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Local History Collection Finds New Home at Academic Library 

 

Scenario 

Academic library. You are the new dean of libraries at the local university. The Board of 

Trustees has authorized the design of a new wing for the library. The new space will enable you 

to better house the local history collection that has been in the basement for about 50 years. The 

collection has 25,000 archival items (books, photographs, realia, scrapbooks). What steps would 

you take to ensure maximum access to these new materials?   

 

Preamble 

As a new dean of libraries, it is with great honor and enthusiasm that I welcome the 

opportunity to erect a new wing of the University Library. The valuable local history collection 

that has been placed on long-term deposit at the university in the mid-1960s and stored in the 

basement for nearly 50 years—25,000 archival items, including books, photographs, 3-D realia, 

and scrapbooks—will finally find a new home. Comprising the collection and the building itself, 

the new collection will join the libraries in the pursuit of the University Library collection 

development mission—to provide the information resources in print and other media necessary 

to carry out the University’s academic programs and to support the research activities of students 

and faculty. 

Aimed at ensuring maximum access to the new collection, this paper provides a brief 

overview of the collection integration project plan and a detailed work plan designed for 

cataloging and other technical services-related tasks involved in the integration of the new 

materials in the University Library, including the local and electronic access, and discovery—via 

the University Library online catalog (OPAC) and the University Digital Library.  

Project Plan – Overview 

Collection Integration Philosophy 

This plan is developed in accordance with the principles expressed in the following 

statements from the American Library Association’s Library Bill of Rights: “Books and other 
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library resources should be provided for the interest, information, and enlightenment of all 

people of the community the library serves. Materials should not be excluded because of the 

origin, background, or views of those contributing to their creation.  Libraries should provide 

materials and information presenting all points of view on current and historical issues” 

(American Library Association, 1996, I & II). 

Intellectual Property Rights 

The project plan is developed under the assumption that the deed of gift between the 

University and the donor of the local history collection has been completed and the ownership of 

intellectual property rights to the part of the collection that is comprised of photographs, realia, 

and scrapbooks has been legally transferred to the University. The deed of gift is  

“a formal and legal agreement between the donor and the repository that transfers ownership of 

and legal rights to the donated materials,” as defined in A Guide to Deeds of Gift (Society of 

American Archivists). “The typical deed of gift identifies the donor, describes the materials, 

transfers legal ownership of the materials to the repository, establishes provisions for use, 

specifies ownership of intellectual property rights, and indicates disposition of unwanted 

materials.” 

The copyright to the monographs contained in the collection remains with the original 

copyright owner; this part of the collection is subject to the regular University copyright policy. 

Collection Management 

 The new collection will be placed under the purview of the University Library 

Department of Special Collections, managed by Director of Collection Development. The tasks 

outlined below, for which Director will be responsible in regards to collection management, are 

based on RUSA Guidelines for Establishing Local History Collections: 

 perform collection assessment and evaluation; identify the focus and the depth of the 

collection 

 perform collection weeding, subject to the regular Library weeding policy; finalize 

collection items’ selection 

 draft collection description; describe the types and formats of all materials included in the 

collection (books, photographs, 3-D realia, scrapbooks), indicating their provenance 

(history of ownership) 
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 determine the physical shape of the selected collection materials; identify those suited for 

regular circulation and those that need to be digitized and placed in limited onsite access 

 once the construction of the new library wing is completed, prepare it for housing the 

items of the collection, with proper provisions for monitoring materials (a diagram 

identifying precise physical location of each item) 

 ensure an environment that is conducive to the long-term preservation of materials 

 provide equipment and workspace sufficient to use the collection 

 define the range of services that will be provided, onsite and remotely 

 provide a clear and visible access policy 

 utilize professional staff to process, maintain, and provide physical and bibliographic 

access to the collection. Professionals may be assisted by trained paraprofessionals and 

volunteers. 

 draft collection copyright policy explaining the copyright implications that may affect 

access, use, and reproduction of the collection materials (Reference and User Services 

Association, 2012). 

Director of Collection Development will be also responsible for the fiscal considerations 

related to the new collection: 

 develop and manage a budget for processing, preserving, and staffing the collection 

 develop and manage a budget for physical and bibliographic access to the collection 

 develop and manage a budget for reproduction, reformatting, and/or digitizing of rare and 

fragile materials, such as rare books, photographs, scrapbooks, and 3-D realia objects 

 develop a policy for a reproduction fee schedule (Reference and User Services 

Association, 2012; 5.0 Fiscal Considerations). 

