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{ s a8pects vecwliar to acadanic ayehives

sreadenlic archives wers raperally recsiceotsd unbll bwerty
oy twentv-five years agco. fany institutions of hisher lecarrire
nald ro attantlion te th=eir archives urtll they were forced to
de sc by the pressurs of a rapidly increasirs volums of ron-
current recerds, by ths needs c¢f scholars writing cernternria

histories or other =ducational works, and by tne interest in

all reccrds after so many valuable documents had been destroyed 1
in dorld YWar II. Thus many colleges came late to the task of
establishing a proper archives program (indeed, some havs not

(@)

vet come), but they have been able to implement modern, efficient

systems, This is a commcn occurrence: late-comers benefit from

. . 1
the advances - and mistakses - of fors-runrers.

‘ The literature on academic archives feflects their recent
development. Immediatzly after Yorld War 11 there were surveys
4
of collegxes and nleas for the establishemnt of archives; then
there were plans and aids for instituting a good prozram; more
recently thers have besn sxhanges from professionals workings in
establlished grchives in order to solve commorn Droblems,
l. Types of matsrial
The proper archives of any instituticn are all the records
generated in the course of its business. afcademic records include:
1) records of administrative and department officers, including
correspondence files; 2) minutes of meetings of trustees, faculty
and committees; 3) samples of both faculty and student notes for
o every course; N)examinations; 5) official and student publica-
f ! tions; &) recerds of student organizatlons and classes; 7) samples
. 4
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of Avecarded texts; Pl ovictures of neonls ard ploosgg G bluae

s

2
prints of camnus bulldings.,”

Cre erehlem 15 that many different departrerts have racords

o

on the sane person. -~ a reguest is made for material on, z3ay,

ravhnutivs .mith, it might be necessary to look in the files of

the racistrar, the dean, one or more department heads, varicus
d.

student corrarizatione and the alumni association., Another prohkler

is that the archivist must deal with many differsnt people in his

attempts to see that the best recoris menagemnt practices are
fellowsd,

2. University relationships

The primary purpose cf any archives is to assist in the
current coperation of the institution by providing needsd information

from non~current files. A secondary purpose is to preserve material

———

for scholars and to assist psople in doing research in those records
which mey bé cpen. fAcadenic archives have a very high proportion
of non-institutional inquiries.3
Cne of the difficult task of academic archivists has h=en to
convince administrators that their function is necessary, that it
is ssparate from the library and that they must have the authority
to supervise the disposition of all reccrds. “ith the faculty, in-
cluding the heads of departments, there has always been the problem
of convincing the makers of records that all records must be saved.
at least until an archivist can evaluate them, that the archives
are kept in complete confidence when nen=ssary, and that the papers

of all the faculty, that is, their private papers are nct only

valuable archival material but also deserving of being given

:"\\
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INTRODUCTION

This 138 the second of a series of three papers on various
aspects of archives, with emphasis on the Archives of Harvard
University. One or twoe voints developed in the filrst paper are
mentioned in this one to recall important connections with earlier
material. -

This is by no means a complete treatise on either
accessioning or preservation, nor 1s it the beginning of such a
treatise. It i1s merely a survey of some important aspects of
procedﬁfés for handling archival records. 1 omit material ﬁhat
is given in detéil by Schellenberg, for example, the kinds of
storage boxes in use, end I also omit certain points that will
be covered by other students, for example, microriiming and
lamination.

The ocutline for this paper is similar to the one for
the first: under each toplc « accesslioning end preservation -
there are some general remarks and then some particular treatment
of the Harvard University Archives. In this paper, becéuse of the
nature of the subject. more emphasis is given to general remarks than

was given in the preceding paper,




g —i
~
o N
.. v
DY N
-
.-..
It b

1

2

Ve o
e

PAruntext provided by eric




19

by a vote of the governing body, the Corporation, in 1939, The decree
guaranteed the preservation of important records by limiting the
right of the individual Departments or Committees to dispose of
thelr records. Every agency may keep records as long as it wants,
but no destruction is allowed without the permission of a three-
member committee, which includes the Archivist. Once an agency
has decided it no longer needs certain records, they may be sent
to the Archives, or the Archivist may be asked to inspect then.
If he decides the records should be destroyed « and the other
oomm;tteemen approve - then "future accretions in this particular
file (provided that it dqes not change in character) may be destroyed
without further permission.-

Once the material 1is received at the Archlﬁes. it is given
a call-number; sinoe.the call-number 1s made avallable to the
origlinating agency, it is relatively easy for them to use the
material. Records in the Archives are often restricted in their
use because of recentness or for other reasons, but yhey are always

available to the deposltors.6

PRESERVATION

I. General

| The difficulties of preserving materials, and of restoring
those materilals which have not been well preserved, have plagued
both librarians and archivists since the Babylonians struggled
with underebaked or over-baked clay tablets thousands of years ago.

