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EDITORIAL POLICY

The Midwestern Archivist, a semi-annual journal published by
the Midwest Archives Conference, is concerned with the issues and
problems confronting the contemporary archivist. Articles relating
to archival theory and current practice are solicited. Diversity
among topics and points of view is encouraged, and material in a
wide range of formats-including articles and essays, proceedings of
seminars and workshops, review essays, and progress reports on
special archival projects-will be considered for publication. Ideas
and opinions expressed by contributors are not necessarily those of
the Midwest Archives Conference or its Editorial Board.

Manuscripts should be sent to David J. Klaassen, Social Welfare
History Archives, University of Minnesota, Minneapolis, MN
55455. 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
Reuther Library, Wayne State University, Detroit, MI 48202.

MAC members receive The Midwestern Archivist and the MAC
Newsletter upon payment of annual dues of $7.50; institutional
memberships are $15.00. Single copies of the journal are available at
$3.50 ($4.75 for Vol. VI, No. 2) plus fifty cents for postage and
handling. Inquiries regarding membership or purchase of the jour-
nal should be directed to William J. Maher, MAC Secretary-
Treasurer, University of Illinois Library-Room 19, 1408 W. Greg-
ory, Urbana, IL 61801. The Midwestern Archivist is also available in
microform from University Microfilms International.

Articles appearing in this journal are abstracted and indexed in
Historical Abstracts and America: History and Life.
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ETHICS AND THE REFERENCE
ARCHIVIST

NANCY LANKFORD

Codes of ethics provide directions for conduct. Ethical concepts
imply rightness, fairness, obligation, and consistency. Further, they
generally arise out of need, when there have been conflicts between
performance and perceived ideal conduct. Reference is the archival
function where ethical dilemmas are most apparent. Reference
archivists are faced with the need to protect the papers in their care,
assuring that any contractual arrangements with donors are met,
while at the same time providing the fullest possible service to
patrons consistent with the rules and regulations of their reposito-
ries. How well the archivist carries out these sometimes conflicting
duties greatly influences the patron's image of a repository. Archi-
vists and patrons have both rights and responsibilities as they
engage in providing service and making use of it.

Archivists should think about reference ethics and establish poli-
cies and procedures before their patrons arrive at the door. Each
repository owes it to its governing board, staff, and public to have a
clearly articulated reference policy. The basic component of this
policy should be a statement of rules governing the use of the
repository's holdings. This should be available to all patrons, and
indeed ought to be mandatory reading before any documents are
furnished for research. At the Western Historical Manuscript Col-
lection, for example, all patrons must read and sign the rules sheet,
called a consent form because by signing it they also consent to the
search of their persons and/or belongings if deemed appropriate.
This assures that all researchers, whether junior high school stu-
dents or full professors, will abide by the same rules, and proves that
those rules have been read by the patron. At the same time,
researchers can see that others do not receive special privileges but
that all are treated in the same manner-a public relations benefit
for the repository which should not be overlooked.

The repository must also have a means of keeping records on the
use of its collections. It is vital for both the archivist and the
researcher that the patron fill out all checksheets or call slips on
which material is requested. When dealing with an inexperienced or
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lazy patron it often seems easier for the staff member to fill in the
checksheet rather than explain its use for a second or third time. But
if the request is in the handwriting of the patron, the archivist has
proof that the patron was aware of and asked for material. If, on the
other hand, the request is in the handwriting of the archivist, the
repository may later be vulnerable to charges that the checksheet was
forged and that the patron never, in fact, knew about or asked for the
papers in question. The archivist can date and initial the checksheet
to indicate when and by whom materials were provided to the
patron.

Some may argue that such precautions indicate unwarranted
suspicion, even paranoia, on the part of the archivist. Why is it
necessary to be so cautious? The answer, aside from the fact that it is
good administrative procedure, goes back some fifteen years to the
case involving the Franklin D. Roosevelt Presidential Library.'
Francis Loewenheim, a Rice University historian, accused the
Roosevelt Library staff of deliberately withholding information
about the existence of several letters he believed were essential to his
research. A Roosevelt Library staff member was editing a volume
and, Loewenheim believed, wanted exclusive use of the letters. This
case marked a watershed in archival reference services. Public reposi-
tories throughout the country felt obliged to examine their reference
procedures. 2 The profession as a whole has continued to review its
ethical standards on reference and access, as well as other concerns.
We now have a revised Code of Ethics for Archivists, which addresses
these controversial ethical questions. 3 Yet it is based on common
sense and courtesy.

Probably the basic tenet of reference work is the concept of equal
access. 4 Simply stated, it is a policy of nondiscrimination on the part
of reference archivists toward their patrons: collections are to be
made available on equal terms of access to all researchers. Setting
aside such considerations as restricted collections for which specific
terms governing use are in effect or refusal to allow a patron use of
any collections because of infringement of repository rules, this
means that if one patron uses a collection others must be allowed to
do so as well.

Various kinds of repositories handle this issue in different ways. A
public repository such as the Western Historical Manuscript Collec-
tion or a tax-supported state historical society must attempt to
provide the greatest possible access to the largest number of people.
A private agency may legitimately give priority to the research needs
of its members, a business archives to the needs of its parent corpora-
tion, a private university archives to the needs of alumni. Further-
more, staff limitations may require that service in general, or service
to those patrons not included in a repository's constituency, be
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circumscribed. Care must be taken, however, to define the limiting
conditions and apply them uniformly.

A further interpretation of equal access might also be considered,
and that is access equal to the needs of the patron. The requirements
of each researcher must be assessed by the archivist in order to
provide whatever will be of greatest use. Professional historians who
do in-depth research on well-defined topics need to have the full
resources of the institution at their disposal. Once they thoroughly
understand the finding aids and reference materials available, they
prefer to be allowed to do their own work in peace, free to call upon
the archivist for advice and clarification as needed. This may be far
different treatment from that accorded much-maligned beginning
genealogists who often wish only to be pointed to a surname index,
county history, or census record to look for one family name. These
researchers should not be overwhelmed by technical information
that can only serve to confuse them ard make them feel that perhaps
they are not sophisticated enough to be using archival materials
after all. If beginners are broken in gently, they will feel comfortable
returning for more information as they pursue their research, and
may one day feel as at ease in the search room as the professional.

This points to another basic consideration of reference work-the
need to listen carefully to what patrons say and to give them what
they want rather than what they ask for. We are in business to make
our materials accessible to as many people as possible, and it is up to
us to tell them what they need to know about our holdings. The
revised Archivists' Code of 1980 states that "archivists answer cour-
teously and with a spirit of helpfulness all reasonable inquiries
about their holdings, and encourage use of them to the greatest
extent compatible with institutional policies, preservation of hold-
ings, legal considerations, individual rights, donor agreements, and
judicious use of archival resources. They explain pertinent restric-
tions to potential users, and apply them equitably."

In keeping with this policy, the archivist should give the patron
all information that could be useful. To borrow a term from consti-
tutional history, it is important that the reference archivist be a loose
constructionist rather than a strict constructionist when interpret-
ing reference requests. For researchers in the reading room, this may
be relatively easy. When patrons thoroughly understand the reposi-
tory's finding aids, they will be able to examine their topic from all
angles, asking the advice of the staff as they proceed. Information
found in one set of papers may lead them to other potentially
valuable documents. But what of mail-order patrons? They must
rely on the archivist to suggest worthwhile collections, and it is
important that archivists be thorough in the search for materials for
these patrons. Researchers who inquire about a particular set of
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records should be informed about related holdings and even referred
to another repository if the staff knows of relevant papers. Similarly,
although it is not the reference archivist's job to do the patron's
research, it is important to be honest about the quality of informa-
tion on a particular topic. If a patron contemplates visiting a reposi-
tory, the archivist should evaluate its holdings and advise on
whether or not they are worth the trip.

While we cannot do our patrons' research for them, of all aspects
of archival work the reference function is closest to research. At the
Western Historical Manuscript Collection we believe that as a pub-
lic institution we have a responsibility to provide as much help as
possible to the public. Thus, we interpret the "reasonable inquiries"
mentioned in the Archivists' Code loosely, to include almost any
request. If we want our materials used, we must provide substantial
mail-order service. Further, we do not place a limit on the length of
time we will spend answering a reference request. Again this reflects
the underlying philosophy of our organization. Everyone on our
professional staff does some processing, and everyone takes a turn
doing reference work. We believe that people process better if they
know first-hand the kinds of questions researchers ask. Likewise,
reference archivists perform better if they do not lose touch with how
collections are readied for use. Thus we share our reference letters.
Someone whose principal duty is processing will often enjoy work-
ing on a time-consuming reference letter as a change of pace. Even
those who may not enjoy dealing with the public in person have a
chance to do some reference work for mail patrons. Furthermore, we
believe that doing a thorough job enhances our reputation with
both scholars and the general public.