 

Processing of Collection Items 

The monographs (books) deemed to be fit for regular access will be slotted for library 

circulation. 
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The monographs with expired copyright, categorized for regular access, will be also 

digitized, in order to maximize access to these materials, making the electronic copies available 

in the Library OPAC. 

The monographs that are classified as rare books, photographs, 3-D realia, and 

scrapbooks will be digitized and preserved in a new library wing space designated for limited 

onsite access. In order to ensure maximum access to these materials, online access will be 

provided to the digitized items, according to RUSA Guidelines for Establishing Local History 

Collections: 

 digitize fragile items for access on the local history webpage  

 create a separate area on the library’s web page for the local history collection (Reference 

and User Services Association, 2012; 4.0 Collection Location and Access). 

Upon completion of the digitization phase, descriptive information, access points, subject 

information (descriptors, subject headings, and classification) will be provided to all collection 

items (detailed in the Cataloging section of this paper).  

Technical Services – Digitization, Cataloging, Metadata, and System Ingest 

 The University Library Technical Services Department will oversee the digitization of 

the collection items slotted for digital imaging, cataloging of original and digital copies, 

metadata production, and system ingest. 

Digitization 

 This section outlines general considerations for the digitization of the local history 

collection materials intended for inclusion in the University Digital Library: 

 monographs with expired copyright 

 monographs that are classified as rare books 

 photographs 

 3-D realia 

 scrapbooks 

 

The digitization will be performed according to standard academic library digital imaging 

practices: “The goal of digitization is to provide a surrogate copy of the original. While this 
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‘surrogate copy’ does not replace the original, it should be able to accurately represent as much 

of the information contained in the original as possible. 

 Flatbed scanning will be used to digitize the two-dimensional (2-D) opaque materials, 

such as photographs, books, and scrapbooks. The items will be laid on a flat and event surface; 

customized book cradles will be used to keep the books opened during digitization.  

 The 2-D materials will be digitized at 16bit grayscale, or 48bit RGB bit depth, using 

color targets. Kodak Q13/Q14 Color Separation Guide and Gray Scale, Macbeth Color Cecker, 

and QP Card are recommended (University of Southern California & USC Digital Library, 2009, 

p. 3).  The resolution will be determined by the size and quality of the original items:  

 Color photographs 8"x10" – 600 ppi (pixels per inch) 

 Color photographs 5"x7" or smaller – 800 ppi 

 Printed text (bitonal) 8 1/2"x11" – 400 ppi 

 Printed text (grayscale) 8 1/2"x11" – 400-600 ppi 

 Printed text (color) 8 1/2"x11" – 400-600 ppi (USC Digital Library, 2009, p. 2).   

The 3-D realia will be digitized using the best practices for three-dimensional objects as 

described in CARLI’s Guidelines for the Creation of Digital Collections (Consortium of 

Academic and Research Libraries in Illinois, 2014). 

The master images will go through a post-capture quality control process. The scanned 

printed texts will be processed for Optical Character Recognition (OCR), in order to afford full-

text search capability after integration in the University Library OPAC and Digital Library. 

The digitization team will use the master images to produce presentation files, to be used 

on the local history collection web page, part of the University Digital Library website. 

Cataloging 

The Cataloging Unit of the Technical Services Department will be responsible for 

creation of the collection representation (Hsieh-Yee, 2006, pp. 3-4).  It will produce 

bibliographic records for both the original collection materials and the digital copies of the 

collection components that had been digitized—to integrate in the University Library Online 

Catalog. In addition, it will also produce metadata for the digitized portion of the collection—to 

integrate in the University Digital Library. Director of the Technical Services Department will 

oversee the process of cataloging.  
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The procedure for creating a representation of the collection should follow two main 

objectives: 

1. The representation should contain enough detail to identify a resource. 

2. The representation should include sufficient information to distinguish one resource from 

another (Hsieh-Yee, 2006, p. 4). 

To ensure consistency in representation creation for cataloging purposes, the Cataloging 

Unit will use the key content standards, Resource Description and Access (RDA) and Anglo-

American Cataloging Rules, second edition, 2002 revision (AACR2r), and the most popular 

standard for encoding cataloging records, MARC 21, when creating bibliographic records.  