There will always be old documents either already in the archives or

P




20 1

coming in, but most of the preservation problems facing today's

{”

and tomorrow's archivists will be connected with records 6? recent
origin. Therefore most of this brief survey of preservation problems
willl be concerned with modern records,

The causes of deterioration of documents can be divided
into "external" and "internal." External causes are connected with
the conditlions of storage and uses internal causes are the conditions
within the material 1tself. Both kinds will be txreated briefly.
_External causes

Cne of the authorities on the preservatlon‘of d&cunments
is Adelaide E. Minogue, and most of what follows 18 based on her .
writings. If documents are kept at the wrong temperature and humidity,
théy will become discoloiad and embrittled; therefore, archives
{ buildings should be air conditionedd. Documents‘ﬁlght be harmed
by mildew, so the air shoﬁld be circulated freely and there should
be air space below the materials and above them.
If dpcuments are subjectd to dust, they might be corroded
by the acid in the dust or rubbed by the abrasive dust particles;
‘therefore. the dust on incoming documents should be blown off by
an air current, and the air in the archives should be filtered;
also, no rugs or other textiles that gather dust should be used
in the storage area. |
| Light causes discoloring and fading of documents, which should
be stored in a buillding with few or no windows. Precautions against
- fire should include. an alarm system but not sprinklérs (to avoild
water damage), and the fire extinguishers available should contain

{-} carbon dioxide.

The ancient enemies of records include insects and rodents

B
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.greatly. Most of the books printed in the first helf of the ninee-

a|

which feed on books and manuscripts. Keeping food and t®wash from
the storage area will decrease the danger that these animals will

find a way there; incoming materials should be inspected and, if
8

necessary, fumigated.
(The pests that attack documents should not be thought of
as unmitigated evils. The recent discovery of the Vinland Map and
the Tartar Relation was accomplished partly by the metching of
the worm holes on two long=separated items. Here historicl research
was alded by the way in which the worm turns. Another axample is
a detective novel by Dorothy Sayers, wherein lLord Peter w1mé§.
sleuth and biblibphile; solves a complicated problem by noticing
the mildew marks on cld books.) R
Concerning all causes of deterioration it can be sa43d that
a panny of prevention is worth a dolléi of cure. When external
conditions, because of expense, cannot be made ideal, damage will
be kept to a minimum if the documents are made of the best material
avallable. This leads to the next section,
Internal causes
Sometimes, despite the most expensive dprecautions, records
deteriorate rapidly. Obviously, something is wrong with the materials
in the document itself or in the ink. Vellum and parchment have
veen proven very durable, but the ltems extant today are so old that
they must be treated most carefully; specilal care must include keeping
them at the right humidity. 2
| Most records are paper, and the quality of paper varies

teenth century are still in excellent condition, while most of those
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Printed in the second hiaf of that century are in much worse cone
dition. Miss Milnogue , lilke many other writers, blames this on the
change from rags to wood Pulp in the manufacture of paper, which
occurred about 1850. It was thought that the use of inexpensive
fibres produced a paper so acldic that it deteriorated rapldly.lo
William J. Barrow proved wrong meny of the widely held notions
about nineteenthecentury paper in a study completed in 1967, He
showed that the rag papers made after 1850 deteriorated as rapidly
as the pulp papers and sought the common éause. He lald the blame
on the use of alum~rosin size to prévent the feathering of 1nk.11

If ink containing acid is used, there will also be rapid
deterioration; the wrong kind of ink can cause encrustration which
reduces the folding strength of the paper. Therefore, India ink
or ink similarly acid-free should be used.12

Recgnt improvements in the methods for restoring poorly
preserved documents seem to have encouraged research for even more
efficient means., Especlally active in this field has been the
Council 6n Library Resources (CLR) which has sponsored such
Projects as the following: |

The translation from Russian 6f a book edited by D. M,
~Flyate, ge tion of Do ts d Papers, & collection of
papers on a variety of problems. The chapters deal with the aging

.of papers, the treatement of mold-infected papers with ultra-soniec

vibrations, the development of long=-fibred paper, new methods of
color photography, stain removals, and the conditions of the a%orage

of documents in archives.l> L
' A grant of $75,000 to the Imperial College of Science and

Technology, London, for 2 threee-year study "on the scientific
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aspects of the conservation of library materials,” a projlect
resulting from that College's involvement in the restoration
work undertaken after the Florence flood of 1966.14
A grant of $1,000 to the Society of American Archivists
to help publish "a volume of professional papers on archives and
records centers buildings andequipment."15
The Council on Library Resources 1s not the only institu-
tion interested in this work. The Library Technology Program of
the American Library Association and the William J. Barrow Research

/é
Laboratory also do research, sometimes in cooperation with the CLR,.

II. Hervard University Archives

The ancientness of the Harvard Archives indicates that
they contain manusceripts that must be in poor cdndltion. and
the history of the Archives given in the first of my papers showed
that their documents had not alwgg;’been well cared for. Neverthee
less, none of the writings about the Archives refer tc any special
problems in preservation or restoration, except the falrly common
problen of using the best possible paper for theses.