A further stipulation of the revised Archivists' Code applies to
reference service: "Archivists endeavor to inform users of parallel
research by others using the same materials, and, if the individuals
concerned agree, supply each name to the other party." While this
seems extremely reasonable and fair, it is unfortunately a controver-
sial statement. When one thinks about it, however, does it not seem
unrealistic that scholars would prefer to work for some length of
time, spending money on research trips, photocopying, and typists,
only to have a parallel work published shortly before theirs and to
discover that their own time had been spent in vain? The picture of
paranoid researchers afraid to divulge their topics for fear someone
else will steal their ideas is actually the unrealistic one. To begin
with, the purpose of scholarship is the advancement of knowledge.
Thus, it is essentially a public rather than a private activity. While
scholars hope to enhance their reputations through publications, it
is not the material itself but the interpretation they put on it that will
reflect their thinking.
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We all have many collections that have been used over and over
again, sometimes for very different topics but sometimes for very
similar ones. It is still the use the patron makes of the material that
determines the quality of the product. Less analytical scholars
should not be allowed to blame the woodenness of their interpreta-
tion on the fact that a more imaginative researcher used the same
materials. Further, news travels fast in scholarly circles. Scholars
stake out certain areas of interest and that interest becomes known
through publications, papers, and the grapevine. Why should
archivists pretend not to know the research areas of their patrons?
The scholars themselves pass the word. Finally, even if archivists do
not inform scholars of parallel research, they should know what
patrons are working on for a variety of other reasons. A knowledge
of current research trends is important for adequate processing.
There is a security dimension as well. If patrons must state their
research topics, the archivist can determine whether materials
requested for use are relevant. A person who indicates interest in the
New Deal, for example, and then proceeds to request Lewis and
Clark journals, will warrant careful watching.

When we reviewed our reference procedures at the Western His-
torical Manuscript Collection in view of the Loewenheim case, we
reasoned that as a public institution all of our records are public
property. We printed on our checksheet, which all researchers use to
request materials, that THE INFORMATION ON THIS SHEET
IS OPEN TO THE PUBLIC. What it means in practice is that if we
recognize parallel research between patrons, we will inform them
and even show one person's checksheet to another. It does not mean
that we cross-reference all requests and actively seek out parallel
research concerns.

One further consideration of the reference archivist comes into
play here, and that is the defense of one's own institution and its
rules and policies. Do not undercut your repository by apologizing
to the researcher for its rules and procedures. If you do indeed
disagree with them, the administration rather than the patron
should hear your suggestions for change. Many inexperienced
researchers grumble about the necessity to show identification, use
pencils, or write down specifically what they want to see or what
their topics are. These people need education in the use of archival
records, and it is more and more often the job of the reference
archivist to provide that training. A tactful reminder that they will
find similar restrictions common at repositories throughout the
country allows them to save face. And any patron who returns
several months or even years later wishing to duplicate previous
research will be convinced of the value of keeping good reference
records when the archivist can produce an old checksheet showing
what collections were used before.
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We have touched upon many of the ethical responsibilities of the
reference archivist. We should remember, however, that patrons
have obligations, too. Researchers should state their topics clearly.
The more precise researchers can be, the faster archivists can direct
them to material they need. Further, researchers should have done
their homework before arriving at the archives. At the least they
should be familiar with their cast of characters and have a command
of the secondary literature on the topic. It is not really the responsi-
bility of the reference archivist to provide a list of governors of the
state or other readily available information. At times there is
nothing to do but send the patron away to do background work in
the secondary literature. Further, researchers would do well to
inform a repository ahead of time that they are coming. Only then
can they be advised of possible holidays, unusual rules, restrictions
on use, or off-site storage. Researchers also ought to keep themselves
informed. It is surprising how many have not used the National
Union Catalog of Manuscript Collections or other guides. In part,
this may be due to inadequate training in graduate programs. For
whatever reason, archivists more and more find themselves called
upon to give a brief training session in how to do research. Once
there, the researcher should abide by the rules of the repository. We
have rules for a reason, and that is to assure that the documents in
our custody will be preserved so that future scholars can use them as
well. All too often, patrons see the value of a collection only in terms
of their own research. Finally, in the event that the researcher dis-
covers a mistake in the way items are dated or identified, it should be
pointed out to the archivist.

One of the most unfortunate aspects of the Francis Loewenheim-
Roosevelt Library case was that it pointed up the lack of trust
between historians and archivists.5 Archivists were stunned to dis-
cover that what they had viewed as a relationship of equality based
on mutual trust and good will was a myth. They came to feel that
they were viewed as second-class citizens, and that historians consi-
dered them guilty until proven innocent of charges of uncoopera-
tiveness. Joint committees of historical and archival associations
were formed, with both historians and archivists as members, to
provide an avenue of communication between the two professions.
Tensions surfaced again at the New Harmony Conference in 1976,
however, as archivists tried to point out distinctions in access poli-
cies governing various kinds of materials in diverse repositories. 6

Perhaps these tensions and dissension were timely. The 1970s
were a decade of growing awareness of archivists' professional
responsibilities, with both the expanded Society of American Archi-
vists and the burgeoning regional organizations, such as the Mid-
west Archives Conference, taking active roles in awakening their
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members to professional needs. Programs at both national and area
meetings provided forums to discuss the nuances of ethical consid-
erations, and gave archivists the wherewithal to meetthe challenges
they faced.

FOOTNOTES

1. For a review of the case involving Francis Loewenheim and the Roosevelt Library,
see the Final Report of the joint AHA-OAH Ad Hoc Committee to Investigate the
Charges Against the Franklin D. Roosevelt Library and Related Matters (24 August
1970), distributed by the American Historical Association and the Organization of
American Historians.

2. When we began our review, several now-standard publications were not yet avail-
able. Kenneth W. Duckett's Modern Manuscripts: A Practical Manual For Their
Management, Care and Use (Nashville: American Association for State and Local
History), did not appear until 1975; the Society of American Archivists' basic
manual series was not published until 1977. Of particular value was Ruth B. Bordin
and Robert M. Warner, The Modern Manuscript Library (New York: Scarecrow
Press, 1966).

3. "A Code of Ethics for Archivists," American Archivist 43 (1980): 414-415. A "Com-
mentary on [the] Code of Ethics" follows on pages 415-418. This updates and revises
"The Archivist's Code," available in American Archivist 18 (1955): 307-308, and
supercedes "Standards for Access to Research Materials in Archival and Manuscript
Repositories," American Archivist 37 (1974): 153-154.

4. Sue E. Holbert's contribution to the Society of American Archivists' Basic Manual
Series, Archives & Manuscripts: Reference & Access (Chicago: Society of American
Archivists, 1977), addresses this and other aspects of reference service. The Appen-
dices and Selected Bibliography list the standard works.

5. See Herman Kahn, "The Long-Range Implications for Historians and Archivists
of the Charges Against the Franklin D. Roosevelt Library," American Archivist 34
(1971): 265-275, for a review of the case and its impact on the relationship between
archivists and historians. See also Richard Polenberg, "The Roosevelt Library
Case: A Review Article," American Archivist 31 (1971): 277-284.

6. See Alonzo L. Hamby and Edward Weldon, eds., Access to the Papers of Recent
Public Figures: The New Harmony Conference (Bloomington, Indiana: Organiza-
tion of American Historians, 1977) for the official account of the conference.
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The Society of American Archivists

Basic Manual Series
Series I

Archives & Manuscripts: Appraisal and Accessioning
Archives & Manuscripts: Arrangement and Description
Archives & Manuscripts: Reference and Access
Archives & Manuscripts: Security
Archives & Manuscripts: Surveys

Price: $4.00 each to SAA members, $5.00 each to non-members.
Set of five-$16.00 to SAA members, $20.00 to non-members.

Series II

Archives & Manuscripts: Exhibits
Archives & Manuscripts: An Introduction to Automated Access
Archives & Manuscripts: Maps and Architectural Drawings
Archives & Manuscripts: Public Programs
Archives & Manuscripts: Reprography

Price: $5.00 each to SAA members, $7.00 each to non-members.
Set of five-$20.00 to SAA members, $30.00 to non-members.

To order the manuals and obtain a list of all titles published and distributed by
SAA, write the Society of American Archivists, 330 S. Wells, Suite 810,Chicago,
IL 60606.