In order to represent the collection nature of the cataloged items and to ensure individual 

item discovery in the University Library OPAC, the cataloging of the local history collection will 

be done at the item level and the collection level. Each MARC catalog record will include the 

00X fixed fields (or control fields) for coded information that facilitates retrieval and data 

manipulation; and variable fields for textual information, corresponding the item’s description, 

access points, subject analysis, and authority control (OCLC, MARC Records: Record Structure). 

Item-level cataloging. The individual collection items, the monographs (books) in 

particular, will be first “searched in bibliographic utilities such as Online Computer Library 

Center (OCLC) or Research Library Information Network (RLIN) to determine if bibliographic 

records exist,” as Hsieh-Yee recommends (2006, p. 5).  If records are found, catalogers will 

perform copy cataloging.  Otherwise, they will create original catalog records for the materials. 

In doing so, they will perform “several major steps in original cataloging, including description, 

assignment of access points, subject analysis, authority control, MARC encoding […], and 

contributing records to a bibliographic utility” (ibid.). 

 The catalog records’ 00X fixed field elements will be entered according to the type and 

the format of the collection material: “Together the Type (Type of Record) code and the BLvl 

(Bibliographic Level) code characterize the kind of library material represented by the record. 

You must determine the appropriate Type and BLvl for the material you are cataloging” (OCLC, 

2015). To choose a format for electronic resources, catalogers will use the Cataloging Electronic 

Resources: OCLC-MARC Coding Guidelines1. 

                                                           
1 http://www.oclc.org/support/documentation/worldcat/cataloging/electronicresources/ 

https://www.oclc.org/support/services/worldcat/documentation/cataloging/electronicresources.en.html
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The variable field elements of the item-level catalog record will include2: 

Tag Group Function 

0xx Bibliographic control numbers and coded information 

1xx Main entries 

2xx Titles, edition and imprint information, etc. 

3xx Physical description, etc. 

4xx Series statements 

5xx Notes 

6xx Subject access entries 

7xx Added entries other than subject or series and linking fields 

8xx Series added entries and holdings 

9xx Local use fields 

The 3XX fields will include the Content/Medium/Carrier description: 

o 336: RDA content type from 6.9.1.3. Add $2 rdacontent 

o 337: RDA media type from 3.2.1.3. Add $2 rdamedia 

o 338: RDA carrier type from 3.3.1.3. Add $2 rdacarrier 

Catalog records for collection items in various formats will be produced according to the 

Library of Congress RDA Record Examples: 

 Textual Monographs: 

http://loc.gov/catworkshop/RDA%20training%20materials/SCT%20RDA%20Records%

20TG/Records/03_Textual%20Monographs_Final.docx  

 Rare Books: 

http://loc.gov/catworkshop/RDA%20training%20materials/SCT%20RDA%20Records%

20TG/Records/09_Rare%20Books_Final.docx 

 Art Objects, including 3-D objects, and Images, including photographs: 

http://loc.gov/catworkshop/RDA%20training%20materials/SCT%20RDA%20Records%

20TG/Records/10_Art%20Objects%20&%20Images_Final.docx 

 Digital Copies: catalogers will use Single Record Approach, with a reference to the 

electronic form, as “this approach is less time consuming because there are relatively 

fewer fields to add to the record,” according to Hsieh-Yee (2006, p. 339). This approach 

                                                           
2 Source: https://www.oclc.org/bibformats/en/introduction.html  

http://loc.gov/catworkshop/RDA%20training%20materials/SCT%20RDA%20Records%20TG/Records/03_Textual%20Monographs_Final.docx
http://loc.gov/catworkshop/RDA%20training%20materials/SCT%20RDA%20Records%20TG/Records/03_Textual%20Monographs_Final.docx
http://loc.gov/catworkshop/RDA%20training%20materials/SCT%20RDA%20Records%20TG/Records/09_Rare%20Books_Final.docx
http://loc.gov/catworkshop/RDA%20training%20materials/SCT%20RDA%20Records%20TG/Records/09_Rare%20Books_Final.docx
http://loc.gov/catworkshop/RDA%20training%20materials/SCT%20RDA%20Records%20TG/Records/10_Art%20Objects%20&%20Images_Final.docx
http://loc.gov/catworkshop/RDA%20training%20materials/SCT%20RDA%20Records%20TG/Records/10_Art%20Objects%20&%20Images_Final.docx
https://www.oclc.org/bibformats/en/introduction.html
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is described in the OCLC Cataloging Electronic Resources: OCLC-MARC Coding 

Guidelines: 

“You may create a record for the nonelectronic version and add an annotation about the 

existence of and access to the electronic version. The nonelectronic version is the primary 

version and the electronic copy is secondary. 

