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[Presentation delivered by Treshani Perera]

In this presentation, we will discuss our approach to unifying University of Kentucky School 
of Music concert recordings and programs housed in the University Archives (part of the 
Special Collections Research Center) and Fine Arts Library. 

Ruth is the university archivist and Treshani is a cataloger and project manager for the 
collection housed in the Fine Arts Library. The recordings and programs in the two units 
are arranged, described, and accessed differently but they are intellectually part of the 
same collection. They ended up in two different units because of the Libraries’ various 
relationships with School of Music personnel at various times. Physically merging holdings 
is managerially and politically complicated, and we’ve decided not to do that.  However, 
patrons need to know how to request copies of recordings. We decided to create an 
archival collection guide and a collection-level MARC record to facilitate multiple access 
pathways to the collection. 



In this presentation, we will briefly describe the university and Libraries, as well as the 
motivation for this project.  Then, we will demonstrate some of the details of preparing the 
inventories, the collection guide, and the MARC record.  We will discuss how we think 
patron access will work and end with issues we still need to work through and a few 
reflections.



The University of Kentucky is a research-intensive school founded in 1865.  We currently 
have almost 34K students, 18 colleges, more than 200 majors, and a total operating budget 
of 6.8 billion dollars. The Libraries overall has 7 branches, 115 employees, and a 25 million 
dollar budget.



The SCRC collects primary source materials in distinctive and local collections in all 
formats documenting Kentucky’s social, cultural, economic, and political history.  This 
includes the University of Kentucky’s permanent records.  Concert recordings and 
programs are part of the permanent records. 



The Lucille Caudill Little Fine Arts Library is one of our branch libraries. It is also the home 
of the John Jacob Niles Center for American Music, and we have several special 
collections supporting the Niles Center’s mission. 
School of music physical recordings and programs starting in 1980 are housed in the Fine 
Arts Library Closed Stacks room. 



The process to unify the two collections began in March 2021, when Harry Clarke, a long-
time band director at the university, got in touch with Special Collections looking for 
recordings from 1967-1968.  Ruth checked the inventory of recordings in university 
archives and didn’t find any, and then forwarded the request to the Fine Arts Library.  This 
request brought to the forefront the awkwardness of having the same collection in two 
different physical locations with varying differences in description. Ruth and I first met in 
April and began developing a plan to unify description. During the same time, the project 
student assistant - who reports to me - compared the university archives inventory and Fine 
Arts Library inventory and discovered that there was no duplication. 

The inventory for the Fine Arts Library collection was in a complete state at the time, which 
meant we could explore access to the collection through standard request workflows 
instead of what the Fine Arts Library has been used to, which was a phone-based 
reference request system for the collection. As the project manager, I have always 
advocated for this collection to be treated similar to other university archives collections, 
and this was a good time to unify the two physical collections into one intellectual collection 
for discovery and access.

In the next section of slides, we will outline our various arrangement, description, and 
processing decisions for the physical collections housed in each unit.



Special Collections has two accessions for School of Music recordings and programs.  The 
reel-to-reel recordings from 1950 to 1988 were received by university archives between 
1986 and 1991, but were then transferred under audiovisual archives management and 
given the accession number 86av01. In 1991, the recordings were re-transferred to 
university archives and given a different accession number (1991ua023). An accession 
record and a FileMaker Pro inventory were created. The boxes were sent to off-site 
storage. Probably in the early 2000s, an EAD item-level inventory and collection-level guide 
were created from the FileMaker Pro.  A MARC catalog record was created from this 
collection guide.  
Sometime between 2005 and 2007, the recordings were brought back on-site and given a 
new accession number (2007ua016) but the accession records, collection guide, and 
MARC catalog record were not updated. This is the third accession number for the same 
accession.
In 2009, all the university archives accession records and EAD collection guides were 
migrated into Archivists’ Toolkit and, in 2015, into ArchivesSpace. Because of all these 
moves, the description of this accession had a lot of problems that needed to be addressed, 
and this was a good opportunity for revisions.