CATALOGING OF HISTORICAL
PHOTOGRAPHS IN SMALL TO

MEDIUM-SIZED
ARCHIVAL OPERATIONS

MARILYN I. LEVINSON

and

MARTHA J. LAUSE

Photographs often pose very difficult cataloging problems for
archives, museums, and libraries. Problems exist with diverse sizes,
unidentified photographs, large collections that cannot be easily
classified or arranged, and preservation of fragile or deteriorating
prints or negatives. Cataloging historical photographs attracts
much attention because yesterday's indifference to their value is
being replaced by the realization that photographs provide a visual
record of the past and present. This article presents the guidelines
for cataloging and arranging historical photographs that have been
developed by the Center for Archival Collections at Bowling Green
State University, Bowling Green, Ohio.

The Center for Archival Collections collects, preserves, and makes
accessible primary source documents which relate to Northwest
Ohio history, Great Lakes shipping, and Bowling Green State Uni-
versity. Current holdings include over 10,000 linear feet of public
records, manuscripts, newspapers, and secondary sources about
these subjects. In addition, the Center also houses approximately
1500 linear feet of photographic materials, such as prints, negatives,
glass plate negatives, ambrotypes, daguerreotypes, tintypes, and
lantern slides. The responsibility both to preserve and retrieve these
visual records led the Center to develop guidelines for their
cataloging.

At the Center, large photograph collections, such as the I.I. Frey-
man collection of glass plate negatives of Northwest Ohio or the
Utah Gospel Mission collection, are processed using standard
archival methods, producing inventories and registers. Loose pho-
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tographs received as minor parts of manuscript collections may be
transferred to the general photograph files when the curator of
manuscripts determines that their preservation or use would be
better served by the relocation. Any transfer of a photograph from
the main body of a manuscript collection is noted both in the
manuscript register and on the cataloging record.

A majority of the photographs received do not come in as part of
collections, but rather as single items. These photographs often
have a very uncertain provenance. For this type of image, individual
item cataloging is ideal for effecting their greatest use. Many of the
completely unidentified photographs are still very valuable for the
examples of clothing, hats, toys, and activities that they exhibit.
Bowling Green State University has active academic programs in
popular culture, American studies, and American culture for which
images illustrating the most mundane objects or activities are use-
ful. Individual cataloging sometimes is done for particular photo-
graphs that remain in collections, when they are of use in a way that
might not be evident from the scope of the collections, such as log
cabin interiors in the Utah Gospel Mission collection. Any copy
negative or print made from a photograph in a collection is cata-
loged as well.

Prior to the decision to professionally catalog the historical pho-
tographs housed at the Center, photographs were grouped in folders
according to geographic locations with a few relevant subdivisions,
such as street scenes, industry, and churches. This system provided
limited access to the photographs, but a search under each geograph-
ic designation was necessary to locate topical material, such as
pictures of farm life, oil wells, or electric railway cars. This con-
sumed much staff time and entailed frequent handling of the photo-
graphs. As patron requests for photographs on particular subjects
increased, the need for a better method of retrieval was obvious. In
1980, almost 2000 copy prints and negatives were produced for
patrons by the Center's darkroom operation. To improve service to
those patrons requiring subject access, it was decided to develop
more detailed procedures.

In setting up a new cataloging procedure a portion of the previous
organizational system was retained. This involved initial descrip-
tion of the item at the time it came into the Center, often with the
donor providing the information. This data is penciled lightly on
the back of the print or on the acid-free envelope in which the
negative is placed (Figs. la & 2a). The Center employs a rubber stamp
for organizing this information, using archivally acceptable manu-
script marking ink supplied to the Center by the Preservation Office
of the Library of Congress. The stamp was used under the old system
of arrangement and was retained primarily for economic reasons. A
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stamp can be designed to suit the needs of any institution. The
categories on the Center's stamp include:

SUBJECT:
DATE:
CITY-STATE:
COUNTY:
SOURCE:
NEGATIVE:
PHOTOGRAPHER:

Access to the individually cataloged photographs is achieved
through a card catalog (Figs. lb 8c 2b). The option of affixing a
contact print of the negative to the catalog card was rejected as too
costly both in photographic materials and in the time it required of
the Center's limited darkroom staff.

CATALOGING

Center guidelines for the descriptive cataloging of photographs
are based on Chapter 8 of the Anglo-American Cataloguing Rules,
second edition (AACR2). While there are some shortcomings to
AACR2 and Chapter 8on "Graphic Materials," there will probably
never be any system that can satisfy everyone or meet the needs of
each situation without some modification. A committee chaired by
Elisabeth Betz at the Prints and Photographs Division of the Library
of Congress has prepared Rules for Cataloging Graphic Materials,
based on AACR2 Chapter 8. The preliminary draft of this manual
has been circulated for review, and a final version is currently in
preparation by Betz. This manual presents some of the modifica-
tions which the Library of Congress and others felt were necessary to
mold AACR2 to their specific needs. Not all institutions might need
the detailed analysis that the Library of Congress wants, but AACR2
is a good starting point for in-house adaptations. The Center for
Archival Collections has been fortunate in experiencing very few
catalog integration problems since AACR2 was adopted for use in
March 1979, at the same time professional cataloging began. All
material cataloged at the Center is done using AACR2. Catalog
records for secondary source works and manuscripts are also entered
into the OCLC bibliographic data base. The following is a general
guide to the Center's practice with the relevant AACR2 rules cited in
parenthesis by number. More detailed examples and explanations
can be found in AACR2.

Title
Since most photographs lack a formal title, one must be supplied

by the cataloger (1. 1B7 and 8. 1B2). The title should be brief, descrip-
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SUBJECT, -TVAr-~e '1$ wknCIo+ -V !5 for fVQ tuls
DATE: -

CITY-STATE: T ilFir

COUNTY: $Sen co-

SOURCE: Fer-rA
NEGATIVE: I- &:/

PHOTOGRAPHER: ,AA+i . % CO.r - S

Figure Ia.

Photo [Three young girls sewing cloth strips for
1981 rag rugs] [picture] - [ca. 1898].
59 1 photographic print b&w ; 13 x 18 cm.

1 1 negative (copy) : b&w ; 4 x 6 cm. (fr.8)

Neg. Individuals in photo identified on negative
1-691 envelope.

Photograph attributed to Matilda Staib Parks.

1. Children's clothing--19th century (Late)--
Pictorial works. 2. Rugs--19th century (Late)
--Pictorial works. 3. Cottage industries--
Ohio--Tiffin--l9thcentury (Late)--Pictorial
works. I. ParksOQMatilda Staib.

Figure lb.
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SUBJECT: GroC o-oC ls+oD

DATE: Ll9C) -

CITY-STATEs (O L\ () O

e ba-L S Ok

COUNTY: v/k o

SOURCE: beverL

NEGATIVE: I- q C:

PHOTOGRAPHER: N/A

Figure 2a.

Photo [Grocery store in Bays, Ohio, with the pro-

1982 prietor seated on kegs] [picture] - [190-?].

16 1 photographic print b&w ; 21 x 26 cm.
2 1 negative (copy) b&w ; 4 x 6 cm. (fr.2)

Neg. Donated by Beverly Miner.
1-903 Bays, Ohio was a town of the Wood County oil

boom era.

1. Bays (Ohio)--Description--2Oth century
(Early)--Views. 2. Grocery trade--Ohio--Bays--
20th century (Early)--Pictorial works.
I. Miner, Beverly.

Figure 2b.

F~ho±o
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tive, and avoid beginning with generic terms, such as "portrait" or"photograph." A patron should be able to get a fair idea of what the
photograph shows from this title. Supplied titles are placed in
brackets. The title is followed by the general material designation
"[picture]" (1.1C).

Statement of responsibility
In the few cases in which the name of the photographer appears

on the emulsion side of the item, it is used as the statement of
responsibility and as the main entry. By definition in AACR2, the
statement of responsibility is transcribed from the photograph and
relates to the person or body responsible for its content. Through
experience we have found that the information appearing on the
back of photographs cannot always be relied upon as being totally
accurate; therefore, it is not used by us as the statement of responsi-
bility. Since most of the photographs in the Center's collection are
by unknown or attributed photographers, there is often no data in
this position (1.1F2). Any information on an attributed photog-
rapher may be used to construct a note, with an added entry made, as
with the photograph attributed to Matilda Staib Parks (Fig. lb).

Publication, production, distribution, etc.
The publication information, comparable to the imprint for pub-

lished material, is limited to the date of creation for the material
(8.4A2 and 8.4F2). When no exact date is known an approximate date
should be supplied (1.4F7).