For many years the Harvard Archivist has been looking for
a satisfactory paper for the coples of each thesis that will be
kept permaneritly. One mistake that was made was the acceptance of
various kinds of electro-print co?ies. many of which cannot be
properly microfilmed. The Archivist agreed to a préposal by the
Crane Paper Compahny of Dalton.‘Massachusetts; to make a standard
thesls papsr. When the sample was tested, however, it proved to
be highly acidic. The company suggested that toc much was being
made of acidity, but they agreed to try again. This time they

2AY
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produced a paper that was actually alkaline and also had excellent
folding str?ngth. This paper, labeled Crane's Thesis Paper, has
golved the problem for theses, but the varlous departments of the
University still use inferior paper, especially for the carbon
copy of lmportant caox-respcnrxdenoe.4‘:6,7

Studiés like this can affect deecisions in the lives of
many individuals., I have long felt delinquent in my duty to
posterity because I do not keep a diary or write many letters., Now
I resolve not only that I shall be a dlarist and 1etter-ﬁr1ter. ;

but also that I shall use only acid-free papert

oyl
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NOTES
Only brief references are given here, Full bibliographic

details will be found in the bibliography on the following pages.

1. The vse of accessioning or acquiring to mean appraising can
be seen in the articles by Barrett, Buck, Gingerich and Munby.

_ 2. Schellenberg, Modern Archives, p. 118, and lManagement of
Archives, pp 200=-1.

3. Buck, pp 265-6.

4, Gingerich, pp 515-6.

5. Harvard University Archives, pp 3 and 1-2,
6. Ibid., p 4.

7. Schellenberg, Modern Archives, p 161.

8. Minogue, "Physical Care," pp 5-8.

9. Minogue, "Repair and Preservation," p 46,

10, Minogue, "Some observations,” pp 115-6,

11. Barrow, William J., Strepsth and Other Characteristies of
Book Papers, 1800-1899 (Richmond: W.J. Barrow Research Laboratory,
1967). Reported in Recent Develpments, No., 261, Peb, 14, 1968,
PP 1=-2,

12, Ibid., p 3.

13. Recent Developments, # 260, pp 1-2.

14, Recent Developments, # 271, p 1.

15. Recent Developments, # 250, p 1.

16, Recent Developments, # 254, p 1.
17. Shipton, "Reference us of archives,! pp 78«9,
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INTRODUCTICN

This is the last of a series of three pawers on the
Harvard University Archives, This veper describes the reference
service at Harvard in soﬁe detail anq-inciudes a brief dis=-
cussion of the relatidnship beﬁween the ardhivist and the
résearcher{ | | » - %\

~ "Archives exist to be used. There are two kinds of use =

official and unofficial; no attempt is made 1in this paper to

say definitively which use is‘mbre inportant.
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I

Lepeets veculiar to acadenic archives

The archives of colleges and universities share most
‘ of the problems and procedures of other archives in their

reference service. These general aspects of the subject are

Q

dealt with in standard sources, but th eere some proble
that are found'exclusively in academic archives. Cre of
: the most obvious of these.is the vse of theses and disser-
tatiohs.vSuoh papers are handled dlfforently in dlfferont in-~
stitutions so it is impossible to generalize. Details of
'the practwces of Harvard w111 be given below.

.

Another unioue aspeot of academic archives m1"ht be the
"ratio of admihlstratlve to outside users. liost people seem to
,thlnk of collere arohives as co]leCtlors of historioal material
'f'rather than service departments for reoordo manageﬁeht; oonse-
K.quehtly, nost users of the archlves are not offioers of the
‘;dinstitutiOP. | o B :

’iHarvard Univers1ty Archives'

. ' Service to departments of narvard Univers:tv- 1ike other

"-arohiVes, the arohives of Harvard were established as a separate
'departmeht (admwnlstratively Withlh the library)'ostehsibly to
handle the non-current records o'.all the departments and agencies

é ' - of Harvard Uni,versity.i Thus the justifioation for the existence
of the archive , and their ihspranoe of a sufficient aopropria-
tlon, is the serv1oe they render to the ofIicers of their insti-
tution;1
The-most frequeht use made by Harvard derartments is'the
inquiry by some department or office into its own Dpast records.
1
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Such records are always available to thes devcsitor, who can eithsr

televhone the archivist, send someone to ses the record or requaest
. 2 , .

the loan of some part of the material. Clifford ¥. Shipton,

the recently retirsd Custodian of the Harvard University Archives,

o

clearly regrarded this records menapgensnt service as an ercuse

to have in existence an agency that could gzther and meke avail-

able documents of lasting interest. An additional advantage of

the system is that'it.éilows'the archivist to exsmine all records

that are suvggested forldestrUCtion énd.to save those that will

~be hlstorioally imbortapt.3
.The use of non ourrent reoovds is esvooially important

for new adminlstrativo offloers. Slnoe theJ reed det81lnd knowledg

of the actions of thelr Dredeoessors and the reasons for those

.aotions,.the“arohlvist provides to them the very limlted access

that preserves the néoessary_séoreoy."One frequently consulted

'éroup”is the oommittee records, which are vsed by the university.
lawyers for suits involving property. The recurrence of such
1nqu1rles has led to tne develobmept of a file of the most neaded
information -whioh can be given to the lahjers very ou1oklj.4
Some of the. services given the admlnistratlop are not,
striotIJ soeeklbq, archival, but it is °asier to rerdpr the

