Schedule and procedures for new and revised finding aids                                                             October 25, 2007
Load in test directory: (notify Marla when these are loaded) 

· new finding aids 

· revised finding aids with any change in the origination or title field as found in the Collection Summary (this will affect generation of the title list) 

· revised finding aids with significant changes that you would like to inspect before they go into production, or any changes in levels of hierarchy (such as nested <descgrp>s) that may affect the table of contents

Load in production directory: (no need to notify) 

· finding aids to which minor changes have been made.

Schedule for processing:
Week 1&2 of month: new or revised finding aids should be loaded into the appropriate directory by the 12th of the month

Week 3: Marla will process and provide time for new/changed finding aids to be reviewed/corrected 

Week 3&4: production databases for outline and full view databases will be updated ; remove files which have moved to production from test directories 

As always, "emergency" additions or revisions can be accommodated. I'll try to send out reminders the first week of each month.

