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The Midwestern Archivist, a semi-annual journal published by
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problems confronting the contemporary archivist. Articles relating
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Decisions on manuscripts will be rendered within ten weeks of
submission. Offers to review books or suggested books to review
should be sent to Warner Pflug, Book Review Editor, Walter
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THE FBI AND THE FOIA:
PROBLEMS OF

ACCESS AND DESTRUCTION
ATHAN G. THEOHARIS

This article will address an issue of common concern to historians
and archivists-namely, how to insure that records pertaining to the
recent past will be preserved and accessioned into archival custody,
and particularly as this relates to the opportunities provided under
provisions of the Freedom of Information Act of 1966 (as amended
in 1974). It will survey the ways in which the Freedom of Infor-
mation Act (FOIA) extends scholarly research and accessioning
bases and will discuss the problems attendant to the effective use of
the FOIA. My remarks will be confined to the accessioning and
preservation of the records of the Federal Bureau of Investigation
(FBI).'

On first analysis, one might very well conclude that FBI records
have limited research value-and would seem to be of interest
primarily for those historians studying federal surveillance policy
or particular internal security and criminal cases. However, FBI
files can also be an invaluable research source for historians and
archivists who are interested in broader questions of social change.
Because of the scope and intensity of past FBI investigations of
dissident activities-aptly characterized by Senators Walter Mon-
dale and Philip Hart in 1975 as a "vacuum cleaner" approach 2 -
FBI records offer unparalleled insights into the activities of Amer-
ican dissidents, particularly the inarticulate (inarticulate in terms of
the creation of a permanent written record). The breadth of the FBI's
definition of "subversive activities" demonstrates the research value
of the resultant FBI records. They encompass the political spectrum
from organizations such as the U.S. Communist Party and the
Socialist Workers Party to the John Birch Society and the Klu Klux
Klan, as well as moderate, more respectable organizations such as
the American Friends Service Committee, the American Civil Liber-
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ties Union, the Southern Christian Leadership Conference, the
National Association for the Advancement of Colored People, and
the National Organization of Women. I am not claiming that the
FBI reports accurately record the targeted individuals' and organiza-
tions' political and nonpolitical activities-the biases of FBI agents
and informants colored and perhaps distorted their reporting. The
resultant records thus must be used with discretion and skepticism.
Nor do I deny the attendant violation of privacy rights entailed in
the fact that FBI agents and informants reported not only on merely
political matters but also on extremely personal affairs. Nonethe-
less, FBI files do constitute a written record of incomparable scope
and richness. Otherwise unobtainable pamphlets, otherwise un-
available written accounts of meetings and strategy, and an other-
wise unattainable record of the concerns and activities of rank-and-
file dissidents supplement those records which we normally obtain,
preserve, and research. As such, FBI files complement the records
that are created and maintained by dissident organizations, as well
as press accounts which usually focus on prominent leaders and
dramatic developments.

The FBI's past "vacuum cleaner" approach to investigating and
recording dissident activities does not alone confirm the rich re-
source potential that can be tapped through use of the FOIA. Until
quite recently, research into FBI files was impossible for the simple
reason that FBI officials successfully classified all FBI records.
Furthermore, FBI files, even for the pre-World War I period, were
not deposited at the National Archives. Not only had the FBI
retained control over all its own files, but during the 1960's FBI
officials successfully pressured the National Archives to withdraw
from circulation FBI documents or copies of documents pertaining
to the Bureau's World War I investigative activities, which had been
accessible until then because these documents were included in files
of the Department of Justice and the American Protective League. 3

Because of the FOIA, historians are now able to circumvent this
obstacle to scholarly research in two ways. First, individuals can
identify and request specific files; the FBI is required to search and
release all relevant documents in these files, subject to certain
prescribed exceptions. Second, the FBI can no longer unilaterally
and automatically classify its files on "national security" grounds
and thereby control their public release. Under the FOIA, such
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"national security" claims are appealable, with the courts making
the determinative ruling. This means that FBI officials no longer
exclusively determine what is vital to "national security;" at the
least, they must convince the court that such claims have merit. The
FOIA has thereby made it possible for historians to obtain for the
first time FBI records of "historic value" -records comparable to
those which, for other agencies, are normally accessible at the
National Archives or at regional federal depositories. The FOIA can
have the additional effect of decentralizing FBI records-with local
libraries (to date, principally universities such as Princeton, Mar-
quette, and Harvard) becoming depositories for copies of certain
FBI files of general interest. The local acquisition of these files has
not been systematic, however, being due instead either to the
research interests of faculty members (Princeton and Marquette) or
to the inclusion of FBI files among the papers of individuals
donated to a university (Harvard).4

The FOIA, then, permits the accessioning and dispersion of a
valuable research resource. I hope that in the future archivists whose
repositories hold the papers of, for example, Dorothy Day and the
Catholic Worker Movement (Marquette) will request FBI files on
these individuals and organizations for the express purpose of
insuring a more complete record. Employing the FOIA, however,
requires the resolution of very serious cost and record access and
retention problems. The cost problems are readily apparent. The
access and retention problems, it should be emphasized, go far
beyond managing the size of these potential collections. These basic
concerns will be discussed separately, beginning with cost.

The FOIA requires that researchers, when seeking federal agency
files, be prepared to pay all processing and search fees attendant to
the review and release of documents pertaining to their request.
Processing fees are the charges to photocopy. FBI documents; the
rate is 10€ per page. The individual requester, moreover, after
having submitted a FOIA request and before the FBI even begins to
process it, must be prepared to pay one fourth of the total photo-
copying costs for that FBI file; the specific sum is based on the
projected number of pages in the requested file(s). In contrast to
normal research practices, the person who employs the FOIA must
pay to copy every page in the particular FBI file-sight unseen with
no opportunity to review the records and select particular doc-
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uments. This requirement relates to the Bureau's document review
and release procedure; since documents are not automatically re-
leased in their entirety, a researcher may not simply be handed a file
for perusal.

Given the voluminous nature of FBI files, copying costs can be
prohibitively expensive. Not only can these costs exceed the budget
of the average researcher but, because unprecedented, they are not
readily financed through normal scholarly research funding sources
(such as American Philosophical Society research grants). This is a
concern that warrants cooperation between archivists and histor-
ians. Why not, for example, consider funding such processing costs
from library and archival funds available to purchase books and
private papers? (I know of one instance where this has been done,
involving the research of an historian at Michigan State Uni-
versity.)5

A second cost problem involves FBI search fees. Should the
requestor seek specific FBI documents rather than the whole file, he
or she not only must have the advance knowledge requisite to
identifying the documents but also must pay the costs attendant to
FBI records management personnel searching FBI files to recover
the identified documents. Depending on the classification status of
these document(s), these search costs range from $1.75 per quarter
hour of search time, should a lower level FBI agent conduct the
search, to $3.25 per quarter hour if done by a higher level agent.
These search fees can also be prohibitively expensive; for example, I
paid $23.00 to obtain one identified FBI memorandum during the
course of my research involving the Alger Hiss case.

The cost problem, however, is not the sole obstacle to access that
confronts the historian and/or archivist. The requestor's ignorance
of the FBI's intentionally complex and closely-guarded filing sys-
tems is an equally important obstacle to obtaining a full record of
FBI activities involving the identified case, individual, or organi-
zation. When filing FOIA requests, most researchers seek only the
FBI's headquarters files. Yet not all information pertaining to an
individual or organization that is obtained through the investi-
gation conducted at the field office level is forwarded to Wash-
ington. First of all, FBI agent reports to Washington detail only
what the agent has concluded are major and pertinent findings.
Second, in the event that FBI agents had resorted to illegal investi-
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gative techniques-such as break-ins or, before 1968, illegal wire-
taps and bugs6-they intentionally disguised the source of this
information in their reports as having been obtained from a "con-
fidential informant" or a "generally reliable source." This report-
ing procedure, formalized in the requirement that such information
should be forwarded to Washington headquarters through so-called
Letterhead Memorandums (LHMs),7 in effect means that many of
the contents of the field office files are not duplicated in Washington
headquarters files. Field office files are more detailed, so they alone
provide a conclusive record of the investigative techniques which
FBI agents employed in a particular case. While the magnitude of
this information might not in every instance be of interest to the
social historian, the historian of federal surveillance policy would
find this detail to be crucial.

There is, moreover, another dimension, which involves the FBI's
creation of a series of separate filing procedures, dating at least from
1940 and refined purposefully in succeeding years.8 In devising
these separate filing procedures, FBI officials intended to isolate
particularly sensitive documents from the FBI's central records
system, whether at headquarters or in field offices. To avert public
discovery of those FBI activities that were illegal, embarrassing, or
politically motivated, separate files were created either to store these
purposefully isolated records or to control access to very sensitive
records in the central records system.

Because it is the principal investigative agency of the federal
government, the FBI has created a records system to insure the quick
retrievability of its investigative reports. Such a system is essential to
assure that prosecutors (United States attorneys or officials in the
Justice Department) can be provided with full information during
their presentation of a case to a grand jury to secure an indictment,
as well as in preparing for and conducting a trial. This system is also
required to enable the FBI to respond to court-ordered discovery
motions for relevant FBI documents-for example, to determine
whether the FBI had employed wiretaps during an investigation
leading to an indictment. Accordingly, the FBI's central records
purportedly confirm the existence of each and every document, and
the number of pages of these documents, created during a particular
investigation. When an FBI investigation is initiated, the first
document is given a general serial number (100 if an internal
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security matter, for example), then a second subcategory number for
the specific investigation (such as 1066), and a third subcategory
number beginning with 1. Succeeding documents pertaining to the
investigation are numbered consecutively by page in the third
subcategory. This serialized system thus creates a record of the total
number of pages and documents retained in the central FBI file on a
particular invesigation.

The very precision of this serialized system created real problems
whenever FBI officials engaged in sensitive activities, either when
authorizing illegal investigative techniques or when attempting to
influence public opinion and national policy by leaking infor-
mation to "friendly" reporters and congressmen. To address these
problems and safeguard the resultant files from public discovery,
FBI officials purposefully created separate, unserialized filing sys-
tems. Documents recording illegal investigative activities were not
to be serialized (the. Do Not File system 9 for break-in request and
authorization memorandums, for example). Because they were not
serialized, these documents would not be retrievable through a
search of the Bureau's central records system and furthermore could
be destroyed without the destruction being detected. Refining this
practice, FBI officials ordered FBI agents to report information,
which if publicly revealed could be "embarrassing" to the FBI, on
the administrative pages of their report (appended to the back of the
report and not numbered consecutively) and not within the text of
the report.

In addition, FBI officials, such as director J. Edgar Hoover and
assistant director Louis Nichols, maintained so-called "official and
confidential files" in their offices." These official and confidential
(OcC) files were not serialized in the FBI's central records because
they were used to store particularly sensitive documents. Further-
more, to insure that these sensitive documents were not accidentally
serialized and thereby rendered vulnerable to public discovery,
Hoover ordered FBI officials to prepare them on pink paper (in
contrast to the use of white paper for memorandums which were to
be serialized) and on special memorandums containing the fol-
lowing notation on the bottom of the first page: either "Informative
Memorandum-Not to be Sent to Files Section" or "This Memor-
andum is for Administrative Purposes-To Be Destroyed after
Action is Taken and not Sent to Files Section. ' '1 2
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An FBI memorandum of September 23, 1958, describes how this
procedure was implemented: "Mr. Nichols had a stop up in the
Records Branch and he reviewed all mail.., and decided whether it
should be kept in [Nichols's] O&C file... or up in Records.' 3

Furthermore, to limit access by FBI and Department of Justice
personnel to illegally obtained information-such as wiretap and
break-in reports-Hoover created another separate filing system,
"June mail," to permit the special handling and isolation "in a
special file room under lock and key" of such documents. 4 Other
sensitive records, such as copies of letters illegally intercepted by FBI
agents or which FBI officials received from the CIA's illegal mail
opening program, were also maintained in a "special file room."' 5

Hoover's O&C files, moreover, were physically stored in a safe that
was also used to store other sensitive documents, including some
memorandums authorizing break-ins, carbon copies of COINTEL-
PRO memorandums, and memorandums relating to foreign coun-
terintelligence.16

The FBI's creation of these special filing procedures and systems
insured that the most sensitive FBI documents were not filed and
indexed in the Bureau's central records. This creates real difficulty
for the individual seeking a complete record of FBI activities;
separate filing procedures insure that the FBI's "central records"
system does not fully record all FBI investigative activities and
techniques. Furthermore, a full record of FBI activities relating to a
given investigation will not be released under the FOIA unless the
requestor demands a search of all FBI files and enumerates the
various separate filing systems. Most requestors, however, lack this
prerequisite knowledge of FBI filing procedures. I hasten to add
that I am not so bold as to aver that I have successfully identified all
FBI filing procedures and systems.* To an extent, then, seeking FBI

* My knowledge of these separate filing systems has been gained from a
wide range of sources over an extended period. From research into FBI docu-
ments, reprinted or excerpted in the reports and hearings of the Senate Select
Committee on Intelligence Activities and the House Subcommittee on Govern-
ment Information and Individual Rights, which I began in 1976, 1 discerned an
apparent pattern: whenever the FBI initiated an illegal or politically sensitive
investigative program FBI officials ordered the creation of separate filing
systems. Since 1978 I have focused my research into released FBI files on this
question, and this pattern of operation continues to characterize FBI filing
procedures.
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files often resembles a game of cat and mouse, with the elusive
mouse regularly evading its pursuer.

