
Guide to Reading Finding Aids
Collection Overview

Summary

This will tell you about the person, organization, or institution. It’s a great section 
to figure out who the collection is about and a general history of them. 

This section briefly tells you what is in the collection and its particular highlights. 
It won’t tell you everything but its a start to help guide you though it.

Title and MC #:
You will need 
this when you 
visit the archive.

Dates:
Is it in your time 
period?

Citation:
 Where you got 
your info from.

Collection Size: 
To plan how long 
you’ll need to 
visit.



Administrative Information

Subject Terms:
These are top topics found within 
the collection. It won’t be every-
thing it covers, but its great place to 
see if a collection is relevant to your 
research.

The Content

If there were specific restrictions to the materials, it 
would be noted here.

Access and Usage Rules

Series: 
Similar 
records that 
are arranged 
according 
to a filing 
system and 
are related 
to each other 
by creation 
or used in the 
same activity.

Sub-Series: 
A more spe-
cialized group-
ing of similar 
materials 
within a larger 
grouping or 
series.

Box #:
Boxes can 
cover multi-
ple series or 
contain mul-
tiple series

Folder #:
Titles as 
much as pos-
sible reflect 
the materials 
contained 
within it. 