‘service thanito etplaln that 1t is not the province of the

o
(v
.

aroniv1st. Cnce, for example,' the Buildings and Grounds de—

artment asked if a:well drilled in a particular place would

hit water. Rather than protest the question, Dr. Shipton found

an 0ld mavp of Cambridge that indicated there was once a rerd cn

the site in question. The well was dug and watsr was found.
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Dr. Shipton svnmarizes service to the admiristration:

Considering the whole picture of the use of the Harvard Ar~
chives by administrative offices, it is obvious that the
greatest number of refererce services is in relation to such
vninspirinzg things as cancelled checks. The use of their
really archival materiel in our custody is relatively rare,
except for the minutes of the Corporation. These are so

active that the keeving of the index uvo-to-date is a matter of
significance. Beyond this, research by the administrative
officers is most freguently to determine the precise terms

of former gifts. There is relatively little use of devartmental
correspondence except byéthe musuvems, which seem to be con-
stantly losing objects. :

- Service to outside users: most of the use of the Harvérd

Archives is by'pedple who are not officers of Harvard. There

are different kinds of users; I shall consider first the soholari.

~

. who comes to the archives to dc research on a partioﬁlar subjeot.f

- The visiting scholar will find that both the archival and

the histori¢é1 material on the subject or individual he is study-

'.ing is filed in one card catalog. In one place he will find, for

example, references to books and articles by and about Hr. X and -

to'theées'and.priZe vapers he wrd%e at Harvard. The soholér_will

.find'détailed references to material in the Corporatioh Records, -

lFaqulty Reoéfds} Alumni‘Ré¢§rdé,;§§g.

.Aooess to thesé'souféééjis'a proﬁiéﬁ.'The historical dr:
libraryxmateriai is-brguéhf withéut ﬁesitatioh, and most of thé
Harvard réoords béfofe'1909 may be ébtained as easily. Later
records, howewer, ahd oerﬁéin fare documents are made available
oﬁly éfter a careful inquify as tb the pﬁrpose.of the scholar.’
o Sometimes aﬁ'inquirer.reéeives no service at all from
the aréhives. ir, ih'thé opinioﬁ_éf the archivist, the requested

files do not contain the material the scholar says he is looking

for or contains so little that the wear and tear on the records

34
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would not be justified, then the inguvirer is turned away. In such

a case the opinion of Dr. Shipton and the officizl policy of

the Harvard Corvoration are in complete agreemeht.8

The extent to which the archives staff can aid the
scholar is a matter of available time and established'priorities.
Most arohivists.probably enjoj this type'of work - Dr., Shipton
certainly does - and they can justify their activities as
aids to good.publio felations. Furthermore, the traditiqh of the
university as a source of information makes the availability |
of'referenoehservioe Daft of the Jjustification for the arohives;

.
The pclloy of the Harvard Arohlves has been to make their

_ setvioes avallable only to competent scholars and t; provide these

'elite W1th maximun assistance. The Custodlan has regarded it,asiﬁ' é

"his_duty to advise an 1hquirer.te abandon a certain study if |

there 1s'not:ehough'materialqer-toilimit his‘topio if there 1is

an over—abbhdahoe. Dr. Shibton adﬁtts'to feelinv zui]ty abeut

-Isome of the thesis djreotlon he has ‘glven to outsiders on h1s_

embloyers' uime. Ut he obv1ously thinks th1s has beeh one of

the most reWardlng vses of the arch1ves.9 - |
-Such views on the heTpfulress of arohlvists would oer-t

.taihly be abnroved bJ soholars like Ptlllb D Jordar, who thlpks

that ". . . the finest resouroe is not the doourerts themselves

but the degree of interest and oooneration manifested by the

archivists.” He wants the arohlvist to reszlise thet 2 scholer

is often tryine to investizate a certain subject, that he does

not o to the archives to view any particular documsnt or flle

but to survey all pertinent materisl. Thus he wants nirts and
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cluza froir the oustodians.lo

The view that an archivist should direct a scholar to
all vossioly helpful information is shared.by Viyman W, Parker,
who is a librarian rather than a scholar, Hebemphasizes the ne-
cessity of a well.arrangsed archives and adds ,"There is an ob-
ligation to inform scholars known to be working on a special
subject that one's collection contains important relevart
infromatidﬁ.“ Arohiviete sheuid even refer veople to other
ool]eotlons.lj ' o S