These separate filing systems are important for another reason.
When creating these systems, FBI officials intended to permit the
destruction of sensitive records. Since these documents had not been
serialized, no record of their existence had been created. Despite the
clearly stated intent of the system, there were political reasons which
led FBI officials to preserve those Do Not File documents that have
now been released. However, just because some sensitive records
have been released does not mean that all Do Not File documents
have been, in fact, retained. The existence of the separate filing
process suggests that some or most of such documents have indeed
been destroyed. For example, released FBI files involving the Alger
Hiss case confirm that certain documents pertaining to FBI ac-
tivities in 1947 had been destroyed.' 7 Nor have only selected doc-
uments been destroyed. The voluminous so-called "personal files"
of former FBI director Hoover, also maintained physically in his
office, were destroyed by his personal secretary, Helen Gandy,
shortly after his death.' 8 Hoover's "personal files", however, were
not strictly personal-indirectly confirmed by the fact that in Octo-
ber 1971 Hoover ordered the transfer of eight case folders from his
"personal" to his "official and confidential" files. One of these
eight transferred folders contained a July 1966 memorandum de-
scribing the Do Not File procedure for break-ins; clearly this was not
a "personal" matter. Employing the FOIA, I have obtained the
release of the other seven transferred case folders and can report that
all of them involved official policy matters and thus should not have
been filed originally in Hoover's "personal" files.' 9 I can cite,
moreover, a number of other instances of the FBI purging its files-
this knowledge having been gained from research into released FBI
files.2

0

There is the further disturbing revelation, which came to light in
1980, that the FBI had dissembled to the Senate Select Committee on
Intelligence Activities. In September 1975, as part of its investi-
gation into abusive practices by the FBI, the Church Committee
requested a statistical listing of past FBI domestic break-ins. Re-
sponding, FBI officials claimed that they could only provide the
Committee with approximate figures of past FBI break-ins. These
officials explained: "There is no central index file, or document
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listing surreptitious entries conducted against domestic targets. To
reconstruct these activities, it is necessary to rely upon recollections
of Special Agents who have knowledge of such activities, and review
of those files identified by recollection as being targets of sur-
reptitious entries." 2' The FBI's claim that there was no "central"

break-in index, however, clearly misled the Committee, since "prior
to July 1966, surreptitious entries which were authorized by FBI
Headquarters were recorded in a symbol number sensitive source
index maintained in the Intelligence Division. In 1970, the index
was divided into two parts,...,"22 The FBI's dissembling about this
index at a time of an intensive congressional investigation of FBI
practices raises very serious questions both about the FBI's respon-
siveness to FIA requests and about the present retention of sensitive,
unserialized files. (As recently as 1973-1976, I might add, FBI
officials lied about past FBI break-ins to a federal court, responsible
Department of Justice personnel, and the General Accounting
Office while it was auditing FBI files at the request of the chairman
of the House Committee on the Judiciary.)23 Can historians and
archivists confidently expect the FBI to comply with FOIA requests
and release all relevant FBI files, particularly those that are po-
litically explosive? One need not be a cynic to be skeptical.

Recent FBI record retention plans further complicate this story,
while raising questions about the FBI's willingness to preserve a
complete record of past Bureau practices and procedures. Under the
Federal Records Act of 1950, and relevant provisions of the Code of
Federal Regulations, all federal agencies are required to preserve
documents of "historic value." Prior to the 1974 amendments to the
FOIA, however, FBI officials were not troubled by these record
retention requirements and did not release any FBI files to the
National Archives. Because of the 1974 amendments, particularly
the amendment authorizing court review of agency non-disclosure
claims and narrowing the exemptive provisions of the 1966 Act, and
the resultant inevitability that FBI files would be publicly released
under the FOIA, FBI officials have recently drafted and submitted to
the National Archives, on two separate dates, plans to destroy FBI
field office files in their entirety and then to purge FBI headquarters
files. An FBI internal memorandum of June 7, 1976, starkly docu-
ments the FBI's strategy in drafting these record destruction plans,
namely, to capitalize on the unwillingness of responsible National
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Archives personnel to meet their record retention responsibilities:

It now appears timely for the Bureau to reevaluate require-
ments for the retention of file material at FBIHQ...The
Bureau has not previously sought destruction of investigative
records of substance at FBIHQ on the basis they were needed for
reference... Additionally the National Archives and Records
Service (NARS) placed an indefinite retention period on all
basic violation categories because of their historical signifi-
cance. NARS is now reluctant to accession records in large
volume due to complications encountered as a result of the
Freedom of Information and Privacy Acts and records they
previously felt should be retained for historical reasons are now
being reevaluated since they would be responsible for respond-
ing to requests if they took control of the records... 2 4

In May 1975, FBI officials submitted to NARS a plan to destroy
FBI field office files, claiming then that the most important in-
formation from these files was duplicated in the headquarters files.
On March 26, 1976, NARS approved this plan, without having
conducted an independent inquiry to ascertain whether under its
terms documents of "historic value" would be destroyed.26 NARS's
decision was not publicized and my accidental discovery of this
agreement, publicly reported in my article in The Nation"Bureau-
crats Above the Law: Double-Entry Intelligenge Files" (October 22,
1977, p. 394) first led individual historians and the organized
historical profession to pressure the National Archives to rescind its
approval. In time, a number of historians and activist organizations
initiated a court suit to enjoin the FBI and the National Archives
from implementing this field office destruction plan. In January
1980, federal judge Harold Greene found in favor of the plaintiffs
and enjoined the FBI and the National Archives from further
destruction of FBI field office files. Judge Greene further directed
NARS officials to devise a new plan, after consultation with his-
torians and archivists, which would ensure the preservation of a
complete historic record.26 Concurrently, moreover, FBI officials
had devised, and on May 4, 1977, submitted to NARS, another plan
to "purge" FBI headquarters files. NARS deferred action on this
plan, first soliciting the advice and guidance of the Congress. 27 This
plan is pending, although action has been deferred because relevant
congressional committees have given priority to drafting FBI char-
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ter legislation.
Significantly, the proposed FBI charter bills-S. 1612, which the

FBI drafted and which FBI officials are now lobbying Congress to
enact, and S. 2928, drafted by conservatives and introduced by
Senator Paul Laxalt on July 2, 1980, contain an apparently in-
nocent and limited provision which, in fact, would repeal the
external review authority over FBI record retention decisions that
the National Archives now possesses under the Federal Records Act
of 1950. S. 1612 would empower the FBI to render the exclusive and
unreviewable judgment to "destroy records compiled in connection
with an investigation.., or deposit them in the Archives... for
historic preservation... ten years after termination of the investi-
gation if there is no prosecution or ten years after termination of
prosecution..." S. 2928 repeats this authorization, eliminating
only the ten year record retention requirement.2 1 In addition, the
FBI in 1980 also supported legislative measures exempting FBI files
from the mandatory search and disclosure provisions of the FOIA.29

If, then, my remarks about the FBI and the FOIA began on an
optimistic note, I must close on a note of pessimism and concern.
There is no assurance that a full record of past FBI practices has been
or will be preserved, or that the extant records will remain accessible
to scholarly research. Perhaps scholars need not learn, from FBI files
at least, about the personal and political indiscretions of individuals
and organizations whose privacy rights were violated by the FBI in
the recent past. Yet this detailed personal information does con-
stitute an inportant source for the social historian and can be
likened to personal diaries and, more, to census data, in that it
provides documentation essential to understanding the social, edu-
cational, ethnic, and age background of members of dissident
organizations. The destruction or non-availability of these files,
moreover, will constitute a real loss for historians of federal sur-
veillance policy and, in the process, will deny to the public and to
responsible public officials the detailed knowledge of past FBI
activities that is essential to preserving a democratic system of
constitutionally defined powers and authority.
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prohibiting the interception and divulgence of any wire and radio communi-
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(e.g., wiretaps or break-ins) as having been acquired from a "confidential
informant" or an "usually reliable source." John Elliff, "The FBI and Domestic
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9. Conceding that break-ins were "clearly illegal" but considering them an
invaluable investigative technique, FBI officials in 1942 authorized a "Do Not
File" system for break-in request and authorization memorandums. Marked
"Do Not File," such memorandums were not to be serialized or filed in the FBI's
central records system but were to be filed separately in the field offices and
Washington headquarters. Accordingly, these memorandums could safely be,
and were to be, destroyed. This procedure is fully described in a July 16, 1966,
FBI memorandum. In 1975 testimony and memorandums to the Church
Committee, FBI officials affirmed that this memorandum accurately described
how the FBI officials affirmed that this memorandum accurately described how
the FBI authorized, monitored, and safeguarded documents pertaining to break-
ins since 1942. HIA, Vol. 2, The Huston Plan, pp. 97-99, 129-131, 273-280.
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THE EVALUATION OF MODERN
BUSINESS ACCOUNTING RECORDS

.DENNIS E. MEISSNER

Evaluation of record series for the purpose of bulk reduction isone of the more salient professional responsibilities facing archi-
vists today. Problems imposed by bulk become especially vexatious
in the cases of large modern business organizations, in great part due
to the many series of accounting records created to control and
monitor the financial workings of a company. How many of these
records must we retain in order to preserve an accurate picture of the
financial history of a business organization?

Among some sixty articles and book chapters published over the•
past forty years relating to business archives and business records,
fewer than one-fourth offered any practical appraisal guidelines,
and only one-third of that fraction were concerned to any extent
with accounting records.' Most appraisal recommendations per-
tained instead to narrative format business records such as the
sundry levels of corporate correspondence and memoranda; the
various series of minutes, annual reports, corporate periodicals, and
other publications; publicity releases and news clippings; and other
largely textual records. Those pertaining to accounting records
tended to make specific retention prescriptions without providing
any rationale for so doing. Furthermore, not all writers agree on
what particular records should be preserved. As a beginning attempt
to fill the apparent void, this paper will describe accounting records
common to business in the late nineteenth and twentieth centuries
and will suggest ways to define their archival value.

There are a few general principles for evaluating accounting
records. The first principle is that a sufficient combination of ac-
counting records should be kept so as to document completely therevenues, expenses, and net financial picture of the business at any
point in its existence, and also to document the accounting methods
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used by the business, a point made by Ralph Hower of the Business

Historical Society. 2 Record types preserved for these purposes may

vary somewhat from one business to another. Summary accounting

records that are present in one case may be absent in another, thereby

necessitating the retention of some records that could otherwise

have been discarded. Hower also emphasizes that the presence of a

complete set of records summarizing the accounts of a business does

not permit the disposition of the general accounting records (pri-

mary records of entry such as journals and ledgers). Future research-

ers may ask questions not anticipated by the creators-of the summary

records (e.g., balance sheets and annual reports, which tabulate and

summarize data from the general records), thereby requiring the use

of the most general, inclusive records in order to reconstruct the

financial experiences of the business from a new perspective. 3

Another useful precept was advanced by Maynard Brichford, who

contended that in order to conserve space, the record series retained

should each encompass the broadest range of the company's ac-

tivities and the longest time span possible.4 Adherence to this prin-

ciple permits a broad view of the company's activity as an organism

and allows the researcher to view change over time-the basis of

historical studies-while still conserving space.
Robert W. Lovett of the Baker Library of the Harvard Graduate

School of Business Administration suggested a third principle. In

assessing records, particularly in relation to supply, production,

and sales, the archivist must always ask whether the information

they contain is available in more complete or compact form in some

other record. 5 While such questioning is basic to appraisal in gen-

eral, it is particularly relevant to business financial documents

because many of them are merely extracts from the more general

primary accounting records.
A fourth criterion follows from the author's own experience with

vagaries in the accounting methods employed by subsidiaries of the

Great Northern Railway. The archivist must bear in mind that no

two accounting systems function in precisely the same way. There-

fore the records they produce will vary somewhat from the general

descriptions in this paper. Businesses routinely modify record types,

as well as certain procedures, to suit their own unique situations and

record requirements. In some situations the archivist will find a host

of special purpose records not anticipated in this paper, or may find
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that the content of standard types of records will vary from these
descriptions. In some cases appraisal decisions will be affected by
such variances. This paper describes commonly accepted types and
uses of accounting records and must be interpreted in the light of the
peculiarities of specific collections. 6

A final principle was advanced by Francis X. Blouin, Jr., who
contended that aggregations of business accounting records from
the pre-1880 period are generally quite small-"usually less than 20
feet"-and can generally be preserved in their entirety. They typ-
ically consist of only a few series, which are usually richer than those
found in post-1880 record groups. 7 The criteria advanced in this
paper will therefore apply primarily to the records of the large
business entities that started to appear in the postbellum decades of
the nineteenth century.8

Daybook
The daybook (Figure 1) has fallen into disuse and it is rare to find

examples in the records of large business units of the late nineteenth
century and beyond, although it occasionally surfaces in small
enterprises, especially merchandising concerns. The daybook is a
chronological listing of all receipts and expenditures as they occur.
It is the most basic of all financial books of entry and usually has no
column-ruled format. It is, in effect, a workbook from which a
permanent record of transactions is made into the general journal or
another permanent record of original entry. If a collection contains
a complete set of books of original entry, one need not retain the
daybook series. Other names for this record, especially in its cruder
manifestations, are waste book and blotter.