Physical description
In recording the physical description, the Center uses the option

of substituting more specific photographic terms than those in the
list given in AACR2 to record the number of units of an item (8.5B 1).
The Center adapted the following authority list of specific material
designations from the International Museum of Photography's
Conventions for Cataloging Photographs. These terms include
ambrotype, daguerreotype, pannotype, tintype, negative, photo-
graphic print, postcard, and stereograph. The specific material
designation for negatives may be qualified by technique or material,
i.e., negative (glass) or negative (copy).

If both a negative and print exist for a photograph the Center uses
two physical description areas on one cataloging record, instead of
making two separate cataloging records. While this practice is an
exception to AACR2 procedures, it expedites the cataloging of
prints and negatives of the same image. It also reduces the number of
cards that need to be generated to provide access to these duplicate
images. Because the photograph catalog at the Center currently
extends to ten standard 3" x 5" card catalog drawers, saving space is a
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concern. When describing prints and negatives that contain similar
views of the same image, or those that constitute unified collections,
the prints and negatives are cataloged as multipart items. For the
dimensions the height by the width in centimeters is recorded,
rounded off to the next whole centimeter (8.5D 1). At the Center we
include the negative frame number on copy negataives as part of the
negative's physical description, rather than as a note, in order to
meet the needs of our darkroom staff.

Notes
The note area (8.5B) includes information not given in the main

body of the cataloging record, i.e., attributed photographers, names
of donors or collections, other features of the physical description,
and any summary of content that may aid the patron. Added entries
may be created as needed for names of photographers, donors, or
collections (Fig. 2b).

SUBJECT ANALYSIS

Subject analysis of photographs is extremely important for retriev-
al purposes. It also serves a conservation function in minimizing
unnecessary handling of the photograph, although this is not of
primary consideration. Since Library of Congress Subject Headings
is used at the Center for all subject analysis of books, maps, manu-
scripts, and pamphlet materials, it was desirable to maintain consis-
tency with subject analysis of photographs. Not only does this system
make the various card catalogs easier for patrons to use, but at such
time as the Center goes into any type of computer system the general
uniformity will make conversion easier.

The Library of Congress headings are used with only slight modi-
fication to meet special problems, such as refining time subdivi-
sions. The Center modifies chronological subdivisions such as
"19th century" and "20th century" by dividing the century into
thirds, for example, "Children's clothing-19th century (Late)-
Pictorial works" (Fig. ib). "20th century (Early)" is used for
photographs from 1900-1933, "20th century (Mid)" for 1934-1965,
and "20th century (Late)" for 1966-1999.

Photographs exhibiting good, clear examples of format, clothing,
buildings, occupations, transportation, and social life receive sub-
ject analysis for those topics, with period subdivision if possible.
"Women -Employment- 19th century (Late)" would be used for a
photograph showing women at work in 1896. Some of the specific
material designations used in the physical description may also be
used as subject headings.

The locale of the photograph is often a useful access point. Geo-
graphic headings are subdivided according to the list of subdivisions
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under place names found in the introduction to the Library of
Congress Subject Headings, eighth edition, i.e., "Bowling Green
(Ohio)-Streets-Main Street-20th century (Early)--Pictorial works."

Due to time and space limitations individual personal name
access is not provided for group portraits with more than four
persons in the group or for persons who are identified only by first
name. This information may be listed separately on the back of the
print or on the negative envelope, with a note in the cataloging
record indicating that this is the case (Fig. lb). Photographs of a
family group receive a heading for the family name, i.e., "Jones
family."

CLASSIFICATION/ACCESS

The system used to retrieve prints or negatives at the Center for
Archival Collections is basically an access system, with no classifica-
tion involved. Prints and negatives have separate numbering sys-
tems tailored to their respective storage requirements. Any access
system should be geared to an institution's own needs and limitations.

As initial cataloging is done, every effort is made to place both the
print and the negative "call number" on the cataloging record. For a
print, the first line of the call number is preceded by the collection
designation "Photo"; for a negative, the call number is preceded by
"Neg." If either the print or negative is unavailable at the time of
cataloging, space for the call number and physical description is left
blank, in the event that the missing negative or print becomes
available at some later time.

Negatives are numbered from 1 to 999, prefixed by a series number
which acts as a control device to prevent the access number from
becoming unmanageable in the limited space on the left side of the
card. The smaller numbers are also easier for the patrons to copy
correctly. Numbers are assigned to each film negative, whether they
are 35mm, 120mm or even 4 x 5 sizes, so that negatives in an envelope
will have consecutive numbers, i.e., 1-691, 1-692. From four to six
negatives, but not more than ten, are stored in one acid-free enve-
lope. The negatives are also protected from each other by placing
each one in clear plastic negative preservers, on which the "call
number" is marked. Glass plate negatives are assigned an alphabetic
series prefix different from the film negatives because of their
unique storage problems, i.e., A-211.

Photographic prints are assigned numbers based on their file
location. Prints are kept in acid-free folders, with no more than ten
prints to a folder. Each folder is assigned a number consisting of the
year in which it was cataloged, followed by a consecutively assigned
number based on the number of folders done during the year, for
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example 1982/16 would mean the sixteenth folder cataloged during
1982. Each print in the folder is given a number from 1 to 10, with
the entire "call number" penciled lightly on the verso of the print.
Thus, a print with the number 1982/16/2 would indicate that it is
located in the sixteenth folder cataloged during 1982 and is the
second print in that folder. This system allows for rapid retrieval
and refiling of photographs as well as serving as a crude inventory
control. As with negatives, prints that contain similar views of the
same image, or unified collections, are accessed as multipart items,
i.e., 1981/3/4-8. Although not always economically feasible, it is
suggested that a buffer sheet of acid-free paper be placed between
each print. In the case of rare or fragile prints, it may be desirable to
put only one print in a folder, although sleeving or mounting are
other options.

CONCLUSION

With AACR2 cataloging rules available for formats ranging from
books and manuscripts to artifacts and graphic materials, a small to
medium-sized institution with various forms of materials can have a
detailed, uniform, and comprehensible catalog using the same de-
scriptive system for all its holdings. At the Center all of the cards for
books and manuscripts are interfiled in one catalog, with photo-
graphic holdings represented in a separate file. The Center's in-
house access system, designed to meet the needs of its patrons and
staff, illustrates one method of dealing with diverse photograph
formats and content and making them available in a single system.
When the final version of the Betz Library of Congress manual is
available the Center may adopt some of its suggestions, for exam-
ple that dealing with recording sizes in centimeters to the nearest
millimeter.

The above guidelines for cataloging a photograph collection
require a substantial investment in time and resources. During the
period from September 1980 to June 1981 a half-time cataloger at the
Center was able to catalog over 1100 photographic items. If photo-
graphs of historic value are not described thoroughly and made
accessible, however, the collection would hardly be worth the effort
to maintain.
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AACRAO'S GUIDE FOR
RETENTION AND DISPOSAL OF

S TUDENT RECORDS:
A CRITICAL REVIEW

DONALD D. MARKS

Retention of Records: A Guide for Retention and Disposal of
Student Records, published in 1979 by the American Association of
Collegiate Registrars and Admissions Officers (AACRAO), is an at-
tempt by academic administrators and records managers to provide
"reasonable standards to assist student records managers in making
record retention decisions."1 The guide addresses complex issues
and concerns, including the impact of the "Buckley Amendment." 2

Formed in 1910, AACRAO is a professional association of
educators from collegiate level institutions. Its general purpose is to
promote the advancement of higher education. Its specific purposes
are to advance professionally the management and efficiency of
offices of admissions, financial aid, institutional research, records,
and registration, and related areas. This well-established organiza-
tion represents the interests and concerns of "front-line" operating
units in colleges and universities. The members of AACRAO create
and control the active student record. Long before most college and
university archives existed, admissions officers and registrars were
confronting the issues of records retention. As early as the 1920s
AACRAO was publishing lists describing records that it considered
unworthy of permanent retention. However, access, confidentiality,
and storage are concerns that vary enormously from institution to
institution. It is not surprising that records retention did not become
a pressing issue until the dramatic expansion of higher education in
the post-war years.

