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destroy records, by having the archivist senarate out records he wants
soved berore setion is telien by the committez on the remainder, or by
having the head of the creating agency heve the last say on records which
. - s A
he wants lept when there is nc archivist to claim them.

T. R. Schellenberg thinks that the primary velue (for the originating

agency itself) should be judged by .egency officiels, while the secondary

value (for other agencies and privete uscrs) should be judized by en archi-

vist. He says further that, "Ordinarily, for that matter}|an archivist,

no metter what his treining, will appraise records 'primarily on the basis

By

=
of their historical value or interest.!”’

The mein objective of records appra .o reduce

the volume of records kept. Another Asideratiofifis that the disposal

of useless records will molze 1t easieN] n Lsearcher to use the re-

mainder of them. In fact, 3 Jtm— +$ that an srchivist can be

ne caon be assisting the users

of arcnival material afteX\d +fled eway." There are secondary

values to be o} ™WeuS_no»faisal such as increased efficiency
by streamlj ing, more office space aveilable after apprai-
sal and di ing a detailed list of wnat records exist.

started on a large scale in the United States in the Widener and Baker

Libraries at Harvard University between 1910 and 1950.7 This was probably

ebout the some time that business became aware of (or was made aware of)

'

the value of old records. Oliver V. Holmes thinks that many old retention/

disposal schedules exist and would tell us what records business has

tnoust it imsortant to 'inep and would poinit out differences

fo

n value 1o

. . e 8 . .
buciness and to scnolarship. In 1938 when Holmes' article on the appraisal

- 3,




of busincss orcnives was published, the Irving Trust Company of Few York
vow reouiving its . branches to send certain clausses ol rccords fow storage |

according to a regular retention schedule, and other firms were doing

siniler things. Businesses which published retention/disposal schedules
end/or policics a mumber of years ago include the Intersiate Commerce Com-
nission, National Zlectric Light Association (1923), and National Fire

.l ] . . - 10 on, 17 R B AN .1.
Protection Association (1935). The Kay-Dee Company ofﬂ:ittsbulgn, manu-
facturers of filing equipment, published a pamphlet entilled, "Records--

ilow Long They Stould Be Kept; What, How, and then to Desftroy; ilow to Pre-

nll . Z_

serve,

Holmes says thet the method by whic; a deciding

oy and early this cen-

factor in which reccerds were kept la

tury.12

, and vertical filing dates from

cered a few years leter, Because

throwing e b TN : BT o2 nore difficult to do than disposing
nstances of records of 1870s and 1880s existing

. 13 )
e 5Carce. N

corrcspondence and nwenegerial memoranda, but more conservetive with de-

teiled finoncial records wnich could be disposed of if surmery records

14

were made. Also therc are certain businesses such as banks, insurence

’

companies, and law firms which are naturally conservative in their de-
H

struction of papers, and some of them have created respectable erchival

a 1 f

¢s3tavlictments,

| S S
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Another influcence on the evaluation of business recorda has been
the gov.rmment., The federal government hos excrcised strict regulation
over records of all business wnich falls into the public utiliiy classi-
: . | : : 16
fication (1. e. valuation data must be considered in setting rates, etc.).
In the same vein government makes it necessary to keep records for tax
purposes, Each year the National Archives and Records Service updates

its "Guide to Records Retention Reguirements" so that bugfness will know

what federal laew requires to be kept and for how long. is interesting

to note in this connection that for years the federal goydrnment has been

publishing its records, while business record& arc Tate—exNlable only in

summary reports for internal consumption

1

cetional institution or archivist working in
the latter capacity will} L ppraisal in his own repository

after records have been : /fanteered for deposit, iHe mzsy -

also be cel scene NG »7ction of a business where ne may

have to g >t his hsnds on; or if he is lucky he may have
a chance itory and aporaise records at the business site
before tney In whatever menner he attains the records, -~ :
there is very little chance that he may take part in the records creation
or records managemsnt process. He will have to evaluate the records
without knowing as much about the business as he should know to do a
thorough job. iere is where he must rely on his knowledge of the region
and the history of business there,

An areaivist employed by & particular firm will be deeling with

records of brancines and departments of the same business rather than

5 7
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with individual business collectioris. ile will have a much better know-
ledpe o the business end its internal worliings then nls university or
historical society countefbaft will have of his collections. He would
mést likely be involved in the records menagement process (which this

paper docs not attempt to deal with). The archivist in this situation

could do a proper job of evaluation end could attain a certain emount of

regularity in the transfer of records,
It is obvious that an archivist must set some appra}tal stendards.

Ralph . Hower feels that the gulding principle in presejdation of busi-

ness records is to select that material which will yic

nl8

and plsnt.

The arcnivist nceds 1o

volume, organizational sy

trends. 4n erchivist w {Jsiness is capable of dealing
with duplication becausc \O\ : i ‘movledge of work flow and

papervork., /7 W man; %" exist and where. The archivist in

~

There was not the extent of duplication in the past, nor was there the
proliferation of paper that has talken placé since the turn of the century.
YWayne State University retains practically all existing records of eariy
labor unions beceuse not that many records are extant. I would imggine
thet they are finding it necessary to dispose of a great deal of excess

perer in the rzeent rzcords of the United sutc Voriers beceuse of its

bullz, -
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Fhilin Brooks says that the archiviet st lmow the egoeney of origin,

..
its nistory, its objectives, and its methods as well as lmowv tie relotion-

19 .

ships of records to each other, He would also have ithe archivist know
and be alert to changes in the scope and metnods of research. The arch-
ivist should also be acquainted with the usc actually mede of the records
walch we have pfeserved, and for that reason people who eppraise records

snould be involved with providing service on them.20

T. R. Schellenberg would heve the archivist be ewarflof the "eviden-

' 21
tial" 2nd "informetional" value of records. By this neens that some

records give evidence of how the agency (or bOEITTTri—wes rganized and

how it functioned. These functional recy/ a\be of

agencies (or a business

records on the agencies
informziionzarooaric N0 governzental agencies than to pri-

too snould be awere of the importance of

zrie as guidelines, the archivist will want <o

A

further classify ..ic records to be reteined. Ir. Hower believes thai

business should leep the following types of records: accounting, pur-

chasing, production, inventory, lesbor and personnecl, sales, advertisiag,

(&)
. . - 23 - .
statistics, general and financial (includes ccrrespondence). Knowing

what records are aveilable, the erchivist will Ymow which snecific records

“r 2 e

§-re

111 i01d s ebove (or =zimiler) informetion end cen discord ihe ro

v

der, The archivist should also consider the metiods to be used in the

RS
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punraian] nrocess such as sampling, reducing volume through microform:.,

end others, ,
'

For the nrchivist nof employed bty business, the best :ray 1c¢ obtain

business records is to contact the business personally. Although adver-
ticing for records mey bring in some record groups, the best method is

direct solicitation.

The next step 1s appraisal of the records wnether wer'si

a buciness or for a repository. Tne best way to do this

the existing records. Eesides being the basis for an in}illigent rscords

disposition progrem, an inventory can be Luportort—Ffoe—sqiNrence and re-

or better N\ n»resent

secrch purncses, can furnish information

Benmer’in speaking of

be fleasible for the re-

itidual business collections will

e ercif/ist. The inventory should cover
all records A aCTTINAT ccoNUIT Ty the agency . {or business) at its

central 1 tfter a complete inventory has been

compnleted) i get down to the business of appreisal, and

in e centin can initiete retention/disposal schedules-for

disposition of diiierent series of records at regular intervals.
Sir Hilery Jenkinscn enticirated the use of record retention/dis-

posal schedules. He svoke of ",..graded veriods of preservation applying

L}

A ' .
to speccified clacses of documents," and referred to "destruction books"

end "destruetion dinri_cs."28 Robert Rahmer, in speaking of the disnosi-

-

izn o7 roerds, s2id 2hat disnesition schzdulas zhould sstabhlish o
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s

ond disrosal of records; should provide for rogularity in the retirement

and 4

sde

1

ooal of useless papers from the filcs; should cive n»rotection to

the valuable core of records that mist be retained; should inform crchi-
vel institutions as to what meterial they mey expect to receive; should
provide the records officer with an inventory thet will mzize possible

the rendorings of a more complete reference service to the officlals of

D)

ency; snould furnish filing officials with a scundqbasis for the

. . s . 2
formulation of classification schemes., 7 There are proidbly cs meny

types of retention/disposal schedule forms as there are [°fices using

Nividual firm.

them. The proper form is thet one which wor'4

-3

This can s well be sepid for

sLfter rocords haove been

e
ct
e
4]
o+
e
:3
0]
N
.
O
(\
e
o,
0]
=
oy
ol
s
o+
O

)

ine

js
]
o
€
(8
o]
3
(&}
-
o
"
0
(&)
c*-
c*-

1

atioN " would certainly be of help to the

sneral study of business. I believe that this
calc in a few places in the United States.

touched on the verious espects of records ap- -

~

preisal becsuse TiTne depth of the subject., The main point to under-

stand is that no eppraisel scheme will work Zor all firms at all times.

4s tire goes on eppreisal plans must be modified to keep up witn the

’

current need. A
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In 1955 1igs Corinne Gilb headed an ciperimental oral history

rroicet woieh began in the Bancroft Librery of the Unlversity ol Onlil-
ornin. In 1955 the propgram beceme the Regionsl Cultural iilstory Pro-

ject now housed in the General Library at the University., In Fovember

of 1956 the University's Institute of Industrial Relations, in BDericley

end Los ingeles, asled liiss Gilb to undertalze a similer project in the

ficld of labor-management relations, bLeginning first witiflleading em-

ployers end labor officicls in California end includin

11

3

lontuelly simi-

lar leaders throughout the Western States.

Standards for ma'ding oral history reccords are

of obvious reasons. Irobably most impor /

J.t the past. /nd in

conjunction with this point is tho Nerat/Z 4 that without edecunte

[}
cr
>
3
(a9
[5e]

3}

ds in recording, of the future mny condemn

Y

the interviews oi today.

1

ey or institution wishes
to ettract fincnciel suy beat to standerdize

tnother large factor is

money. It is necessary to
and to keep the inter-

well, LDLonald Swein found from his ovm

very exrensive, cspecially if & tape- S

A

recorder 1s used.  r. Suein estimetes thet including time for prepara-

“3

tion, travel, trenseribing, and editing tie ratio. of menhours to actuel

. . . . 1% . .
interview time is 40 to 1.7” The better stendards are in recordin-, the

less time will be wasted in inconsistencies and duplication of effort.

