Past Perfect Name Authority File Rules

e Last name, First name, birth-death (if these dates are known)
o Smith, Joseph, 1888-1988
e Forwomen:

o List a woman by the name directly connected to the artifact. For example, if it
was used by the woman as a child and she later married and changed her name,
use her maiden name. (See People Biographies section below for more
information.)

o Put maiden names in parenthesis after first name

=  Example:
= Doe, Jane (Smith), 1888-1988
General Rules:
o Use quotation marks for nicknames
= Example:
= Cody, William Frederick "Buffalo Bill"

o Rank or position (i.e. General, Dr, etc.) should not be part of a name

= This also include “family of” and “house of”

= [f first and last name are known, remove descriptor

= If only the last name is known, go to the record and delete the entire
name.

o If afirst name consists of two initials do not include spacing after periods. Include
a space after a period if the name consists of an initial followed by a full name.

= Example:
= Smith, J.D. OR Smith, J. Doe

o Ifawoman is listed only under her husband’s name (i.e. Mrs. John Doe), enter it
as last name, first name with the Mrs. in parenthesis after the first name. Only do
this if her first name is unknown.

=  Example:
= Doe, John (Mrs.)

o If a person has both a Native American name and a non Native name, enter the

names separately and note the other name in the Biography file Other Names

field.
o Enter incomplete or illegible names with question marks
= Example:
=  Smith, ?
o Suffixes should be listed after the first name
=  Example:

= Jones, Henry Jr.

People Biographies: Other Names field is particularly important. For example, many women
will have multiple records due to married name changes. Her married name(s) should be
entered in the other name field of her maiden name record and vice versa. Another instance
might be a person primarily or professionally known by their initials (i.e. Goehner, J.F.). The
person’s full name (Goehner, John Frederick) and any variations (Goehner, Fred) should be
entered in the other name field.