The above e%nonents of 1deal archival breotioes refer
to some of their 1ess-happy experiences, An overview of several
university archives was obtained by Lowrence 3. Ves€y, who
aleo'savs'that'seﬁoiars'vant to find an efflolent organization : ' : !
"but want even more to reoeive sy thetic understabdiﬂv His |
desoriptlon of s tybioel VlSlt by a trave]ling, pot very af-
fluent researoher should remind archivists Qf the problems often
enobuntered.by soholars.lz_ | o .
| _. The above d1~ression on thevnroblem of the relatiop-
shin between the arobivist and the sohole* shduld nelp show
“some of the tvvioel nroblems apd the solutions usua]ly abnlied : \
by the harvard rohlves staff. cr course, scholars doing exten- |
'sive research are by no means the onlyfoutside ueers_of the
' erohives. ._ ‘ ' o o
Maﬁy.questions come from the generai publio,.either sent
directly to the arohivist or referred to him by one ef the

officers of the university. The first recorded inauiry to

the Harvard Archives was in 1747, and it was not arswersd,
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A lassachusetts town aslked for a transcrint of the record of
a gentleman whom they were considering hiring as their minister,
even though be had recently been expelled from the University.
The Faculty refused to send the transcrivnt, as it considered
the material to be for the uvse of Harvard officials only.13
Today inquirieé'to the archives are.usually of a less
personal nafure and are uéually answered. Mo student foldérs
are ever élloﬁed to be used in the reading room, however; a
request from, for example, thelFBI is answered by one of the
staff who lookS'into the félderlto find the requested infor-
mation,.Ifitheré ié any doubt as to the vropriety of answering
the question, then the matter is referréd to the department

1L

.Mostlpf the troublesome requests concern dodtoral

" -dissertations. These are official records of Harvard, since

they are required for deszrees, but they are not all equally

écceésible. Fany of the writers requéét that their disser-

“tations be withheld from any use; this is particuvlary true of

secholars whose work is only s bibliogravhic survey of a field
in which they efﬁect to ﬁbrk'for‘many.years..Thereforé, amany
departments;request.thatiﬁhé dissertationé te kebpt qut of use
for five years. EVeﬁ-this pexibd of time is not sufficient for
papérs on such\deiicéte subjects.as still living public figures
or modern séciélogical sufvéys, aﬁd the archivist must use his
judgment; 5. | |

Fuch time is épent answerihg the inguiries by mail from

the zsneral vpublic. lany people regard such public figures as

37
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_the lives of'people who have attended Harvard. Fany details of
'the history of Harvard are requested and usually suopWJed. Som
'of the reqvests for otqer historioal informqtion are anshered

) for the sake of good publwo relations ahd because it is
_eesier to answer the questions than to explain that,it is:oot

the. proper fUﬂCthP of an aronive; to do S0.

of the use of their records during an eighteen-month period.

'whenzthere were epbroximately“one hundred and fifty p=ovle

'who{oame tovtheir reading.room to_do“researoh.'not the quick
'_’referenoe.work, butﬁtﬁe extehdedvstudy thatdrequired the

- approval of the archivist. I shall list the resvl s of this

.
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the President of Harvard es a source of information orn American
history and current events. Much time is saved by referring

all such questions to ore office, and the archives have aooepted
the responsibility, wnich is made easier by their vroximity to.

the library. So many of the questions recur that the staff have’
compiled an index of answers to standard questions.

The nmost freouently asked Question is, "Did ny grand-

father go to Harvard?" Cther requests for informstion about [\

relatives lead to proof of citizenship or exact details about

~N

16

In 1964 the Harvard LinPrsity Arohives made a surveJ

survey as folloWs{.the'subjeots studied, beginning ‘with the
sutjeot'studied most freduently, after each subject is a list
of the kinds of reoords.those soholars reqguested, in the order

of their most frequent use.

3
t

BIOGRAPHICAL-R:STM?Cdl(a little more than 307% of the f,

users worked in this fizld): official records; personal papers;




=liot and Lowell-manusoripts.

3b

-

pecial collection of biozravhies of Harvard graduates.
HISTCRY CF EDUCAT Ll(BC%): official records; private
manuscriots; ourrioﬁlum matefial.
HISTORY CF SCIZNCHE: (10%): private papers of early sci-

entists; official reoords; curriculum collection; vrize papers;

 libgrary shelf lists; cherging lists.

. HISTCORY OF LITERATURE (5%): curriculum collection; lists

of commencement topics; charging lists. .

HISTGRY CF FEDICINZ (5%): official records; health records;

N

class records.

PHILOSOPHY (5%): curriculum collection; private manv-

scripts; biography collection; student‘life ooileétion (which

shows what'étudents wére }eadihg and disonssinQ)ﬁ
| HISTORY CF RELIGICN (5%): official records; ourricﬁlgm
reoérds; club reoords. : |

" IOCAL HISTORY (27): orivate papers.

 ARCHITECTURE (2%): private papers; official records;

‘historical Cbllebtion.”"_

’ SCONOWICS (2%)}H£ri&ate paperéﬁ_offio;éi records.
 LIBRARY HESTORY-(Z%): brivate pepers; official reqdrds.'
AYTHDO:O OGY (2% : privété'papers; offioiél recerds;
ourrloulum ooWIGCtion. | o E :

GSN&O ICGY A\D FANILV CDRIOSITY (? ) official records;

curriculum oolleotlon,_olass reoords.