There ore certain gencrel steps to be taiien in conducting oral his-

Lo ea, 2 5 P P ey, Y eqem L, 4 XL
Lary intovvrious reorrdlosc of the nos <

iz

wre ol the program forouhicn
bzins undertezen. The specific detalls of interviewing will derend on !
ERIC | 3
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the use of the tape, intended scope ond other focters. The nerson wio

. . -~ ’
R )

biers L resmonsibility for the implementrtlon off thaoe olons

f-re

4

[&+]

=
i

elly the interviewer. In some large operations the interviewer mey not
have ‘o do cll of tac preliminery resecrch and follow taureoush on the
transcription, but he should be intimately acquainted with these details
of the operation,

Tae interviewer's first reszonsibility is to now wypre the gaps in

sritten history exist. There is no use to document thropl

thet wihilch is already well lmown through written records This means

hnt the interviciver ruct farmilicrize ninsel?f

\ti1 nrimcry and

vee muct be convinced of the

i and reseerch nurpose, A nmis-
understanding ; N o 5 refusal to be interviewed. This

initiel ar include setting a time end plcce

until after one or more preliminaory

]

Y

interviow the subject sihould have some idea
of the cuestions taz intcrvicwer ould 1lilte answered. Out of comxon
courtesy to the subject cnd for pragmatic recsons as well, it is o good:
idea to send the interviewee a list of points or cusstions wiwich ne might
S

be considering before the interview teltes plece. ile moy hove to regic his

]

. e 2 ce - 403 ! 3 2
aw drwz o reesll sueocific detnils of event

\

IS
%]



.

During the course of tho interview, the subject should be put ot

2.

cove on mest es can be undor the circunmstnncas, o should be encorogad
to say wint he wishes, but'at the swume time the interviewer must leep

n rind the rurnose of the interview and not let the uUbJCC wander too

far, Thic is probably the most difficult part of the oral aiztory rrocess,

&

Sorietimes 1t is necessary to prod the subject's memory, tut he shouldn't

be given leading questions, There are so many nuances

o

interviewing

that interviewers are in favor of training crogrems. Oulr Bombord of

s e

tiwe Ford llotor Commnany Or dlstory Frogram was troined b the Colunmbia

University Cral liistory rFroject.
4 good general siantement repgo rdln"

is that the intervicwer must resun

(4]
[2%
(@]
3
[¢)
0
(o]
-

that he ha of naiddng on oral history

[

interview the intervieu subject about donating

2]
[

nis owvm momiscript holdi) collection. Oftentime

even thougnt of malring en

<

nas beoen dor

intervicu tance, would probably have

contected tize in the past about the possibility of his

placing

SiANgrsonel p/ifrs in the repository. A resecrcher using the

Y
'\

papers at some Iater date miy went to find cut more from the person

.L

then his papers reveal, The archivist may then suggest thst the re-

19

searcier corry out the interview, or he may wish to do it himzelf.,
e

Tne interviewer should see that the taped interview is transcribed.

‘ Since this tesk is v»utllj carried out by a clerk-typist, the inter-

A
'

te

n

“

[N

}~ L B . v Y hl pe
yvice Lio tuvin ond cousitly Yo ad .

Lt

ERIC - | 19
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.~

great denl of controversy arices in the job of transcribing o tape. The

Looadat anld melke tho typesceript reflecet ot io on wae toe, bul lou

fer snould she go in editing heel

tetions, run-on sentences, bad grammoer,

end other cpeech errors. The only answer to tais question is that tre
intervicwer or program director must melo & policy decision for itself
or consider ench interview individuclly. There are three nein views on

editing. {ne is thot it would be insulting to the interpfcevee to gét

)
he transcript in the rough form with his spcech errors,ljo it should be

editecd. A sccond view is thet if eny ediving is ¢ 14 interviewee

should do it. The vicw of tue purist is that L\ ld be done.

Tnere are voaristions on the cbove views

men the interviewer wos the tog

4

concult with the interviewvece about ro\] to be put on the use of

the tene, about pullist any other legal imnlico-

tione whiich may orise

~

ZiTferences ox

istory interviewers on
interview., Iiclen hite,

that autobiograniical in-

- 20
pert of every interview.

uld include e typed blograrnhy or

d rceference source with the tape. idss hite's

~
~

Ay

cormaent on this practice is thnt the interviewee should be aslied to com-

22

ment on the suthenticity of the information in the work cited.

v

lelen white also foels thet interviews arc simnler and more pro-

. . . . 23 :
ductive when undertalzen with one person and no audicence, (che elso
. ~

cvealss of %imes unen croup interviews are helpful,) Donecld Suain, how-

e D n o

[N

-~ A
sels thint

.
[

s . . :
ovor, Hoin'is Ahot vor'dncs in weams io velusble

doing the burden of tae entire interview will not fell on one person,



end nlso Llunt the scope of the cowvorsction can be enlrrged by supnle-

morlor) cavestions,  Ine nen can talte nsteos whils Lhs obtior ol osnd
still retain a conversationsl stmosphore,. They arce both richt; thoir

L) (2}

necds are differont.

+

There are numerous dotsils of interviewing aside from the mein

steps windceh could be discussed, but as it is a wmetter of individual

choice there iz no need. The important thing to kee; inznind is thet

a tope-recorded interview stould be used for thet vurvofd which it serves
beot-—{or getling the feel of o time pest turouch the elds of onoe who

was there. This feel is what Deadld Suain coBro—ssmmazioN ond "simosphere.®

—

Dy Havaniinald e
Y S2NNQAS1S

essigmed by tho interviewce. e inhe af Jrezns tho socinl, poli-
tical, econcmic, and versonelity N Latio/ Ains tant exrlain why cor-—

tein issucs were imporitent ¢

event moy comnlicote m-\ Jins different versions. Tails
J pe o

)

cleuds the e the air, ind Pinelly, ir, lor-

.
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Labor History Arcnives

Labor history is a 1oﬁg—neglected subject in the erchives field.

Labor record groups have been collected haphazardly by historical and

educational institutions over the years, but it has only] been in the

s

past fifteen years or so that archivists have realized tf} imvortance

of these records and have systematically sought them for}jesearch use.

Qr history

Y

The archivist in sezrch of lalfi to find them

#:minology end general unclearncas of terms used
by the archivist in his approach to labor administrators.2 Labor of-
ficials who came up tarough the ranks or even the more sophisticated
leaders may be entirely unfemiliar with the term "archives" and may evén
balk at discussing their "records" and "documents'." (I would suggest

that this problem is primarily one of the past since there has been much

1Eootnotes follow text.

20
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publicity on record saving in the past few yecars. Most unions, at leact
on the notionnl level, have by Lhic time been approcched by an erchiviet
reprecsenting en interested institution.) The difficulty that is impos-

P
sible to overcome is the incomplete record-keeping practices of the past.”’

Tnose records that have béen lost, mutilated or destroyed cannot be re-

stored for use, but union officials can be educated in the importance of

their retontion in tho future.

H

Archivists have found that the loss of labor unionjtecords is often

related to the dynamic charecter of labor unions‘;4 in t}4 heat of tettle

Action taken

f the history of labor unions
conducted on street corners, in

11s cnd bars, and meny other places unlikely

trict records wiica offer correspondence with national headquerters,
regional headquerters, other districts, and the district "1ocals."7

Another good source would be the private archives of union officials.

+

These records may tend to be biased because of the official's point of

. : 8 .
view, but nevertheless are useful, Another valuable primary source
o

PN S R e b 2 gm g s d Y e, Timoes 3 s L -
sauld e cral-tischsry intervicws, These should include thoszse wic

speak of labor as well as those who speak for labor (social workers,




newspapcrmen, econtmists, ciergymen, lawyers, anq mediatorg). Although
ornl-niLtory dintorviows can boomng the most velwwbdle of records it

must be remembered that mcmory can fadé ond distort facts over a period

dé ycars and a certain nmount.of nisinterpretation of the actual hepponings

may result. fnother source to fill gaps of missing records is thc mass

of documentation created by the Federal Government in its official re-

vl

sponse to unionism.10 Mr. Stewart points out that labor!

11

past sometimes

is best reconstructed from nonlabor sources.

Labor has made an attempt to sclvage its own recordj}lin the vast
) &

few years., Some largc labor orgenizations aré—= I own archives

rether than giving them over to the care Zstitution, American

Fedcretion o Labor has its archive

labor 1cadcrs.12' In 1954

cords dealing with labor-management relations .-

Their course of aovion was to make known to potentiesl users that labor

history records exist and that they are eccessible, and to encourage the

preservation of such records for future use.

’

“In their research of the labor nistory situafion the; Committee

found that up to 1953, at least, labor history had been written very

largely frzn

Nolizhad cources with littls rocourze to

.

(e

o

L

ccord:z dus

the absence of any survey or guide to labor records.15 The Cormittec

- 25 .,
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-replies. In only 15 cases of these 43 woz

felt that the results of surveying would sorve a threefolddpurpose:

(1) Lo ivara-oo rooord. oomzucelousness in the lebor movenent, (2) to
bring abeut the formation of more, and more truly, "historical collec~
tions" by unions, end (3) to probably bring more deposits of valuwble

: . . o . 1
but noncurrent union docurentation to avnropriete research institutions.

The Society's survey of state archives and historicel societies in

the nid-1950s found that early documentation of state lobar agencie§

has all but evaporated, and that more records are being g4q4tained in

1

agency custody than are needed for current opercticns. ¥ questionnaire

vas sent to 97 egencies, and a table of stati#4

torical interest in the records saved
state archivists and their historice

locel zurveys to stir up intergcd

Tre largest body of g /fernrent raN)

Zcderal lobor-related agencies were

Archives or Federal Records Centers.

131

.n the Hation
bllecting of labor history archives we shall .

rmost important collection of labor archives

Y

in the United 33 odey, those of Yayne State University. The Labor

History Archives were-established en a formal basis in 1959 under the

- .

leadership of nhilip P, leson, who was engaged as University Archivist

in 1958 when the Board of CGovernors announced an official policy re-

garding the retirement and retentionr of University records and documents.gO

FN LA, 8 .
tas 2stablish

znt of al

2 cnaons I L e cbor nistory erchives at tayn:
. , . 21 . . o eas A .
Ztcte University are several, First is tnc University's location in

) ‘ ©) 53
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Detroit, an industrizcl eree, cnd the nome of the automobile industiry.

ceveral ol Libor'z leaders were cducatsd et the University including

Roy, Victor and valter Ruether, and Leonard Voodcoek. In the 193%0s

ﬁﬁe University inaugurated a special labor-education progran waich in

19#6 vas reorganized as the Institute of Labor and Industrial Relations. i
The practicel . use of labor history records for the Institute is cuite

evident. Finally, tae Director cof Libraries and other mgnmbers of the

faculty were concerned tnat their casual collecting polif} in labor

1 nn

history was not good enougn. They fearcd that documentsifere being lost

Wistoricsl

or destroyed and that union officials were unféses

velue of their surviving records. \iions do ne\\\ave

facilities to preserve and service research use the
University began the groundworlk in a formal labor nistory
archives.

study present wnractices

necessary foy ie—twotermINIre slgetary and staff needs of a formal

archives ssisted in this preliminary study by Hevman
Jeffrey, nistorian end [fprmer union official, who was concerned for .-
the preserW A ni; ical union records. lr. Jeffrey had conducted.

