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RESEARCHERS, ARCHIVISTS, AND
THE ACCESS CHALLENGE OF THE

FBI RECORDS IN THE
NATIONAL ARCHIVES
JAMES GREGORY BRADSHER

ABSTRACT Making available to researchers relatively recent Federal inves-
tigatory records is an access challenge to both archivists and researchers. In
this article the author discusses the specific challenges involved with the
investigative case files of the Federal Bureau of Investigation in the National
Archives. These challenges relate to the difficulties faced by those attempting
to understand the records themselves; by researchers knowing what to ask for
and being able to decipher what they receive; and by archivists in deciding
what information must be withheld from researchers, particularly as it relates
to questions of privacy and information about and supplied by informants and
confidential sources.

The National Archives presently has custody of some 300 cubic feet of
Federal Bureau of Investigation (FBI) records, mostly predating 1924.1 These
records are completely open for research. During the next decade the
National Archives will accession a substantial volume of FBI case files, mostly
pre-dating 1945, and many case files pre-dating 1965.2 These files will provide
researchers with a wealth of information about the individuals and subjects
of investigation. The files contain much information about American politi-
cal, social, criminal, and economic life, as the FBI, during the course of its in-
vestigations, has touched almost every aspect of American life. The FBI's
investigations, filed under over 200 categories, include cases covering civil rights,
treason, espionage, domestic security, Selective Service violations, White Slave
Trade, mail fraud, interstate transportation of stolen cattle, foreign counterin-
telligence, racketeering, gambling, extortion, election laws, crimes on govern-
ment reservations, bank robberies, involuntary servitude and kidnapping.

According to Judge Harold H. Greene, of the U.S. District Court for the
District of Columbia, the records of the FBI "perhaps more than those of any
other agency, constitute a significant repository of the record of the recent his-
tory of this nation, and they represent the work product of an organization that
has touched the lives of countless Americans." 3 But, in making the FBI
archival records available, access challenges will be faced by both archivists



96 THE MIDWESTERN ARCHIVIST Vol. XI, No. 2,1986

and researchers. What follows is an analysis of the access problems associated
with the FBI's records once they are accessioned by the National Archives.

FBI Organization and Records

FBI records are created and accumulated in four types of offices. First is the
FBI headquarters in Washington, D.C., which establishes policies and over-
sees the operations and activities of the bureau. The bulk of the FBI's inves-
tigative work is conducted by the fifty-nine field offices located in all the states,
Puerto Rico, and Washington, D.C. Each field office has one or more resident
agencies, i.e., suboffices, reporting to it. There are over 470 of these resident
agencies in all the states, Puerto Rico, Virgin Islands, and Guam. Overseas the
FBI maintains liaison offices, termed Legats, in a dozen embassies, including
Paris, London, Mexico City, and Hong Kong.4

Today there exist in the FBI headquarters over six million criminal, civil,
security, applicant-loyalty, and administrative case files. These files contain a
variety of documents, such as reports; teletype messages; prosecutive
summaries; accounts of interviews and physical surveillance; letters; memoran-
dums; lab reports; logs, transcripts, and summaries of electronic surveillance;
informant reports; photographs; and newspaper clippings and other public
record material. The source of this information includes foreign governments,
federal and state agencies, agents, electronic surveillance, informants, and con-
fidential sources.5 There are also over sixty-five million index cards in head-
quarters relating to case files. In the field offices there are over five million case
files, and well over 100,000 million index cards. For security reasons the
volume of records maintained in the legats and resident agencies is kept to
a minimum.

6

Appraisal

As a result of a lawsuit in 1981, the National Archives assigned seventeen
archivists, including the author, to appraise all of the FBI's records. 7 This
appraisal, described by Robert M. Warner, former Archivist of the United
States, as "the most expensive and elaborate appraisal project" in the history
of the National Archives, resulted in about twenty percent of the FBI's records
being determined to have sufficient value to warrant permanent preservation
as archives. 8 To many researchers this may not seem like a significant percent-
age. It is, however, a higher percent than retained from most federal agencies.
About one percent of federal records have sufficient value to warrant their con-
tinued preservation as archives. One percent may seem a low figure, but one
percent of the six million cubic feet of federal records created annually is 60,000
cubic feet.9 That is a large volume of records.

