	Worksheet: Creating a Basic Finding Aid for an Archival Collection

	

	This worksheet was created by Celia Caust Ellenbogen in 2011-2014 as part of the 
Hidden Collections Initiative for Pennsylvania Small Archival Repositories (http://hsp.org/hcipsar),
a project of the Historical Society of Pennsylvania with funding from the Andrew W. Mellon Foundation

	Finding aid author: 
	 

	Repository:
	 

	Collection title:
	 

	Creator:
	 
	Type:
	 
	Source:
	 

	Dates:
	 

	Collection No.:
	 

	Extent:  
	 
	Linear feet
	or
	 
	Cubic feet

	
	Note:
	 

	Provenance:
	 

	Access:
	Contact the repository for information about accessing this collection.

	Related archival collections:
	 

	Languages:
	English

	Biographical / Historical Background:
	 

	
	Bibliography:

	
	 

	Scope and Content note:
	 

	Abstract:
	 

	Access Points:
	Geographic names

	
	 

	
	  

	
	  

	
	  

	
	  

	
	  

	
	Names

	
	 

	
	   

	
	  

	
	  

	
	 

	
	  

	
	Subjects

	
	 

	
	 

	
	 

	
	 

	
	 

	
	 

	
	 

	
	 

	
	 

	
	 

	Arrangement note:
	 I. Series: Correspondence
     A. Subseries

     B. Subseries

II. Series

     A. Subseries

     B. Subseries

     C. Subseries

	Inventory

	Level
	Component name
	Dates
	Box
	Folder

	Series
	Correspondence
	1900-1982 (bulk 1950-1980)
	
	

	Subseries
	Personal
	1900-1925
	
	

	Folder
	Letters from mother
	1900-1925
	1
	1

	Folder
	Letters from father
	1900-1915
	1
	2

	Subseries
	Professional
	1925-1982
	
	

	Folder
	Memoranda
	1925-1980
	1
	3

	Folder
	Interoffice mail
	1925-1980
	2
	1

	Folder
	Contractors
	1950-1982
	2
	2