N R

Trams of researcn collections in Michigan and other

o=

a survey of inc Dro

states nrior to his involvement with Mr. lason. iiis findings were that
no institution had a systematic progrem to collect and rreserve nistor-

icel records of the automobile industry and other,industries, and that

meny collections had been discarded out of lack of spmce and ignorance

25
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Thus, in 1959, the University cstablished a formel prograom to
collect (nd procurve recoecds relsting to the union movenent, vith per-

ticular emphasis upon industrial unions. The United Auto Workers' re-

cords were given priority because of their importence end the proximity

. . 2!
of union activity to the University. '

(Wot to be disregarded is the
fact that the UAY has made substantial gifts for operational expenses.25)
The Collection includes peripheral colloctions regarding ﬂociml, poli-

tical, and religious movements. In 1966 the collection vpls estimated

at five million pieces of newspapers, Tiles and records of}locals, pri-

velo correspondenco, etc., connected with the Leertemn ol movement

and rolated moverents for political and sy Norm on M41A\Nnear

26

feet of shelves.,
The Labor History Archives were / foused with the Univer-

sity Archives nroper. In 1966 tha lial pINGEZd $1.2 million for an ar-

27

chives building. (vhet
overational is not lmown

)

of qualified persons with

The Arcaivist';

and descrip
Vayne

was the col h Brown, a sheet metal worker and reporter .

.
A

28 .
for the Federatzt—twe?s during the 1930s. 8 Brown gathered material for
a8 book he hoped to write about the rise of labor in the automobile indus-

try, especially during the years, 1933-1941. His papers containing

union newsvapers, strike leaflets, correspondence with union officiels

end twenty-one indexcd scrapbooks were purchased'by the Library in 1951

£.5 o memarial to Zdward V. Uefarland, o faculty nounbeor vwho achieved re-—

~
29

cornition in labor circles.

30 - | |
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vives include records of the Industrial

~ ]

Lortierns o0 Ul Tarlid, o o lube Zilse of sonr dishionded loenle, nnd oroare

sonal files of individuals such as Homer Martin, first President of the

w20

UAW, and Joan Zdelman, called "dean of the labor lobbyists., The Ar-

chives has files of the ilayne County AFL-CIO, and in 1963 the Michigen

State AFL-CIO made Wayne State University its official archive. (For an

extensive licst of holdings sec the National Union CataloA of Manuscriot
Collections.)
Tne most imperiant collection of labor nistory in ti4 irchives is

. N s e o . e .
that of the United Auto VWorlkers. At thelr Cidfsbewaii Coviao\
&

action wnich must be take/ Ay thre unid\

4 particularly intel

lecticn of trs

52

pated in t/:¢ formetion ar early devclonment of the UAY. This progren,

besun in 58, was co-spofijored by the Institute of Labor and Industrial

Relations X \/ayne Stet/ [Lniversity and the University of !iichigan. By

(53

1964 more than Sh——rindred transcripts totaling over 5,000 pages had
been deposited in the Archives. The collection comprises an important
source of leobor history and supplements the published and written records

in the Archives. A number ol collections were obtained as a by-product

of the progran.

.

. - - s - S IR, ST N T S o A gt
r. Joson ercdivs mony afcncics, individuals and institutions as

£

¢ azlpZul in thelr collecting program, Ifrom tae University of liichigan

| 31
' 29



Higtorical Ceolleoctions whiteh turned over +two valuable collections to
the Zreidven, to tha rent=and=£1ile mambers wiho have collected bits of

union history over the ycars. Since 1960 the Archives has sponsored a
number of ncetings to publicize its program and to obtain information
2

. . . o sons. . 2 , .
on the locetion of significant collections, The first program of
their 1963-64 series, Dpisodes in Labor History, was entitled "A MNight

With The Vobblies." The participants as well as the audfence were help-

ful in giving leads to labor materials and the names and] jthercabouts

34

of prospective donors,

The %Wayne State University Archives haovd

n
0

not haves ‘such rich ‘sources

nor do they nzve the staf:

o . 2 '
ERIC 330
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bene 2,

It is necessary for manuscripts and archives to be arranged

in order to be used. UWithout arrangement it would be very diffi-
for a researcher or an archivist to find the particuler document
or series of records which he needs. There are certsin principles
of arrangement which can apply.which can apply to both archives
and manuscripts, and various ideas of how manuscripts should be
arfanged;

T.R. Schellenberg, in The Management Of Archives, states that

the object of arrangement is for records to be able to be found
and properly described.l Records come from many different sources
and are recefved in different degrees of disarrangement, B8efore
they can be described they have to be arranged within their groups,.
The groups slso have to arranged on the shelves in such 8 manner
that they ﬁan be found again if they are needed., Without some
scheme of srrangement for the shelves & small record qQroup in a
large srchives might become lost forever even though it is still
in the building.

According to Schellenberg the first of the essential steps in
archival arrangement is for the Archivist to “analbza the structure
and functions of the body that produced the records with which he

is wurking."2 He needs to understand the organization znd workings




of the agency in order to know how thelr records were crested.

Knowing how the records were created will better enable him to see
how they should be srranged.

The second essential step is for the archivist to "analyze a
body of records as & whole, before proceeding to arrange any of its
parts."3 He needs to understand the whole collection before he
starts analyzing any of its parts. If he starts hreaking down the
collection into parts too socon he may miss some essential clue
about the collection that could be lost in rearrangement,

The third step in arrangement is that "Wwhenever feasible, an
archivist should identify or establish series within an srchival
group or manuscript collection."h This makes the collection easier
to handle snd helps make location of 8 particular item faster,

In order to facilitate handling of material, "When dealing
with a large body of material, an archivist should first plan the
arrangement of records on paper before proceeding to the physical
task of placing them in order and packing and shelving thEm."S
This would make it possible to avoid multiple handling of the rec-
ords which might result from trying to arrange records before the
archivist had decided upon the final arrangement.

The final essential step given by Schellenherg is that "In
arranging his materiasl, an archivist ahnu}d follow principles of
arrangement that are generally recognized as valid in his profes-
Bion."6 In ofher words, he should follow the principles of prov-

enance and respect des fonds.

The sbove steps are basic enough that they can be applied to

oy
e
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both archives and mgnuscript collections, I am not going to deal
further with archives hecasuse my research was in the srea of manu-
scripts, I will now sttempt to cover some of the different theories
on manuscript arrangement,

Schellenberg divides manuscript collections into three groups:
organic collections, ertificial collections, and collections of
miscallany.7 He defines organic collections as "material created
by 8 particular person, or by a particular religious, educational,
business, or ather corporete bddv.“e These collections ere very
similar to archives and may be treated like srchives in some cases,
If they have an organic arrangement they should praobably be left
alone, However, if they have become disarranged some systems pf
arrangement will have to be applied.

Artificiel collections are defined s "an assortment of pepers
and volumes that heer no kinship to one another, are without conti-
nuity, and have no common origin.“9 They are "papers that are
brought together after the actions to which they relate have oc-
curred, not concurrently, and that are derived from many sources,
not a single aource.“lU Since the papers come from different
sources and have no relationship to eech other they have to be ar-
ranged eccording to some artificisl system,

Collections of miscellany are "composed of single record items
or small groups of record items, acquired from various sources, that
are formed into s collection in a manuscript repusitory."ll Collec-

tions of miscellany can be made up of either loose materisl or bound




volumes,

According to Schellenberg, as 8 general rule the archivist
"shauld meintain sach collection as a separate and integral unit."12
He says that most of the collectiors of menuscripts that come to a
repository today are from a single source end should he kept to-
gether, He feels that older collections which might have records
from various sources should still bz <ept together. Finding aids
can be used to help locate the mmsterial rather than breaking up the
collection to make new collections.13

The second rule is that "tlhen dealirg with both manuscript
collections and archival groups, an archivisit should place the tuwo
types of material in seperate parts of the stacks, for the inter-
mingling of private and public papers is inexcusahle.“lb Schellen-
berq gives no explanation of this rule at all, but ke seems to mean
that a building which houses both archives and manuscript collec-
tions should keep them in different parts of the building. He
does not seem to be dealing with the papers of a public official
which might contain both archives and private papers.

Schellenbergfa third rule is that "an archivist should normale
Ly Place collections in the stacks in the order in whi&h they are
accessioned."l5 He feels that this is the best method for storing
collections and being able to find them. He says that collections
should not e arranged on the shelves alphabetically by their titles,
and should be grouped into classes ohly in exceptional circumstances.16

Tha Manuscript Oivision of the Library of Congress helieves

that "manuscripts and menuscript collections should be considered

38
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first as to preservation, second as to use."17 The conditiaon of a

manuscript determines how much it cen be used, If it is in poor
condition microfilming or photocopying can at least make its con-
tents available. The Divieion believes that sny legitimate inves#-
tigation should be allowed as long as the condition of the manu-
gscripts doss mot prohibit it, In order to protect the documents
it feels that "consul&ation of manuscripts should be allowed only
in the presence and under the constant ohservetion of the archivist
or his assistants."l8 No archives or librery wants its material to
be damasged, but the importance of much of the material in the Li-
brary of Congress may cause it to be especially careful, The 0i-
viqipn requires the investigator to meke 8 written application for
the documents he wishes to see, and if the manuscripts are restricted
his notes will be inspected before he is sllowed to leave.lg
The Library of Congress divides manuscripts into two classes &
#illuminated manuscripts and correspondence or other pen-created pa-

pers of officiel and private daidy lif‘e."zG

Illuminated manuscripts
are considered to be hooks and the mgnual does not talk about their
arrangement, Pfen-created papers arg divided into official and per-
sonel classes,