General Journal
The general journal (Figure 2), often referred to simply as the

journal, is the principal accounting record of original entry and, as
such, is the most basic and inclusive of all the accounting records. In
many businesses, most of the financial transactions appear in one
form or another in the general journal. As each transaction occurs, a
statement describing it, called a journal entry, is prepared. After
corporate approval, these statements are entered into the general
journal. Since the journal is arranged chronologically, it provides a
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Figure 1. Daybook. Note that all transactions are entered sequentially with no
attempt at categorization. Source: Bailiff Bros. Grocery Store, Bloomington, Minn.,
Account Books. All illustrations appearing herein are from the collections of the
Division of Archives and Manuscripts, Minnesota Historical Society.
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complete record of the company's transactions in order of occur-
rence, which permits the researcher to trace the business's financial
experiences sequentially. As each transaction is entered into the
journal, the total amount of money involved is both debited to one
general ledger account and credited to a second account. This creates
the account balancing that is the nucleus of the double entry book-
keeping system used in modern accounting. The account titles and
general ledger page (folio) numbers are cited in the journal entry,
allowing the researcher to follow the transaction from the general
journal to the ledger. In addition to the information contained in
the entry, the heading of each journal page usually gives the date on
which transactions on that page were entered into the journal and
the city in which the journal was kept. Transactions are usually not
entered into the journal on the day of their occurrence; most busi-
nesses journalize transactions on the last day of each month or at
other regular intervals.

Another quality of the general journal that enhances its archival
value is the fact that each entry often contains a terse narrative
description of the significant elements involved in the transaction:
where money, goods, or services came from or went, the reason for
the transaction, and other data bearing upon the occurrence that the
company might someday need to know. This narrative description
of the transaction is unique to the journal among all accounting
records. Some companies do not include such a description in their
journals, or they greatly reduce the detail included in the synopsis,
and this seriously diminishes the value of the journal as an archival
document. However, even the absence of a narrative description
does not warrant the destruction of a general journal series. Its value
as the only complete chronological listing of transactions requires
that it be permanently retained.

Special Journals

In many business organizations, both large and small, one or
more special purpose journals are kept in addition to the general
journal. When such a system is used, each transaction might only be
recorded in one of these journals, depending upon the nature of the
transaction. Three common types of special journals are cash jour-
nals, sales journals, and purchase journals.

The cash journal (Figure 3) is the most common special journal.
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Usually called a cash book, it serves as the special record of original
entry for all transactions that involve either cash received or cash
disbursed. Since a large number of transactions involve either a cash
(currency, checks, bank drafts, money orders) payment or receipt,
cash books are often used to reduce the bulk of the general journal.
Threfore, transactions recorded in the cash book will not, as a rule,
be individually recorded in the general journal. Because the cash
book is a journal of original entry, its format and content are
generally quite similar to those of the general journal and it usually
possesses the same archivally valuable characteristics: a chrono-
logical account of all cash transactions, a record of the ledger
accounts credited and debited in each transaction, the person or
company receiving or making payment, and sometimes a synopsis
of each entry's salient facts. Therefore, cash books should be re-
tained along with general journals. One difference in format be-
tween the journal and the cash book is that the latter segregates
receipt transactions from disbursement transactions: in each pair of
facing cash book pages, the left is used to record receipts and the
right to record disbursements. The word Cash also usually appears
at the top of each cash book page.

Cash book entries may sometimes be duplicated in the general
journal, although this duplication may only consist of a single
monthly journal entry summarizing the aggregate debits and credits
to the company's cash account for the entire month. In such a case
the cash book series should still be retained. Archivists should
always compare cash book entries with the general journals to
determine whether there is sufficient duplication to warrant re-
jection of the cash books. Cash books will often appear as two series,
one recording cash receipts and the other recording cash disburse-
ments. Together these series provide the same information as that
contained in an integrated cash book. Although the format varies
somewhat, the same retention policies apply. In some cases one may
find a series of cash receipts books and a series of check registers
containing basic journal data, in which case the check registers serve
as cash disbursements books and should be treated as such.

The other special journals usually have formats and informa-
tional catergories quite similar to cash books and should be handled
in the same manner. Sales journals are used to record all sales on
account, as opposed to cash sales, and purchase journals document
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all merchandise purchased on account. The more special journals a
business uses, the fewer will be the entries in its general journals,
although the general journals always remain the preeminent re-
cords of original entry. The archivist should verify that the contents
of the special journals do not merely duplicate entries in the general
journals.

Voucher Register

Another special record of original entry is the voucher register
(Figure 4), sometimes called the voucher abstract. This record lists
chronologically all vouchers made out in response to invoices (bills)
for payment recieved from creditors. Under the voucher system
(which was never universal and has largely fallen into disuse),
disbursements in response to creditors' invoices cannot be made
without first preparing a voucher describing the transaction and
submitting it to the proper official for approval. As soon as each
voucher is prepared, an entry is made in the voucher register giving
the sequential number of the voucher, to whom it is to be paid, and
the ledger account to which the expenditure is to be charged (the
balancing account in the ledger is always vouchers payable). After
the voucher is audited and approved, the date of payment and the
check number are added to the voucher register entry. Ledger entries
are posted directly from the voucher register, which means that there
will usually be no corresponding entry in the general or special
journals. The voucher register provides a unique record of the
handling of the company's disbursements on account since, unlike
the journal, the voucher register groups together all transactions
pertaining to a specific liability incurred by the firm. The register
also provides the researcher with a clear record of all outstanding
current liabilities of the company on any given date. The general
journal may contain an entry at the end of each month summarizing
the vouchers paid during the month, but it would be a difficult
process to determine the daily or weekly condition of the firm's
payable accounts-let alone to examine isolated liabilities-from the
general journal and controlling ledger accounts. For these reasons
voucher abstracts have archival value and ought to be retained.

In some accounting systems, all vouchered transactions (those
requiring a cash payment) are recorded in either the general journal
or the cash book in addition to being abstracted in the voucher
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register. In such situations there may be two separate sets of vouch-
ers-journal vouchers and cash vouchers-and the journal and cash
book entries will also include the number of the voucher covering
the transaction. Since the voucher register will in that case duplicate
data in the other books of original entry, the archivist must assess the
amount of duplication involved and judge whether the added
research convenience provided by the registers justifies retaining
their bulk. Even in such a case, the voucher register will still be the
only single source from which one can readily determine all of the
company's current liabilities on a given date, and the date of
payment. That alone may justify preservation of the series.

General Ledger

The general ledger (Figure 5) is the principal record of final entry
for all financial transactions. In this record, all transactions that
were listed chronologically in the general and special journals are in
turn classified under the company accounts to which they apply.
For each transaction, one ledger account is debited and another is
credited to preserve the account balance requisite in double entry
bookkeeping.

In the general ledger, each of the company's controlling or
individual accounts is on a separate page (or group of pages).
Controlling accounts are general accounts of a type, such as stock
purchases or freight charges, which include transactions pertaining
to all the company's creditors or debtors for that activity. Individual
accounts are those documenting all transactions with a particular
creditor or debtor, regardless of the type of transaction. Each ledger
page is divided vertically into two parts, the left side registering
debits to that account and the right side listing credits. Each entry,
whether a debit or a credit transaction, includes the date, nature, and
amount of the transaction, and the number of the journal page
containing the original entry of the transaction. Transactions on
each ledger page are in chronological order because they are posted
in the order in which they were entered in the journals. Ledgers
usually contain an index to their constituent accounts.

Whereas the journals and voucher registers permit the researcher
to trace a company's financial experience chronologically, the
ledger makes it quite easy to examine that same experience by way of
the type of transactions involved (e.g., equipment expenditures,
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bond or stock sales, accounts receivable, capital depreciation) or by
the particular creditor or debtor involved, since the general ledger
usually contains major individual accounts in addition to the
organization's controlling accounts. Because the general ledgers
greatly facilitate this sort of research-and many researchers are
more interested in particular accounts than in the totality of a
company-the entire series of general ledgers should always be
retained. The general journals and ledgers are extremely comple-
mentary series, permitting the reconstruction of a firm's financial
trasactions from divergent but equally valuable approaches.

Subsidiary Ledgers

Subsidiary ledgers (Figure 6) are special ledgers used to segregate
the accounts of individual creditors and debtors with respect to a
certain type of financial transaction. Two common types of sub-
sidiary ledgers are accounts payable ledgers and accounts receivable
ledgers, although many other varieties might be used depending on
the nature of the business. Railroad company accounting records,
for example, often contain equipment account ledgers and line
construction ledgers. The value of such records is that they dissect a
single controlling account from the general ledger by individual
creditors and debtors. While the corresponding controlling account
in the general ledger itemizes credits and debits as they occur,
without respect to the person or company to which the transaction
applies, the subsidiary ledger contains a separate page for every
creditor and debtor with which the company has an account. The
advantage for the business is obvious: it need not perform any time-
consuming computations to ascertain the status of its payable or
receivable account with another organization or person. This ease
in evaluating individual accounts may or may not justify the
archival retention of subsidiary ledger series. In some cases the
general ledgers may offer a clear enough record of individual
account transactions in their controlling accounts to warrant re-
jecting subsidiary ledgers. The archivist should compare runs of
subsidiary ledgers with their corresponding controlling accounts in
the general ledgers to determine, for each series, whether the con-
venience and added clarity afforded by the subsidiary ledgers justi-
fies retaining their bulk.
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General ledgers frequently contain a number of individual ac-
counts following the last of their controlling accounts. These,
however, do not usually pertain to any unique type of transaction
(e.g., equipment costs); instead, they provide an itemization of all
credits and debits accruing to that person or organization. Since
subsidiary ledgers involve either payment from or payment to a
person or company-but not both-the format of the subsidiary
ledger page is somewhat different from that of the general ledger, as
can be seen by comparing Figure 6 to Figure 5. The fact that they are
arranged by accounts distinguishes subsidiary ledgers from jour-
nals; the fact that all the accounts are for other persons or organi-
zations distinguishes them from general ledgers.

Trial Balance

Once each month, usually on the last day, the general ledger is
closed and each of the accounts is analyzed to determine the sums of
its credit and debit columns for the month. The smaller amount is
subtracted from the larger, leaving the account's balance for the
month. If the credits total is larger the difference is called a credit
balance and vice versa. All ledger accounts are then listed and the
resulting credit or debit balance of each is noted (Figure 7). To the
right of each account's name are two columns, orie registering credit
balances and the other debit balances. After all account balances are
entered, the two columns are totaled. If the month's bookkeeping
has been executed correctly, the two totals will be equal, since in
double entry bookkeeping an equal credit and debit for each trans-
action demands that credit and debit aggregates for each month will
also equate. This monthly listing and comparison of all company
account balances is known as the trial balance. It is an intermediate
step between the general ledger and the various fiscal summary
statements (e.g., balance sheets, profit and loss statements) that are
routinely prepared each month for the information of company
officials.

Since the trial balance is primarily an intermediate record that
exists to facilitate the creation of other records, it can usually be
discarded. Corporate balance sheets and related monthly summaries
will, in one way or another, contain all the data in the trial balance.
Furthermore, if a researcher does need a list of ledger account
balances for one or more months, such balances are easily computed
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from the general ledger, since each account column has in most
cases already been totaled for preparation of the trial balance. In the
absence of a general ledger series, trial balances should be retained
because they provide the monthly balance of each ledger account.
Trial balances should also be saved if balance sheets are missing.

Balance Sheet
The balance sheet (Figure 8), prepared from the trial balance, is a

monthly statement setting forth the total assets, liabilities, and net
worth of the business at the end of that month. The balance sheet is
typically arranged in two columns, the left listing company assets
(e.g., accounts receivable, cash, inventory, equipment) and the right
listing liabilities (e.g., accounts payable, current and deferred lia-
bilities) as well as the company's net worth accounts (capital stock
and corporate surplus). The two sides contain equal totals, so that
when total liabilities are subtracted from total assets, the result is the
company's net worth. When the total capital stock is subtracted
from the net worth the result is corporate surplus (profit). The
balance sheet summarizes from month to month the company's
financial condition regarding such indicators as working capital
and cash flow. Since the balance sheet is a precis of corporate
finances, it is the accounting record most frequently consulted by
management personnel. Balance sheets should always be retained
because they summarize the company's fiscal affairs in both a highly
convenient form and a very small volume.

Other summary financial data are usually appended to the
balance sheet as part of the monthly accounting statement. One
such record is the profit and loss statement, which sets forth the total
income from goods and services, their cost, other expenses, and the
net profit or loss the business realized for the month. There may also
be comparisons of the current month's statistics with those from the
previous month or from the same month one year previous. These
and other summaries often appear as simple, typewritten statistical
statements known as balance sheet supporting statements. Because
they contain additional summary data not available from the bal-
ance sheet and because they rarely pose a space problem, these
statements should be retained permanently along with the balance
sheets.
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Annual Accounting Reports

Collections of business records will frequently contain annual
accounting reports which summarize the financial experience of the
business over the past year. Accounting reports are prepared for
corporate officials or stockholders and provide a convenient sum-
mary of the year's activity. Audits may be carried out internally or by
an outside agent and are valuable because they either verify or
indicate possible irregularities in the company's accounts. Both
,annual reports and audits therefore have value as summary data and
do not usually consume much space. For those reasons they ought to
be retained, although they should of course be compared with other
summary data to avoid duplication.