1. Select the workform based on the current definition of "Type" and the primary aspect of 

the item. 

2. Do not input field 006 for the electronic version. 

3. Do not code "Form of Item"(008/23, 008/29, 006/06, or 006/12, depending on 

bibliographic format) for the electronic version. 

4. Optionally, include field 007. 

5. Note the availability of the electronic version in field 530. 

6. Add a 740 added entry when the title for the electronic version differs. 

7. Provide the location of any remotely accessible version in field 856. Use second indicator 

"1" when the address is for a version of the resource other than the one described in the 

body of the entry or "2" when the address is for an otherwise related resource” (OCLC, 

2006). 

Each item-level catalog record will be linked to the collection-level catalog record using 

the 856 Electronic Location and Access field3. 

 All printed records will be linked by a Persistent Uniform Resource Locator, or PURL 

(maintained on the library’s PURL server) to the digitized copy. 

Collection-level cataloging. Collection-level cataloging “involves the creation of a 

single bibliographic record for groups of library materials that have been intentionally brought 

together at the technical processing stage,” according to Cornell University Library (2009). The 

variable field elements of the collection-level catalog record will include: 

2. Geographic area code (043 field) 

3. Call number 

4. (1XX field) if appropriate 

5. Devised title (245 field) 

6. Publication statement (264 field) consisting of place and publisher if available or only 

dates of coverage. For unpublished resources give a production statement. 

7. Collation (300 field) containing the number of pieces in the collection at the time of 

cataloging (if no more to be added) or an indication of illustrative matter, and the range 

of volumes sizes. 

8. Content/Medium/Carrier  

o 336: RDA content type from 6.9.1.3. Add $2 rdacontent 

                                                           
3 http://loc.gov/marc/bibliographic/bd856.html  

http://loc.gov/marc/bibliographic/bd856.html
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o 337: RDA media type from 3.2.1.3. Add $2 rdamedia 

o 338: RDA carrier type from 3.3.1.3. Add $2 rdacarrier 

9. Notes (5XX fields) 

10. Subject headings (6XX fields) 

11. Added entry headings (7XX fields) 

Leader 

Bibliographic Level = c 

Encoding Level = 7 

008 

Place of publication  

Publication Status; Date 1(yyyy); Date 2(yyyy) 

Contents 1, etc. 

Language 

The above tags are based on Cataloging Service Bulletin no. 53 (Library of Congress, 1991). 

MARC holdings record 

For example, 

866:41:$8 0:$a 35 pieces (1978-1995) 

866:41:$8 0:$a papers 1-12 

Barcoding4 

 

Consortia considerations. If a library is a part of a consortium, the consortium’s 

cataloging policies and rules should be considered in the cataloging process. 

Metadata for the Digitized Part of the Collection 

 In addition to producing MARC bibliographic records for both original items and digital 

copies, the Cataloging Unit of the Technical Services Department will produce metadata 

necessary for identification and integration of the digital copies into the University Digital 

Library, using the Dublin Core metadata standard.  

 “Metadata and cataloging are different in many ways,” Hsieh-Yee points out. “Most 

important of all, metadata encompasses several types of metadata that are designed to serve 

functions that are not directly related to cataloging data” (2006, p. 348) —preservation metadata, 

for example. 

                                                           
4 Cornell University Library. (2009, April 28). Collection-level Cataloging: 

https://lts.library.cornell.edu/lts/pp/cat/1colecat  

 

https://lts.library.cornell.edu/lts/pp/cat/1colecat
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 Dublin Core (http://dublincore.org/) is “a standard for cross-domain information resource 

description,” Hsieh-Yee explains. “It became the NISO Standard 39.85 in 2001 and the ISO 

Standard 15386 in 2003. Dublin Core Metadata Element Set 

(http://dublincore.org/documents/dces/) contains definitions of fifteen elements” (2006, p. 352). 