If personal pepers of an individual come into the hands of the
archivist either untouched or only slightly disarranged, the "exist-
ing srrangement should be studied carefully hefore the necessary
archival rearrangsment is begt‘m."z1 The traired archivist should

be the first one to handle the papers beceuse he nezds to study and

analyze them, By studying the origirsl arrangement he can find

il




clues to help identify the misplaced and undated items in the col~
lection.22

In order to save time in arranging ® large disorderly mass of
papers, they should first be divided into decades, then into years,
guarters of years, months, days of months by tens, and then into
separate days, According to the Library of Congress this method
is twice ss fast as any other in brimging order to 2 collection of

23

papers,

The srrangement of the collections or groups on the shelves
"{s entirely dependent upon the geogrephy of the storage space at
disposal and the frequency of cornsultation of the group."zg Be=-
cause hpst collecticns are housed in buildings not designed for
them arrangement must be worked out so that the collections that
get the most use are the easiest to reach,

In the Library of Congress the collections of papers are ar-
ranged on a8 chronologic-geographic basis,

It follows the seguence of events from the discovery of

the Western Hemisphere, through exploration and gsettle~

ment, es naturally developed: First, the West Indies,

Spanish Americe, Mexico, Central and South America gen-

eral, then by countries in their geographicsl divisiors

and strictly chronological within these divisions; then

North Americae, the grouping therein being the 8British,

French, Spanish, and other colonies,.25
The arrangement then cerrs the period up to the Revelution, the
Revolution, the period under the Articles of Confederation, and
the United States.26

Within the various collections the Library of Longress belieess

in the simplest arrangsment possible for the individusl dtems. The

o}
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ease and certainty in finding an item is the basis of judoment for
a system of arranqement.27 They feel that the experience of archi-

vists has proved that the only satisfactory arrangement is the

strict chronological cme..28

It presents a complete picture of the daily course of
events as the life of the past was lived: it satisfies
the instincts of the investigator by placing the records
before him in unbroken sequence of time; it reduces the
chances of misplacement of the single manuscript to the
minimum, largely obviates unnecessary handling of the
papers, throws all the undated material into one place
and eases the mind of the historian, as no other group-
ing can, by assurimg him that he has not overlooked any-
thing through failure to consider all of the possible
heads under which papers might be grouped in subjective
or other classifications,?

A third view of manuscript arrangement has been presented by
Richard Herner, the Curator of Manuscripts at the University of
Washington, He feels that "the prospective user of manuscripts
should receive primary attention in the arrangement of manuscripts,"BU
Arrangement according to provenance or chronology has been dane
for the convenience of the archivist or the repository, and not
for the convenience aof the user,

Mr, Berner says that there are three assumptions on which the
rule of provenance rests:

(1) that the main purpose of the user is bicgraphical;

(2) that the order given a collection by its creatars

is the best for this purpose; and

(3) that the 'given order!' reflects in some significant

way the personelity of the creator(s),3l
He criticizes this arrangement because the researcher often has more

limited objectives than bicgrephical, and the order given to the

documents by the creator is freguently not the best order. Part of

Al
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the reason that nrovenance is used is that the mass and complexity
of many modern manuscript groups overwhelms the repository and the
rule of provenance is reveried to as the easiest thing to do. The
archival guslity of many manuscript oroups has had a heglthy effect
in weskening the reverence for the single pieca.32

In dealing with chronological arrangement, Mr, 8erner is pri-
merily concerned with the arrangement of series of incoming and out-
going letters. His objections to the system of strict chronology
and his suggestions for chenge are both concerned with letter series,
Mr, Berner's objections to a chrorolonical arrengement for incoming
and outgoing letter series are as follows:

(1) 0Only one approach to a callection is provided for

the researcher,

(2) There is no systematic and objective method for re-

vealing nsmes of correspondents,

(3) The Iettérs of those authors of incoming letters who

are noted are scattered throughaut the series, and there

is no guarantee that all letters of a person will be re-~

trieved when needed,

(4) The fact that the letters of some authors of lncoming

letters are not noted may mislead the researcher by implying

that letters of a particular person are not in the cullection,

(5) The collection as a whole is impovergshed in the midst

of its riches, for there is no systematic way to compensate

for not being informed that the papers of some significant

person are in the collection.33

In order to corrscy the flaws in a strict chronological system
Mr., Berner suggests that outgolng letters covering a8 long span of
time should be arranged chronologically, end incoming letters should
always be arranged alphabetically according to the writer, 1IFf there
is ohly a small group of outgoing letters or one that only spdnz a

brief period, then it should be arrsnged alphabetically by the nsme

of the addressea.Bu This system provides more than one approach fto
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a collection and may make it easier for the user to find what he
is looking for,

In conclusiongy I am inclined to favor Mr..Berner's gyatem of
arranpement for letter series. Letter series may be the most im-
portant paerts of a menuscript collection, and this arrangement
provides more than one spprosch to the collegtion. However, 1 do
not believe that s repository with a collection of manuscripts es
large as that of the Library of Congress could change systems at
this point, Tbere would be toc much work to be redone., The only
answer for them is indexes to the collections similer to the ones

that have been done for the Presidentisl Papers,
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Few state historical societies can match the enerqy
and enthusiasm which fhe State Historical Society of
wisconsin has expended on the collection and arrangement
of manuscripts, Directly responsible for this fine record
are the Division of Archives and Manuscripts, which handles
poth the state archival and the Society's manuscript programs,
and the Society's Field Service Department, which does most
of tne actual collecting of manuscripts. UOver the years,
however, the one continuous factor behind the success of

the collection of manuscripts has been the presence in one

place of the State Capitol, the state archival agency, the
: !
University of Wisconsin, and the State Historical Society.

The interaction and mutual support among these institutions

seem to have geometric effects upon the enthusiasm for manuscript

4t
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prescrvation at Madison, This is apparent in the special
collecting mrojects, involving the Mass Communications History
Center and Area Research Centers, as well as in the hasic
collecting program of the NDivision's Manuscript Section,

The basic manuscript collection had its beginninns
at mid=fNineteenth Century. From 1850 to 1891, when he died,
Lyman . Oraper gathered manuscripts relating to the early
histury of the American West. Since then the Oraper Collection,
comprised of five hundred volumes, has bieen extensively used
‘ . - 1=
by historians as eminant as Frederick Jackson Turner,
Hy 1506, the Soclety's holdinns had increased te include
75,000 pieces.' it about this same time, another man,
Jonn R, Commaons, an eminent economist at the University of
Wisconsin, along with his fellow colleagues began to colliect
material relating to the history of labor and socialism in
the United GHtates, They were able te acquire the correspond-
ence of Henry Demarest Lloyd and the archives of the Yocialist
L.abor Party, along with the papers of Commons himselF.3
To the Draper and Cammons Euilectimn, Reuben Gold Thwailtes
in the early years of this century rmunﬁed out the collection
by adding a substantial body of material relating to tnhe
nistory of misconsin.b |

Presently, the Society's total manuscript collection
contains 11,064,200 unbound items and 14,034 bound volumes.5
The increase represents additions relating to tne sarlier

collections of Drapesr, Comwmons, and Thwaites, as well as

* The footnotes are located at the end of the naper.

ol
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caollections relating to new subjects., As befure, material
about 'Hiscensin history is never overlooked, few papers in
the field of 1sbhor history nave added substantiallvy fo
the John R, Comwuns Collaction., Some of thes include bhe
archives of the American Federation of Lakor, the H4FL-0T0
Committee on Prl)itical tducation, and the Textile Workers
Union of America snd the papers of Adaolf Rermer and
Raymon Kobins,

Seme gf Lhe more important newer fields represented
in the basic collection are race relations, tusinesws history,
urban history, and aqriuulture.7 The outstanding collecticns
supporting these fielas include the ;Japers of the Congress
for Kacial tquality; the economist, Richard T. bly; tne
Americans for a Oemocratic Action; and the aqriculturélist
and industriaiist, Cyrus t. McCurmiuk.B

The Divison of Arcnives and Manuscripts handles the
manuscripts sepamtely from the oftficial state arcnives,
aitnough the official stave papers of the quvernors and
copies of the archives from federal and other stste govern-
ments are kept in the manuscript 59ction.9 Arrangement of
tne manuscripts on the shelves 1s by & sirple consecutive
number system, a Ieplacement of the older geographic «and
alphabetical arréngemant uof & few years aygo. w~cecording to
the stste Archivist, F, Gerald Ham, the change resulted in
a more efficient utilization of stack space, a gresater

ease in cataloning additions fto exisgting cnllections, and

r———
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I s . g ...,
g more efficiant way of retrieving collections, Within

collections thewselves, arranqgement is eifher chronological,
topical, or alphebetical; however, atterpts are made to
preserve the original arrangement cf the donor, if there is
vne. Regular Hollinger boxes are wsed in storing, though
at one time all manuscripis ot Misconsin wers shelved

. v s . _ 11
horizontally in boxes that could accomvpdste the purpose.

Bihliographical sccess to the manuscript collection

has teen provided for by Blice £. Smith's Giuide to the

s
i

Manuscripts of the State Historical

ociety cf Wiscansic, 1944,
Two published supplements have brought the nuide up-to-date,

as uf 1966, fcecessions after tnat have been reqularly

noted in the Proceedings of thes Sccliety, which are published

in tne uisconsin Magazine of History. Unpubilished means of

controlling the colliection are by a card gatolog with collection
cards, donar cards, and subject curds included, &@nd by
inventmries.l2

Asive trom the operdations supporting the bzsic manuscript
collection, the Division of Archives and Manuscripts is
involved in other special projects--the colluction of
materiagl relating to mass communications, the theatre
research project, and thg“maquscript collecting activities of
the statewine network of Ares Research Centers. Within the
Division responsihility for the mass cemmunications collection
is divided between the Manuscript Section, which processes

the materials, and the Mass Communications History Center,




. 13
which controls the collection, The Center also shares
rusponsibility for the theatre research uroject, alonp with
the Wlisconsin Center for Theatre Research, a division of
the University's bpeech Department. The latter does most
of the actual cellecting, while the fFarmer maintains control
T ¥ : . . -
over the matarial, The project involving the Area Hessarch
Centers is supervised mainly by the Slate Archivist, the
. . s s s 15

head of the esntire Division.