Ruth addressed two major problems with the recordings inventory right away.  The first was 
that the EAD in ArchivesSpace needed fixing.  The dates were an incorrect format, the level 
of description was unspecified, and the instance type was mixed materials rather than 
audio.  



Since Special Collections still had the FileMaker database, Ruth decided to re-export the 
inventory into a CSV file, and then put it into the ArchivesSpace import spreadsheet format. 
She also fixed the date format issues at this time.



The second problem was to reconcile the actual box information with the inventory. The box 
numbers in the FileMaker database did not match the box numbers on the shelf, probably 
because nothing was updated when the boxes moved back on-site and were renumbered 
at that time.  The accession number on the boxes didn’t match the accession information in 
ArchivesSpace.



Luckily, there was a paper list of off-site box numbers in the accession file. Using a 
photocopy of that list and photographs of the boxes, Ruth corrected the box numbers in the 
import spreadsheet and reimported it into ArchivesSpace. Ruth decided to retain all three 
accession numbers in the collection guide; more on that later. 



The second university archives accession, 3.45 cubic feet and 244 Megabytes of School of 
Music programs from 1932-2012, was originally received from the School of Music in 2012. 
Because the programs were received relatively recently, there is no clean up work to be 
done. Ruth merged the resource record (or collection guide) for this accession with the new 
resource record (or collection guide) for the unified collection.



The final step is to make sure all accession records are up-to-date following local 
procedures, including linking all the accession and collection guides together, adding 
processed events and updating collection management fields, and making sure that extents 
and date ranges are accurate.



Switching gears now: I’m going to talk about how the Fine Arts collection is arranged and 
described. Prior to my hiring, item-level description was done in a different Filemaker 
database, with the end goal of converting rows to item-level MARC records at some point. 
When I took over as the project manager in January 2018, I changed the direction for 
collection processing and description. I had prior experience creating inventories for audio-
visual archival collections, I decided to treat this as a non-circulating archival collection with 
a collection-level catalog record and an inventory. There was a significant processing and 
description backlog due to item-level work, and a basic inventory would help us figure out 
gaps in collection and begin to think about patron access to metadata. I hired a part-time 
project student assistant in September 2018 to process and created an inventory for the 
backlog. We began with a very basic inventory spreadsheet, and expanded it to include 
granular metadata during the COVID-19 pandemic, when we needed remote work for 
students. I’ll show examples in the next few slides.
In early 2020 I created a collection level catalog record to accompany the inventory 
spreadsheet. When I realized that our Integrated Library System or ILS did not support 
linking of a spreadsheet in the catalog record, I began to explore a different method of 
access for inventory data. You’ve already heard this, but in Spring of 2021, Ruth and I met 
and began exploring a collection finding aid and container list for the Fine Arts collection in 
addition to the existing catalog record. We already had an inventory spreadsheet to import 
into ArchivesSpace, so we started to actively plan for a unified collection guide while 
navigating uncertainty during a pandemic. 
I talk more about my process with this collection in the listed article. We’ll make slides 
available in Sched after the presentation. 



This is the original version of the inventory spreadsheet in Excel format. This was a file 
saved on the student workstation. This format was used from the start of project work 
through December 2019. The physical collection is arranged chronologically, and organized 
in inventory number order. Intellectually, we split the recitals into two groups and tabs: solo 
recitals and ensemble recitals, which is what you see at the bottom of the screenshot. This 
screenshot is for solo recitals from 2010-2018. Each tab is for a decade of recitals. You 
combine the solo tab and ensembles tab to get the complete list of recordings for that 
decade. 
Inventory number is tracked for physical items only. As an example: there is a gap in the 
first column about halfway through the screenshot to indicate that the two rows contain 
recitals with no physical recordings but programs only. 
We have columns to indicate physical format details: do we have a cassette, DAT, or CD 
for the recording? Do we have a program for the recital? An x is placed in the appropriate 
cell. 
Data is transcribed from recital programs. If there’s no program, we use the label on the 
physical recording for data entry. 
The name column contains the name of the primary performer. Other names contain names 
of other performers, and they are typically listed in recital programs. 
Same for instruments and titles. 
The notes field is used for administrative metadata: for processing students to include 
details about the physical format.