Records to be Routinely Discarded

The records considered previously comprise the primary, per-
manent accounting records kept by businesses in the late nineteenth
and twentieth centuries. Computer-generated accounting records
have not been directly considered. In many cases, however, com-
puter output assumes formats similar to the hand-generated records
examined here. Many other accounting records have no permanent
value. These records are generated in the daily business of book-
keeping, serve a brief function, and the information they contain is
then recorded in the permanent account books previously described.
Because such daily records are usually quite bulky, it would be
difficult to justify their retention even if they did not directly
duplicate the data preserved in the basic accounting records.

One such record is the journal entry. Before an entry is made into a
journal, it is first drafted on a special form and presented to a
company official for approval. Although they have no further value
after the final entry is made, large runs of journal entries are often
found among business records. They should be preserved only in the
absence of a series of general journals. Journal entries may also be
found sequentially bound into volumes, serving, in effect, as the
business' journals. In this case they should be retained. Other
records that may be discarded for similar reasons are vouchers,
which are completed and approved prior to entry in the voucher
register.

Another category of dispensable records is invoices or bills from
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creditors. All essential data from them are recorded in the appro-
priate accounts in the general and/or subsidiary ledgers, and in the
voucher register if one exists. Similarly, aggregations of receipts are
without permanent value since the transactions that they document
are fully described in the journals and ledgers. Cancelled checks
and check stubs also have only temporary value since these dis-
bursements are recorded in the cash books or the general journals.
Checks should not be retained if the latter records are complete.

In addition to the above records, worksheets that are by-products
of the creation of balance sheets and other summary data can be
routinely discarded if the records generated from them also exist. If
the final records do not exist, the working papers should be saved if
they contain usable data not easily obtained from the ledgers or
other records.

Very little archival literature has treated the evaluation of finan-
cial documents found in business records. This paper is an attempt
to begin to develop some practical guidelines for archivists faced
with business collections from the late nineteenth and twentieth
centuries.

FOOTNOTES
1. Of the many sources consulted in preparing this paper, a particular group offour, considered in tandem, are the most useful in suggesting bases for evalu-ating accounting and other business records: Francis X. Blouin, Jr., "Uses ofHistory and Theory in the Appraisal of Business Records," in Records Apprais-

al: Papers Presented at the Spring 1975 Meeting of the Michigan ArchivalAssociation (Michigan Archival Association Occasional Publication #1, Jan-uary 1976); Maynard J. Brichford, "Preservation of Business Records," HistoryNews 11 (August 1956): 77; Ralph M. Hower, The Preservation of Business
Records (Boston: Business Historical Society, 1941); and Robert W. Lovett,"The Appraisal of Older Business Records," The American Archivist 15 (July
1952): 231-239.

2. Hower, Preservation of Business Records, p. 11.
3. Ibid., p. 11.
4. Brichford, "Preservation of Business Records," p. 77.
5. Lovett, "Appraisal of Older Business Records," p. 234.6. Standard types and treatments of accounting records were ascertained from

experience and from the perusal of several bookkeeping texts. Leafing throughone of these textbooks can do much to enhance one's understanding of the
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records. An informative source on the historical development of the accounting
profession in America, and incidentally its procedures and records, is Gary John
Previts and Barbara Dubis Merino, A History of Accounting in America: An
Historical Interpretation of the Cultural Significance of Accounting (New
York: Ronald Press of John Wiley and Sons, 1979).

7. Blouin, "Uses of History and Theory in the Appraisal of Business Records," p.
26. See also Christopher Densmore, "Understanding and Using Early Nine-
teenth Century Account Books," Midwestern Archivist 5 (1980): 5-19. Densmore
describes in detail the basic complement of accounting records that was devel-
oped in the late Middle Ages and that characterized business records until the
advent of professionalized accounting during the nineteenth century.

8. For an authoritative examination of the growth of large-scale businesses in the
U.S., and the concomitant development of the modern accounting systems
required to support them, see Alfred D. Chandler, Jr., The Visible Hand: The
Managerial Revolution in American Business (Cambridge, Mass.: Beknap Press
of the Harvard University Press, 1977), especially the Introduction, Conclusion,
and Chapters 3, 7, and 8.
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ARCHIVAL COLLECTION DEVELOPMENT:
BUILDING A SUCCESSFUL
ACQUISITIONS PROGRAM

RICHARD M. KESNER

Archival programs have three primary objectives. The first entails
identifying and selecting or collecting appropriate papers or records
for permanent preservation; the second involves arranging and
preserving them; and the final objective is to insure their accessibil-
ity by preparing finding aids and providing reference service. While
many archivists, especially those responsible for the administration
of large programs, spend a significant portion of their time
preparing grant applications, raising funds, and training staff, all
of these activities ultimately contribute to an archives' primary
responsibilities-the acquisition, preservation, and dissemination
of documentary information.'

Certain aspects of archival administration, however, have re-
ceived less attention than others in the archival literature. In
particular, "collection development," the process by which mate-
rials of historical or otherwise enduring value are selected and
acquired by an archives, requires a more thorough and systematic
consideration. 2 Current literature pertaining to collecting can be
divided into three distinct categories according to its main focus or
concern. There are works that deal with specific legal questions,
such as literary property rights, copyright law, and physical owner-
ship of papers and records. One also finds articles that deal with
such financial aspects of manuscript acquisition as the determina-
tion of fair market value, tax appraisal, and gift policies. Finally, a
number of archivists have written brief histories of their respective
programs in which they chronicle their experiences as collectors. All
of these works are to a certain extent both useful and relevant, but
only a few take a broad view of the collecting process.' However, in a
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period when the archival profession is promoting institutional
cooperation and a reevaluation of archival ethics and educational
practices, there is a demonstrable need to re-examine collection
development procedures.

Similarly, there is a need for a basic manual dealing with all
aspects of the acquisition of archives and manuscripts. This article
can do little more within its limited context than suggest the
direction that such a manual ought to take. While the recommenda-
tions it includes are couched in general terms, they are based upon
the experience of establishing an archives program at East Tennes-
see State University. In many respects, the Archives of Appalachia,
which opened in 1978 on the ETSU campus in Johnson City,
Tennessee, is a typical special-subject archives.4 As a didactic model,
the Archives is also of some interest because it was given a broad
mandate by the University "to collect" without the encumbrance of
any further instructions. Thus, it began without a specific collec-
ting focus or policy. The collecting strategies that developed during
the first year of the Archives' operation illustrate many of the
broader concerns of this article. While some of the suggestions and
observations that follow may prove applicable in other archival
settings, the wide diversity among institutions-ranging from gov-
ernment and organizational archives to specialized manuscript re-
positories-makes it very difficult to establish universal truths. This
particular case study is intended to furnish a critical framework for
th evaluation of collection development policies in other institu-
tions.

All archives should have a collecting focus that can be employed
to appraise the relevance of each prospective acquisition. Potential
accessions must, of course, meet other criteria as well, involving the
quality or character of their evidential or informational value. A
collecting focus is also essential to an archives program because it
gives meaning and direction to staff field work. If successful, such a
focus can bring together collections that complement one another,
thereby making the archives a more attractive and valuable resource
for its user constituency.

How does one select a focus? In many instances there is no choice.
Universities, government agencies, and corporations, for example,
engage archivists to manage their non-current records. The col-
lecting focus of these types of repositories is usually confined to the
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official records of the respective host institution. While this type of
situation may limit the scope of many archives' collecting activities,
it is possible to exercise a more expansive interpretation of an offical
mandate through the use of oral history and the collection of the
private papers of important individuals connected with the organ-
ization or institution. 5

Other archives, however, do not start out with such inherent
limitations. While it is not difficult to fill one's archives with paper,
it is much more difficult to insure that one's holdings individually
and collectively justify the cost and effort of preserving them. A
collecting focus can help by requiring the archivist to evaluate each
potential acquisition in light of the institution's larger mission and
objectives. In selecting a focus for a collecting program, three
questions should be asked: what is available? what is needed? and
what are other pertinent repositories collecting? No matter how
specific one may choose to be in defining an archives' mission, there
is invariably more material in existence than one could or would
want to acquire. If time and resources allow, an archivist might
conduct a survey of extant records or papers in a given geographical
location or in a particular subject area, such as labor history, civil
rights, or railroad development. Such a survey could reveal what
records are in the field, who holds them, and whether they might be
available for accessioning. Various state archival programs and
special subject repositories have employed surveys to help develop
or refine their collecting focuses. 6

Surveys need not be massive undertakings. In the case of the
Archives of Appalachia, the staff circulated a form letter to scholars
in the field of Appalachian studies, to community organizations,
,companies, and labor unions active in southern Appalachia, and to
civic leaders and public officials. The Archives was assisted in this
regard by the timely publication of a special issue of the Appala-
chian Journal (Vol. 5, no. 1, Autumn 1977) devoted to Appalachian
studies programs. Since the Archives was dealing largely with
people who were totally unaware of the needs of archives, its survey
instrument began with an explanation of the basic aims of the
Archives-to collect and preserve significant historical and research
materials in southern Appalachia. It then queried those to whom it
was addressed about the availability and physical condition of the
papers and records in their custody and solicited their knowledge of
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other holdings in the community. The rather limited number of

responses received front this survey nonetheless contributed to the

development of a useful profile of what was available in the region.

Having thus identified, even in vague terms, a number of possible

collecting themes, the archivist must choose a single focus or

perhaps several focuses. To make this final determination, one must

be aware of both what is "'needed" by the research community and

how well other repositories have already addressed these needs. In

carrying out its survey, the Archives of Appalachia staff discovered

that there were other archival programs in the region. Information

of this sort may also be obtained from organizational directories

published by the National Historical Publications and Records

Commission and the American Association for State and Local

History. Subsequent inquiries addressed to other repositories in the

region should provide some idea of the nature and scope of their

collecting efforts. Since there are more records worthy of preser-

vation available than all of the archives in the country together

could possibly accommodate, in most instances it is unnecessary

and counter-productive for archives to compete for the same materi-

als. By choosing a collecting focus wisely, one can avoid such

wasteful competition.
To complete the delineation of a collecting focus, the archivist

must establish a set of priorities governing the acquisition of

collections based upon their value and the needs of potential users.

This should be seen as part of the appraisal process. 7 Scholars

actively engaged in research involving the use of the types of

documentation under consideration for accessioning can be very

helpful by suggesting areas in which more papers or records are

needed. Also, they often may provide useful leads as to where one

might go in search of these materials, and may even be able to assist

the archivist in sensitive negotiations with potential donors.

Some collections will have obvious research value, but many

others may not appear attractive until their relevance to a user

constituency has been established. Here again the advice of outside

specialists should be solicited. One ought to always keep potential

users in mind when developing a collecting focus. Failure to do so

may result in the acquisition of collections that are of little interest

or value to the archives' clientele. The implications of such a

mistake for the future of a repository are quite apparent.
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If selected wisely, a collecting focus should be able to help identify
valuable records available in a community, region, or subject area
and provide an archives with a clearly defined set of acquisition
objectives. As an archives develops, it will succeed in attracting more
and more users as well as additional donors because it will have
created an identity that is distinct from that of other institutions in
the region. The greater the effort made by new repositories to define
and adhere to their collecting focuses, the better able archivists will
be to serve their user constituencies and work together to preserve
the documentation of our nation's past.8

In establishing a collecting focus for the Archives of Appalachia,
th aforementioned methodology was employed. In the first place, it
was discovered that very few archives existed in central southern
Appalachia. Archives such as the ones at Berea College in Kentucky
and at West Virginia University, that had operated in Appalachia
for some time, had not collected in the immediate five-state region of
east Tennessee, eastern Kentucky, southwest Virginia, southwest
West Virginia, and western North Carolina that lies within one
hundred miles of Johnson City, Tennessee. Furthermore, only one
of these institutions was actively engaged in the collection of
economic records; and no archives in the region appeared interested
in the records of the grassroots and self-help organizations that
abound in southern Appalachia. This, then, became the focus of the
Archives-to collect the papers and records of persons and organiza-
tions active in the economic and social development of the region,
especially in the twentieth century.

Despite this carefully selected focus, the Archives was criticized for
encroaching upon the preserves of other repositories in the area.
These charges stemmed primarily from the fact that the Archives
chose a regional instead of a state or local collecting focus. Some
colleagues in Kentucky did not like the thought of "Kentucky"
records going to Tennesseel Even with these initial problems the
Archives of Appalachia has successfully attracted the records of
organizations with a regional focus, such as the Congress for
Appalachian Development, as well as other collections from its
immediate five-state area. Now that the Archives has firmly estab-
lished its identity and collecting focus, these criticisms have sub-
sided.