The Access Challenge

Researchers and archivists will both be faced with a myriad of access
challenges once the post-1924 FBI records are accessione4 by the National
Archives. Before discussing them, two general observations need to be made.
First, besides not keeping all FBI files, many files will not be accessioned until
fifty years after a case is closed because of security and privacy reasons.



FBI RECORDS 97

Second, researchers and archivists must keep in mind the expungement
process. Under the Privacy Act individuals, under certain conditions, can re-
quest that part or all of the documents relating to them be destroyed. Thus,
certain documents or portions of documents, appraised as permanent may be
legally destroyed by the FBI before the records are accessioned by the
National Archives. This procedure will certainly be frustrating to researchers,
but this is an instance where the right to privacy takes precedence over the right
to know.'10

Filing System and Indexes

The first challenges to researchers will be knowing what to ask for and
understanding what they receive. These challenges can be met by understand-
ing the FBI's filing and indexing systems. This is not as easy as it sounds, for
as one researcher noted, "Understanding the FBI's extensive and complicated
filing system is no easy task. Quite probably no one outside the Bureau fully
grasps its intricacies.""I Despite some truth in this observation the filing system
is very straightforward. Each type of investigation or activity is given a
classification number. Then records are arranged numerically by type of
investigation or activity. For example, 7 means kidnapping, 44 means civil
rights, and 175 means assaulting the president. Altogether there are 256 clas-
sification numbers.'12 Then comes a sequential case number. So, 7-978 means
the nine hundred and seventy-eighth kidnapping case file opened. Next, in most
instances, each document in the case file is sequentially numbered. Thus, the
last number in 7-978-75 indicates the seventy-fifth document in the file.
Corresponding case files relating to 7-978 in each field office participating
in the investigation will have different sequential case file numbers beginning
with 7. "1

This arrangement means that one cannot gain access to the FBI records with-
out an index. The basic index to the FBI's files is arranged alphabetically by
the name of the subject. Generally this is the name of a person, but also in-
cluded are names of groups, events, projects, and publications. The index has
two types of cards which are interfiled. They are "Main" cards and "See Refer-
ence" cards. The former lists the main file number or numbers where a per-
son, place, or thing is the subject of an investigation, and the latter lists the
file number or numbers where they are mentioned in a case. Not every name
mentioned in the files is indexed. The only names indexed are those believed
important enough to note for future reference.' 4

When permanently appraised case files come to the National Archives,
either from headquarters or the field, the related index cards will also be
accessioned. During the appraisal of the index, some questions were raised
about keeping index cards for cases that were identified for destruction. Two
factors precluded keeping all the cards. First, their bulk. In headquarters alone
there are over 10,000 cubic feet of them. Second, and more important, is the
privacy issue. If a name turned up on an index card relating to an interstate
transportation of obscene material case that was destroyed, without the case
file one would never know what role the named individual played in the case.
Such a situation would be open to misinterpretation and unfair to that
individual.



98 THE MIDWESTERN ARCHIVIST Vol. XI, No. 2,1986

Archivists, the FOIA, and National Archives Access Procedures

Once researchers understand the FBI organization and record keeping
systems, and thus are able to know what to ask for and interpret what they
receive, they will then be faced with the possibility of not receiving all the
information in the files they request. Operating under laws and regulations,
archivists are required to review the files and withhold information that is
restricted or exempted from public inspection. 15

In deciding what information must be withheld from researchers the
National Archives' archivists will be guided by two sets of access restrictions.
The first are the National Archives access regulations, which provide for general
restrictions that are based on the Freedom of Information Act (FOIA), and
specific restrictions that agencies have requested be imposed in conformance
with the FOIA. 16 The second set of restrictions are those imposed under the
Freedom of Information Act, when reference requests are made under it. It
provides that any person has a right to records of federal agencies, except to
the extent that such records, or portions thereof, are protected from disclosure
by one of nine exemptions. 17 The Act was adopted in the belief that an
informed citizenry is vital to the functioning of a democratic society, and to
be informed, the public needed to know what their government was doing and
thus be able to hold their governors accountable. However, in achieving an
informed citizenry is counterpoised society's interest in protecting personal
privacy and preserving confidentiality of national defense and criminal
investigative matters, among other things.