POLITICAL q'”TORY (trace): private pavers, especizally the
17
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Conclusion

e v
Jin

In this pvaper 1 have described the referenéenof the Harvard
University Archives, The use of the archives of any institution
by the offioefs of that institution in order to conduct théir
necessary business is the primary reason for establishing the
archives and for,deoiding.that any partioﬁlar docunent will be
put into the archives. While the dqouments are there, awaiting
such offiéial_use,~they are sometimes available to other de-
partments'of the sane ihétitution or even!to outsiders. This
uvnofficial vse is so important that often the primary reaéon
for retainiﬁq'doouﬁents beyond the time of any possible offiéial
use is their value aélhistory. The arohives of Harvard sﬁow

3thié #ery oléarlyﬁ

Although»gn.éréhivist_mustnbear the dual burdens of
fecqrds managgr'and preserver'of'hisﬁorioai documents, he éan
expériendé_thé "tﬁo joys in the life of an archivist. The first

: s th_e'.bringirig order out of chsos. After that, except for
- paking deoiéions aéjto preéérvétion, the work of the arohivist

would be du11 roﬁtine'wére it not for the funotion of finding the

answers to the amazing questions asked sonetimes by our admini-

strators, but ususlly by the public.” 18
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PREFACH

This is the first of a series éf three papers on the
Harvard University Archives. Tbis paper will tell of the history
of the Archives andﬂdesoribe the collections. The second paper
will treat of the accessioning and preservation of reoords;iand
the ?hird paper will desoripe the reference sefvioé. |

| " In each paper the particular descriotion of'the Harvérd
University.Afohives will be given in the context of a widéf view

of academic archives and resources.

<
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A. Aspects_pveculiar to academic archives

Lcademic archives were generally neglected until twenty
or twenty-five years ago. lany ihstitutions of higher learning
paid no attention to their archives until they were forced to
do so by the pressure of a rapidly increasing volume of non-
current records, by the needs of scholars writing centennial
histories or other educational works, and by the interest in
all records after so hanybvaluébleldoéumehts hadlbeen destroyed A,
in World War II. Thus many oollegéé came late to the task of
establishing a proper archives progrgm (indeed, some have not \
yet &ome), but they have been able to 1Qplement modern, efficient
systems. This is a common ooaurrenoe: late~comers benefit from
the advances - and mistakes - of f‘ore-runners.1

The literature on academic archives fefleots their recent
developnent. Immediateiy after World War II there were.surQeys

of ooiieges and pleas for the establishemnt of archives; then

‘there were plans and alds for instituting a good program; more

recently there have been exhanges from professionals working in
established archives in order to solve common probl§ms.'

1. Types of material

The proper archives of any institution are all the records
generated in the course of its business. Aoadémiowreoords include:
1) records of administrative and departmenf officers, including
Qorrespondenoe files; 2) minutes of;mectings of trustees, faculty
and committees; 3) samples of poth faculty and student notes for
every course; 4)examinations; 5) official and stuvdent publica-

tions; 6) records of student orzanizations and classes; 7) samples
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of discarded texts; 8) pictures of people and places; 9) blue-

prints of campus building,s.2
Cne problem is that many different departments have records

on the same person, If a request is nade for materisl on‘Asay,
Pavhnutius Smith, it might be necessary to look in the files of

the registraf, the dean, one or more department heads, variovus

student organizétions and the alumni association. Another prqblem C
is that the archivist must degl with many different people ig his
attempts to see that the best records managemnt practices are

followed.

2. University relationshivs

The primary purpose of .any archives ‘is to assist in the

current operation of the institution by providing needed information

from non-current files. A secondary purpose s to preserve materizal

for scholérs and to assist peovle in doing research 1nithose records

whidh may be open. Academic archives havé a‘very high propbrtion

of non;institutional inQUiries.3 _
Cne of the difficult tasks of academic archivists has been to

convince administrators that their function i1s necessary, that it

is separate from the library and that they must have the authority

to supervise the disposition of all records..ﬁith'the faculty, in- 5{-
cluding the heads of departments, there hés alwa&s_been the problem

of convincing the makers of'records that all records must be saved,

at least until an archi§ist can evaluate them, that the archives

are kept in complete confidence whén necesséry; and that the pavers

of all the faculty, tha;’is, their private pavers are not only

valuvable archival material but also deserving of being given

intabt.
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"Book!"; in this were written accounts of all the activities of

Corporation; minutes of minutes of the Overseers; rules for

Wy

-

B. Harvard University Archives

Just as Harvard University 1is, in some respects, pre-~
eminent among colleges and universities in the United_?States,'
so its Archives are, fortunately, a model of prover organization,
institutional usefulness and research availability.5

1. History

Harvard College was established in 1636 and in full /
operation by 1638. Almost from the very beginning the records
were kept and handed down from one officer to his successor.

