented and published in 
hope that it will be a useful guide for the many archives with little or no archival 

organization or technical support.  

Deliverables:

• A total of 1341 new catalog records including:

   44 Manuscript Collections
  170 Department Records

  441 Photo Print Collections

  687 Slide Collections  
• A total of 1488 basic EAD encoded finding aids mapped directly from the MARC 

data.  This number is larger than the number above because it includes the 147 
collections with existing MARC records. 

• A minimum of 20 fully developed finding aids will be created with greater 

description, access points and container lists, establishing a protocol that will 
allow for the extensibility of the approach with other students and volunteers, 

thereby creating a system where detailed finding aids may be produced and added 
over time.



• Written and screencast documentation describing the entire process posted on the 

AMNH Library web site.

Engaging and training student interns:

Realizing that doing organizational work benefits their scholarship, many researchers 

using the AMNH collections have volunteered their time to arrange and describe the 

collections. Based on this successful precedent and on the Library’s long term use of 
library school, graduate and undergraduate interns from other areas of study, we will 

engage a total of 34 students who will work in teams over a period of five school terms. 
Capitalizing on the Museum’s proximity to many colleges and universities, we will 

establish formal relationships with institutions with programs in biology, anthropology, 

paleontology, earth sciences, museum studies, history, history of science, art, art history, 
and American studies to find students to work with the Museum’s extraordinary primary 

resources. Some students will verify the inventory data and others will arrange and 
describe collections relevant to their research topics. After the project funding is 

completed, these institutional relationships will continue as part of our routine work of 

arranging and describing archival collections on a volunteer or class credit basis.

The Project Archivist working with the Museum Archivist, will establish the program, 
write the processing guide and supervise the students.  The students’ work will be subject 

to strict quality control by the Project Archivist and will be reviewed by the Museum 

Archivist.

Inventories:

The first part of the project is to physically review the collections to verify and finalize 

the spread sheet data. The present inventories are largely based on box labels. The boxes 
must be opened and the contents confirmed. With two students working together in the 

stacks with a laptop computer and a cart, this process will proceed quickly.

The students will add descriptive access points, controlled and uncontrolled, to provide 

“better description for better discovery” as described in Jennifer Schaffner’s May 2009 
OCLC Research Report, “The Metadata is the Interface.” The students will also address 

any remaining authority work for these records.

Work on the collections will be done largely in sequence starting with the Manuscripts, 

followed by the Department Records, the Photo Print Collections and finally the Slide 
Collections. (See Summary Project Management Plan)

Data Mapping, Standards and Tools:

Before the students begin, the Project Archivist, in consultation with the Museum
Archivist and the Assistant Director for Bibliographic Services, will verify the

MARC data field, subfield and delimiter mapping for each data set. There are
some variables among the four collection categories, usually in the 300 fields.

The data fields for this project will reflect, at least, the Single-level Minimum



standard as described in DACS and the minimal level OAC (Online Archive of

California) MARC record Best Practice Guidelines. The team will also map to

Dublin Core unqualified so that it will be possible to expose the records for OAI
Harvesting.

MarcEdit is a freely available shareware program, developed by Terry Reese at the 

University of Oregon, used to edit and map bibliographic records in large batches. The 

Library has succeeded in a rough mapping trial of the present MARC data fields to the 
MARC format using MarcEdit.

As soon as the full data mapping including subfields and delimiters is completed,

and the default fields for terms of access, preferred citations, etc. have been added, the

Project Archivist will run new trials using MarcEdit to produce MARC formatted
records.

When the full process has been established and the records have been fully verified by 

the student teams, the data will be batch loaded into OCLC, one collection group at a 

time.  From there they will be added to the Library’s online catalog. Both Archivists 
working with the Assistant Director for Bibliographic Services will review and document 

the batchloading process.

EAD encoded finding aids:

MarcEdit may also be used to map from MARC to EAD.  The Library will create a total 

of 1488 basic EAD encoded finding aids. This number includes the 147 previously 
cataloged records that are listed on the inventories in addition to the 1341 records created 

with this project.

Using a process developed by Jordan Grooms, a recent library school intern, we will map 

the EAD data into a template and following procedures from the EAD Cookbook create 
an HTML page that can be published on the web. Grooms has documented the 

procedures and reviewed it with the Research Services Librarian who will be responsible, 

along with both Archivists, and with the assistance of the Digital Assistant in 
implementing this process.

These basic finding aids will provide access to the collections for those who pass over 

traditional library catalogs and web sites and search the web directly. The Library will 

also develop a scheme for the persistent naming of these digital objects. From this basis, 
some of the students will expand at least 20 of the finding aids, adding container lists, 

more description, and additional access points. The Museum Archivist will determine 
which collections are best suited based on research value, the size of the collection and 

the subject expertise of the students. The work will be supervised by the Project 

Archivist. This enhanced information will be added to the EAD web template and 
published online. Links to those finding aids from the 856 field will be added to the 

catalog records.