The collection of materials relating to mass communi-
cations began in 1959 with H., V, Kaltenhorn's donation af
Mis papers, which included 22% boxes and 110 volumes aof

. 16 . _ . . . . :
manuscripts, Since then the Mass Communications History
Center has added many more collections dealing with cvery
aspect of the subject--journalism, radio, television, public

e e s 17 , .
relations, and advertising, The types of material collected
range fram personal manuscripts and corporation archives
to tape-recorded interviews wsnd disc and tape recordings
. _ o 18 . S

of radio and TV broadcasts, Some of the more outstanding
personal collections are those of journalists Marguls Childs,
John Gunther, Joseph . Harscn, John M, Hightower,
Louls Lochner, and H., V. Kaltenborn; those aof redio and
television commentators Charles C. [ollingwood, Cecil Brown,
Alex Dreier, tdward P. Morgun, and Robert MclCormick; and that

of public relations councelor, Frederick Eenham, Represented
,

]

in the collection of corporate archives are the National

Broadcasting Company, the Associated Press, the Public Relations

ERIC 81
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Society of Americo, the Natiomnal Asspclation of bducation
.. ] » 3 L
tirpadeasters, and Mational dducational Television,

The manuscript resources sounht after for the theatre
research project «ore the "personal and professinnal records
of people eminsnt in the theatre and on the histnrical
. R , s W20 -

Files of tneatre organization:s, Tha arevas nf the
theatre wnich the collection presently reprossnts are
professional anid amateur drama, dramatic and documentary
films, operos, musical stans, and vaudeville. A11 kinds of
theatrical materiqgls are collectad, such as scripts, musical
scores, promptbonks, correspondence, diaries, scrapeboots,
records of producing organizations, htusiness and legal files,
agvertising materials, films, photographs, and blueprints

. S 21
and plans of stage architecture,

The arrangement of the material is basically archival in
nature. Cogllections are physically agrouped and identified
by the names of the individuals or organizations to which
they relate., Within each collection, all material, scripts,
correspondence, notes, playbills, etc. are filed with the
individual production (play, film, etc.) to which they
relate. If a person has written or producad in more that
one art form, the irdividual productions of each art form
are grouped together. =ith collections which are already
. - . . . 22
prearranged by the donor, that arrangemegnt is maintained.

The Theatre Hesearch Collection containg many remarke-

able collections of famous producers, playwrights, and

04
Sa-
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directors, &Some of the producers ropresented are Hdarry and
Roy Ritken; the Plavwrights Compahy, whose membiers includoed
5. N, tighrman and Rohert ., Sherwood; termit lcomgardaen;
David Merrick; Richerd Myers; Horman Shumling and

Julght Deere Wiman, The Altken Fupers, which span Lhe
years 1507 toc 1940 and several film studios, are especially
valuable for what they reveal sbout the early histcry of
mition pictures. Among the'plays regpresentad in the papers
of David Merrick, one of Broadway's most successful producers,
are "Fanny," "Look Back in ‘Snger," "The Matchmaker," and
"Somanoff and Juliet." An especially valuable feasture of
the Herman Shumlin Papers is ths large body of general

correspondence from such tPigures as fGeorne Earnardg Shaw,

23

B

william Saroyan, and Betie Davis,
The papers of the playwrights ang directors are,

perhaps, wven more interestinn. Here you can find theg papers

nf such persons as Moss Hart, fieorge Kaufman, Howard Lindsay

aﬁu Rus:el Crouse, Walter and Jean Werr, Frances Gnodrich

ana Albert Hackett, Oore 5chary, and fGore Vidal., The

Moss Hart Papers.not only include the materials he used in

directing such Hroadway procuctions as "My Fair Lady,"

"Wnu Can't Take it Uith You," and "The Man '"Yho Came to Dinner,”

and mutlon pictures as "The tddie Duchin Story," but also

sutnbiographical material, inciudinq a diary and an autohbio-

graphy of his early life, which are most revealing., Like

the producers' papers, those of the directors and plyywrights

Do
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contain interesting correspondence from famous persons

[N
hoth within and from without the theatric.el morld.z

Jo

In gddition to the Mauws Uoomunications Project anc
Theatre research Project, the Divisicn of Archives and
Manuscripts is engaged in g third special menuscript
pragram,  This involves the netwaerk of Arca Research
Centers which have bLeen set up statewide at varicus branches
6f the lUniversity system for the purpose of collecting and
maintaining college and lgcal government archives and
manuscripts pertaining to local history. Control over
and legsl possession of the manuscripis is maintained
by the Society. The Oivision not only processes all
records but prepures a catalon for each center., The
Jivision also supervises the loaring systen whereby one

center may borrow mgnuscripts from the Zociety or from

another center. The losned manuscripts are transported
by the Scciety's own vehicles.25

The taotal holdings of the eight centers as of 1968
was 557 manuscript collectiverms snd 1,733 series of county
and local archivas.26 All einht have strenn collections
relating to the collegesat which they are loceted. The
fau Claire and Lalrosse Centers have exceptional lumber
company records dating back to mid-Nineteenth Century.
The River Falls Center has strong collections relating to

electrical power in western Wisconsin, local church history,

and reminiscent accounts of late Mineteenth Century ftown life.

ERIC Ly
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The Milwaukge Tenter is, perhaps, the richbest of all,
holding the records of one of the first all-oirls colleges
(downer Culleges), fFimancial records nf several Miluaukae
businesses, and Lhe papers of a Misconsin Supreme Doart
Judue.27

The value of all these collecgtions at the Lreo Jesearch

Centers i1s reflected 1In tne

134

xtensive use nade of them,
Thi 1,998 daily registrations at the centers represents
30% of the registrations maoe for the use of tha Goclety's
archival and manuscript holdinas for one vear.za Most of
thiz use, furthermore, is a8 worthwhile educational use,
involving the writing of research papers amd theses by
undarqraduate anil graduate students on the campuses whare
the centers are lmcatad.zg As the Society has taken
advantage of the University systam in collecting local
archives and manuscripts, the University system has takan
advantage of the Area Research Lenters by using their
resources for graduate educotion programs,

The manuscript collection of the Society will continue
to grow because of the intellectual support it nets from
the University. Their working together has already helped
tn produce one of the richest menuscript collegtions in
the country. Mutual coopardation also made possible the
Theatre Wesearch.Project and the Area Research Centers.

Im return the University gets a wealth of resources necessary

for resegarch and publication,

'/'ll
{
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Pictures supply a wealth of detailed information in a manner
which written records cannot always duplicate, and libraries,
archives and historical societies properly include iconographic
materials together with their general resources, Preservation,
however, implies much more than acceséioning and shelving, fcr
like written and offiqél récords, the relevance of pictures
reaches beyond local interest, and their nature reguires full

. documentaion and indexing. ©Schellenberg has considered icono-
graphic materials as Bing of three main categories: photographs,
original works and“.hand compositions (e.g. sketches), and press
productions(e.g. maps, sngravings, etc.).1 Photographs are
the most reliable source, follow#d closely by press or printed
materials, with maps occupying a separate and distinct importance
of their own and not admitting direct comparison with other pic-
torial records. Lach type of document offers its own interpre-
tation of the subject in queétion, lending itself to research in
any of several ways, depending upon the topic and thg researcher,

For the purposes of this paper, discussion will be limited
to still photographs as achives, with the understanding that many

of the technical processes will apply to other pictorial documents

as well.

Selection and disposal criteria are relatively undefined in
general, and I suspect that appraisal policies in some cases evolve
not by design but through necessity. Not all photographs are

archives. and eventually an evaluation of the differences will
(o ’ —6p ~ B
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PICTUXk CCLLECTICNS.

have to be nade. Joe D. Thomas, in his article "Photcgraphic
archives'", divided plctures into three classes: those which are
mere records, plctures having definite news vaiue, anc pictures
which are works of art.© The ~rchivist must select from each
of these on the basls cf permanent and historic value, exercising
therein much depth of vision, together with concern for bcth the
documentation of the agency involved znd comsideration of the
the cost of preservation. Hermine Baumhofer has suggested that
discards may be useful in exchange programs,' working always
toward completeitess and balance in the collection.3

Photographs are a perishable medium, and if improperly
stored, prints and negatives are subject to severe deterioration
as well as wear. A number of good articles describing the spe-
cific technicul processes of storing negatives and rare erints
are cited in the bibliography. It should be understood that
negatives are the most valuable reccrd and are usually irreplace-
able. Duplicate negatives made from a positive print are seléom
as satisfactory as the origiral film. All authorities recorrend
that the negative itself bhe kept out of general use and available
only to the archivist and laboratory personnel. Similarly,
unique prints should be considered rare and given as much pro-
tection as possible. Photographic reprcduction is usually
recémmended, keeping the duplicate negative as if 1t were the
original, and using the duplicate print fer the reference files,
Schellenberg suggests storing all Unﬁzqu» and original prints in

archival boxes, relying on indexing and other firding alds tc

locate wanted materials.L+

Durinrg the period 189C-193C nitro-cellulose film was the

AR




PICTUARL CULLECTIONE.

ropular vhetographic meddum, tut we have now learned that nitrate
film is impossible tc preserve, Sooner or later it will deterior-
ate beyond use, eventually disintegrating into a yellow or brown
dust, which is both highly flammable and extremely explosive.

The deterioration process causes the emission of a toxic gas, =o
that special storage facilities are advisable, i.e. vented film
cans .or individual envelopes for any coll:ctione, and special
vaults with adequate outside ventilaticn are essential for large
collections.5 The danger of fire is very great and appropriate

measures should be taken, viz., blow-out nanels, gas escape hatches,

"alarms and sprinkler systerr.s.5 Deterioration can be retarded by

careful control of humiaity and temperzture, but an active copy

orogram is recommended, in order to nreserve as much of the

ilrage as possible.6

Cellulocse acetate film (Safety filr) is easier to stcre and

far safer, although still a fragile and flammable substance. Deteri-

oration is not a significant oroblem, provided the nerative Iis
prcperly nrotected from eorrcsive égents, including lieght, heat,
dust, and fingerprints. lndividual storage in acid-free envelones
of kraft-paper, glassene?{cellulose acetate7, Sr=yhotie— 1s the
only accertable reffhod and permitc the necessary handling without
damage, although glassene 1s nct itself permanent and must be
replaced after a time. Envelopes made specifically for this pur-
nose hiuve a cide ceam and are dustfree, Center seams wdll even-
tually derage the emulsion, nmlesc care 1s taken tc plece the
scetate (srhiny side) to the sezms C(rdirary white envelopes sht.cula
net be 1.red under any circumstances, since trey will cazuse of

discoleorsticr, orn the emulsion. Apvthing outting pressure con the

2 B
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PICTU'RE CCGLLKCTICNS.

nepative, such as rubber bands cr paper clips, should be avoided.

Film envelopes are filed locsely, never packed, in a bcx of con-

venient cize. Baumhofer recommends using a unifcrm cize cof ervelo-e,

regardless of the negative r-:ize,8 but Schellenberg suggests that

~
S

negatives nay be filed in gronps according to size.,” Arcvival

boxes can be used for filing, but Vanderhilt considers ordinary

card .files to be satisfactory, since they are licsht-weipght, portable

and easy to work from.lo The University ¢f (regon Archives keeps
individually encased negatives in archival boxes, locsely filed,

and shelved where they are readily accessible when needed, a solu-

“ tion which satisfies all requirements.