Archivists and researchers will find that the application of these restrictions
and exemptions will be the major access challenge to the FBI's records in the
National Archives. This task, especially with investigative files, is difficult. Be-
cause of the nature and age of the information, several of the exemptions will
not apply to the FBI's records.' 8 The ones that do, to varying degrees, will
present a challenge to archivists in determining whether or not certain infor-
mation should be withheld.

Once archivists have identified the files researchers want, they will review
the files to determine if anything should be withheld. Normally, archivists first
review the files for things that must be withheld, such as classified informa-
tion and information restricted by statutory provisions, and then they review
the files for information, relating to law enforcement and privacy matters, that
may have to be withheld.' 9

Classified Information

The first question archivists will be faced with is determining whether
information in the files is classified, because information that has been properly
classified in accordance with the substantive and procedural requirements of
an appropriate executive order is not releasable. 2

0 Fortunately, the criminal,
civil, and applicant investigative files, which will come to the National Archives
fifty years after the close of a case, normally are not security classified. Other
files, including counterintelligence and internal security, will be fifty years old,
which means there is a good chance the records can be-or are already-
declassified.
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Statutory Exemptions

Certain information cannot be released because, by a specific statute, it must
be withheld. For example, income tax returns and certain types of Central
Intelligence Agency and National Security Agency material are not to be made
available to the public. 21 Ensuring such material is not released will not be an
easy task, primarily because there is no official compilation of the statutes
mandating nondisclosure.

Administrative Information Exemptions

It is likely that the FBI will want the National Archives to impose restric-
tions on certain administrative information contained in the files, which, if
released, would allow the circumvention of federal laws or would impede the
effectiveness of the FBI's law enforcement activities.22 The courts have ruled
a wide variety of administrative information, including informant symbol
numbers, computer codes, law enforcement manuals, studies of FBI practices
and problems concerning undercover agents, teletype routing codes, and sen-
sitive instructions regarding administrative handling and dissemination of docu-
ments and intelligence information, protectible from disclosure.23 The courts
have even found protectible file numbers, routing stamps, and other adminis-
trative markings.24 Fortunately, most FBI files will be so old that these con-
cerns will not be applicable, however, in some cases they will be, and therefore
great care will have to be exercised to assure that certain information is not
released.

Law Enforcement Information Exemptions

Investigatory records compiled for law enforcement purposes can be released
unless one or more of six specific harms would follow the release of the infor-
mation.2 5 Two of these harms, interfering with law enforcement proceedings
and depriving a person of a right to a fair trial or an impartial adjudication,
will be moot by the time the National Archives receives the records. A third
harm, unwarranted invasions of personal privacy, is discussed below in the con-
text of the privacy exemption.

Before discussing the harms, we need to define what kinds of records are
"law enforcement records." The legislative history indicates they are records
of investigations leading to enforcement of the criminal laws, and investiga-
tions that enforce the laws by means of civil suits. 26 The courts have held that
investigations involving criminal and civil violations are included, but internal
administrative investigations are not.27 Thus, FBI investigations of the man-
ner in which it accomplishes its mission are not considered to be actions taken
for investigatory law enforcement purposes.28 However, an investigation into
possible illegal actions taken by FBI special agents meets the test.29 Also meet-
ing the test are background security investigations conducted by the FBI. 3

1

Several courts have adopted a per se rule that qualifies all investigative records
of criminal law enforcement agencies for protection. 3' Other courts have held
that the government must demonstrate some nexus between the records and
a proper law enforcement purpose, that is, a rationale for the activities being
investigated and violations of federal laws.32 Political surveillance records,
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such as those created by the FBI under its COINTELPRO program, which
some people may not consider as truly law enforcement records, have been held
by the courts to be such.33 Additionally, even though some records might have
been improperly created documenting people exercising their first amend-
ment freedoms-the improperly acquired information cannot, usually, be
released while the subject of the file is still alive.34

Archivists will have to face the question of whether releasing certain infor-
mation will disclose investigative techniques and procedures because the law
provides for withholding such information if it is "generally unknown to the
public."' 35 The legislative history makes it clear that the exemption only applies
to secret techniques-not things like fingerprinting, spectrographic analysis,
ballistics tests, and "bait money. '36 The courts have held that "mail covers" are
not protectible.37 But, they have held that the layout and security devices of
a bank are.38 Undoubtedly there will be some debate on this issue, as it is
difficult to determine what is "generally unknown to the public."