The earliest records were kept in a volume known as the "College
Harvard “ College, including: minutes of the meetings of the

the oohduct of faculty and Students. Thus the records are

not separated according to th¢ ageﬁoy thaﬁ used tﬁem'but are

in one vlace, generally arranged ohrdnologioally but occasiorally
thrown together w;th ho apparent désign.'When the first volume
was full, it was designated C&llege Book I and entries were

made in College Book TI. The first four College Books contain

the archives of the institution to 1750. |

The books were ﬁsually'kept in the President's House,and

it is fortunate that they were there in January, 1764, when a
fire destroyed Harvard College (that is, the hall so nanxed) and
the library in it. The archives remained in the President's House
well 1ntovthe hiheteenth century; they were used énd partly

re-produced by two historians of Harvard College - Benjamin

~Pilerce in 1833 and Josiah Quincy in 1240. These publications

increased interest in the archives, which were gathered by
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Jared Sparks, bound together somewhat and, presumably, kevt in

better conditions. Sometime before the Civil War, probably in

1856 or 1857, the College Books and other material important for

the history of Harvard University were put in the college 11brary;6
Since that time, the archives have been administered by

the librarian; this arrangement has continued, even though the

vniversity Has exvanded. The archives are now in the Harvard?ollege

Library and_régarded és part of that library, which is only one of

the many libraries of the University. 7

For a long time the
Librarian of Harvard'College was ex offioié the University Archivist;
fortﬁnafelj, the librarian usually took an interest in the aroﬁivea
or appointed one of his assistants to care for them.

.When Justin Winsor was Librarian, he 1nstélled William G.
Brown és Deputy Keeper. Brown organized fhe archives and arranged
them by means of a system that worked well in his daj but coud not
meet the demands of the rapid expansion of Harvard. EBrown finished
his work in 1900, but by 1920 another reorganization was\ﬁnder way.
8 This rearrangement was done along the lines of the subject classi-

fication common in libraries, but some force or ohanéé (perhavs

an instinct, maybe an "Invisible Hand") prevented the irreparable

breaking up of the individual files. Thus the material could be
afranged according to proper archival principles by C. E. Walton,
who served as Assisﬁant'Librariah from the late 1920's to the mid-
1930's and had studied archival practices in Europe.8

In 1938 Clifford K. Shipton was appointed Archivist and
the position seems eternally safe from confusion with or fusion c.

with the position of Librarian. His avpointment culminated a
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desade of reform and inaugurated a variod of archival exvansion
that rivaled and even suvrpassed the expansion éf the University..
Dr. Shipton has been a prominent archivist, not only for Harvard
but for all college and university archives work. The descriptions ’
in my next two papers of the accession methods and of the reference
Service willisimply be accounts of the system that he has in-
plemented and perfected during the past thirty yesrs.
2. Materials

The extent of the_holdings_of the Harvard University
Archives is most impressive, as is £he growth record during
the_laét hundred years. Inll750; as has been noted, there were
four.College Books., In 1857.thefe Wéfeatwenty‘valumes; by 1936
there were 16,000 (which indicates that meny items had been

turned. over to the Archives which formerly had been kept in

other 6ffioes).9

o

By 1957 there was such an increase in the number of volumes N

that.it is probable a different method of counting had been used.

" Beginning with this year, archives statistics are published in

thehnnual Reboft of the President of Harvard Collegzs and Revorts

of Its Devartments. Some éf the more significant iteﬁs f‘ollow:ro
" Year of Inoré;se Present Extent Total
Report ' : (Volumes and Pamph}gts) ' ‘Budget
1957/8 1,145 146,955 ¥ 18,003
1963/4 1,216 54,768 | 33,945
1966/7 1,311 57,794 | 42,502

In 1947, when there were 51,546 1téms, they occupied

11

8,793 feet of shelf space. By 1968 the archives occupied

occupied 30,000 feet (oompafed to the 12,00 feet of records at
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the University of Pennsylvanie, which has the seoond'largest ff-
).12

Statistics and other statements about the Harvard Univer-
sity Archives are not easy to find. The table on the preceding
page contains figures drawn from a new and very detailed listing
of the activities and expenditures of the libraries of Harvard.
The arohiveé reoéive one line of print in the ZO—pége reg%t, and
that line oontains the statistics. Nowheré in any of the reports
for the last fifteen years is there.any other mention of the
archives. Nor is there any mention of the\arohiVes in either one

of two books on the problems and prospeots of the Harvard University
13 Suoh neglect seems typioal'bf college reports. i

_Qne reason for the neglect of arohives‘in university
reports might-be the location, administratively, within the
library system. Dr. Shipton has pointed out that very few éollegeé
haye followed Harvérd's example of having the archives run as a
Braﬁoh of the~library. Archives could be housed in the library
building but budgeted with the Publications Cffice or Alumni

1k

Records Office. Then the archives report might be issued

’separately and 6Bntain more information about the growth of each

section. - ’