Having established an archival program with a collecting focus,
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the archivist's next task is to implement the program. As a first step,

the archivist must begin to publicize the archives. In initiating a

publicity campaign, the archivist should draft a clear statement of

purpose. This document, which ordinarily should not exceed one

letter-size page (no more than five hundred words, single spaced),

should include a brief history of the archives, a summary of its

general purpose and services, a roster of its personnel, a list of the

types of records (e.g., diaries, correspondence, business files, photo-

graphs) that it seeks, and most importantly a clear, succinct para-

graph articulating the archives' collection focus. It is important to

keep in mind that to most people the term "archives" conjures up

images of dusty books and old newspapers. A prospective donor is

apt to dismiss his or her letters and photographs as being of no

consequence compared to an "old" newspaper or periodical. The

archives' statement of purpose should alert members of the archives'

potential constituency to its activities and suggest ways in which

they might participate in these activities-either as donors or as

users.
A carefully drafted statement can be used with great effect in any

number of ways. It can serve as the basis for a promotional pamphlet

on the archives program or it might constitute the core of news

releases prepared for newspapers, radio, and television. Individual

letters to potential donors might also be based on the statement. In

this case it is better to personalize such messages by having them

typed individually, but the basic intention is always the same: to

create a greater awareness of the program's existence and needs.

Some donors mainly read newspapers; others only watch television;
and still others attend public lectures. Hence, some might be

reached through an effective newspaper campaign, while many
others will be missed if publicity efforts fail to use all of the mass

meda. Mail campaigns promise only a marginal return and then

only if they maintain at least the appearance of a personalized
approach. Some programs may wish to employ a newsletter similar

to the one published quarterly by the Archives of Appalachia to

communicate with its user contituency. However, such an approach
is often inefficient and ineffective as a fund raising or collection
solicitation tool, since it is too generalized in its approach to impress
individual donors. Nonetheless, one may enclose newsletters with

personalized letters or leave them with potential donors after per-
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sonal interviews. Used in this manner, newsletters appear to have a
more lasting effect.

If the archives' publicity campaign is successful, it may result in
the receipt of a few collections, but more often than not the most
tangible return from such promotional efforts will be a series of
leads and perhaps a number of invitations to speak before various
organizations. The only way to acquire collections on a systematic
basis is through actual field work, and this means personal contact
with prospective donors. 9 In following up leads, one must meet
people face-to-face. During these meetings, it will be necessary to
carry on some of the same educational activities mentioned above,
detailing what an archives is, describing the nature of its collecting
focus, and informing a prospective donor how he or she might "par-
ticipate in the program" by contributing papers or records to the
archives. Community meetings may also be an extremely effective
means of alerting people to an archives' activities. Communication
with an audience is enhanced by the use of slides and a brief, formal
presentation about the archives' program, what it collects, and how
its collections are used. A few descriptive slides with an appropriate
accompanying narrative can save many valuable minutes that could
more profitably be used otherwise in soliciting new collections.

A business card or brochure that includes the archivist's name
together with the archives' address, phone number, and hours is an
important aid for archivists in the field. One will always need to
provide potential donors and patrons with this information. Suc-
cessful collection development is very much a matter of image.
Brochures, newsletters, and business cards all demonstrate that the
archivist represents a professional, "permanent" organization. This
sense of permanence is absolutely essential if one plans to instill a
degree of confidence in potential donors to the extent that they are
willing to donate their treasured private papers or records to the
archives. Similarly, it is important that the archivist conveys to
audiences a commitment both to the preservation of materials left in
the archives' care and to the dissemination to researchers of infor-
mation concerning the availability of these collections. Beyond
establishing the proper professional demeanor with potential do-
nors, these practices should serve to strengthen one's standing both
with the user community and among colleagues.

A well conceived collecting focus and an effectively executed
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publicity campaign can help provide the basis for a sound collecting
program. But to be successful, the archives must also establish a
series of procedures to insure that the program is properly admin-
istered. At the heart of this system ought to be some type of lead file

mechanism. Some archives use formatted index cards for leads.
Others use elaborate file structures. The Archives of Appalachia
employs a three-component lead file system. A "lead file" is estab-
lished showing the lead's name followed by the word "LEAD" in
capital letters (e.g., "Gordon Ebersole LEAD"). This step is
taken to avoid misfiling lead files with other administrative files,
such as those set up for accessioned collections which are referred to
as "case files." All information pertaining to the lead is then placed
in the file, including newspaper clippings, correspondence, re-
sumes, and photographs. These files are arranged according to the
name of the person to be contacted, even though the purpose of the
lead may be to track down a collection with another name. This
procedure is used to minimize confusion in corresponding with
donors, a practice which has proven particularly useful in situations
where a donor has custody of more than one possible acquisition.

After establishing a lead file, the Archives director writes a letter to

the potential donor explaining the Archives' program and en-

closing a brochure and one or more issues of the Newsletter. This

letter will always include a specific reference to the collection(s) in

the lead's possession. Unless the director has already met the lead,
this letter is followed a week later by a phone call. This contact
serves to further familiarize the potential donor with the Archives'
program and sometimes to arrange a meeting between the lead and a

member of the Archives staff. The most common way to obtain
collections is through this final stage of person-to-person negoti-
ations, although other archivists with differing temperaments and

styles will approach collection solicitation differently.
To keep track of the status of each lead, the Archives maintains a

series of "lead file log sheets." The log lists in chronological order

letters sent, replies received, and the status of each lead. While this is

time consuming, it insures that the Archives staff will follow every

lead to its conclusion and serves as a permanent record of the nature

and scope of the Archives' collecting activities. The third and final

component of the lead-file system is a "lead locater file." This file of

three-by-five index cards lists each lead by geographical location (by
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state and thereunder alphabetically by town). When a member of the
field staff plans a collecting trip or arranges to visit a prospective
donor, he or she will search the locater file for other leads in the
general vicinity. Through the use of this simple file, the field
representative can make the best possible use of each trip.

Lead files prepare the field worker to negotiate knowledgeably
with potential donors; log sheets systematize communications; and
locater files render field trips more economical. At the end of this
process, the archivist will also need a series of legal forms through
which the donor transfers physical custody and literary property
rights for his or her papers or records to the archives.' 0 Without a
clear line of provenance from the creator of donated documents to
the archives, no archivist can claim ownership of these documents
for his or her institution with any degree of confidence. Failure to
immediately obtain some type of formal deed of transfer may haunt
the archives at a later date. If the donor for some reason refuses to
sign such a document, the particulars of that refusal should be noted
in the collection's case file for future reference.

However, in most instances a donor who has agreed to transfer his
or her papers to the archives is quite willing to sign a deed of gift.
Indeed, many may willingly sign over to the archives rights that they
do not even own, such as the literary property rights to all materials
in their respective collections. It is not necessary to explain the
distinction between literary and physical property rights in this
article, but both the archivist and the donor ought to be aware of the
limitations on the latter's legal rights to transfer physical materials
and their intellectual contents to an archives.

It is advisable to employ different forms for different types of
donations. The Archives of Appalachia uses a release form for
oral history interviews, a deed of gift form for archives, manuscripts,
and photographs, and a deposit agreement form for collections
placed in the Archives on permanent loan. While both oral history
releases and deed of gift forms are widely used, the deposit agree-
ment is less common and is usually employed as a contract between
an institutional donor and an archives. In the case of the Archives of
Appalachia, this document formalizes the transfer of large bodies of
records to the Archives and obligates it to provide specific services to
the creating organization but does not alter ownership of the files;
thus they remain the property of the donor. In return for providing
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reference services to organizations and offering secure, permanent
storage for their records, the Archives receives the right to make
them available for research use.

Any archives employing a deposit agreement should be careful,
however, to include a clause requiring that depositing individuals,
institutions, or organizations agree to reimburse the repository for
the entire cost of processing and storing their records should the
depositor decide at a later date to withdraw them from the archives.
In this manner the archives' investment of staff time, supplies, and
other resources will be recovered even if the collection itself is lost. It
might be argued that such a clause could frighten away prospective
donors. While this may be true on occasion, it is better to risk losing
a few collections than to jeopardize substantial investments made in
processing and servicing large collections of institutional records.

When drafting legal documents to finalize the transfer of a
collection from a private individual or institution to an archives,
archivists would do well to seek legal counsel. A deed of gift or
deposit agreement is a contract that carries with it obligations for
both parties. The document should be simple enough so that both
the prospective donor and the archives staff understand it. A compli-
cated legal document may intimidate potential donors. If one is
obliged by one's institution to use lengthy contracts, sufficient time
should be taken to explain the document to donors in order to
eliminate problems and misunderstandings that might otherwise
arise.

The final stage in any collection development program should
always include a means of self-evaluation. One obvious measure of
an archives' success will be a demonstrated ability to acquire nu-
merous important collections. But the accumulation of linear feet of
paper is perhaps the least critical measure of a program's accom-
plishments. Do the collections acquired by the archives accurately
reflect its collecting theme(s) or focus? Does the focus encompass
documentation of importance to the archives' user constituency? Is
the archives unnecessarily duplicating the efforts of other archives?
Have the archives' collecting activities been kept in balance with
processing and storage capabilities? Have members of the archives'
staff honestly represented themselves and the archives' program to
donors and have they adequately documented the archives' right to
its holdings? Finally, has a sincere effort been made to publicize the
availability of collections for research use?
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The theory and method of archival collection development is not
a simple matter. Collecting is part of the larger fabric of archival
administration. The professional and ethical considerations of col-
lecting spill over into many other aspects of an archivist's job. Few
archives, even those serving a specific parent institution, can afford
to ignore changes in the ways records are produced, stored, and used.
As technology and research interests change, so too should the focus
of collecting programs. Through a critical awareness of changing
environments and a systematic approach to their dynamics, well
established programs can gain new vigor and new archives can
construct solid foundations upon which to grow.
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RECRUITING AND HIRING IN ARCHIVES:
QUALIFICATIONS, PROCEDURES,

AND TECHNIQUES
GLEN A. GILDEMEISTER

The value and success of any archives or manuscripts repository
rests on two interrelated bases: quality historical records collections
and quality personnel to acquire, process, and service the col-
lections. Yet these two aspects of any archival operation are so
obvious and elemental that we often neglect them entirely. Neglect-
or ignorance-is most often in evidence in the "front-end" of
personnel work, the recruitment and hiring of staff.

Professional literature on recruitment and hiring reflects the low
status and profile that have been accorded personnel work in
archival administration. A careful search of the major archival
journals and monographs yields little; the last article in the Ameri-
can A rchivist to address recruitment and hiring appeared in 1955, a
quarter century ago.' A review of SAA annual meeting programs
also produces little. Only two papers in this general area have been
presented in the past fifteen years. 2 Underscoring the lack of scholar-
ship or interest, the American Archivist's "Annual Bibliography"
has discontinued listing any works in the area of recruitment. For
many years one of the major sections in the annual bibliography
had been titled "Recruitment and Training." "Recruitment" was
dropped from the title in 1975, apparently since there had been
nothing to report for twenty years.3 There is, therefore, no corpus of
literature on recruitment and hiring in our profession.

Why? Few archivists have any formal training or sound knowl-
edge of personnel work. They thus either avoid thinking about
personnel work or downgrade its importance. In small shops,
personnel work is usually only a minor part of administration
(especially in shops with low turnover); large shops often have a
specialized personnel office or officer. Most importantly, archival
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recruitment methods and hiring procedures vary so widely that
generally applicable scholarship and discussion is difficult.

However, several basic themes recur that merit discussion. (1)
There is no discernable pattern of recruitment in the personnel
systems and operational procedures from state to state or from
agency to agency (even within a state) that would allow valid
generalization. (2) Almost all public agencies of any size now have
classes of employees; the class system determines many recruitment
and hiring procedures. These classes are based on level of skills,
education, and job responsibility. They are usually tied to a civil
service system or, less frequently, to contracts, either individual
personal services contracts or bargaining unit contracts. (3) State
and federal legislation and regulations over the past fifteen years
have created a revolution in the ways in which people are recruited
and hired. (4) Botb parties involved in recruiting, the employer and
the job seeker, suffer from the current situation; the employer
searches only a small portion of the pool of people available and the
job hunter is aware of less than half of the jobs currently open for
which he or she might be well suited.

The widespread practice of classifying employees in an archives
has influenced recruitment and hiring. Although categories and
definitions are sometimes ill-defined or overlapping, there is a
pattern that usually includes the following types of employees:
professionals (at a college or university these are faculty members),
paraprofessionals, clerical employees, and special, temporary, or
part-time employees such as those hired under federal training
programs, graduate student interns, work-study students, and vol-
unteers. Recruitment methods depend in large part on the status of
the position to be filled. Further, institutional personnel policy and
the law usually demand different recruiting and hiring techniques
for each class or type of job. Students, for example, are normally
recruited from the local college or university; paraprofessionals and
clericals from the local job market; professionals from the state,
regional, or national market. The trend in most archives has been
toward carefully structured and formally agreed upon descriptions
of the various occupational classes and of the jobs within those
classes. This is especially true in state agencies governed by civil
service commissions and in the slowly increasing number of union
shops.4 The import for many archival administrators is that they
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must understand several sets of policies in finding new employees to
fill open positions.

Classification is, of course, part of an attempt to end discrimina-
tory practices in employment, which have been prohibited by laws
regarding equal employment opportunity and affirmative action.
Laws and regulations governing recruiting and hiring apply to
many private archives as well as to all public agencies, since "if you
take Uncle Sam's money, you follow Uncle Sam's rules." Even for
those rare private archives that eschew any relationship with the
federal government, one would hope for a good faith effort in
affirmative action and equal employment opportunity.