Archivists will have to decide whether the release of information will
endanger the life or physical safety of FBI personnel because disclosure of
information in investigatory records, which would "endanger the life or phys-
ical safety of law enforcement personnel," is protected.39 Since most files will
be fifty years old when they come to the National Archives, this provision will
not present a major problem. However, some people hold grudges for a long
time. Releasing the names of FBI agents involved in a case when they were
thirty years old, and having that case file accessioned by the National Archives
when it is thirty years old, might subject them to harm if their names were
released. Thus, the courts have held that certain protections remain applica-
ble even after a law enforcement officer has retired.4 °

Archivists will also have to decide about releasing confidential information
or information about individuals furnishing such information. The law pro-
vides protection for confidential sources in all law enforcement investigations,
and in case of criminal or national security investigations it permits withholding
of all information provided by a confidential source.41 The legislative history
of the 1974 Amendments to the FOIA indicates that the term "confidential
source" was chosen by design to encompass a broader group than would have
been included had the term "informer" been used.42 In the context of this
exemption, "confidential" means that the information was provided in confi-
dence, with the assurance that it would not be disclosed. 43 No balancing test
is required because this exemption hinges on the circumstances under which
the information is provided, and not exclusively on the harm resulting from
disclosure.44

The first clause of FOIA Exemption 7(D) protects the identity of confiden-
tial sources in records of any law enforcement investigation, civil or criminal,
but not, directly, the information furnished. The legislative history, however,
shows Congress' intention to protect absolutely and comprehensively the iden-
tity of anyone who provided information in confidence. 45 The courts have
recognized that the first clause of the exemption safeguards not only the identity
of a confidential source, but also information which would "tend to reveal"

the source's identity. 46

The identities of the sources are protected whether they have provided
information under an express promise of confidentiality or "under circum-
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stances from which such an assurance could be reasonably inferred."47 With
respect to the FBI, the courts have generally ruled that there is an implied as-
surance of confidentiality, "as any other interpretation would jeopardize its abil-
ity to obtain information in [the] future."48 Entities which the courts have
qualified as confidential sources include citizens providing unsolicited allega-
tions of misconduct, citizens who respond to inquiries from law enforcement
agencies, state and local law enforcement agencies, commercial or financial
institutions, and foreign law enforcement agencies. 49 Non-human sources,
however, cannot be considered confidential sources.50

The second clause of FOIA Exemption 7(D) protects all confidential infor-
mation furnished to law enforcement authorities in the course of a criminal
investigation or a lawful national security intelligence investigation. The courts
have ruled this clause protects all information provided by a confidential source
because the disclosure of such information would jeopardize the system of con-
fidentiality that ensures a free flow of information from sources to investiga-
tory agencies. 5 The courts have permitted the withholding of information
provided by anonymous sources; sources even when the identity of the source
is known; information provided by a source, some of which has been the sub-
ject of testimony in open court; and information provided by now-deceased
sources, some of whom also testified at a trial. 52

The National Archives' General Restriction No. 5 permits the Archivist of
the United States to release information in law enforcement records, if in his
judgement, "the passage of time is such that the safety of persons is not
endanger [ed], and the public interest in disclosure outweighs the continued
need for confidentiality. 53 The courts, in dealing with two cases involving FBI
files over twenty-five years old, have noted that the protections afforded by
FOIA Exemption 7(D) are not lost through the mere passage of time.54 Thus,
case files accessioned when they are thirty years old will have to be carefully
screened to ensure the protection of confidential sources and the confidential
information the sources supplied.

Privacy Exemptions

The FOIA (5 U.S.C. 552(b) (6) and (b) (7) (C)) provides for withholding
certain information because of privacy reasons. In general terms, "personnel
and medical files and similar files the disclosure of which would constitute a
clearly unwarranted invasion of privacy' are protected from release. Until 1982
much FOIA litigation in the courts centered around the term "similar files."
In that year the Supreme Court ruled that Congress intended a broad rather
than a narrow meaning of the term, so now all information which "applies
to a particular individual" qualifies for exemption consideration.55 With
respect to law enforcement files the word "clearly" does not appear in the
exemption clause. Therefore, a lesser burden of proof is needed by archivists
to withhold personal information in the FBI files.