In 1960, AACRAO issued its first comprehensive statement of its
position on records disposition with the publication of Retention of
Records: A Guide for Registrars and Admissions Officers in Colle-
giate Institutions. The 1960s and early 1970s brought considerable
changes in the field of records management and in the fall of 1973
AACRAO distributed a questionnaire to aid in updating its 1960
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schedule. Before the new guide was published, the Buckley Amend-
ment became law. Rather than publish a new guide in such an
uncertain environment, AACRAO distributed another survey instru-
ment in 1978 designed to update its initial effort and to secure
information about changes, if any, to the data originally submitted.
The data gathered in these two surveys, together with the data from a
1960 survey, constitute the raw material upon which the 1979 publi-
cation is based. Survey findings, which comprise 30 pages, are
reported in tabular form. While I am not an expert in survey design,
I believe that the surveys were well-conceived and gathered informa-
tion germane to the purpose of monitoring changes and documen-
ting current records retention practices and procedures. The 1973
survey was sent to 1,800 AACRAO member institutions and 1,069
forms (approximately 60 percent) were returned and analyzed in
1974. The 1978 survey was sent to a sample of those who responded
in 1974. Of the 318 institutions contacted, 272 questionnaires
(approximately 85 percent) were returned and analyzed.

The colleges and universities surveyed reflect membership in
AACRAO by all sizes and types of public, private, men's, women's,
two-year, four-year, and graduate institutions. Institutions that
responded to the 1960 survey administered the records for over
1,600,000 students, while the 1974 respondents had responsibility for
the records of nearly 5,000,000 students.

Given the magnitude of these numbers, it should be clear that the
1979 AACRAO guide is of extraordinary importance. One suspects
that a large percentage of college and university archivists are
unaware of the AACRAO schedule's existence, and consequently
that the archival future of "their" student records has already been
predetermined without their knowledge. In colleges where gradu-
ated students are the institution's primary "product," and in univer-
sities where research and graduated students are both primary prod-
ucts, it is likely that student records, together with faculty papers
and administrative correspondence and subject files, form the core
of archival holdings.

This being the case, can the archival future of student records be
left in the hands of registrars and records managers? Are archival
considerations met and respected by the AACRAO schedule? Was
there any archival input in the development of these guidelines?
What was the impact of the Buckley Amendment on the develop-
ment of the schedule? What is the impact of the 1979 schedule on the
retention and destruction of student records?

If archivists were not integrally involved in the development of
Retention of Records, were archival concerns nonetheless consid-
ered and respected by AACRAO? The answer is yes. To begin with,
the methodology of developing the AACRAO retention schedules,
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summarized on pages 8 through 10, is sound. Retention schedules
must meet "the academic, fiscal, legal, historical, and research
requirements of the institution." AACRAO outlines the goals and
objectives of retention guidelines, which in order to be effective,
should: 1) save money, time, space, and staff, 2) insure that all legal
requirements are met, 3) provide that information of administrative,
research, and/or historical value is retained, 4) guarantee that all
vital records are secure, and 5) assure that information in student
records is readily available when students request access to it. The
guide also enumerates five recommended stages for the development
and implementation of the schedule, including: 1) the identification
of need, 2) an inventory of records, 3) the appraisal and categoriza-
tion of records, 4) the creation and implementation of a retention
and disposal schedule, and 5) the review and modification of a
program.

In stage three, appraisal and categorization, AACRAO outlines
three basic categories: 1) records which can be destroyed imme-
diately, 2) records which can be stored more efficiently prior to their
disposal, and 3) records with lasting value which should be placed in
an archives. Since these categories seem appropriate, let us consider
appraisal standards. AACRAO suggests that records may have five
posssible values: academic, administrative, fiscal, legal, and histori-
cal or research. According to AACRAO, a record has "historical and
research value if it contains information which may support analyti-
cal or research efforts. Among those considered in this group are
enrollment records, demographic data, degrees awarded, and vari-
ous statistical reports." Although this definition may be perhaps too
simplistic, it draws upon the life cycle concept of records and at-
tempts to incorporate the perspectives of operating units, records
management, and archives into a single comprehensive statement.

Theory is put to the test in the retention schedules which follow.
AACRAO retention recommendations are divided into five sched-
ules according to the different types or categories of records created
and used by admissions officers and registrars. In Schedule A, for the
Admissions Documents of Applicants Who Do NOT Enter, the
guide has an across-the-board recommendation to retain for three
years and destroy, except where state or federal legislation mandates
a longer retention. This seems reasonable if a three year period meets
state standards. In Schedule B, for the Admissions Documents of
Applicants Who Enter, the guide has an across-the-board recom-
mendation to retain for five years and destroy. This seems rather
short and, more importantly, is stated in a misleading manner. Note
1 on page 13 states that these forms should be maintained in indi-
vidual folders for no longer than five years after the date of last
attendance. This in effect means that admissions records are held, in
most cases, for five to nine years.
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There are two retention recommendations in Schedule B which
could cause archivists concern. One is for medical records and the
other is for letters of recommendation. Archivists will probably have
greater difficulty with the latter. If Harvard University Archivist
Harley Holden's appraisal standards were the criteria for judgment,
then both of these record types would be kept permanently. In
Holden's view, student records, and in particular letters of recom-
mendation, comprise a gold mine of information for biographical,
sociological, genealogical, and historical research. 3 Research in stu-
dent health records and the use of student records in longitudinal
health studies are two powerful arguments for permanent retention.
One, however, might justifiably question how many longitudinal
health investigations America needs.

The debate over the use and disposition of letters of recommenda-
tion constitutes a battleground where administrative informational
needs, efficient records management practices, privacy concerns,
and archival preservation for research purposes clash head-on.
Many archivists are interested in saving letters of recommendation,
but operational costs and limited administrative needs argue for
early destruction. Since admissions records are nearly always filed
together, sound records management practice suggests their destruc-
tion after the summation and/or transfer of essential data from the
admissions documents to the academic record and/or transcript files
(in accordance with AACRAO standards). Privacy concerns also
argue forcefully for the early destruction of such records as letters of
iecomneiidation. The Buckley Amendment places pressure on col-
leges and universities to protect against the disclosure of personal,
confidential information. There is no question that personal pri-
vacy is best protected by the destruction of recorded information of
this type.

Institutions, moreover, have themselves to protect. Since Buckley,
as amended, states that letters of recommendation that are not
accompanied by waivers and are retained beyond their intended use
may be viewed by the student, AACRAO recommends that these
letters be destroyed. Perhaps this is an over-reaction. Yet archivists,
by suggesting these records be kept, are asking administrators and
front-line operating personnel to confront serious procedural prob-
lems and expense for the sake of preserving records with merely
potential research value. Archivists had best be very well prepared to
argue persuasively on this question, since forcing the issue may end
in defeat.

The privacy issue seems to be at least a three-edged sword. Federal
privacy legislation requires that information collected for one pur-
pose not be used for another purpose, thereby undercutting the
archivist's concept of the multiple use of records. Consequently, the
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retention of letters of recommendation for archival or research pur-
poses must conform both to non-disclosure provisions and to speci-
ficity of purpose requirements during the lifetime of the student.
Once the student is deceased, the specificity of purpose constraint is
removed and access can be granted for alternative informational
uses. Case law presently holds that after an individual dies, privacy
rights end and are not devolved to heirs. Therefore, letters of recom-
mendation necessarily have a long period of inaccessible dormancy
before they can be used by researchers. The thorny problem remains:
how does one reconcile the long-run interests of archivists with the
short-run expense of registrars?

Let us examine the remaining AACRAO schedules. Schedule C,
for Records and Registration Documents, applies to a diverse array
of documents and record series. Retention periods range from one
year to permanent. Permanent retention is awarded to academic
records (including narrative evaluations), catalogs, change of grade
forms, class lists, commencement programs, graduation lists, and
schedules of classes. A five-year retention period is recommended for
advanced placement records, applications for readmission, corre-
spondence, curriculum change authorizations, financial aid docu-
ments, tuition and fee charges, the registrar's copies of grade
reports, and related series. AACRAO suggests only a one-year reten-
tion for applications for graduation and reentry, change of course
forms, students' class schedules, withdrawal authorizations, and
requests for transcripts from students. Overall, the recommenda-
tions in Schedule C appear reasonable.

Records in Schedule D, for Certification and Statistical Docu-
ments, are retained for five years or permanently. These choices seem
straightforward and uncontroversial. Permanency is awarded to
such statistical reports or documents as degrees awarded, enrollment
figures, grade reports, and racial/ethnic documentation. Schedule E
pertains to Family Educational Rights and Privacy Act Documents.
Student requests for the non-disclosure of directory information are
to be kept one year. It is recommended that all other documents be
retained for the life of the affected record or until terminated by the
student, as in the case of waivers for rights of access. These retention
periods, dictated by federal law, are not open to serious question.