Glass negatives and glscs lantern slides are subiect to the
same prcblems g&s safety film, in addition to scme others. They
are very heavy znd require reinfcrced shelving, if the collection
is a large crie. If stored upright and without voroper support,
the plates will warp. The best solution is to keep them in
snecial light proof bexes, eguipped with slcts to sunport the full
weight of eacn picture. Although flat storage is permitted, it
seems likely that risk of breakage is increased and that storage
is less efficient. To reduce handling each box of slides or
nevatives should be indexed or inventcried. The University of
Cregon Archives has an extencive cclleétion of such slides, about
5000 in number, arranged topically, for which an index is in pre-
limirary stages. A unique collecticn ¢f slides take: by
Mre. Gortrude Bass Warner between 1908 and 1920 is alsc 1n the
care cf the archives. These denict Chinese tewples and ot ovjiects
in Asia and art treasures in the vurray Warner Ccllection of
Criental Art , donated to the 'niversity by Mrs. Warner.

(3 S
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PICTIRE COLLECTICNS.

Prints ihenmselves are gerer~lly used for the reflerence file,
in crder to protect the neg.tive from beilry consulted., Alth ugh
scme sc .rces permit the inclusicn of rare photogranhs, prcvidad
the filaes are not heavilv used, beth Schellenterg snd Vanderbilt
reccmmend that such photos be copled, and the original preverved
in proper storage. Under any circumstances, when a unigue photo-
graph begins to show wear, it must be copled anG the duplicate
used ir, its plsce. bSpecial protection 1s necessary fer fragile
items, valuable prints, rTare photogranihs, and criginal drawings.
Separate ctcrage, and pernils ncunting, with overlays of acid-
free tiscue or cellulose acetate will preotect the surface from
wear.

For large collections under heavy use, vniferm mounting on
medtun-weight, low-acid cards, althcugh expensive, is tne best
insurance agzinst wear anc permits easy ctorage in uniform bexes.
r.ogak dry—moﬁnt is the best mediumr for amateurs to use in meunting
nictures, requiring only a large heat-press, a tack-iron, and a

hY

1ittle practice. C(ther systems 0Oi
11

mounting (i.e. "wet mourting".
are for skilled hands. Staples, =lbum cornere, tane ¢l oany
kind, paste or glue, rubber cement and rubber bands have nc rluce

in 2 ohoto print ccllection.”

If, as &t the niversity of Crrgon, mounting Is not done, &

[9]
-
[47]
O
=

small ccllection of pictures cen be stored in low-acid rclc:

LI

envelopes in u vertical file: or in archival boxer. Valuable

nrints, a¢ vevicred nrevicusly, sheulé heve a fclder or enveicpe

of t eir own., (ver:ize plculres ¢ oany Kirc ghooll be wopt o in
mop drawers v in Iflet ner -acid noxes. Folders te fit these oo

Y 13 m TT : (R Lo e -
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PTCT™ (R COLLECTIONS.

arcnives wgez o v oristdon o0 o ore storage techniques,  The cleec;
tion of prinmt: I+ EKept in a vertical file, stored in low-acid fol~
ders,and is arranged by subject. Printls collected by the librury
befeore the archives were estszillisheu are mocunted, hLut new sccecsions

4Te added to the collecticrn withort w uhts.

CCNTROL.

- \
‘Lf\*h“ \
AControl cf a picture file can be attained in bne of two

ways: tc maintain the prints in crder of their fonds, according
~to provenance, . or to arrange them according tc subject. The
former system 1is vparticularly suited to pictcrial redords of
governmental bodies, since these ar- usually received in serlies,
ard the system helps to document the hictcry of the agency. Cften,
however, the serles of pictures may have two «r rpore cveriaosping
fonds, sc that they must be nlaced within a lareger, more inclu-
sive reccra gr.-c*un.ll+ Albernatively, a decicion must bLe m=oe to
assign such problem series to a specillc agency, regarsless of
circumstances, initiating a system of croscs-references. The nega-
tives, in any case, are usually maintained in threir original

sequence, so thst ctrict recvenance ir, preserved. bBxtensive

1

indeving is ez erntial, e.g. flles of the Signal Corps ecord Group

in the Naticnal Archives have nc less than fifty in-exes.l)

The secronid arrangement of arcrival photozraphs maintali-s
} provenzi.ce ir the negative rile, keeping the crivinal rumver sys-
( te- {f there was one. The negsative or unique print is considered
the archival ccny,16 znd positive oririts or duplicates are arranged
o for reference !n the most advantagzeous order. Screllenberg recom-
s BY
ey
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PICTURE CCLLECTICKS,

mends filing pictures according to persons, places and topics,17
so that the entire reference file is self-indexirg. Siubarrange-
ment by number within each fclder or sulject heading controls
the fjle.l8 Bach print must be captioned and keyed to the
negative files or boxes of unigue prints, The negative file,
arranged by provenance, will complement, but not duplicate the
arrangement of the picture file, and very large collections may
also use a Jjudicicusly selected reference print to represent an
entire series of negativeé.

Accessioning of prints and negatives 1s somewhat different
from the usual reout:: e for documents. Bach victure is assigned
a number and a capticn is written for it, recording all information
essentdal to the meaning of the victure. Camille P. Luecke, in
her article describing the library procedures in the photographic
library of the International Press Service, descrited the following
system, which Schellenberg =lsc recommends:

1. Who: all pertinant information
2. What: the occasion. '
why: the circumstances
when: Date of plcture, or approximate date
Where: loca ion of subject
How: Method, as of manufacturing processes

Source: Photcgrapher and/or other source
Negative informaticn: original cr copy

OJoO Fw

Captions should be as brief as bossible,without omitting any
pertinant details, and as specific and uniform as possible. A
caption plate or stickeft irs usually attached to the back of the
print or mount, and may also he placed on the negative envelope
as well. Gccescionally the cantion may be pnotographed, znd the
negatjve attzched to the pictu‘'e regative, so that subsequent

2C :
orints will be cantiorned sutomatically. Duplic=te pictures
(e LY




PICTURE COLLECTICNS. 3

should also be céptioned, according to Miss Luecke, and filed in
numberical order separately from the nefer:nce copiles.
Identification of photographs, especially in old collections,
can be a problemr. Clues to the documentation of the picture can
often be taken from clothing'styles, beards, calendars or other
background miscellanea, or the type of print, e.g. Daguerrotype,
ferrotype, or amblotype. A knowledge of some history of photo-

21

graphic method 1s sometimes helpful. Valuable assistance in

identification can'usually'be cbtained from the community by

means of displays or publicity.

No one arrangement of the reference prinf file will answer
all problems,'nor will captions accomplish any more than to
identify each picture. 1Indexes are an eventual necessity, al-
though an expensive and time-cornsuming tool to prepare. The
type of finding aid devised will depend on the needs of the
collection, the type of service usually required, and the funds
and personnel available. A 3x5 card catalog is the usual answer
for use within the repository itself, offering the best control
of the material.22 Locations of the negative and the print must
be piven, and all photos should be fully indexed before they
are filed or shelved. For répidly growing files, a corplete
subject index is advised,23 includigg persons, places, subiect.
Without being too specific, indexing should include all topics
in the caption together with a mi i-nrint of the picture, if
possible.?L+ For small collections a system of coordinate indexing
can be nsed, where items are listed by location or by'number on

subject heading cards.

Guides and lists, however, may be the only practical solution

&7
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PICTURE COLLECTICNS.

W ordtr
to control. They should be prepared eventuallyNto publicize the
thene are
extent of the holdings ifdmportsnt. A list records the main

series in each group, describing them briefly and indicating
size and degree of completehess., A guide describes all the
groups ir the collection. These tools are relatively simpde to
prepare and can be done, when *the archivist is familiar with the
files. Inventories and;icessions lists are also useful, expecially
for collections arranged entirely by provenance,

Collections of undisputed value, drawinsz hezvy use, may be

worth calendering, but this is a luxury‘item, which 1is not

usually possible

Findi-g aids for the University of Oregon picture archives
are rudimentary. Many photographs lack systematic identifica-
tion, except for date and place, and scme are not dated. Preli-
minary indexew exist for the picture file and the lantern slides,
but they need editing and updating. The usual problems of time,
money and personnel hamper the project. The News Bureau has
recently ccntriti.ted about 10,00C negatives, packed tightly into
hardboard boxes. Akthough numbered in Sequence, the key to inter-
pret the numbers i1s not in the Archives, and a long and expensive
documentation project lies aﬁead. The negatives are being cleaned
and refiled in Hollinger boxes., The collection has been made
usavle, but complete control looms lafge against the wcrk force
available, and i1t will take a great deal of time before the entire

collection is a fully documented historical recource.

70
&S




VST L R T S T T T PR R R
; i W = AT 3 v

PICTURE COLLECTICNS.

R }.‘IF .‘J RENC ES .

1. Schellenberg
Columbia liniversity ﬁress, 1965) p.323.

T. R., The Management of Archives (New York,

2. Thomas, Joe D., "Photogranhic Archives®", American Archivist
(6ct. 1958) p.h22., ’ -

3. Baumhofer, Hermine, "Pictorial documentation", Special
Librarieg. (Sept. i95h) p.2&6. ’ .

. 4. Schellenberg, p.326-327, 335. A&lso in Fanderbilt, Paul,
iling your photographs: some basic filing procedures,' Hisbory
News (June 1966) p.117,119. ’

5. Baumhofer, Hermine, "Film reccrds management", American
Archivist (July 1@56) p.2#6.

6. Thomas, p.423.

7. Baumhofer, "Film records management?, p.24l.
8. Ibid., p.2ok2.

9. Schellenberg, p.326-327.

10, Vanderbiltz Paul, "Filing your photocraphs: some basic
filing procedures,” History News (June 1966) p.l121.

11. Ibid., p.122-123.

12. Davidson, Helen L., "Handling pictures and audio-visual
materials in company libraries and archives,'" Special Libraries
(July/Aug. 1962) p.327

13. Vanderbilt, p.1ll9.

14. Baumhofer, "Film records management," pl237.

15. Cobb, Josephine, "The still picture program in the Nstional

" Archives," Special Libraries (Sept. 1954%) p.272. :

14. Vanderbilt, p.l21.

17. Schellenberg, p.332.

18. Luecke, Camille P., "Photographic Llibrary procedures,"
Special Librarieg,(Dec.lQSé) p.156.

19. Ebid., p."57.
20. Vanderbvilt, p.l22.

21. Taft, Robert, "History and pictures", Wisconsin Magazine of
History (Summer 19553 p.210-212.

S




L3
BN

PICTURE COLLECTIONS.