The modern era of personnel work law begins with the seminal
Civil Rights Act of 1964. The adjective seminal is used advisedly: the
progeny spawned by the 1964 Civil Rights Act are still being born.
In 1967 the Age Discrimination Act added age to race, color,
religion, and national origin as unlawful grounds for discrimin-
ation; the 1972 amendment to Title VII of the 1964 Act added sex. In
1973 Congress passed the Vocational Rehabilitation Act to preclude
discrimination against the handicapped, and added the Vietnam
Era Veteran's Readjustment Act in 1974. Shortly after passage of the
1964 Civil Rights Act, President Lyndon B. Johnson issued Exec-
utive Order 11246 establishing a nationwide affirmative action
program to ensure nondiscrimination: EO 11246 was amended by
EO 11375 in 1967 and EO 12086 in 1978. 5 Finally, Revised Order 4
set standards and procedures for affirmative action reporting. Thus,
recruitment practices cannot "discriminate against applicants...
on the basis of race, sex, national origin, color, age, religion,
handicap, status as a Vietnam-era veteran or disabled veteran,
marital status, or any other factor unrelated to professional quali-
fications."

6

The law creates administrative problems in two areas, advertising
and reporting. Reporting is definitely a conundrum. Although the
employer is not allowed to ask any questions of applicants (either by
mail or in person) concerning any of these special categories, the
institution must file a complete report including the number of
each type of applicant, why they were not interviewed (or, if
interviewed, why not hired). The catch is that most affirmative
action offices have a questionnaire containing all this information
which the institution mails to applicants, but which is returned
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directly to the affirmative action office. This office then asks the
institution to report what the office already knows but what the
institution cannot know because it cannot ask. There appears to be
no solution to this particular problem.

Given this knowledge of the law, how does an archives proceed to
recruit new staff? The first step is to prepare the job description. In
larger agencies a specific description usually already exists because
of civil service regulations or a union contract. Below is a job
description from the State Historical Society of Wisconsin:

ARCHIVIST I (SRI-10) Assistant Archivist

Definition:
This is the entry level for the professional archivist series. The
employee's basic function and responsibility is to perform
beginning level professional archival work in accordance with
established principles, procedures and policies. Work is per-
formed under close supervision and assignments are given to
acquaint the employee with the basic areas of archival activity
such as selection and acquisition of archives, their arrangement
and description, and reference and research activity. Decisions
at this level are limited and often routine, though towards the
end of this period the archivist is expected to make independent
judgments within established guidelines.

Examples of Work Performed:
The tasks performed at this beginning professional level are
similar to those performed at the Archivist II level, except they
are carried out under much closer supervision.

Qualifications:
Required knowledge, skills, and abilities: Ability to plan and
systematically organize work; ability to develop and maintain
effective working relationships with peers, subordinates, su-
pervisors, and to deal with the public; ability to think and write
in a logical, concise manner.

Training and Experience:
A Master's degree in the social sciences, humanities, library
science, or another discipline related to the position. For most
archival positions the Master's degree must also include formal
academic instruction in archives administration. For a few
archival positions these requirements will be waived for a
combination of education and training best suited for the
position.



RECRUITING AND HIRING 117

Usually the job description is written by the incumbent or the
immediate supervisor, then approved by upper level management.
It should specify a job title, responsibilities, daily tasks performed,
its setting within the overall organizational structure, pay range,
and levels of skill, experience, or education required to do the job.
Without exception, all people with whom the author spoke con-
sidered the job description to be an important part of successful
recruiting. A carefully prepared, specific job description attracts
appropriately qualified candidates, reduces subsequent paperwork,
and significantly eases the trek through the bureaucracy once a
candidate is selected from the applicants.

The second phase of recruiting is advertising. Logically, ad-
vertising copy emanates from the job description. Advertising de-
pends in part on the pool to be drawn from, on the status and level of
the position being filled, and on economics. Advertising is also a
very important part of affirmative action compliance, since no one
can be hired who has not applied. In fact, affirmative action offices
heavily stress the importance of ad copy and placement and will
provide help in this area if asked. It is a fair estimation that well over
half the positions open in archives are not available to the national
pool of job seekers simply because these would-be employees are
unaware of the openings. Conversely, many employers do not see
applications from people who would be well qualified for and
interested in the job. There are several reasons for this. Some states
demand state residency as a precondition for employment. The high
cost of advertising and interviewing significantly restricts the re-
cruitment process, especially for lower level positions. The need to
refill a key position quickly may not allow the six months or more
often required for a national search. Less honorable, perhaps, but
more frequent in practice is the traditional old-boy/old-girl system
and its close relative, political connections, which intentionally
short-circuit the recruitment process.

The type and scope of the media in which a job is advertised
determines the size, quality, and composition of the applicant pool.
The most commonly used vehicle in archival recruitment is, of
course, the Society of American Archivists through its Newsletter,
placement service, and annual meetings. During the years 1978-
1980, the Newsletter alone listed 328 jobs: 200 entry level (61%), 103
at mid-level (3 1%), and 25 at upper level (8%). 7These job listings also
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reflected the increasing activity of the National Historical Pub-

lications and Records Commission and the National Endowment

for the Humanities, since over one-third of all jobs were specifically

stated to be temporary or grant-funded. Less frequently used recruit-

ment tools include the American Historical Association's "Em-

ployment Information Bulletin," the Chronicle of Higher Edu-

cation, History News (published by the American Association for

State and Local History), state civil service registers, regional or

national archival meetings, and posted openings at universities

having archival training programs.8 All of these means can be of

value in recruiting professional level employees, but sometimes at a

high cost. A large pool should offer better choices, but also requires

more work from a screening or selection committee, places a greater

load on clerical help, and may raise the costs of interviewing,
including the difficult problem of applicant junketing or "shop-

ping".9
Recruitment for personnel below the professional level-clericals,

paraprofessionals, students, interns, temporary help, and volun-

teers-should proceed similarly through the description and qual-

ification process outlined above, but usually is followed by a far

simpler advertising and hiring procedure which relies on estab-

lished files of applicants or a local search. One might review

applications on file in the personnel office, advertise in local

newspapers or institutional media, place ads on bulletin boards, or

take referrals from a civil service register or a student employment

office. Although the stakes may seem much lower in filling these

positions, any experienced administrator knows that a successful

and smooth operation depends in good measure on these foot-

soldiers. Thus the same care shown in hiring professionals should

be taken in preparing job descriptions and in advertising for non-

professional positions.
Once the application deadline has passed, the third phase of

recruiting and the first phase of hiring begins. Reliance on a single

individual's judgment at this point is usually a mistake. Although

cumbersome, a search committee or at least the immediate super-

visor and a colleague should reduce the applicant pool to several

leading candidates by matching qualifications against the job

description as advertised. It is important, however, to establish at

the outset who is responsible for the final decision-the supervisor,
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the committee by majority vote, or upper level management.
Selecting candidates to be interviewed from the applicant pool is

not too difficult. First, all applicants who clearly meet the advertised
job qualifications are separated from those who do not. A second
winnowing separates applicants with minimum qualifications (but
little else) from applicants who present significantly more than the
required minimum years of experience, educational degrees, or
technical skills. The third step usually involves the checking of
references and a rank ordering of the top five or ten applicants.
Finally, the people involved in the search should meet to arrive at a
consensus concerning those to be invited for an interview. The
individual or committee responsible for filling the position should,
once minimum qualifications have been met, make a special effort
to include among the interviewees those categories of applicants
disscussed above under affirmative action.

Those candidates not being invited for an interview should be
informed promptly. Then the most difficult and subjective phase
begins. How does one compare and evaluate candidates? What does
one look for? Technical skills? Historical knowledge? Broad ed-
ucation? Certain personality traits? In his 1955 article, G. Philip
Bauer argued that judgment, adaptability, and cooperativeness are
"unquestionably of the most importance in the make-up of an ideal
archivist." Bauer recognized the problem this poses for employers:
"The qualities most desired in archivists are those most difficult to
find and to assess. Many are inborn;.., most are unsusceptible of
measurement: good nature, patience, perseverance, common sense,
thoroughness, accuracy.' 0 Many archivists would probably agree
with Bauer's formula. The candidate interview, then, takes on great
importance in the hiring process.

Careful preparation and hard work produce a good interview. To
fairly compare candidates, each interview should follow a similar
structure, allowing for both formal and informal exchange between
the candidate and the interviewers. A written list of topics or
questions prepared in advance and discussed with each candidate
will produce useful, concrete results, especially if those conducting
the interview take notes during a formal meeting and write a post-
interview synopsis for later discussion. A less formal setting-over
lunch, touring the archives, or at a reception-provides an op-
portunity to begin to explore Bauer's critical, unassessable personal
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qualities and to discover the candidate's assets beyond the cur-
riculum vita. Most applicants will have interests and abilities not
shown on paper which might be a welcome addition to staff
capabilities. Examples are photographic, writing, speaking, edit-
ing, or artistic skills, or familiarity with computers. Although the
interviewer structures and controls the interview, its essence is the
opportunity it provides for the candidate to demonstrate why he or
she is the best choice for the job. The best choice will be made by
asking good questions and then carefully listening to the answers.

In an informal survey of archival administrators, the author asked
each a specific set of questions, one of which was "What one quality
is most important to you when interviewing and evaluating candi-
dates?" The answers almost uniformly echoed Bauer's list, judg-
ment being uppermost. A close second was "someone who not only
fits a specific need (the open position) but who can become a part of
the overall operation, someone who can work closely with or fill in
for others when needed and will do so willingly." Far down the list
were specific technical skills and education degrees. To assess these
almost unmeasurable human qualities, employers rely heavily on
candidate references and on a thorough interview which includes
having candidates meet with potential colleagues, an interrogation
by the selection committee, and a careful orientation concerning the
terms and conditions of employment.

This last phase is often slighted, but it really is quite important.
Employers rightly expect a candidate to sell himself or herself in an
interview, and to demonstrate why he or she has a clear edge over the
other candidates since all, presumably, have similar qualifications
on paper. But employers should also sell the candidate on the job by
carefully and honestly explaining the advantages to be gained
through employment in the position. There is sometimes wide
disparity from agency to agency in fringe benefits, quality of life (on
and off the job), and opportunities for internal advancement. This
is important during a recession or "buyers market" as well, since
the best candidates will get the few jobs available and archives will
be competing for these candidates. Recruitment is both costly and
important, and archives owe it to themselves to hire the best they can
get.

Once a candidate has been selected, it is important to move
quickly and decisively to clear the choice with the personnel and
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affirmative action offices, and upper level management. Then offer
the job and negotiate a firm agreement; the person making the
hiring decision must have the authority to negotiate and must know
exactly what is negotiable and to what extent. It is imperative that
one person has both the authority and the responsibility to conclude
the hiring, relocation, and orientation process. Since most candi-
dates pursue a number of openings simultaneously, delays and
indecision can be disastrous and costly.

Finally, someone on the archives staff should help the new
employee upon arrival, since the hiring process does not end until
the new employee is on the job and working productively. This
includes some assistance in finding housing (if the employee must
relocate); completing reimbursement forms for interview and mov-
ing expenses; filing all employment forms (tax and retirement sign-
ups, insurance enrollment, personnel data sheets, personal services
contract); assembling an orientation folder which should include
information on the agency and its personnel policies, and on the
community (schools, services, maps); and an introduction to the
agency's staff.

The recruitment and hiring process is an investment the em-
ployer makes in developing the archives' most valuable long-term
asset, its staff. As with most investments, the dividends will reflect
not only the cost of the investment but the care with which the
investment is made. Since archives and manuscript repositories are,
at root, personal services agencies, they will be only as good as the
people who staff them. Personnel work is neither arcane science nor
a difficult art; it is premised on the same common sense, hard work,
and experience that underwrites most of our work.
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The Midwestern Archivist welcomes and encourages dialogue

between its contributors and readers. Communications from
readers regarding professional issues and concerns that have
been addressed in articles and book reviews will be published
without substantial alteration at the discretion of the Editorial
Board. As a general policy, the Board will not itself respond to
letters published.

We wish to express disagreement with two points in Richard M.
Kesner's generally fair review of the SPINDEX Users Conference:
Proceedings which appeared in Vol. V, No. 1 (1980) of The Mid-
western Archivist.

The first difference of opinion is with the use of "expensive" to
describe SPINDEX applications. The Kentucky State Archives has
spent around $1,500 to date on software purchase, loader programs,
and processing costs. This includes the non-recurring cost of $1,000
for the initial purchase of SPINDEX. With these funds the Archives
has produced series level descriptions for approximately one third
of its 70,000 cubic feet of records and 20,000 rolls of microfilm.
Labor costs were the same or lower than for manually producing the
data.

Except for the cost of hardware, SPINDEX costs less to use than
manually describing the materials, and is much less expensive when
the cost of updating these descriptions is considered. One can
periodically update finding aids for the cost of processing the new
,data. The computer does all the re-editing.

The cost of hardware is impossible to gauge since it depends on
the facilities that are available to the SPINDEX user. Organizations
affiliated with universities, government, or industry can probably
get by with purchasing or leasing an input device, and have no other
hardware investment.