Beyond serving as a disposal schedule, AACRAO's Retention of
Records is also a storehouse of survey data on actual record-keeping
practices in colleges and universities. The two surveys (1974 and
1978) provide a before-and-after profile of the impact of the Buckley
Amendment on colleges and universities. An interpretation of the
data gathered in the two surveys reveals that public institutions
destroy more than private institutions, large institutions destroy
more than small institutions, all institutions are discarding more
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material than before (either because a greater total volume is being
created and/or because retention schedules are more selective), and
the use of microfilm and magnetic storage is increasing. The 1978
survey included a follow-up questionnaire which produced some
interesting results. Eighty percent of the respondents said that they
actually destroy records at the conclusion of their stated retention
periods, while 20 percent do not destroy anything despite having
schedules.

In response to the question, "Are you now destroying records that
you did not routinely destroy prior to the fall of 1973?", 35 percent
replied affirmatively. This would seem to suggest that Buckley has
had a substantial impact, but not nearly as significant an influence
on records retention and destruction as archivists expected. Approxi-
mately two-thirds of the institutions surveyed are still doing things
the way they did them before Buckley. What about the one-third that
changed practices and procedures? One suspects that registrars and
admissions officers are throwing away more records relating to those
students who applied for admission but did not enter, and that this
type of record is being destroyed much earlier than it previously had
been. The other notable change involves letters of recommendation.
Here there has been slightly less permanent retention, from 33
percent to 30 percent. Given the sample size and other validation
criteria, this change may be statistically insignificant. It should
therefore be clear that the Buckley Amendment did not significantly
alter the percentage of colleges and universities that retain letters of
recommendation permanently. Another trend worth noting is that
those institutions that do discard letters of recommendation seem to
be doing it sooner.

A comparison of the recommended retention periods in the 1960
schedule and those in the 1979 schedule shows that in every case the
retentions are the same or longer in 1979. For this archivists should
commend AACRAO. On the other hand, while it is clear that the
Buckley Amendment did not change the world of student records
very much and it is still too soon to evaluate the impact of the 1979
retention schedule, archivists should be aware that what really
changed the world of student records significantly was the AACRAO
retention schedule of 1960. Between 1960 and 1974 the percentage of
institutions permanently retaining letters of recommendation
dropped from 55 percent to 33 percent, while since the passage of
Buckley, retention has only dropped from 33 percent to 30 percent.
As a search of the SAA Archives in 1980 revealed, the Society exhib-
ited little interest in AACRAO's 1960 publication. This regrettable
neglect must not be repeated in the future.

New technology will have a considerable impact on the future
administration of student records. As record systems become less
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based upon hard copy, records managers and archivists will have
more flexibility in weeding records and information in machine
readable form. To be sure, retaining a hard reference copy on micro-
film may always be necessary, but the selective disposal and/or
destruction of records and information will be much easier. Although
it will probably take ten to twenty years to transform this technologi-
cal vision into operational reality, the potential is great. Archivists
and AACRAO members, therefore, would do well to explore every
means of cooperation. AACRAO's 1979 guide serves as a perfect
vehicle with which to initiate discussions at the national level and at
our respective institutions.

FOOTNOTES
1. American Association of Collegiate Registrars and Admissions Officers, Retention

of Records: A Guide for Retention and Disposal of Student Records (Philadelphia:
Drexel University, 1979), 67 pp. Copies are available for purchase from AACRAO,
One Dupont Circle, N.W., Suite 330, Washington, D.C. 20036 at $5.00 per copy.
Payment must be enclosed with each order.

2. Commonly known as the Buckley Amendment to the Educational Amendments
Act of 1974, the Family Educational Rights and Privacy Act became effective on
November 19, 1974. The statute governs access to official records directly related to
students and maintained by educational institutions.

3. Harley P. Holden, "Student Records: The Harvard Experience," American Archi-
vist 39 (October 1976): 461-467.



34 THE MIDWESTERN ARCHIVIST Vol. VIII, No. 1, 1983

THE D S Volume V1, Number 2 ,

JXRCEP IVIST
PROCEEDINGS

of the
NATIONAL CONFERENCE

on
REGIONAL ARCHIVAL NETWORKS

Order from: This issue -
MAC $4.75 plus 50v for
Rm 19 Library postage and handling
University of Illinois Yearly subscriptions -
1408 W. Gregory individuals, $7.50;
Urbana, IL 61801 institutions, $15.00

Funded le part by tie Natlonal Rdowmnt for the Imnitle



BOOK REVIEWS

Women's History Resources at the State Historical Society of Wis-
consin. By James P. Danky, Christine M. Rongone, Beverly Youtz,
Eleanor McKay, Christine I. Schelshorn, and Maxine Fleckner.
Madison: State Historical Society of Wisconsin, revised 1982. 77 pp.
Appendix, illustrations. Paper. $3.95.

In 1975, archivists and librarians from the State Historical Society
of Wisconsin (SHSW) gave a series of classroom presentations on
women's history resources to a graduate seminar at the University of
Wisconsin-Madison. They subsequently published the information
from their presentations. This is the fourth edition, which has been
revised and enlarged.

The booklet describes women's history resources at SHSW by the
department in which they are located. Material on women is found
in the library, the archives, the iconographic collections, the
museum, and the film archive of the Wisconsin Center for Film and
Theater. The descriptions of resources are presented in a narrative
style which places them in a historical context. The narratives
include general information and comments on trends in American
women's history along with specific information on Wisconsin
women. For example, the library's holdings of newspapers and
periodicals relevant to women are introduced by describing how
women entered the publishing business as reporters and editors
during the nineteenth century. This narrative style is particularly
helpful in the theater collections, the iconographic collections, and
the film archive sections in discussing the impact of the media on
women. Inclusion of museum artifacts is important since too often
these are overlooked by researchers as historical resources. Informa-
tion is also provided on how material is indexed and catalogued and
ways to get at information through various sources. All this is
helpful in acquainting researchers with how to gain access to the
collections.

The ostensible audience for Women's History Resources is college
students, especially those in women's studies. For this reason, the
authors felt it was important to note not only the lack of primary
materials but also the traditional lack of access to those that are
available. And if you want your repository used it is even important
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to note that your institution has been an exception and has extensive
holdings in women's history. Topics for researchers-are suggested.
This is not done in standard guides to collections but it is obviously
very helpful for college students.

Although the apparent audience for this edition is college stu-
dents, it is also directed at other researchers and historians. There are
several problems for them in using this guide. The lack of an index
is the most serious. Scholars, historians, and others expect an
indexed catalog of collections to locate relevant information quickly.
Researchers looking for material on women physicians would
probably prefer to check an index for the subject and for specific
women doctors (such as Dr. Elizabeth Comstock), rather than read
through thirty-six pages before finding this information on page
thirty-seven. Much of the narration is rather elementary and pro-
vides no new insight into women's history. Since the publication
readily admits that other SHSW guides will have to be consulted for
specific information, it is difficult to understand why most research-
ers in women's history would take the time to consult this booklet.

This is not a traditional guide with listings of each collection
pertaining to women, or a comprehensive guide to SHSW women's
sources like Andrea Hinding's Women's History Sources. The aim
of the authors was "not to provide a definitive listing of every
relevant collection in each category, but rather to mention broad
groupings of appropriate records, to give examples of them, and to
suggest possible areas of research." (p. 20) They have succeeded in
their aim and have produced an excellent primer for college students
on how to research women's history. Women's History Resources
would be an ideal accompaniment to Gerda Lerner's Teaching
Women's History, for example. Those looking for a quick, handy
reference guide to locate a specific collection, person, or subject will
have to look elsewhere.

Patricia L. Adams
Western Historical Manuscript Collection-St. Louis

Archival Care for Fraternal Records: Administrative and Policy
Basics. By Susan Henderson Shreve. St. Paul: Immigration History
Research Center, University of Minnesota, 1981. 31 pp. Appendix.
Paper.

In 1977 the Immigration History Research Center at the Univer-
sity of Minnesota began a three-year project sponsored by the
National Endowment for the Humanities with two principle goals:
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to ensure the long-range preservation of the records of ethnic frater-
nal organizations by assisting them to deposit their records in
appropriate repositories and to improve the archival management
capabilities of fraternal staff members. In partial fulfillment of those
goals Archival Care for Fraternal Records was drafted for use at a
1980 conference at the IHRC and later revised to reflect additional
issues discussed at the conference and published for distribution to
the fraternals. The manual is intended as an administrative tool to
help fraternal staff members plan a preservation program for their
records and to help them become informed consumers of archival
services, as performed by one archivist they might hire to create an
in-house program, or by an archival institution which might care
for their records in an established repository.