"It 1s not the mere size of the Archives which is im-
pressive, however, but its soope."15 The records do not:
begin with the first meeting of the Governors of Harvagd College
in 1643, but they do record a meeting on Decembsr 10, 1654 and

record every meeting since then. The minutes of the meetings

of the Overseers begin even earlier, onr Fay 6, 1650, and are
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complete from that date until the vpresent. Cating from the same
period and virtually complete are the correspondence of the
Presidents and Secretaries, the minutes and correspondence of
various committees, and the Reports of ;the Visiting Committees.
Barly in the eighteenth century the Governors, or the
Corporation, began to be composed of non-faculty members, so
the President and Tutors began to meet as the Immediate Govern-
ment. These FPaculty meetings began keeping records of their
meetings in 1725, and these minutes, perfectly complete, are
in the Archives. As the government éanarvard became more complex,
the records of the Immediate Government included the activitess of
the ﬁeans and the Standing Committees. Since papers concerning any
one studenf could be fqund ;n as many as two dozen different
committeehnd office files, the archivists consolidated many of
" the files. Dr. Shipton points out that the 4,052 items, mostly
boxés, of the records of the Immediate Government are concerned

largely with human.oondubt and are a very helpfuvl source of in-

16

formation for.the social historian."

The financial records of the University . . . begin with
- the year 1643, They cover many of the minute and most of the
lmportant fipnancial transactons of these three centuries. Among
these minutiae are some of the sheets which the Butler hung
in the buttery and on which he indicated by crosses and checks
the cues of beer and other 'sizings," or extra orders, charged
up against each student. What the different marks meant, we
have no way of knowing, but the totals are often suggestive.
The series of Stewards' ledgers begins with a volume opened
in 1650. From this series, and the others which split off
from it, one can find the éxact cost of most Harvard educa-
tions and a record of who paid the bills and, durinz the first
two centuries, with Zhat commodities they were paid. On these
books stand the shilling fines for broken windows and the re- -
cords of appetites as exhibited by charges for commons and
sizings. Here, too, are some menus for early Commencement
dinners, showing many curious thinegs, such as the use of poI7
tatoes before the arrival of the Irish immigration of 1715.
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= The financial records also include the journal series

of the Treasurers Office, begun in 1669. There are many attached
dockets, incluvding such sub-series as the papers of Treasurer
John Hancock. The other items in the strictly Archival sections

of the University Archives include the more modern records of
the adnministrative work of Harvard, carried on by the gradvate
schools, divisions, departments, laboratories, and similar sub-
divisions. The total of all the strictly archival material is
17,844 items, which occupy a 1itfle.over a mile of shelf space.

(Figures of 1947) "This represents an increase of 75 per cent in
six years, an increase far in excess of normal growth because of

\

the acceleration of fhe rate of transfer to the Archives arising
18 ' -
"Any archive will find invaluable a historical collection
relating to the parent_institution."19 In additon to the strictly

archival material, the University Archives has a collection of

- 33,702 items, mostly books, which relate to Harvard in one way

or another. Though this collection is still increasing, it has

decreased in proportion during the last thirty.yeérs.as more

‘ emphasis has beean plééed on properly'éfchival-material. Fany items

are barély distinguishable from archives, since they are things

" which have been generated by Harvard in its official business.

_ ‘included as Harvardiana are, first, the serial publica-
tions of the University, beginning with the first catalogue of
graduates in 1674. In‘i803 began the publication of the annval
cataiogue. Cther reports are mahuscripts of foundatlion lectures,
prize papers (some contests have been going on since 1808) and
copies of theses and dissertations for both graduate and under-

graduate work.
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- The University Archives also keep the 'record file!'! of
every publication of the Harvard University Press. There are
alse copies of many publications, from a variety of sourceé,
about Harvard - its histor&, governnent, buildings, bequeéts,
and the like.2° /
In the mid-1930's the Archives staff began to gather
material related to the Harvard curriculum. They now have an
extensive collection which includes material on: admission
requirements; Commencement and Class Day, during which were
given, year after year for three ceﬁturies; speeches on every
aspect of human knowledge, some by the invited speakers and
[some'by_the graduates; examinations, which were written
questions from 1836 on; courses of study; which are recorded
i! in a very complete file df stﬁdent notes_and_in a not-so-complete
- file of teacher notes, ahd in the complete sét of course.pron
spectuses and text bobké ordered for Harvard students.

..Of specilal interest to the social historian is the cﬁllection
 of material relating to student life. T his includes special
.'subject colgections, such as student expenses, college fict;%.

satire, and entertainments. Here, téo, are accbunts of sports,
| . .student ofganizations, 2lumni association§ and class societies.
The autoblographies in the printed Qlass reports g;g_unique: in
no other place do fifty thousand men at regular intefvals report
on their lives and state their philosophies. Finally, thefe are

many noneprint:materiais, such as engravings and photographs.21




Nc¢ more accurate and eloguent sumnery of the value of

the Harvard University Archives covld be given than that by

Clifford K. Shipton:

Here, then, 1s a collection of use, not only because
it contains everything recoverable relating to Harvard, but be-
cause it covers every branch of human knhowledge for three cen-
turies. Hardly a-subject has escaped the writer of theses, and
there is hardly a man engaged in historical research of any kind
who does not occasionally rug,across a thread leading back to the

Harvard University Archives.
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