The second point we wish to comment on is Mr. Kesner's state-
ments on SPINDEX's lack of interactive capability. We agree that
such a capability does not now exist. SPINDEX was, after all,
designed as a text editing, indexing, and photocomposition system.
It is technically possible, however, to use SPINDEX output in
tandem with interactive searching systems. At this time the obstacle
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to interactive archival systems is not SPINDEX, but a lack of
standardization in the archival profession, a lack of focused demand
among archivists and librarians, and the lack of a cooperative
institutional thrust to bring an interactive on-line network into
existence. The SPINDEX User's Network is helping to bridge these
gaps.

Dr. Lewis J. Bellardo
Kentucky State Archivist & Records Administrator

J. Thomas Converse
Project Archivist
Kentucky Guide Project
January 14, 1981

Having just read the review of SPINDEX Users Conference:
Proceedings published in The Midwestern Archivist, Vol. V., No. 1
(1980), I felt that there were several points which were somewhat
misleading. Dr. Kesner seems to make the assumption that an
on-line information network, apparently something similar to
SOLINET for the libraries, is the ultimate goal. Perhaps it is for
some. But others of us are interested in a national data base which
can be published through COM, distributed inexpensively, and
therefore updated periodically. This is much more feasible than
requiring the expensive equipment needed for membership in an
on-line system. Record groups and collections are processed, and
available holdings increase slowly. There are few archives or
manuscript repositories which have large enough staffs to justify
on-line programs. The microfilm readers required for a COM
publication cost $150, within reach of even the smallest research
center, library, or repository.

SPINDEX is not an expensive system to implement. To the
contrary, it is astonishingly inexpensive. The program itself costs
between $1000 and $2000, depending on your ultimate use and
your situation. The input equipment costs less than five months of
computer shop charges for on-line membership in SOLINET. It is
a non-recurring item. SPINDEX probably is the only system
which the vast majority of repositories can afford.

Finally, not everyone is looking for "a fully automated retrieval
system." The variety of indices which can be generated on COM
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from a well-processed and properly tagged national data base
should guide any researcher to pertinent and available materials.

(Mrs.) Cleo A. Hughes, Director
Program Development and Evaluation
Tennessee State Library and Archives
January 14, 1981

I would like to take this opportunity to expand upon statements
that I made in my review in light of the comments by Hughes,
Bellardo, and Converse.

First, I must share with readers a fact that I learned only after my
review went to press. For various reasons that are not particularly
clear to me, insufficient funds were provided for the preparation of
SPENDEX Users Conference. As a result, the book that did emerge
does not compare in quality with Hickerson's other works in the
area of archival automation (i.e. SPINDEX at Cornell; SAA Basic
Manual: Automation), publications that have served and will
continue to serve the profession as we address the role of computers
in archives. Given the editor's deserved reputation, I expected a
series of proceedings as substantive as those that emerged from the
University of Michigan symposium on automated records and
archives. Edited proceedings are difficult at best to do well, and as I
attempted to suggest in my reivew, the publication in this case was
found lacking.

The actual cost of implementing SPINDEX remains a clouded
issue. Neither Hickerson in print nor other SPINDEX users at
professional conferences have provided us with data pertaining to
start-up costs. In the cases of the Tennessee and Kentucky State
Archives, these costs appear to be moderate. However, in a report
entitled: "Staff Report NHPRC Data Base" (October 1, 1980),
prepared by Nancy Sahli and Larry Hackman, the NHPRC
indicates that SPINDEX was built for and operates on only certain
specific hardware configurations. If the computers at Tennessee
and Kentucky are compatible with SPINDEX, their start-up costs
should be quite reasonable (and apparently are so). This exper-
ience was not shared by Northern Illinois University whose on-
campus computer system necessitated a costly reworking of the
original SPINDEX package.
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I do not mean to suggest that Northern Illinois is dissatisfied
with SPINDEX. But if we are to discuss the worthiness of
SPINDEX, we need an objective, and more systematic and thor-
ough, appraisal of the experiences of SPINDEX users. The cost of
obtaining the package is one factor; the acquisition of necessary
hardware and the customizing of the original package are matters
of even greater concern. Without this information, non-SPINDEX
users cannot make a reasonable determination of the costs and
benefits of implementing SPINDEX in their own shops.

The matter of a national information system for archives, raised
in both letters, is a subject of much greater complexity. I agree
wholeheartedly with Bellardo and Converse that the single most
serious hindrance to the establishment of an archives data base is
the lack of standardization in the area of collection description.
While the National Information Systems Task Force deals with
this sticky problem, it is our responsibility to study the latest
advances in information management and technology. When the
elements of a national archival data base have been agreed upon,
we must then determine the most efficient and economical means
of developing and disseminating those data. COM catalogs, unless
they are regularly replaced by updated versions, do not strike me as
a preferable alternative to a more sophisticated on-line interactive
system.

Hughes is correct to point out that the cost of a system along
these lines, given today's library technology, would be quite
prohibitive. However, neither in my review nor in my other
writings on archival automation have I suggested a model along
the lines of SOLINET. We can expect innovations within the
information processing field in the years ahead that will suggest
new and reasonable alternatives to SPINDEX in its present form.
Perhaps we will turn to a SPINDEX IV or V for our data base
management system. In the more immediate future, I look forward
to learning more about the real costs and benefits of the SPINDEX
program as it is employed today, and I await the maturation of
developments in other information management fields that will
directly benefit our own.

Richard M. Kesner, Director
Archives of Appalachia
East Tennessee State University
February 9, 1981
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Guide to the Smithsonian Archives 1978. Archives and Special
Collections of the Smithsonian Institution, Number 2. Washing-
ton, D.C.: Smithsonian Institution Press, 1978. 298 pp. Appen-
dices and index. Paperbound. Free; quantity limited.

In 1971, on the ocasion of the 125th anniversary of the founding
of the Smithsonian Institution, the Smithsonian Archives pub-
lished a 72-page preliminary guide to its holdings. It was a useful
introduction to those archival and manuscript materials in the
institution that is often reverently called "The Nation's Attic."

The 1978 guide, now 298 pages, is a tribute both to the materials
preserved by the Smithsonian and to the leadership of Dick Lytle
and the other members of his Archives staff. The guide is a
reminder to both governmental and non-governmental reposi-
tories that institutions must be committed not only to preserving
original source materials but also to arrangement, description, and
public service. The publication of a guide highlights the routine
day-to-day archival work, which makes material accessible to
potential users.

The 1978 guide includes all records and manuscript collections
accessioned and prepared for general use in the Smithsonian
Archives before June 1977. It does not include materials from the
National Anthropological Archives or the Archives of American
Art, which are in themselves major national repositories within
the Smithsonian.

The guide's introductory information includes explanations of
reference and reproduction services and even a suggested citation
recommendation, and is useful in understanding the record group
system endorsed by the Smithsonian. The record groups follow
administrative structure, and the Smithsonian coordinates this
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with a second numbering system to locate materials on storage
shelves.

The guide has two main parts: records of the Smithsonian
Institution itself, and special collections. The former comprise
approximately 3200 cubic feet of records and are described on
pages 1 to 132. This section of the guide focuses on institutional
records including Office of the Secretary, Assistant Secretary,
National Museum of Natural History, and related bureaus. The
second section highlights approximately 1200 cubic feet of records,
including the papers of James Smithson and other secretaries,
"Other Papers and Records," and oral history projects. The "other
papers and records" might well have been defined as manuscript
collections. This unit has received much of the staff's time; the
descriptions comprise well over 100 pages.

Persons using the guide may first want to explore one or both of
the tables of contents for assistance in locating specific records.
The user may also consult the "Selected Index," which has not
utilized special subject indexing. The total index, however, com-
prises 25 pages in double columns. Two "form" appendices and a
nine page "Collection Date Span" compilation are also appropri-
ate and useful for researchers.

The key to the guide, obviously, is in the descriptive informa-
tion. The descriptions usually entail from one to four paragraphs
and outline the basic information necessary for research, including
agency history or personal information, inclusive dates, volume,
type of arrangement, existence of finding aids, and any notation of
special conditions. The succinct descriptions will direct users to
the most appropriate original source material.

This guide will be of interest to all researchers investigating the
history of the Smithsonian Institution, as well as to historians of
science and technology and the allied field of natural history. For
archivists and curators the guide is an institutional publication
which all of us might well emulate.

Douglas A. Bakken, Director
Ford Archives, Greenfield Village

& Henry Ford Museum
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Preservation of Paper and Textiles of Historic and Artistic Value.
John C. Williams, editor. Advances in Chemistry Series, 164.
Washington, D. C.: American Chemical Society, 1977. 403 pp.
Bibliographical references and index. Cloth. $43.75.

As the title page indicates, this volume is the result of "a
symposium sponsored by the Cellular and Paper Division at the
172nd meeting of the American Chemical Society, San Francisco,
California, August 30-31, 1976." There are 25 individual articles
or contributions. With authors like Middleton, Cunha, Walker,
Smith, Bear, and Fuller, the reader finds himself traveling in pretty
good company. The topics for consideration include: deaacidifi-
cation, permanent paper, design of pulp for repair purposes, mass
drying, preserving and repairing of textiles, and artificial aging.

After a preface by John C. Williams, the work is divided into
three parts. The first is "Care and Preservation of Books and
Manuscripts." Bernard Middleton begins this section with a
practical and philosophical look at where library collectfons stand
today, and makes suggestions for a preservation program. The
second section, "Care and Preservation of Textiles," starts with
Nobuko Kajitani's work on treatment of museum fabrics. Again, it
serves as a practical and philosophical overview to the section. In
the third section, entitled "Estimation of Permanence," a paper on
testing methods by B. L. Browning from the Institute of Paper
Chemistry, Appleton, Wisconsin, sets the tone for the ensuing
articles, which feature chemical analyses of materials.

Following an abstract, each article states a problem, explores it
throughly, and ends with a summary or conclusion. Because of
this format, the work may be read on several different levels. The
reader benefits from the amount of knowledge he or she brings to
it. Familiarity with Cunha or the word of the Barrow labs would
be most helpful, but to plumb the articles' depths thoroughly, one
needs to be well versed in chemistry.

Most of the authors who discuss problems of paper are aware of
the massive number of books and manuscripts in library col-
lections that are in trouble. Smith and Wheeler relate their success
with mass deacidification, and there are several articles dealing
with drying of wet and flood damaged material.

Since my work deals mostly with paper and books, I found the
first section of the book to be the most interesting. However, since



130 THE MIDWESTERN ARCHIVIST Vol. V, No. 2, 1981

books and manuscripts are made from a variety of materials, many
of the articles on textiles made points applicable to library and
archival collections. Nobuko Kajitani's article, "Care of Fabrics in
a Museum," for instance, mentions many techniques that carry
over into the handling of paper. Kajitani offers a good definition
of preservation versus conservation, and his comments about
keeping and handling fabrics are applicable to manuscripts,
books, and especially maps.

As a conservator, I noticed that this book is nicely bound: well
rounded and backed, good turnins at the edges and corners, sewed-
in signatures, cased in with equal squares on the boards, and
covered with a good grade of text cloth. The publishers have
evidently taken pride in their product.

A glossary of terms would have been helpful for the general
reader. Some of the authors have a penchant for compund sen-
tences that tend toward convolution. This is occasionally an-
noying and time consuming, but the book gives a good idea to any
reader of where we are and how far we are able to go in this
preservation business.

James W. Craven
Michigan Historical Collections

University of Michigan

Archives &' Manuscripts: Exhibits. By Gail Farr Casterline. Basic
Manual Series. Chicago: Society of American Archivists, 1980.
70 pp. Appendices and bibliography. Paper. $5.00, members; $7.00,
others.

As Casterline points out in the introductory chapter of this
sensible and concisely written manual, it took the Bicentennial of
the American Revolution to involve large numbers of archivists in
exhibit planning and preparation. Although archival materials
have often been featured in the exhibits of agencies that care for
papers and records, such displays have not always satisfied the
viewer who wants to learn and the curator who wants to educate.
The documents themselves have too often fared the worst, because
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of improper mounting and display in hazardous exhibit sites. This
manual addresses the archivist's interest in improving public
outreach with the abiding concern for preservation of the original
materials.

In keeping with her own concern for "an orderly procedure...
for handling the myriad tasks in a logical order," Casterline takes
the exhibitor step-by-step through the time-consuming stages of
planning and development, with speical attention to conservation
requirements, design situations, appropriate techniques, and co-
ordination of exhibits with other programs. There are sections on
evaluating the condition of the materials, exhibit catalogues,
publicity, traveling exhibits, loans and insurance, exhibits and the
copyright law, and evaluation and record-keeping. Suppliers of
equipment, sources of supplies, and suggested further readings are
enumerated in the text, footnotes, appendices, and in the bib-
liography, which is usefully arranged by subject.

Nearly half of the text (25 pages) is devoted to design and
technique, with particular advice on how to make manuscripts
look as interesting as they really are. Topics covered include cases,
panels, and other display structures; photoreproductions and
facsimiles; layout; and labels. Commensurate with its importance,
the section on mounting techniques is the most precise portion of
the manual. The conservation aspects are again at the forefront
where they belong, in the detailed explanations of backing and
proper support, creating props, and methods of matting, framing,
and glazing; special attention is given to mounting photographs.
Of the 36 very good drawings and photographs in the manual, 26
illustrate this section.