The manual is divided into eight sections which include not only
information on specific methods which might be applied in caring
for the records, but also broad discussions on the causes of archival
problems ("why paper deteriorates") and the reasons for applying
certain methods ("why microfilm?"). The first section "Archival
Care of Records: Good for Business, Good for History," provides, in
two pages, a very convincing and thoughtful set of arguments for
why fraternals should consider preserving their records. This sec-
tion ends with the most convincing statement of all "STORING
YOUR RECORDS IN ATTICS AND BASEMENTS ENSURES
THEIR EARLY AND COMPLETE DETERIORATION."

Section II, "What Is Archival Care of Records?" begins by outlin-
ing five basic principles of archival care which apply to records of all
formats: proper storage, arrangement, description, proper security,
and "performing needed repair and conservation" work. The
author then states her intention to discuss those principles and their
applications to paper records, photographs, tape recordings and
machine readable records. Surprisingly her discussions on these
most basic and important aspects of archival administration consti-
tute the weakest element of the manual. Though her treatment of the
arrangement, description, and security of paper records is clear and
well-balanced, she never mentions or suggests what might be done
to organize the non-print materials. The remainder of Section II is
devoted to conservation methods and proper storage conditions. In
setting down the optimum conditions for care of records, the author
leaves the reader with the impression that certain rather complicated
procedures (for example, the repair of paper) can be handled easily
by archivists. Her statements are often simplistic to the point of
being misleading (That "scotch tape is removed with a chemical
solvent such as trichlorethylene," is not always true, and there is
some question about the health hazards created in using trichlorethy-
lene). In this reader's opinion, by trying to give the fraternal officer
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enough technical information to make a decision, the author
ignores very simple solutions (like xeroxing documents on archival
bond paper to ensure preservation of the content of a document) and
does not fully explain all the ramifications of certain procedures if
executed by someone not well-trained in the technique.

The remaining sections, however, return to the well-balanced
approach of Section I, and provide the reader with a great deal of
information in clear and concise form. Section III, "Microfilming,"
includes information about how to select a microfilmer, how to
ensure archival quality filming, a comparison of use of planetary
and rotary cameras, and how microfilm should be stored. Section IV,
"Which Records To Save?" lists common types of fraternal records
which merit preservation and presents a discussion of retention
schedules and inventorying procedures. Sections V and VI, "Find-
ing Archival Care for Your Records-Outside the Fraternal," and
"Creating an In-House Archives," provide the fraternal officer with
a great deal of information to help him decide whether to deposit the
records in an established repository or to keep them in-house. Sec-
tion VII, "Protecting Against Invasion of Privacy," provides a thor-
ough discussion of which records might contain sensitive material
and how the fraternal can minimize the possibility of the invasion of
privacy. The last section, "For Additional Information," contains a
list of professional organizations, a brief bibliography of standard
archival reference sources, and a description of archival education
programs. An appendix lists suppliers of archival products.

Archival Care for Fraternal Records is not an all-inclusive
account of archival methods, nor is it intended to be. Except for the
problems which are mostly restricted to the second section, the work
provides the tools to introduce fraternal officers to the world of
archival administration, and the manual certainly furthers the
IHRC's goal to ensure preservation of the important records of
ethnic fraternal organizations.

Louisa Bowen
Southern Illinois

University of
Carbondale

Why and How to Preserve Your Records: A Manual on Records
Preservation for A CNSAgencies. By Nicholas V. Montalto. St. Paul:
Immigration History Research Center, University of Minnesota,
1978. 19 pp. Appendix. Paper. $1.00.
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This concise, well written manual has a highly specialized pur-
pose: namely, to convince American Council for Nationalities Serv-
ice (ACNS) agencies that their records have enduring value and
should be preserved. ACNS agencies (often called International
Institutes) are voluntary social service organizations dedicated to the
promotion of cultural pluralism and the smooth assimilation of
immigrants into American society. The manual clearly illustrates
the need to retain ACNS records as part of the historical record of
immigration and socialization in America and also as important
documents supporting the ongoing administration of the agencies.
The manual also provides sound advice on which records have
significant informational and evidential value. In these sections of
the manual the author proposes an archivally sound balance
between complete destruction of records, whether through design or
inadvertence, and their indiscriminate, wholesale retention.

The key section of the manual addresses the question of how
ACNS agencies should go about preserving their records. The
author advocates either the outright donation of agency records to a
professionally staffed archival repository, or the creation of a deposi-
tory arrangement with such an institution. The option of initiating
an archival program within an ACNS agency is mentioned but,
while not discouraged, is not fully explored. This attitude is likely
based upon the author's experience with ACNS agencies (See Joan
Rabins's review of Montalto's The International Institute Move-
ment: A Guide to Records of Immigrant Service Agencies in the
United States, 7 Midwestern Archivist (1982): 65-67.), but it does
seem to preclude a solution to the problem of housing agency
records which might appeal to those agencies that do not wish to
relinquish physical control of their records. Such a case notwith-
standing, the argument for transfering records to a qualified reposi-
tory is compelling. Agency commitment to records' preservation can
diminish due to budget constraints or staff turnover, while transfer
of records to an archival repository should ensure continued preser-
vation and enhanced access.

The last half of the manual proceeds from the assumption that a
decision has been made to either donate agency records or transfer
them under a depository agreement to an archival institution. The
author offers practical advice on matters that agencies must consider
before disposing of their records. He addresses the problems
involved in physical removal of records to a repository distant from
the agency, access to the records, and privacy. Potential solutions to
these problems are proposed, with the discussion of the confiden-
tiality of case files being especially well presented. This section of
the manual presents a workable outline based on sound archival
practices, as well as local circumstances which individual agencies
can follow in developing a strategy for preserving their records.
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The greatest weakness of this section is that not enough guidance
is provided in the all important step of selecting a suitable reposi-
tory. Agencies are admonished to shop around. The.basic repository
requirements of security and professional staffing are stressed, but
the discussion of how to find such an institution is inadequate given
the level of archival unfamiliarity in ACNS agencies presupposed in
the rest of the manual. To be sure, advice and counsel from the
Immigration History Research Center are offered, but it might have
been useful to list those repositories where agency records are cur-
rently housed. Additionally, mention of the NHPRC Directory of
Archives and Manuscripts Repositories and other guides to institu-
tions would have been helpful.

The chief virtue of the manual is its clear, concise, and direct
approach to its well defined audience. Using this publication, an
ACNS agency staff could be expected to reach an informed decision
concerning the disposition of its records. There is, however, an
important subsidiary value for the majority of the archival profes-
sion that has no contact with ACNS agencies. All repositories have
specialized audiences, whether they be the faculty of a university, the
officers of a corporation, or the doctors in a hospital, and a success-
ful archivist must educate his or her particular constituencies to the
value of professional archival management of permanently valua-
ble records. This manual is a good example of one simple and easily
adaptable means of accomplishing that end.

Thomas J. Dorst
Northwestern University

Teaching with Historical Records. By Kathleen Roe. Albany: The
University of the State of New York, The State Education Depart-
ment, Office of Cultural Education, State Archives, 1981. 60 pp.
Bibliography, appendix. Paper.

The New York State Archives' placement in the Education
Department gives a special impetus to consider and promote the
educational uses of historical records. It also may give the State
Archives greater access to the educational bureaucracy, its communi-
cation channels, and teachers than most archives have.

Noncommunication is of growing concern to those who believe
in the importance of history for people's lives, as history continues
to lose ground at all levels of education. Having just attended two
stimulating conferences where the purposes of studying history and
the dimensions historical skills and knowledge can add to human
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experience were persuasively articulated, we note the foreword to
this book. The executive deputy commissioner of education in New
York writes, "Teachers of social studies face the challenge of help-
ing students develop a sense of history and place. Young people have
a natural curiosity about the past, and the complexities and rapid
changes of modern life provide added incentive to understand his-
torical development."

Teachers indicate that "social studies" today involve little history.
The National Coordinating Committee for the Promotion of His-
tory has called attention to the elimination of history requirements
in pre-college schooling. If we believe history is important, Mr.
Commissioner, why is it not called for, by name, in the curriculum?
The "natural interest" of young people in the past is doubtful, too.
It may be that learning how to use a computer and looking toward
tomorrow's technology take all the energy of the 1980s child.

Teaching with Historical Records is one of a spate of recent efforts
by historical agencies to try to demonstrate that historical materials
can be exciting and useful. These attempts may be too little, too late.
Where have we been all these years? We've been discouraging young
people and "unqualified" persons from using our materials. We've
been disparaging genealogists and history "buffs." "We" means the
larger and better financed repositories, those who might have devel-
oped history supporters all along. "We" have not had much use for
the local, popular, "non-professional" historical organizations that
have in fact seen history as the people's history.