REFEIENCES, p.2.

A e T T T T R A A oy

20, Several sources advised a card

23. Schellenberg, p.337.
24, Vanderbilt, p.1l19.

catalog as the goal.
Séhellenberg recommended beginning with person and place, adding
subject subdivisions when possible. (p.337).
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Additiodfmaterial was located 1n the followlng references, but
was not specifically used in this paper. It scems worthwhile to
call attention to them and to their particularly technical value.

1. Eastman Kodak Co., Copying. Aochester, N.Y,, 1962. (Advanced
Data Book, Kodak publication no. M-1) 48pp.

An all-purpose handbook for copying by Ehotographic methods;
corprehensive detail. Bibliography: p.u48.

2. Eastman Kcdak Co., Prevention and removal of fungus on proces-ed
films. Roches%er, N.Y., 19¢6. (Kodak custcmer service pam-
phlet, no. AD-22)

A very short (6 pages) leaflet describing fungus deteriora-
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tive measures. Avallable without cost through photo dealers.

3. Eastman Kodak Co., Processing chemicals ang forg%las for bjlack
).

and white photographv. Rochester, N.Y., 1963(1968
(Professioral Data Bookj; Kodak pu‘licaticn no. J-1), p.51,
"Processing for permanence." '

Processing in Hypro Eli inator HE-1 ccmpletely removes all
hypo, and following with treatment in Kodak gold protective
solution GP-1 coats print with gold. The new surface 1s
harder, less susceptible to damage by atmosphere ccnditions,
and is considered by Kodak to have “archival permanence."
There is a slight color change, making the print appear
blue-black.
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SUBJECT FLLING:

A Review and Critique of the Records Management Handhooi

Subject Filing is a handbook designed to assist the records

officer develop a filing standards manual. subject filing is

only part of the overall problem of designing a total file system,
The handbook does not refer the user to another handbooi, Files
Operations, which reviews the total problem. In this respect

the handbook is designed for a knowledgeable records officer.

Subject Filing is not a tool to be given directly to the file clerk

who is to be trained in the operation of the system,

The scope of the book is adequate to accomplish its task.
One half the book is given over to the problem of establishing
a classification system appropriate to an agency and to the selection
of the most efficient coding system. Although the manual distinguishes
between the classification system proper and the coding system,
it stresses the importance of the benefits that coding contributes
to the total system. The last half of the manual discusses procedures
used for the preparation of a filing guide and classification
outline. The final section reviews the operations essential to
make the system perform effectively. There are no footnotes and
no bibliography to refer the user to additional sources of help.

The "Guide to Systems for Arranging Files" found in the Files
Operations handbook illustrates the kinds of problems the manager

can expect to encounter in the development and use of a subject

file for general correspondence. (13, p. 15-16)* Both of these

*Refers to numbered items in the bibliography,
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files handbooks are committed to the general standardization of
filing systems on a coordinated systems model. (14, p. 5) The
coordinated systems model consists of an agency manual that includes
basic rules for coordinating all files and a subject classitication
for general administrative records. The classification attempts

10 control the totalvpattern of subject headings to be used in the
filing system, but it allows decentralized offices to develop

additional headings to meet specific functiconal needs of those
offices. Such headings are to be developed using the basic rules

of the agency imanual. Subject Filing is a guide for the development

of those basic rules and a general subject classification; and
as such the handbook is an adequate tool for the records officer,

The problem with this guide is its simplicity and its clarity,
In attempting to make the construction of a classification system
understandable, the book may have sacrificed some necessary cautions
about the intellectual difficulties to be encountered in developing
and maintaining such systems. The handbook declares, for instance,
that "the aim is standardization at the highest level of organization
consistent with a useful classification scheme." (14, p. 3) The
problems with this statement are legion. Although the rest of the
book touches upon many specific difficulties it does so with a
beguiling sense of assurance., The functional tests of how to
determine the '"highest level" and ''useful'" are not spelled out
in detail. Only warning signs are posted, i.e., the accumulation
of files detached from the centralized operation and the multiplication
of indexes. Retrieval tolerances are not specified, i.e., what

percentage of materials of what kinds can the agency afford to



lose? It is unfortunate that the subject of "auditing" is given
only two rather short paragraphs. (14, p. 40)

Indexing by subject is the critical intellectusl problem
confronting modern information systems, whether they be libraries,
archives, or records administratioﬁ programs. (15 and 12) AS
Sherra notes, bulk is the prime factor in the breakdo./n of most
classification systems. The problem presents itself as a choice
between discriminating retrieval options based on physical units
{books, documents, and case files) or options based on content
analysis., In this sense Maclean's strictures against the shift
in recordkeeping for evidential value to records management for
information retrieval are only partially valid. (3) What he
protests most is the potential loss in self-indexing subject files
of the sequence of agency action on given units of work or transacgﬂionso
He therefore prefers to arrange the files on a transaction basis and
relegates subject control to indexes. Maclesan is extremely harsh
upon the American system's tendency to rely upon self-indexing
subject files. His only concession to the nature of the real
problem is his admission that the very complexity of modern transactions.
is creating filing problems.

The nature of that complexity is not specified by Maclean.
¥ithout an analysis of the nature of the complex demands upon
modern information systems no classification scheme can be made to
work. I would hazard a guess that it is the very synergistic
character of modern social structure that is confounding subject
analysis and classification. It is not that the tracing of activities

and functions is no longer important in the recordkeeping of an
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organization; it is simply that such activities and functions are
not as discrete ns we perhaps once thought. tow things are related
to each other is the critical problem any indexing and classification
system attempts to solve,

The records and archives literature stresses repeatedly that
classification and subject analysis has to do with functions,
activities, and transactions as related to people, places, organizations,

and times. JSubject Filing emphasizes the requirements for developing

the classification system for the particular functional needs of

a given agency. The two fundamental problems encountered in
classification and subject analysis are the abstract-concrete
dichotomy and the user-classifier conflict. The semantic conflict
can be ameliorated, if not solved, by careful attention to the

actual terminology in use in an organization, by the judicious

use of the knowledge of specialists in subject matter, by the
avoidance of highly technical vocabulary unless absolutely required,
and by builuing in feedback mechanisms for revision. The semantic
problem is simply evidence of the continuing enlargement of knowledge
and acitivity and should be accepted as such. A perfect match between
user and classifier is unrealistic.

The problem of what is a subject is more fundamental., As the
handbook illustrates subjects are to pbe defined in terms of functions
and activities. Following this principle most filing systems
tend to be built around concrete subjects (functions as defined

by actual activities and transactions). Files constructed on this

model would satisfy the requirements of evidential value for the

sequence of agency action. What is unstated in the handbook and

77
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much of the literature is that knowledge. (and in this sense abstract
subjects) is the consequence of action and what is produced may

be relevant to many other actions ano knowledges, While it is
important to know the seguence of action that results in a policy

or procedure, there may be aspects of this functional subject which
are significant for other activities, It is this matter of
interrelatedness that a classification and indexing system aims

to solve. At this point in time much additional research must

be- done on decision-making processes and their information requirements

before specific filing problems will be solved. Subject Filing)

as an expression of the art, represents the distilled techniques

of the traditional filing system at its highest state of development.
Future filing systems must surely go beyond this rough functional
subject analysis if the demands of society's decision-making

processes are to be served.
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THIS RIECOKD GRUUEP COACLT

"Thus, arrangcwment is the basic internal activity of
an archival establishmcnt.”l Oliver V. llolmes' comment underscorcs
the central place of arrangement in archival work, The task in
Holmes' view begins in the archivist's surveillance of records
in the active office to grasp their context in aétual use and

e
ends in the express, of arrangement in the various finding aids
of the archives.

The arrangement of the California State Archives is
gencrally illustrative of the crucial rele of the record group
concept in archival theory and practice., Vhile the 1915 report
of Idwin lead gives an accurate pictﬁre of the dispersal of
Célifornia archives in many state offices, the report does show
that an organizational concépt was followed in arranging the
;ecords deposited with the 3Secretary of State.2 The primary
offices accounted for were the controller, the secretary of
state, the state treasurer, and the governor's office. Thé
archives of these offices however were physically separated in
three storage facilities. DMost of the archives of the secretary
of state -- legislative records series, executive records series,
election returns series, census reports, prison and insane-asylum
records, maps and plans, letters to the secretary of statc,
statute laws, original laws, '"Spanish Archives,! state papers

of governors Stoneman and Bartlett, and "other records'" -- were

in Vault No. 1. ¥ault No. 2 contained the census returns,

lOliver V. Holmes, ""Archival Arrangement -- I'ive Differcnt
Operations at Five Different Levels," American Archivist, 27
(January, 1964), 41,

2 . . . .

fidwin L. Head, "Report on the Archives of the State of
California," Aunual Report of the American Historical Association égg
forn the Year THTST(WasShinzton: Lul7). 284f. '




corporation sceries, clection papers -- all archives of the sceretluey

of state. IIxecutive and governor's papers are found in all thrcee
vaults., Many groups of miscellany are noted, 1In general then

the arrangcement of 19135 is not truly based on the modern record

group concept, bul tends more tloward a limited record group arrangciment
with large subject groupings and collective groups of miscellany.

By contrast the current arrangement is based on the
concept of the record group: "Each record group consists of records
of a single department or of an independent agency and is broken
into series and subseries conforming to the divisions and bureaus
within the department.“3 The secretary of state's record group
is illustrative. It is composed of thrce main series -- the legislative

- file which contains original statutes, journals, petitions,
miscellaneous papers, and all bills filed with the clerk; the
election series which contains returns on all local and state
offices; and the corporation series which contains articles of
association and incorporation.,

The developinent of the record group concept was a
direct consequence of the acceptance of the principle of provenance
as the fundamental rule of archival arrangement.-- the ”reqords
should be arranged so as to show their source in an organic body
or an organic activity.”4 The -principle aims to preserve the
"integrity of records in the sense that their origins and the
processes by which they come into existence are reflected by

their arrangement' and to "reveal the significance of records"

3William N. Dbavis, Jr., "The California state Archives,!
American Archivist, 22 (April, 1959), 194-5.
4

T. R. Schellenberg, The »Management of Archives (New Yorlk:
Columbia University fPress, 1965), 90.
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by preserving the documentavy context in itls original order.

Arrangement became then, for the rccords of any one
agency, the task of determining and verifying the
original order, filling and lahbeling of the archives
containers to reflect it,_ and shelving of the containers
in the established order.