The theoretical and practical problems posed by exhibit work
are discussed in an engaging manner throughout the text. On
motivation: "Do not feel compelled to produce exhibits simply
because other institutions have them. It should be a positive
decision, made with fairly specific goals in mind." On impact:
"The subject of the exhibit, its placement, and the quality of its
design and execution are more important than size in determining
effectiveness." On viewers: "Enthusiastic as you may be... do not
underestimate the difficulty of creating an audience." On locating
and selecting the material: "Never minimize the significance of the
search or its difficulty." On estimating costs: "Nothing squelches
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creativity faster than a balance sheet; there is much to be said for
developing the concept first and then figuring out how to fund it."

And on the archivist's creative role:

Imaginative exhibitors who know their collections can identify
many worthwhile subjects that no one has thought to study,
either because the subjects are outside the realm of traditional
scholarship, or because their past experiences as curators have
made them sensitive to certain kinds of relationships.

Archives & Manuscripts: Exhibits is the most thoroughly organized
and prepared account of the subject to date and certainly the most
attractively produced item in the SAA Basic Manual Series.

Holly Hall
Washington University in St. Louis

A Manual of Archival Techniques. Edited by Roland M. Baumann.
Harrisburg, Pennsylvania: Pennsylvania Historical and Museum
Commission, 1979. 127 pp. Appendices and bibliography. Paper.
$2.75.

In 1978, the Pennsylvania Historical and Museum Commission
sponsored a workshop on basic archival techniques. The workshop
was geared toward the individual who is in charge of an archival
program that operates on a small budget and with little or no
professionally trained staff. More specifically, the workshop faculty
was instructed "to address itself to the problems of local historical
societies and to provide ground-level techniques and inexpensive
solutions to them."

The manual is a compilation of fifteen papers (averaging six
pages each) read at the workshop. As one would expect of a
discussion of the basics, the following topics are included: ar-
rangement and description of textual, photographic, and carto-
graphic records; reference; security; storage; disaster planning;
preservation; and assistance through grants. What transforms this
publication into something unique is its sensitivity to the problems
of its intended audience.
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The authors seem to truly understand and appreciate the cir-
cumstances under which many local historical societies operate.
Almost without exception, they speak directly to the needs of these
institutions. When discussing archival theories and goals, the
authors attempt to explain them in a manner that will be
meaningful to the untrained. When addressing methodology, they
offer suggestions that tend to be practical and inexpensive. In
addition, alternative approaches to a problem are frequently
offered. The custodian is encouraged to study the alternatives, to
consult additional literature, and then to select a solution that best
suits his/her individual shop.

The practical and helpful approach that flows throughout the
manual is exemplified in its final section. Here the reader is
introduced to the two major federal assistance programs: the
National Endowment for the Humanities and the National His-
torical Publications and Records Commission. The structure and
emphasis of each program is clearly outlined, arming the potential
grant applicant with the knowledge of where and how to seek
assistance for a specific project. For those in Pennsylvania an added
bonus is provided by the inclusion of two short articles on the
Pennsylvania Historical and Museum Commission and the Public
Committee for the Humanities in Pennsylvania. In light of the
needs of local historical societies, this section alone makes the
publication invaluable.

Worth mentioning as another of the manual's strengths are its
references to additional professional literature. The text is inter-
spersed with citations to books and articles that the reader is advised
to consult for a more detailed treatment of the subject under
discussion. Also included is a short but well selected bibliography
which is arranged by subject. Most of the sources are either standard
works or from prominent professional journals and are therefore
readily available.

Given the fact that this is presented as a basic manual and not an
inclusive statement on archival methods, omissions can be ex-
pected. Indeed, there is one major omission that seems obvious to
those who work with local historical collections. The manual fails
to discuss administrative tools which, if used, can help ensure
uniformity in the components of an archival program. It must be
recognized that one of the most overwhelming problems of a local
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historical society is understaffing. As a result, the custodian is
constantly jumping from one activity to another, depending on the
immediate needs of the program. This can easily lead to incon-
sistencies in administering the myriad elements of the archives
unless the custodian systematizes with such tools as forms and an
operations manual. Unfortunately, this subject is overlooked.

Overall, however, the Pennsylvania Historical and Museum
Commission should be commended. It has succeeded in producing
a manual that should prove to be extremely helpful to the trained as
well as the untrained custodians of local history collections. Their
particular problems have been addressed; ground-level and in-
expensive solutions have been suggested. And while there is no
index, the book is easy to use. If used in conjunction with other
professional literature, adequate guidance is provided for devel-
oping and maintaining a good program.

Patricia Hudson
Monroe County Historical Commission

Monroe, Michigan

Guide to Manuscript Collections in the National Museum of His-
tory and Technology. Archives and Special Collections of the
Smithsonian Institution, Number 3. Washington, D.C.: Smith-
sonian Institution Press, 1978. 143 pp. Index. Paperbound.

The Smithsonian Institution encompases some of America's best
known museum collections. The fact that one of its components,
the National Museum of History and Technology, holds a re-
markably rich collection of manuscripts, photographs, and printed
ephemera is much less expected and even less known. The pub-
lication of the Guide to Manuscript Collections in the National
Museum of History and Technology, compiled by Richard V. Szary
of the Smithsonian Archives, is intended to acquaint a larger public
with some of the Smithsonian's documentary holdings. This Guide
is the third volume in the series, "Archives and Special Collections
of the Smithsonian Institution;" two earlier volumes described the
holdings of the Institution Archives.
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The nucleus of the NMHT's manuscript collection was formed
primarily from three sources: 1) in-house reference files created
and maintained by each division to document objects in the col-
lections or as background material for exhibits, 2) papers that
accompanied artifact acquisitions, and 3) "orphaned" manuscript
collections, i.e. those rejected by other repositories as being out of
their scope. This last category includes papers of inventors, en-
gineers, and others involved in scientific and technical endeavors.
Recently the NMHT curators embarked on a more systematic
program to acquire this type of material through the establishment
of a Document Collections Committee.

One might ask why a museum would enlarge its mandate to
include the development of a manuscript collection. Brooke Hind-
le, director of the NMHT, attempts an answer in his "Forward" to
the Guide. Manuscripts, Hindle contends, describe or substitute for
artifacts, providing them with a fuller "human dimension" by
helping to explain their social and intellectual context. Further,
they "offer a key for scholars most used to using written sources to
the use of the artifacts themselves which have far more to offer as
sources than has been widely perceived." Publication of the Guide,
then, marks an important step in fostering an interpretive interplay
of artifactual resources with their written and photographic coun-
terparts.

The extent and diversity of the manuscript materials that have
been acquired by the National Museum is surprising. The majority
of the 357 collections described here relate chiefly to science and
technology, but popular culture, community and family life, busi-
ness, politics, and military history are also well represented. The
excellent index draws attention to holdings one would not normally
expect to find at the NMHT, such as a collection of Mexican war
posters and the papers of the first U.S. Consul to Siam.

Richard Szary's descriptions of several hundred collections is
remarkably comprehensive, given the paucity of internal finding
aids available to assist him. His succinct entries include each
collection's title, span dates, volume, biographical or historical
background, physical description, arrangement, status of finding
aids, and restrictions on or special conditions of use. In order to
facilitate coordinated use of manuscripts and photographs with the
artifacts they relate to, it would have been useful to have included
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more information on provenance, although this would probably
have been impossible since many of these collections were no doubt
acquired before the Institution adopted systematic record-keeping
practices for this type of material.

The staff of the National Museum of History and Technology is
to be commended for its insight into the value of manuscripts to a
museum program. Providing researchers interested in these col-
lections with reference assistance is certain to conflict with other
curatorial responsiblities, such as preparing exhibits; therefore
potential users will have to make arrangements with appropriate
museum staff well in advance of their visits.

The Guide to Manuscript Collections in the National Museum of
History and Technology provides excellent entree to a fine col-
lection of heretofore underexploited manuscripts, photographs,
and printed ephemera. Its publication should encourage scholarly
exploration of a wide range of original sources for the history of
science and technol6gy as well as for the broader field of cultural
history.

Mary E. Janzen
Chicago Historical Society

Ontario's Heritage: A Guide to Archival Resources, Volume I:
Peterborough Region. Edited by Victor L. Russell. Cheltenham,
Ontario: The Boston Mills Press, 1978. 113 pp. Appendices and
index. Paper. $6.95.

In the spirit of local cooperation and initiative, the Toronto Area
Archivists Group is to be commended for attempting to produce
guides to the records of the Province of Ontario. Volume I of what is
projected to be a 15-volume series covers the Peterborough region,
comprising the counties of Haliburton, Peterborough, and
Victoria.

The main body of the guide provides listings of records found in
municipalities, educational institutions, religious institutions, and
private clubs, businesses, or associations. In addition, Appendix A
briefly surveys records relevant to the area that can be found in
repositories outside the Peterborough region.
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Although any guide to archival resources has potential value, this
particular guide is flawed not only structurally but also by its
provinciality. There are several mechanical or structural flaws that
damage the over-all impact of the guide.

The lack of even a limited subject index certainly lessens the use
potential of the collections listed. Furthermore, the arrangement of
the guide itself is somewhat confusing. For example, many of the
entries include what are obviously internal classification numbers
without, however, explaining what they are. A case in point are the
entries from the Peterborough Centennial Museum, which include
in parentheses what appear to be record group designations (e.g.
County of Peterborough [MG2-9]). Also, the addresses of the
institutions surveyed could just as easily have been placed in the
body of the guide itself instead of establishing a separate location
index. Finally, there is a lack of consistency in reporting. Except for
the entries of the Trent University Archives, no mention is made in
the guide of the quantity of any of the collections, either in number
of items or in linear or cubic feet. The lack of any kind of measure-
ment is a serious flaw in a guide designed to aid researchers.

When preparing a guide for external publication, editors should
never assume a level of knowledge that is inconsistent with that of
the general public. This is particularly true in preparing a geo-
graphically-based survey. Since the volume at hand deals with only
three counties, brief county histories would have been both helpful
and relatively easy to produce. Also, the addition of a map detailing
the specific area covered by the volume as well as the location of all
the cities and towns surveyed would have been helpful.

The suggestions and criticisms presented here are offered not to
denigrate the volume reviewed but more in the spirit of offering
suggestions for the remaining fourteen volumes in this series.
Because of the scope and magnitude of the series, Ontario's Heri-
tage: A Guide to Archival Resources, growing pains and possible
false starts are unavoidable. This is a commendable project and one
that should be continued. The problem as exemplified by the first
volume is not with the content but the format. With some needed
editorial changes, the series should fulfill its mission in a pro-
fessional manner.

Edward C. Oetting
University Archivist

State University of New York at Albany
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Manual for Accessioning, Arrangement, and Description of Man-
uscripts and Archives. Seattle: University of Washington Libraries,
1979. 55 pp. Appendices. Paper.

Winthrop College Archives and Special Collections: A Manual of
Policies and Procedures. By Ron Chepesiuk. Rock Hill, South
Carolina: Dacus Library at Winthrop College, 1978. 67 pp. Ap-
pendices. Paper. $2.00

In recent years a number of archives and manuscript collections
have shared their policies and procedures with colleagues by pub-
lishing and making available their procedural manuals. Like many
of the others, these two recent manuals are from college or university
archives.

The manual of the University Archives and Manuscript Division
of the University of Washington Libraries is devoted to policies and
procedures concerning the accessioning, arrangement, and de-
scription of their collections. The manual is used by staff and
students as a "daily guide" for assigned work, and is divided into
two sections entitled "Theory" and "Practice."

Part one describes the five levels of arrangement (accession,
subgroup, series, folder, and item) and the three types of cumulative
indexes (name, subject, and chronological) that are used to describe
the materials. The "Practice" section is a step-by-step guide to all of
the tasks the archivist performs for any one collection, and is
designed to answer any questions he or she might have about the
mechanics of processing by attempting to predict what sorts of
materials and problems will be encountered. It is liberally il-
lustrated with examples of the various forms and worksheets to be
used, and the descriptions of procedures are fairly clear and under-
standable.

The manual of the Winthrop College Archives and Special
Collections outlines policies and procedures for all of its operations,
which is an ambitious undertaking. It is addressed to the staff and
graduate students, and is complete to the point of including a
glossary, job descriptions, samples of every form and worksheet
used in the archives, and a copy of the archives brochure. The
manual is divided into scetions concerning general guidelines, the
archives collection, the manuscript collection, the oral history
program, the book collection, and general office procedures. Like
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the University of Washington's, the descriptions of policies and
procedures in this manual are detailed and fairly clear.

The procedures outlined in both manuals are for the most part
common to most archives. Readers will nod their heads in agree-
ment with procedures that are familiar and accepted, and they will
applaud policies that seem particularly helpful (this reader liked the
use of processing worksheets by both institutions). They may take
exception to some procedures not customary in all archives, such as
the stamping of all documents by the University of Washington
Archives. Division, and the collecting of faculty publications at
Winthrop College Archives. The only addition that could be sug-
gested for either manual is an introduction for readers unfamiliar
with the archives, which would briefly describe the scope and
volume of the collections.

The main value of publications such as these to the field is in the
sharing of experiences and procedures, which permits the dissem-
ination of innovative techniques to other institutions. One lesson
that is apparent is the value of having such a manual, published or
not, in each archives for the use of staff to insure that the best
procedures are established for that institution and that they are
uniformly followed.

Patricia Schollard Painter
Archives of Labor & Urban Affairs

Wayne State University

This publication
is available i microform.
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