This is the COVID remote work version, or Version 2 of the inventory spreadsheet.
In the Spring of 2020, when we moved to remote work during the COVID-19 pandemic, I 
moved the spreadsheet into google sheets so that multiple student assistants could do 
remote work simultaneously. 
Compared to the previous version: this version has several name columns - we’re now 
recording one name per column. 
The main difference here is the Title/Composer columns at the end. This data was omitted 
in the brief inventory for efficient inventorying, but we decided to go back and add this data 
to create a remote work project for Fine Arts Library student assistants during the COVID 
remote work period. That workflow is a presentation for another time!
This is the current version of the inventory. We were able to add title/composer data for all 
our recordings during COVID years, so we’ve continued with that format. However, we 
decided to drop these extra columns in the ArchivesSpace import spreadsheet. More on 
that later. 



I will call this the pre-ArchivesSpace version, or Version 3. 
A couple of big changes:
Library inventories tend to use the ISO 8601 date (YYYY-MM-DD), which is what we had in 
place. I converted the existing date into a DACS date using a formula in Excel. 
I used the CONCATENATE function in Excel to merge several columns into a single 
Title/Description column.
In our brainstorming meetings, Ruth and I talked about keeping the container list simple. 
The primary reason was to simplify manual data conversion processes - we wanted to get 
the data cleaned up quickly for testing in ArchiveSpace.
I was so focused on data cleanup that I accidentally left out the columns for tracking the 
physical items from the previous version, which ended up creating more manual work later. 
We went from this version to…. 



This is our final version - the version we used for creating the container list in ArchiveSpace 
- we will call this Version 4.
This is a test import spreadsheet, only for a subset of data.



These are close ups of the import spreadsheet.
We established the series and subseries arrangement. The title and description came from 
the pre-import version, or Version 3.
We have two labels in the Container Instance Type field: we’re using “mixed materials” if 
we have recital program only. We are using “audio” when we have a recording. If it’s a 
complete intellectual object: meaning we have both the recording and the program, we are 
still keeping the instance type as “audio” since this is the primary format of interest for a 
patron request. The assumption here is that patrons are interested in receiving a copy of 
the recording and not the program. 
Instead of boxes and folders, we are using unique identifiers for recordings, and standard 
container IDs for programs in binders. The printed programs are stored in three-ring 
binders. The container ID matches the label on the respective three-ring binder.
The inventory number on the physical audio format is retained as a unique identifier when 
we have the recording + program. 
When we have only a program, we’re including a standard container ID that points to the 
binder in which the program is stored. 
The FA-SOM prefix is the accession number for the series housed in the Fine Arts Library.



Example of successful import.



This is a screenshot of the test collection guide item-level description



In the unified collection guide, each group of materials in Special Collections and the Fine 
Arts Library is treated as a series. The series title includes the library name, the title of the 
accession/collection, and the accession number or collection abbreviation. Ruth decided to 
include all three of the accession numbers for the second series, which is the recordings in 
Special Collections. 



The unified collection guide includes elements of description from the catalog records and 
the original collection guide. We have multiple extent statements because the Fine Arts and 
University Archives extent measurements are different. 
The scope and content note is also for the unified collection, which takes into account 
physical and born-digital content in the collection.
The abstract is the first sentence of the collection scope and contents note.



The controlled vocabulary terms for agents and subjects include both school of music 
terms, genre form terms, and topical and occupation terms.



We will need to expand the historical note to include details about the history of the School 
of Music. 



One final step for the collection guide is to make sure all the top containers in the university 
archives holdings have associated shelf locations.  



Once the collection guide is finalized, it will be uploaded to our digital library, ExploreUK. 



