YMCA Archives Finding Aid Style Notes
Series Title



<c01 level=”series”>
Title case.  No punctuation at the end.

Subseries Title:



<c02> and higher with the attribute level=”subseries”
Title case.  Colon at the end.

Folder title, dates.  # folders/volumes.
<c02> and higher with the attribute level=”file”
Sentence case.  Comma and space at the end of the folder title, period at the end of the dates.  Period at the end of the number of folders/volumes.

Title Case:  The first word and every significant word is capitalized. 


e.g.:

The Flight of the Bumblebee

Travel Diaries and Journals:
Sentence Case:  Only the first word and any proper nouns are capitalized.

e.g.:

From the mixed up files of Mrs. Basil E. Frankweiler

Travel-related correspondence, 1932-1950. 
Other Notes:

· Use "undated" not "n.d."

· Separate the initials of an individual with spaces, e.g. "J. F. Dougherty" not "J.F. Dougherty"

· Omit the apostrophe before the "s" in dates like 1960s or 1930s.