In deciding if personal information is releasable, archivists will be confronted
with a variety of questions relating to whose privacy is involved. They must
determine what information is actually personal and private; and they must
answer the question, does the public's interest in knowing the information out-
weigh the subject's interest in personal privacy?
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The first question to be answered relates to whose privacy is being protect-
ed. Political and religious groups, or businesses and other organizations are not
granted the right to privacy. "Personal privacy" interests only apply to people.
Although the question of whether deceased persons remain possessed of privacy
rights has not been entirely settled, generally the courts have ruled that
privacy protection is only afforded to living persons.56 The courts have gener-
ally held that public figures lessen their expectations of privacy by placing them-
selves in the public eye. 7 Nevertheless, the courts have held that public figures
are entitled to privacy protection and that disclosure of sensitive personal
information about them is appropriate "only where exceptional interests mili-
tate in favor of disclosure. ' 5

,

The next question is what kind of information should be protected. It must
be of an intimate and personal nature." Courts give a broad interpretation to
these terms.60 Generally, in handling requests from someone who is not the
subject of the records, several criteria are used to determine whether data is
in fact intimate and personal. As a rule, the courts have found that informa-
tion relating to marital status, legitimacy of children, medical condition, wel-
fare payments, alcohol consumption, family rights, reputation, and religious
and philosophical beliefs is protected from disclosure.6' And the Privacy Act
specifically protects data about an individual's exercise of First Amendment
rights, which include political and religious association, beliefs and
activities.

62

Archivists must determine whether disclosure of certain information con-
stitutes an unwarranted invasion of personal privacy. This requires a balanc-
ing of the public interest in disclosure, if any, against the privacy interests which
would be threatened by disclosure of the file.63 The "public interest" must
truly be in the interest of the overall public, not individuals seeking informa-
tion for their own benefit, particularly if it is only to satisfy their curiosity."

4

Even if a requester has identified a specific and tangible disclosure interest,
but one which is peculiar to the requester, the courts have ruled there is no
"public interest" compelling disclosure."5

The courts have found that some public interest factors should be taken into
consideration and accorded great weight. For example, disclosure is favored
when the requested information would inform the public about proven viola-
tions of public trust."" On the other hand, the courts have found there is also
a public interest in nondisclosure."7 This is especially true with respect to pro-
tecting the public's interest with regards to law enforcement activities."" The
courts have held that identities of individuals who provide law enforcement
agencies with reports of illegal conduct, particularly where they reasonably
fear reprisals for such assistance, should be protected.69 Additionally, the
names of and information about FBI personnel and other law enforcement
personnel mentioned in the files are generally not released if it could conceiv-
ably subject them to harassment and annoyance in the conduct of their
official duties and in their private lives. 7"

Archivists, in the balancing process between disclosure and nondisclosure,
will be called upon to decide if the release of personal information will actu-
ally harm someone. This means determining whether the risks to personal
privacy go beyond the realm of abstract possibility and have some concrete
likelihood of happening. 7

1 This will be a difficult task because the courts have
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generally held that privacy protection is not diminished with the passage of
time.72 Since most FBI case files will be fifty years old when they are acces-
sioned by the National Archives, the balancing will not be so difficult a task.
However, in those instances when the records are accessioned when they are
thirty years old, archivists will have to screen them carefully, remembering
that the courts have held that when a person's name is mentioned in an
investigative file there is a stigmatizing connotation.13

Releasing Part But Not All

Even if some information in a particular FBI case file is withheld, archivists
must make the remainder of the information available because the FOIA re-
quires that "any reasonably segregable portion of a record" must be released
after appropriate application of the nine exemptions. 1 However, where non-
exempt material is so "inextricably.intertwined" that release of it would "leave
only essentially meaningless words and phrases," such material, according to
the courts, needs not be segregated. 75

As I have indicated, some information in the FBI records in the National
Archives will not immediately be available for research, and determining what
to withhold, will be a difficult, time-consuming, and often aggravating task.
However, substantial numbers of case files will be, in toto or in part, made avail-
able to researchers. Once researchers obtain access to the files, they will still
be faced with the challenge of understanding -what they are reading.