The record group concept was developed by the National
Archives as a tool to control the volume and complexity of modern

. 7 . . \ o
public records. Prior to 1934 archives tended to be classified
by the scheme characteristic of the superintending institution --
il a state library, then classification by subject; if a historical
society, then a manuscript classification by chronology or gcography.
The emphasis in classification was upon rearranging archives for
the convenience of the historical investigator who would search
for material by subject, by date, by name, or by geographical area.
The Manuscript Division of the Library of Congress did however
adopt a chronological” arrangenent under organizational headings
by departments.

The National Archives after a survey of systems of
classification adopted in 1936 a policy of classifying by the
history of an agency and its records and a listing of each agency's
"series"'in accordance with its organizational pattern. Paul
Lewinson defined the gencral principle of classification,

The objective determination, by the appropriate

techniques of legal and historical research (when

necessary), of the agency of origin and agency or
agencies of custody of a group of records; and the

similar determination of the functional types of
records represented in the collection, and their

- o = - o o " - P S S S o e e S e e s e e i P = R = - - —— e = o S e e e S W -

T. R. Schellenberg, Modern Archives; Principles and
Technigues (Chicago: University of Chicago Fress, 1956), 187.

6 : . L
T. R. 3chellenberg, '"Archival Principles of Arrangement,"

American Archivist, 24 (January, 1961), 23,

Frank B. BEvans, "Modern Methods of Arrangement of Archives
in the United States," American Archivist, 29 (April, 1956), 258,
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bounduries, temporally, geographically or othervisec
objectively delimited,.

In 194) the Report of the Committiee on IMinding Adds
recomnended the discontinuance of cataloging by accession and the
substitution of the record group as the basis of the descriptive
program, The record group was defined as

a major archival unit established somewhat arbitrarily

with due regard to the principle of provenance and the

desirability of making a unit of convenient size and
character for the work of arrangemegt and description
and the publication of inventories.

The factors in establishing a record group recqguired by
this definition are (1) the provenance of the records, (2) the ) |
size or volume of the records, and (3) the hierarchical status
of the creating agency., The application of the concept in the
operation of the National Archives is outlined by Oliver %. Holmes

1. .

at five levels.-- the depository, the record group and subgroup,

. A ) 10
the series, the filing unit, and the document, At each of these
levels the principles of provenance and original order are obsecrved
as far as possible. At the depository level arrangement can have
a (1) chronological, (2) hierarchical, or (3) segmented basis,
A chronological arrangement would arrange groups by date of creation
of the agency. A hierarchical arrangement would be based on major
organizational division and would show both the pattern of development
and its chronology. A segmented arrangement would make a fundamental

break betwecen levels of government -- local and central. The

National Archives itself adopted a broad subject arrangement

Paul Lewinson, "Problews of Archives Classification,"
American Archivist,.20(July, 1938), 184.

9. =
Evans, '"Modern Methods'", 236.

OHolmes, "Archival Arrangement,'" 21-41,
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which corresponded to the tendency of government hiorm:"chy to
organize aloﬁ? subjeetl areas.

At the record group level the problem is to identify
both the creating agencies represcnted by the records and the
records belonging to each agency. The National Archives unites
subordinate groups under their superior bodies up to the burcau
level., The record group thus established is the basic unit for
administrative control, i.e. for arrangement, description, reference
service, and statistical reporting,

Establishing the sequence of series-is in Holmes' opinion
the '"heart of archival work." The objective is to present the
series as maintained by the agency at any given time and through
time. A series is defined .as “composed of similar filing units
arranged in a consistent pattern within which each of the filing
units has its proper place.”ll The series within a record group
may be ordered by organizational hierarchy, by function, by
chronology, or by geographical coverage.12 Holmes recommends a
"logical" sequence of series by record type -- (1) correspondence,
(2) indexes and aids precede series, (3) facilitating and housekeeping
records. He also recommends that functions and séquences of action
shduld govern the grouping of series, and larger series should
be arranged by chronological period, by major breaks in the filing

system, or by function. Schellenberg presents a similar set of

priorities in sec<uence which illustrates the fluidity of the
principle of arrangement by provenance. He.séts the first priority

on arrangement by hierarchical relations. If the series cannot

1Holmes, "Archival Arrangement,'" 30,

lechellenberg, Manageicnt of Archives, 170,
\‘1 o ‘ . .
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be arranged organizationally, then it should be arvanged by
function. And if functional arrangement is insuflficient, then
the archivist may devise any arrangeiment thot facilitates use --
by type, by place, by time.13 llolmes notes a number of complicating
factors which make series arrangomcﬁt difficult -- (1) changes
in organizational structurec; (2) changes in functions within and
betvicen organizations; (3) changes in filing schemes; (4) the
existence of records of predecessor agencies only partially i
incorporated in the present series; (5) records reclassified or
reorganized that have been incompletely reorganized,

The filing unit level is defined as "assemblages
of documents relating to some transaction, person, case, or
subject.”14 The arrangement operation at this level consists
of checking to verify the original order and to correct obvious
displacementls., The process often involves an intégration of files
from chronological blocks and a re-integration 6f the original
order. At the document level arrangement procedure insures the
condition and treatment of documents within the file unit.,

Of these five levels of arrangement the points at which

the observance of provenance is crucial are the record group and

the series. Of these two points the critical task is the identification

and assignment of series to its proper place in a group. Kenneth
Munden illustrates the numerous problems facing the archivist in
identifying the series.15 The archivist, he maintains, is faced

with two options in considering a given file unit., He can determine

lsSchellenberg, Management of Archives, 170,

14'ﬂolmes, "Archival Arrangement," 33.

lsKenneth Munden, "The Identification and fiescriptien of
the Record Series," American Archivist, 13 (July, 19250), 213-227.
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to which scries such a unit belongs and give 1t a place, thus
reconstituting the original arrangement. Or he cau give the items
an entirely ncw order -- crcate an artificial series, group by
subject, or group by form of document., The operative judgment
in either case is whether fhc originﬁl order can be identified
and, even if identified, whether it facilitates current referecnce
use. Schellenberg seems to hedge upon the original order principle
when he admits that although the arrangement of items in a Series
should show how thiﬂgs were done, the order of single items does
'mot usually" reveal such ini‘ormation.l6 In fact informational
values in a series qualifies it for exemption from the original
or der principle altogether and for treatment by the most convenient
system for informational reference.

This flexibility of the principles of provenance and
original order in application to the series raises the question
of the objective of the principles in the first instance. According
to Schellenberg an observance of provenance and original order
are intended to preserve the documentary context in adwministrative

history, yet the complicating factors cited by Holmes and the

practical problem of locating a given series in ils proper hierarchical

reiationship have led to some criticisms of the record group
concept, BMario Fenyo levels three criticisms against the National
Archives application of the record group concept.17 The concept
is intended to protect the provenance of the entire federal fonds,
but tﬁe organization of the National Archives record groups .does
not reflect the "organization and history of that government."

16, . . .
Schellenberg, "Archival Principles of Arrangement,!" 20f.

7Mar‘io D. Fenyo, "The Record Group Concept: A Critique,"”
Amcrican Archivist, 29 (April, 1966), 229-239.
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The question is whether the concept of provenance is even applicable
at the depository level. Sccond, the numerical symbols given ecach
reecord group arc useful only as locators. The title of a serices

is in fact the mostl useful guide internally to the content of the
group. Yet the title does not indicate either the true sequence

or actual presence of records in the archives. Third, the original
concept included a provision for delimiting the record group by
"convenient!" size, yet therc has been no observable operational
definition of "“convenient' size. Thus some record groups are
massive in volume with corresponding problewms of servicing;

Peter Scotl argues that the objective of keeping archives
in an administrative context can best be achieved by making the
record series the fundamental basis of classification and physical
arrangement and developing more thorough context control through
registers and indexes. Such an arrangement would permit greater
flexibility'in management,-more efficient storage and reference
service, and accomplish the objectives of provenance and original
order principles in a more rational and perceptible manner for
the user of the archives.

Scott identifies five problcius with the record group
as the fundamental unit of arrangement. First the records of
a transferring agency do not in all cases provide "a Meaningful
administrative context and may interfere with the original order
of items within a series.'" Second, the problein of a succession
of créators cannot be solved without to some extént creating a

false administrative context and destroying part of the original

sequence of preceding creators. The life span of many series and

Reter J. 3cott, "The lkecord Group Concept: A Casc for
Abandonment," American Archivist, 29 (October, 1966),; 493-504.
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agencices arce not roextensive. Thivd, once & rccord group scries

is enumcrated it is difficult to add a seriés accessioncd at a

later date.  The options appear to be cither disordering or a

general renumbering, both of which are distui'bing and costly
administrative prublems. The problem is one of capturing the

dynamic quality of any potential record group. Fourth, the record

group as a shelf group again poses problems for futiure accessions

and the efficient storage of the present records. I"ifth, the

recoru group concept does not give sufficient attention to subdepartmcnté

and suboffices. MArchives crcated by" is not the same as "archives

transferred by."

All of thése problems Scott believes can yield to the
solution of the record scries concept. A '"record series" he
defines as,

a group of record items, which, being controlled by

numbers or other symbols, are in the same scquence

of numbers or symbols, or which being uncontrolled

by number or symbols, result from the same- accumulation

or filing process and are of similar physical shape and

informational content.
The administrative context and association are to be recorded on
paper. The result, he argues, would be a better physical control
and processing and a better development in the control of the
| ' administrative context. The '"record group" under this system
would become "a listing on péper of series attributed to a given
agency or person.'" One feature of this system would be a general
history or analysis of the record keeping system that would bc
capable of extension to the series of records not yet in archival
custody.

The-assumption that the physical arrangement of archives
should be governed by the principle of provenance above the series

Q level is also to be questioned. This mystique of physical arrangement
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as an actual shelf order is suggested by sSchellenberg,

Packing and labeling activities arc the final

steps in arrangemcent work. They reflect, outwardly,

the order that has been given records as a result

of a careful analysis of their inner relations.
While physical proximity and unity have a very ready function
at the document, file, and series Jevels, the necessity of such
proximity on the record group and depository level may be
questioned. The development of administrative history often
forcegcompromises with strict arrangement by provenance. The
merit of Scott's proposal is that it retains provenance and
original order at its most essential levels, the series and
below, and puts the problem of administrative context in a

. necess iies .

perspective free of the necessdts.esiof processing, storage,
and relrieval., The merit of this and other proposals shall
undoubtedly occupy archivists in the future as they continue to

reflect upon the waysfto control the expanding masses of public

archives.

19Schellenbcrg, Management of Archives, 199-200.
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