This is not to say that Teaching with Historical Records and its
ilk are futile. Kathy Roe worked to involve teachers and students in
developing ways to bring history to the classroom. A former teacher,
she used primary sources in classes and video-taped sessions to show
that it can work. However, this is only one of her duties at the
archives. Can we devote the people and money required to share the
values of history with others? (Several participants in the aforemen-
tioned conferences said that the best thing a history teacher can do is
infect students with a "passion"; it is not possible to cover the
"events" of human history, especially since history has grown many
fold with the recognition of women and minority groups and East-
ern civilizations and the Third World...).

Roe's book has a brief discussion of educational objectives, a
section on "Locating and Using Historical Records" (good hints
about finding local sources, with ideas about identifying, selecting,
interpreting, and testing records), "Sample Uses of Historical
Records," and a list of readings. The largest section reproduces
documents and points out information that can be derived from
several types of records (a family letter, an invitation to a charitable
fund-raiser, a business letter and bill headings, census pages, town-



42 THE MIDWESTERN ARCHIVIST Vol. VIII, No. 1, 1983

ship records, maps, photographs, and broadsides). Her selections,
introductions of the generic types, and interpretive sections are
excellent. The volume also is valuable for its references to other
teaching guides and kits developed around the use of historical
materials.

This manual has several weaknesses. It is intended to be adapted
for elementary, junior, and senior high, and so suggested activities
range from field trips (adaptable to various levels), to overly am-
bitious research (from censuses: "have the students compile and
compare statistics on the average lifespan of people during the
nineteenth century"), and it proposes that handy-person students
design and build iceboxes. To steal a comment heard recently, does
building Monticello with Lego blocks impart historical under-
standing? Getting and preparing one's own local record samples, as
is the intent of the work, may just be too much work. And the book's
format (bound) makes copying or use of the samples in an overhead
projector difficult or impossible.

This work focuses on local history, which is supportable. It seems
to fall short, however, by failing to show how and why local history
can and must escape antiquarianism and provincialism. Local his-
tory's lessons are in seeing how close and knowable data fits into a
larger context.

Quibbles aside, Teaching with Historical Records should be
helpful to teachers and to all of us who must prove the value of our
holdings.

Sue Holbert
Minnesota Historical Society

Ohio Municipal Records Manual. Edited by David Levine. Colum-
bus: The Ohio Historical Society, 1981. 80 pp. Introduction, appen-
dixes. Paper. $5.00.

During the latter half of the 1970s the National Historical Publi-
cations and Records Commission funded several projects with
national economic benefits for the management of state and local
records. The Ohio Municipal Records Manual is another example
of how a modest federal grant may produce a work of widespread,
long-term use to this nation's cities. Municipal officials, clerks, and
secretaries are the major audience and beneficiaries of this publica-
tion which addresses their need to control and dispose of the "paper
mountain" generated by twentieth century American cities. For
these officials, this manual has several major benefits: an easy-to-
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find arrangement of records retention recommendations by depart-
ments; a limited amount of introductory and supplementary mate-
rial; and straight-forward retention recommendations. For mu-
nicipal records management in Ohio, this publication can be the
impetus for major reductions in space and equipment needs
through the elimination of obsolete records.

For archivists in the Ohio Network of American History Research
Centers, this manual will hopefully be the stimulus for increased
acquisitions of historical records from Ohio cities. The manual's
introduction and appendixes certainly provide basic information
needed to connect municipal records management with Ohio's
archives program. It would have been useful to inform readers that
the State Archives should be contacted before records could be de-
stroyed in every section, if not page, of the manual so that individu-
als who skip introductions and appendixes would not summarily
destroy records.

The manual usually provides sound appraisal judgments although
recommendations do appear to favor the destruction of records.
Destruction recommendations for labor union agreements, tape
recordings of city council meetings, and the dockets of the Justices of
the Peace appear to require at least further explanation. Indeed, the
lack of identification of individual records series and explanations
of the interrelationships among records series is a major weakness of
the manual. Brief series descriptions indicating the usual format,
purpose, and a citation of the relevent legislation concerning their
creation and retention would have been helpful. This information
would also aid readers in other states who could better compare
records series.

This manual does not address certain archival policy questions
such as the selective sampling of records series from local govern-
ments. Some future project, hopefully, will study the local records
retention program on a state-wide level. Too often, retention poli-
cies are intended either to save a series in every county or to discard
the series totally. For future research use, a more sophisticated policy
might save almost all records in a few selected cities while following
normal retention policies in the majority of cases.

The physical appearance and format of this manual are unassum-
ing and practical, perhaps reflecting efforts to keep publication costs
in line with distribution requirements for the 900+ cities in Ohio. It
should be read not only by that state's municipal records custodians
but by anyone concerned with records management by local
governments.

Michael F. Kohl
Clemson University Libraries



44 THE MIDWESTERN ARCHIVIST Vol. VIII, No. 1, 1983

Archives & Manuscripts: Maps and Architectural Drawings. By
Ralph E. Ehrenberg. Chicago: The Society of American Archivists,
1982. 62 pp. Appendixes, bibliography. Paper. $5.00, members;
$7.00, non-members.

Too often, maps and architectural drawings are considered step-
children of an archival repository's holdings. Their appraisal, pro-
cessing, and conservation present challenges to the archivist who
finds that they do not fit neatly the procedures established for work-
ing with manuscripts and institutional records. This volume, one of
the Basic Manual Series II published by the Society of American
Archivists, is designed "as a general reference work for the archivist
who lacks specialized training but who requires some knowledge of
maps, architectural drawings, and related materials."

With this in mind, Ralph E. Ehrenberg begins with a detailed
discussion of the activities that produce maps and architectural
records, the characteristic types of records produced, and their values
as revealed by appraisal. Excellent charts clarify this information for
the archivist unfamiliar with cartographic and construction
activities.

The novice, reassured that he is beginning to understand these
somewhat alien formats, is then plunged into a rather bewildering
text on their arrangmeent and description. The section on arrange-
ment briefly outlines the concepts of provenance and of area-
subject-date as bases for map arrangement. The procedures de-
scribed in the manual deal solely with those maps in separable,
natural series. The archivist is advised to maintain original order
whenever possible; otherwise, arrangement by geographic area,
with further breakdowns by subject or chronology, will establish
logical order. However, the underlying assumption that the archi-
vist will invariably acquire maps in series (ordered or not) ignores
those individual items unrelated by provenance to any others in the
repository's collections. And yet the latter is certainly the situation
in many historical societies, university archives, and other institu-
ions which accession and process maps as individual documents.
Many archivists who will consult this manual do not deal with
cartographic archives, but rather with small collections of maps
acquired through gift or purchase from individuals, dealers, or the
mapmakers themselves. Thus, they require information relevant to
map classification schemes and notation that is more detailed and of
a different orientation than that provided by the manual.

The assumption of the series-unit for maps extends to the lengthy
section on description where two procedures are described: collec-
tive description at the series level and individual item description
which is said to apply to maps in "selected series that have high
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research value" (emphasis mine). The item description procedure,
while containing much useful information of the various elements
of a map or drawing, is nevertheless structured and written so that
archivists with a library science degree may be reminded of the
inscrutable prose of the Anglo-American Cataloging Rules. The
author seems to have lost sight of his original audience and has
written this section for archivists and librarians already acquainted
with descriptive cataloging techniques. The archivist who needs
detailed cataloging procedure would be advised to consult the manu-
al's footnotes for works specializing in the subject. Generalists
might learn more about description, and arrangement as well, from
the manual's illustrations of catalog cards and inventory sheets than
from the text.

These shortcomings are redeemed by informative sections on
conservation, storage, and reference and access. The author empha-
sizes the need for distinctive treatment and handling of maps and
architectural drawings because of the characteristics which distin-
guish them from the more typical archival holdings. Such proce-
dures as inspection, flattening, surface cleaning, deacidification,
mending, reinforcement, and photocopying are described concisely,
and the archivist is always reminded that certain treatments are best
left to the trained conservator. While most archivists are familiar
with the large, horizontal-drawer units used for oversize storage,
flat-storage boxes, vertical storage units, and even mailing tubes are
also discussed. A brief section on reference and copyright gives an
idea of use and access.

Completing the text are three excellent appendixes: a glossary of
cartographic and architectural terms; a selected list of conservation
and storage supplies and suppliers; and a selected bibliography.
After gaining a foundation in the subject of maps and architectural
drawings from this manual, the archivist may best use it as a refer-
ence guide to further information in the field.

Doris C. Sturzenberger
The St. Louis Art Museum
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