Understanding the Contents

On the surface the contents of the FBI files appear straightforward.
Actually they are not so simple-to understand. A Department of Justice senior
attorney, investigating illegal break-ins in the mid 1970s, reported that his-staff
had been on the case more than a year, and "they still didn't know how to read
an FBI file."7

6 Part of the problem is the language used in the files. Like any
agency, the FBI has its own terminology and euphemisms that researchers will
have to learn in order to understand what they are reading. First are the
abbreviations. There are scores of them throughout the files, and researchers
will have to decipher these abbreviations if the information in the files is to
make sense.77

Then there are the euphemisms. Former Attorney General Nicholas
Katzenbach told Congress in 1975that "the Bureau constantly resortedto terms
of art, or euphemisms, without bothering to inform the Attorney General that
they were terms of art. I don't think it is excessively naive to assume that a 'high-
ly reliable informant' is precisely that, and not a microphone surveillance. '78

For example, when reporting break-ins, agents sometimes used such terms as"special techniques" or "sensitive investigative techniques." When included in
the files, information from break-ins was reported often as having come from
an "anonymous source," a "highly confidential source," "a highly confidential
informant," or a "confidential informant." The term "confidential informant"
was also used to disguise the source of illegally obtained information from a
wiretap, bug, mail cover, or mail intercept. 79 According to former special
agent, G. Gordon Liddy, if a field office submitted a plan for headquarters
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approval and it contained the words "'security guaranteed; it meant we did
it last night and got away clean-approve it so we can send you the results offi-
cially."80 Often in a report you will see "T-1, a usually reliable informant
whose identity cannot be disclosed" or "T-2, a reliable informant who is not
available for reinterview." These may relate to human informants, but occa-
sionally they denote electronic eavesdropping. 81

Conclusion

Making the FBI's records available and using them will be an access
challenge to archivists and researchers. This is as the former Director, J.
Edgar Hoover, would have wanted. Hoover, particularly after the Judith
Coplon case in 1949, was adamant about keeping the contents of the Bureau's
files closed to outsiders, even the courts and Congress.8 2 He did so for a
variety of reasons, including fear of disclosure of illegal activities; fear of em-
barrassment, both personally and to the Bureau (which, of course, he consid-
ered the same); and, if we can believe him, because of all the unsubstantiated
derogatory information in the files. Now, with the FOIA and Privacy Act these
records are being made available. With patience and knowledge, the access
challenge of the FBI's records should be met in a manner which makes sub-
stantial quantities of information available while at the same time protecting
the privacy of individuals and the legitimate security and law enforcement con-
cerns of the government.

After reading this article, the reader should have a greater appreciation of
the complexities and difficulties involved in making the post-1920 FBI records
available to researchers. In some respects, the same complexities and difficul-
ties are encountered by federal archivists in making records of many other
federal agencies available. At times, the task can be a frustrating experience.
As Trudy and Gary Peterson have noted recently, "It is the tension between
the two ideas-to provide access to research materials and to protect
confidentiality-that creates the frustration archivists feel when confronted
with access problems 8 3 It is not only the federal archivist who feels frustrated
with access problems. All reference archivists dealing with records created this
century, to one degree or another, are subject to frustrations.

"Every archivist;' the Petersons have written, "wishes there was a nice
little checklist that could be followed to determine whether a particular rec-
ord or set of records must be restricted." But, they state, "the plain fact is that
there isn't:' "Restricting records,' they correctly maintain, "is making judg-
ments" based on knowledge of laws and knowing when the "access problem
involves a law and when it involves ethical or practical issues."' 84 Indeed,
knowledge, experience, and a good dose of common sense are the reference
archivist's best tools in deciding whether to release information or not. These
only come with time and study. So, to conclude, let me urge all reference
archivists to take the time to study, to be knowledgeable about the applicable
laws, institutional regulations, and the contents of their records. This will con-
tribute to reducing the level of frustration inevitably encountered in making
modern records available to researchers.
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NOTES
1. Copies of FBI records are also found in many Department of Justice case files and those

of military intelligence agencies. They are also to be found in the various presidential libraries
operated by the National Archives, in the records of the Warren Commission, and the Water-
gate Special Prosecution Force that are in the National Archives. The FBI's electronic sur-
veillance material on Martin Luther King, Jr. was sealed by a court order and placed in
the National Archives where it will be opened in 2027. Timothy S. Robinson, "FBI Tap Data
on King to Go to Archives,"The Washington Post, 1 Feb., 1977, p. A5.

