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Social Media Workflow

Search 
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and ingest Write content
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Writing Web 
Content



• Well-organized
• Informative
• Accessible

Scope:
• NTL site

• Archives home
• 6 subpages

• ArchivesSpace
• Landing page
• Help page

Goals: 



Brainstorm
Most important information?

What do other archives’ sites include? 

Make a list

– who we are and what we do
– location
– hours 
– contact
– policies
– services
– how to browse our 

collections
– how to access materials
– visiting 
– what to expect
– additional resources and 

history
– searching AS
– AS vs. ROSA P
– featured collections

Website Info



Organizing Information

Group into pages by topic

Main site vs. ArchivesSpace

Determine logical order



Connecting Information



Writing content that’s…
Informative

Concise

Professional 

Accessible



Visualizing Draft



Revising as Necessary

Brainstorm Organize Connect

WriteVisualize
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Research 
Tools

National Transportation 
Knowledge Network

Public 
Access

Freight Data 
Dictionary

NTL 
Policies

About the 
NTL

The NTL Archives preserves and facilitates access to historical records of DOT offices 
and employees. We collect a wide variety of record types, including publications, 
manuscripts, audio-visual materials, objects, and many others. We also offer 
research support and educational programming services.

The NTL Archives are open to all, including the public, DOT employees, students, and 
other researchers. 

Featured Collections

Explore Collections

About NTL Archives

Services Offered

DOT History

FAQ

Home National Transportation Library Archives

Location
1200 New Jersey Avenue, SW

Washington, D.C.

Hours
By appointment only
Monday – Thursday

10:00 A.M – 4:00 P.M

Contact
eden.orelove@dot.gov

Browse Collections on 
ArchivesSpace

Archives
National 
Transportation 
Library

Visiting the Archives
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About the 
NTL

The collecting mission of the NTL Archives is twofold: 

1. To preserve historical records of DOT offices and employees, insofar as they have 
permanent historical value. 

2. To acquire, preserve, and provide access to a wide range of research materials 
including books, manuscripts, archives, audio-visual materials, objects, realia, and 
other items in support of the educational and research activities of its various 
constituencies. 

The mission to acquire and preserve materials is coupled with a commitment to 
outreach and access. Materials are described according to national standards 
established by the American Library Association and the Society of American 
Archivists.

Collection Development Policy

Explore Collections

About NTL Archives

Services Offered

DOT History

FAQ

Home About the NTL Archives

Location
1200 New Jersey Avenue, SW

Washington, D.C.

Hours
By appointment only
Monday – Thursday

10:00 A.M – 4:00 P.M

Contact
eden.orelove@dot.gov

Browse Collections on 
ArchivesSpace

Archives
National 
Transportation 
Library

Visiting the Archives

Purpose 

The National Transportation Library Archives Development Policy provides a framework 
for the acquisition of materials to support the NTL's mission to support and promote 
research of the history of the Department of Transportation (DOT). The National 

           

Our Mission
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Explore Collections

About NTL Archives

Services Offered

DOT History

FAQ

Home

Location
1200 New Jersey Avenue, SW

Washington, D.C.

Hours
By appointment only
Monday – Thursday

10:00 A.M – 4:00 P.M

Contact
eden.orelove@dot.gov

Browse Collections on 
ArchivesSpace

Archives
National 
Transportation 
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Visiting the Archives

Go to ArchivesSpace

You can discover archival materials by searching finding aids in ArchivesSpace. Finding aids 
provide information about a collection’s title, creator, date, subject, scope and contents, 
and historical context. They also include a container inventory listing the materials in the 
collection and where they can be found. If an item has been digitized, you will see a link to 
view the digital object in Rosa P. 

For detailed instructions on searching in ArchivesSpace, select the “Help” button in the top 
navigation bar on the ArchivesSpace homepage. 

While we are working to bring our materials online as quickly as possible, most of our 
collections can only be accessed physically. For access to physical materials, please contact 
us through LibAnswers to request a digital copy or to schedulable a visit to the archives. 

Explore Archival Collections

https://usdot-my.sharepoint.com/personal/madeleine_poche_ctr_ad_dot_gov/Documents/LibAnswers
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Services Offered

DOT History

FAQ

Home

Location
1200 New Jersey Avenue, SW

Washington, D.C.

Hours
By appointment only
Monday – Thursday

10:00 A.M – 4:00 P.M
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eden.orelove@dot.gov
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Visiting the Archives

The archives are open to visitors Monday through Thursday from 10:00 A.M. to 4:00 P.M, 
by appointment only. Contact us through our LibAnswers platform to schedule an 
appointment. Please let us know which materials you would like to examine so we can be 
prepared for your visit. 

Visiting the Archives

What to Expect when you Arrive

Preparing for your Visit

The NTL Archives is located in the DOT Headquarters building at 1200 New Jersey Avenue SW, 
Washington, D.C. Use main visitor’s entrance, which faces New Jersey Avenue SE and has a 
rounded awning. You will have to check in at the front desk, present a government-issued 
picture ID, and go through security before entering the building further. The archivist will meet 
you at the visitor’s entrance and walk you to the Archives. More detailed instructions will be 
provided when you schedule your appointment. 

You are welcome to bring laptops, tablets, 
other small devices, and their chargers. 
Notebooks and pencils are welcome as well. 
Water bottles are permitted as long as they 
have a cap that seals completely  

Bring: Don’t Bring:
 
 

https://usdot-my.sharepoint.com/personal/madeleine_poche_ctr_ad_dot_gov/Documents/LibAnswers
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NTL

The NTL Archives offers a variety of services to support your research 
needs, including: 

• Reference services through the NTL’s LibAnswers platform 

• On-site assistance during research visits

• Scans of materials that are not yet digitized (if available)

Explore Collections

About NTL Archives

Services Offered

DOT History

FAQ

Home Services

Location
1200 New Jersey Avenue, SW

Washington, D.C.

