
Archive Team Meeting Notes 

February 11, 2021 

Present: Laura Habecker, John Hosford, Laurie Lounsberry Meehan, Natalie Skwarek 

1. Wordmark Design 

We added “at the University Libraries” to the wordmark design selected at our last meeting. It helps 

clarify the organizational structure and reporting of the Archives & Special Collections. 

 
 

2. 3 Teams Group Update 

Samantha met with John and Laurie about the future of the “Three Teams” and it was decided that 

having the three teams meet regularly wasn’t necessary. What would be most helpful is to have ad 

hoc meetings focused on AURA since that’s the main item of overlap, and that the Systems Team 

should be included as well. 

3. New Webpage 

John and Laurie met with the Systems Team to discuss our desired approach to go ahead with using 

LibGuides and getting set with our organization and content. We can switch to the CMS version 

when/if that becomes an option in the future. 

 

John created two draft LibGuides --- one for a sandbox to learn how to use LibGuides and one that 

will serve as the basis to build as the future site when we’re ready. Each team member should 

review tutorials on creating content in LibGuides and create a tab on the TEST page to experiment 

and learn. Once we’re ready and have settled on what we think are the categories for tabs in the 

“real” one, we will start to construct that one. It will be especially important for us to talk with Brett 

and/or Ellen on adding web links and email addresses since there is a particular way they prefer 

those to be done. 

 

4. Finding Aid Template 

Laurie created a draft template and the team was asked to focus on the elements included the 

overall structure for discussion again next month. Laura suggested that our final template be laid 

out in a table in Word to facilitate future use in Excel or a database (in addition to the consistency of 

layout a table provides). We agreed that was a good idea and Laura will do that once we’ve finalized 

the template. 

Laurie will send out a couple articles related to “Arrangement & Description” that will be helpful in 

organizing collections and creating finding aids. Much of the work in creating a finding aid carries 

over into similar descriptions in AURA and JStor Forum. 

 

Next meeting:  March 10th @ 1:30 pm 

 



Old Business to Finish 

 Security & Access Policy (JH to draft) 

 Citation Guidelines (JH to draft) 

 Graphic design template for policies and documents (JH to draft) 

Future Goals/Projects/Things to Work On 

 Create a “Statement Regarding Sensitive Materials” for our repositories and collections. A useful 

site with examples: https://cataloginglab.org/list-of-statements-on-bias-in-library-and-archives-

description/  

 Create an APEX Archive Internship 

 Discuss prioritization of materials to digitize, in conjunction with Digital Projects Team 

 Continue to look for grant opportunities 

 Investigate ACRL’s Project Outcome (Digital and Special Collections assessment and surveys) 

 Reach out to the History Department: collaborations & better integration with curriculum & 
students [similar outreach to targeted curriculums as well] 

 Review the University’s Records Retention Policy see if we have any suggested revisions 

 Archive – Digital Projects Team:  

o Digital photos from Athletics and Marketing 

o Press releases and Alfred Today digital files for AURA (Brett has this as a to-do list item) 
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