2. Most case files will be accessioned by the National Archives when they are fifty years old.
Records from seventeen obsolete FBI file classifications, as well as some selected files, will
be accessioned once litigation relating to the National Archives' appraisal of the FBI's records
has been resolved. Records from the following file classifications will be accessioned when
they are thirty years old: (7) Kidnapping; (25) Selective Service Violations; (26) Interstate
Transportation of Stolen Motor Vehicles and Aircraft; (42) Deserters; (44) Civil Rights and
Civil Rights Election Laws; and (91) Bank Robberies. For a detailed discussion of when
FBI records will be accessioned by the National Archives see the two-volume appraisal
report entitled "Appraisal of the Records of the Federal Bureau of Investigation: A Report
to Hon. Harold H. Greene United States District Court for the District of Columbia Sub-
mitted by the National Archives and Records Service and the Federal Bureau of Investiga-
tion, November 9, 1981, Amended January 8, 1982." (hereafter cited as NARS, "FBI Appraisal
Report").

3. American Friends Service Committee v. Webster, 485 F. Suppl222 (D.D.C. 1980). Athan
G. Theoharis, who has used the FBI's records extensively, has described them as constitut-
ing "'a written record of incomparable scope and richness." See his article, "The FBI and
the FOIA: Problems of Access and Destruction," The Midwestern Archivist 5, no. 2 (1981): 62.

4. Investigative case files are begun in a field office responsible for an investigation. These
offices become known as the "office of origin" of the case. Other field offices providing
information to the office of origin on a particular case are known as "auxiliary offices," and
they also create a case file. Periodically, when appropriate, the field offices send reports
on the investigation to headquarters, which also creates a case file. The headquarters file,
besides containing documents received also has documents created at headquarters
related to the case, such as instructions sent to the field and decision-making memoranda.
Resident Agencies create documents, but do not normally maintain them. They send them
to their field office to be incorporated into their files. Legats, most often, create case files
as "auxiliary offices," providing the "office of origin" with information related to their
investigations. For major cases, there may be dozens of case files in the different field offices,
with the office of origin having the bulk of the documentation. For information about the
organization and functions of the FBI, see Sanford J. Ungar, FBI (Boston and Toronto: Little,
Brown and Company, 1975), and Steven A. Stinson, "The Federal Bureau of Investigation:
Its History, Organization, Functions and Publications," Government Publications Review
6, no. 3 (1979): 213-39.

5. For listings of and discussions about the types of FBI documents, see Ann Mari Buitrago
and Leon Andrew Immerman, Are You Now or Have You Ever Been in the FBI FILES:
How To Secure and Interpret Your FBI Files (New York: Grove Press, Inc., 1981), 22-23,
113, 116, 118, 122, 125, 128, 132, and Research Unit, Office of Congressional Affairs, Fed-
eral Bureau of Investigation, "Conducting Research in FBI Records'" (Federal Bureau of
Investigation/Department of Justice, Washington, D.C., 1986), 12. The latter also provides
guidance for researchers in citing FBI documents, see pages 11-12. Informants are individuals
whose activities are under the direction of the FBI, and are often paid. Confidential sources
are individuals who provide information to the FBI on a confidential basis, often
regularly, who are not paid. U.S. Congress, Senate, Hearings Before the Select Committee
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to Study Governmental Operations with Respect to Intelligence Activities, 94th Cong., 1st
sess., Volume 6, Federal Bureau of Investigation, November 18, 19, December 2, 3, 9, 10,
and 11, 1975, 109.(hereafter cited as U.S. Cong., Senate, Intelligence Hearings).

6. After documents were stolen from Media, Pennsylvania Resident Agency on March 8, 1971,
and subsequently made public, the FBI began tightening its rules on records maintained
in the resident agencies, restricting them to documents related to current investigations.
W. Mark Felt, The FBI Pyramid From the Inside (New York: G.P. Putnam's Sons, 1979),
88-99; Ungar, FBI 136-40. Legats generally keep case files on hand for a year, at which
time they are forwarded to headquarters for safekeeping. Ibid., 239.