Onto the catalog record for the unified collection: 
We had two collection level catalog records with overlapping content and location-specific 
details. Typically, our practice is to create the collection guide and then generate the MARC 
record from the collection guide. In this case, the two description formats were created 
independently of each other but carefully reviewed to have the same information. Our goal 
was to provide two different methods of access to the collection, based on where the patron 
began their search process.
We went from this….



… to this, a unified collection catalog record. 
The catalog record has two holding records to reflect the split physical collection. This is at 
the bottom of the screen. 



Because this is a unified collection guide for items in two physical locations with different 
fulfilment procedures, we need to find a way to direct patron requests from the guide to 
either the Special Collections research room or Fine Arts circulation. 
The usual way that patrons request to see archival material or request a research copy is to 
click on the “select” button that appears in every collection guide.  The “select” button is tied 
to the most granular EAD <container> tag.



The selections are aggregated under the “Requests” tab at the top right-hand corner. 



The patron then chooses to request retrieval, save for later, or request reproductions.



On clicking the submit button…



…the patron is prompted to log into their Aeon account.  Once that is done, their request(s) 
become transactions in Aeon.  
Special Collections research room staff and students then fulfill the transactions by finding 
locations, checking restrictions, paging the items, and putting the materials on reserve or 
scanning them for delivery via Dropbox. 



Our amazing colleague Jay-Marie Bravent (Bray-vent), who manages our Aeon instance, 
has developed a script which will use the prefix, ”FA-SOM,” (which you can see here in this 
inventory screen shot) to distinguish each <container> tag for requests to be routed to Fine 
Arts for fulfilment. This way we’re using existing workflows for patron access to holdings in 
the Fine Arts Library.



From the collection guide, selecting one of the FA-SOM containers and going through the 
request process will then send these requests into a customized Aeon queue, “Fine Arts 
Library Requests.”



From the Fine Arts Library requests queue, we would then automatically prompt Aeon to 
send an email with the patron/request information to the Fine Arts Library to fulfill the 
reference request.  



In their Aeon account, the patron will be able to see and track the status of the request.   
This request process is still in development, but we are grateful to have J.’s expertise in 
developing and supporting one single patron access point for materials held in different 
locations.



The Fine Arts Library currently does not have a policy for digitizing analog recordings for 
patron access or for delivery of digital files to patrons. 
At the same time, we are also exploring future recordings and programs being accessioned 
as digital files through OneDrive or an external hard drive. The Fine Arts Library does not 
have a digital preservation infrastructure, but Special Collections does, and we will need to 
consider additional collaborations for preservation and access to born-digital and digitized 
content.
For yearly transfers, I plan to create separate inventory excel sheets for importing into the 
collection guide ArchivesSpace.  
Ruth and I plan to create procedures for updating collection-level description for this 
ongoing collection. The revised collection guide will need to be re-uploaded to ExploreUK 
periodically. These procedures exist for other university archives collections that are 
constantly growing, so those can be adapted.



We’ve been working on this project since spring 2021, and description and access is 
complex.  Each series/accession/individual collection requires or has different approaches 
to description, but the collection needs a unified approach and consistency in description 
and access for patron use. The collection will continue to stay in separate units, and 
collection management will continue to be specific to the location.
To work through this complex situation, we’ve found we need to be agile, creative, and 
flexible.  We’ve had lots of brainstorming sessions in person and via email, we tried out a 
lot of different approaches, and have gone back to the drawing board many times.
Not only does a complex project like this require intentional and ongoing communication 
and engagement, it also requires willingness to seek out advice and help from others. 
We’re lucky to have other colleagues who has expertise to support options we’ve 
considered at various points. At the same time, we also recognize that we each have 
strengths and expertise we bring to the project, and we’ve continued to rely on supporting 
each others’ ideas with that experience and expertise.
Our work and decisions were guided by our shared goal of one point of access for patrons 
to the School of Music recordings and programs, because we believe that is the best option 
for our users.
Finally, Ruth and I have a great and respectful working relationship and we enjoy working 
with each other, which has made this a rewarding process for us.
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