In order to reduce workload and in the interest of time, using the MARC to Dublin Core 

Crosswalk should be considered, to produce metadata of those items that had been digitized and 

MARC records had been produced for the original copies (Library of Congress & Development 

and MARC Standards Office, 2008).  The metadata types will include: 

 Administrative metadata (to facilitate long-term management and processing of digital 

collections) 

o information about the collection and access; when and how the resources were 

created; intellectual property rights management information; photographer name 

(for photographs); preservation metadata; 

 Technical metadata (digital scanners and cameras can automatically capture this 

information and embed it in the object file) 

o Each item’s metadata contains the following information: file format; resolution; 

bit depth; color mode (RGB, bitonal, or grayscale); digitization equipment used to 

produce digital copies; software used to manipulate or compress the image; 

software required for viewing the digital copies; 

 Structural metadata (for studying complex objects such as scrapbooks, 3-D realia, and 

photo albums, the researcher must be able to recreate (or reassemble) the physical item 

from the individual digital page images. Libraries that are digitizing complex objects 

should “take care to provide excellent collation and other forms of structural metadata” 

(IFLA, 2014, p. 13) 

o Each item’s metadata contains the following information: collation; total number 

of pages; identifications of recto and verso; numbering scheme; textual divisions; 

illustrations; 

 Descriptive metadata 

o Each item’s metadata contains the following information: the item’s catalog 

number, title, object type and genre, creator(s), date made, materials and 

techniques used to produce the item, names of people related to the object, 

http://dublincore.org/
http://dublincore.org/documents/dces/
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information on whether and where the item was published, subject keywords, and 

additional descriptive captions. 

System Ingest 

 When the cataloging and metadata stages are completed, the original materials and their 

surrogates will be processed for access. They will be assigned call numbers. Based on the initial 

assessment of the collection (see Processing of collection items, p. 4), the original materials will 

be placed on shelves or in the limited access room, “while their bibliographic records are put into 

machine-readable format and parsed for further manipulation. Catalogers and system designers 

sort multiple items and display them on computer screen” (Hsieh-Yee, 2006, p. 6).  The digital 

files, MARC records, and the accompanying metadata will be transferred to staging servers for 

system ingest into the University Library Online Catalog and the University Digital Library, 

where the digitized local history collection will be accessed. 

Finally, according to IFLA recommendations, the archival master images, at the 

appropriate time, will be transferred to a permanent digital repository and deleted from 

workstations and other temporary storage devices (International Federation of Library 

Associations and Institutions, 2014, p. 12). 

Access 

 Once the cataloging of the new collection materials has been completed, access to them 

will be made available to the University Library user base.   

Monographs (books). The monographs in regular lending status will be placed on 

shelves and accessed through regular circulation and interlibrary loan (ILL).  The out-of-

copyright monographs, after digitization, will be also available in electronic access via the 

University Library Online Catalog.  

Rare books, photographs, 3-D realia, and scrapbooks. Collection items placed in the 

limited onsite access will be accessible in two ways, detailed below. 

Original copies. A research account will be required to consult the original copies of 

materials placed in limited local access. Users will need to register for a research account on the 

University Library website. This online request service will allow users to make requests for 

accessing original copies of the materials and plan their visits to the new wing of the library 
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where the local history collection will be housed. After registering for an account, users will be 

able to schedule the visit to the limited-access part of the collection, available by appointment 

with the Special Collections Librarian. 

Digital copies. Users can retrieve the digital copies by searching the University Library 

Online Catalog; they can also access digital copies by browsing the local history collection 

section of the University Digital Library website.  The University Library Webmaster will be 

responsible for designing and implementing the section of the website where the new local 

history collection will be featured. 

Each digital file will have a Persistent Identifier (PI), such as PURL (Persistent Uniform 

Resource Locator), URN (Uniform Resource Name), or DOI (Digital Object Identifier). “A 

Persistent Identifier not only facilitates access when local URLs to the unique digital object are 

changed, but it also provides a convenient method for citation and future verification,” IFLA 

points out. “It will also be critical in any future linked data environment” (2014, p. 14). 

Conclusion 

As part of the University, the University Library is committed to the increase of 

knowledge and to disseminating that knowledge to the public. This mission requires a strong 

foundation, built on the library collection development efforts.  The collections play a vital role 

in advancing scientific knowledge, addressing societal issues, and increasing the information 

literacy of our community. Within the context of this mission, integration of the new local 

history collection will increase the quality, breadth and diversity of the University Library 

Special Collections, which serve as primary reference materials to students and faculty. The new 

collection will enhance our knowledge of local history and our cultural heritage; it will facilitate 

interdisciplinary scholarship and research; and finally, building upon the lessons of the past, it 

will help us understand what the future may hold. 
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