Hours
By appointment only
Monday – Thursday

10:00 A.M – 4:00 P.M

Contact
eden.orelove@dot.gov

Browse Collections on 
ArchivesSpace

Archives
National 
Transportation 
Library

Visiting the Archives

Research Support

Educational Programming
We host outreach events for DOT employees, researchers, students, 
and the public, including:

• Orientation programming for new DOT employees to…

• Learn about the history of their agency

• Familiarize themselves with the NTL Archives’ 
resources

• Field trips for students (you can read about one here) 

https://usdot-my.sharepoint.com/personal/madeleine_poche_ctr_ad_dot_gov/Documents/LibAnswers
https://www.bts.gov/data-spotlight/mapping-out-success-bts-field-trip
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DOT History

General DOT History
Our DOT History LibGuide 
This research guide includes biographical sketches of the Secretaries of Transportation, 
the names and dates of service of administrative leaders of the various modes 
(agencies), a chronology of dates significant to the history of the DOT, and more.

From Then to Now: A Journey of 50 Years
Fifty years ago, in April 1967, the United States Department of Transportation had just 
opened its doors...

The history of the U.S. Department of Transportation and the general history of 
transportation in the United States are documented in several locations. We’ve compiled 
this list of digital resources to help you get started.

Federal Aviation Administration 
The continuing mission of the Federal Aviation Administration (FAA) is to provide the safest, 
most efficient aerospace system in the world.

FAA's History website traces the history of the administration. In addition to A Brief History 
of the Federal Aviation Administration and its Predecessor Agencies, the site provides FAA 
Administrator Biographies, descriptions of Aerospace Pioneers and chronologies of FAA 
Milestones and Events  and several collections of photographs

https://transportation.libguides.com/usdot_history
https://www.arcgis.com/apps/Cascade/index.html?appid=648c0652ed1c4290b949acdccbab1227
http://www.faa.gov/about/history/brief_history/
http://www.faa.gov/about/history/brief_history/
http://www.faa.gov/about/history/media/AOA_bios.pdf
http://www.faa.gov/about/history/media/AOA_bios.pdf
http://www.faa.gov/about/history/pioneers/
http://www.faa.gov/about/history/milestones/
http://www.faa.gov/about/history/milestones/
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Frequently Asked Questions

What are archives? How are archives different from libraries?

I’m looking for ____. Should I search ArchivesSpace or ROSA P?

An archives is an organization that collects, preserves, and provides access to records. 
The term archives can also refer to the records themselves. Like libraries, we organize 
information and strive to meet the information needs of researchers. Unlike libraries, 
we focus primarily on historical preservation, collecting more unpublished materials 
and ephemera.

Search ROSA P for more recent publications, born-digital materials, technical reports, 
datasets, and other research-oriented resources. Search ArchivesSpace for historical 
and unpublished materials. 

While all the NTL Archives’ digital objects can be found on ROSA P,  we recommend 
beginning your search for digitized archival materials in ArchivesSpace because it 
accommodates the multi-level nature of archival description. After locating a record in 
ArchivesSpace, you can follow the link in the finding aid to view the digital object on 
ROSA P. 

What types of materials do you have?



Quick Links

NTL Archives Homepage

ArchivesSpace Searching Tutorial

What does this term mean?

Copyright and Terms of Use

About NTL Archives Records 

The National Transportation Library makes this set of bibliographic records and the metadata contained therein available for 
public use under the CC0 1.0 Public Domain Designation (https://creativecommons.org/publicdomain/zero/1.0/). This applies to 
the archivists’ description of a collection (the text of the finding aid), not the collection itself. 

For the collections themselves, copyright and terms of use varies. Refer the “Conditions Governing Access" and "Conditions 
Governing Use" notes in a collection’s finding aid for more information.

While we are working to digitize our collections, most of our materials cannot be viewed online. To access these materials, 
request scans or schedule a visit to the Archives by contacting us through LibAnswers. 

Be aware that historical materials may contain outdated, offensive, or otherwise harmful language. The content of archival 
materials reflect the cultural context of the period in which they were created. Because it is important to study and learn from 
this historical context, the NTL Archives does not edit or redact this content. The views expressed in these materials are that of 
their creators and do not necessarily reflect the views of the Department of Transportation today.

https://creativecommons.org/publicdomain/zero/1.0/


Jump to:

How to Search

Search Tips and Tricks

Filtering Results

How to Browse

Navigating a Finding Aid

What does this term mean?

Help

How to Search

When entering a search term in ArchivesSpace, you can use the “Search field” dropdown menu 
to indicate where in the finding aid you would like that term to appear. There are six options:

• Keyword searches the entire finding aid. 
• Title searches the title of archival units at all levels: collections, series, folders, and items.
• Creator searches the creator field at the collection level only, not at the file or item level. 

For example, if there is one speech by Undersecretary Beggs in a collection of speeches by 
Secretary Volpe, a creator search for Beggs would not return that speech. In this situation, 
searching for Beggs in the title field is recommended. 

• Subject searches a finding aid’s assigned topic, location, and genre/form tags. 
• Notes searches all of the notes in a finding aid, which typically include scope and contents, 

historical/biographical, access and use, and language, among others. 
• Identifier searches the unique string of characters assigned to each collection. 

ArchivesSpace allows you to further refine your search by limiting the results to a certain record 
type and date range. There are three record type options:  



Results & Reflections
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