7. For discussions of the lawsuit and appraisal, see Athan G. Theoharis, "The National
Archives and FBI Records," Government Publications Review 10 (May-June 1983): 251-55;
Theoharis, "The FBI and the FOIA," 70; John Anthony Scott, "The FBI Files: A Challenge
for Historians," American Historical Association Newsletter 18 (March 1980): 1-2; Susan
D. Steinwall, "Appraisal and the FBI Files Case: For Whom Do Archivists Retain Records?"
American Archivist 49 (Winter 1986): 52-63; F. Gerald Ham, review of the National
Archives' "FBI Appraisal Report," American Archivist 45 (Fall 1982): 475-77.

8. Robert M. Warner, "The National Archives: A Memoir, 1980-1985," in Guardian of
Heritage: Essays on the History of the National Archives, ed. Timothy Walch (Washing-
ton, D.C.: National Archives and Records Administration, 1985), 84. A conservative esti-
mate is that 50,000 cubic feet of the FBI records existing in 1981 would eventually be
accessioned by the National Archives. NARS, "FBI Appraisal Report," Vol. 1, p. 2,4. The
appraisal of the FBI's records cost the National Archives upwards of one million dollars
when salaries, staff and consultant travel; and clerical, legal and computer support
are considered.

9. James Gregory Bradsher, "When One Percent means a Lot: The Percentage of Permanent
Records in the National Archives,' Organization of American Historians Newsletter 13 (May
1985): 20-21.

10. The courts have found that expungement of records is, in proper circumstances, a permis-
sible remedy for an agency's violation of the Privacy Act (5 U.S.C. 552a), Hobson v.
Wilson, 737 F.2d 126 (D.C. Cir. 1984). Two cases have expressly held this to be true when
an agency has violated the Act's prohibition on maintenance of records describing an indi-
vidual's exercise of rights guaranteed by the First Amendment, contained in 5 U.S.C. 552a
(e) (7). Clarkson v. Internal Revenue Service, 678 F.2d 1368, 1376-1377 (11th Cir. 1982);
Albright v. United States, 631 F.2d 915, 921 (D.C. Cir. 1980). It is equally well-established
that expungement of records is, in proper circumstances, a proper remedy in an action
brought directly under the Constitution. Paton v. La Prade, 524 F.2d 862 (3d Cir. 1975);
Chastain v. Kelley, 510 F.2d 1235 (D.C. Cir. 1975); Matadure Corp. v. United States, 490
F. Supp.. 1368 (S.D.N.Y. 1980). Expungement procedures for FBI records are provided for
in 28 C.ER. 16.50 and 16.51. For an excellent account about an individual having his FBI
file expunged, see Penn Kimball, The File (San Diego, New York, and London: Harcourt
Brace Jovanovich Publishers, 1983). For a recent interesting case relating to expungement
see Hobson v. Wilson, 737 F.2d 123-130 (D.C. Cir. 1984). It should be noted that archives
in the National Archives are exempted from the expungement process by 5 U.S.C. 552a(l)
(3). As the House report notes, "A basic archival rule holds that archivists may not remove
or amend information in any records placed in their custody. The principle of maintain-
ing the integrity of records is considered one of the most important rules of professional
conduct. It is important because historians quite properly want to learn the true condi-
tion of past government records when doing research; they frequently find the fact that

a record was 'inaccurate' is at least as important as the fact that a record was accurate." U.S.
Congress, House of Representatives, Report together with Additional Views to
Accompany H.R. 16373, 93d Cong., 2d sess., 2 October 1974, H.R. Rept. 93-1416, 21.

11. David J. Garrow, The FBI and Martin Luther King, Jr.: From 'Solo'to Memphis (New York
and London: W.W. Norton & Company, 1981), 10.

12. For a complete listing of the classification numbers, see FBI, "Conducting Research in FBI

Records," 13-17. For a discussion of what information is contained in each classification,
up through 214, see NARS, "FBI Appraisal Report" Vol. 2.

13. For discussions of the FBI filing system, see NARS, "FBI Appraisal Report;' Vol. 1, pp. 2.1-2.7;

U.S. Congress, Senate Committee on the Judiciary, FBI Statutory Charter-Appendix to Hear-

ings bejore the Subcommittee on Administrative Practice and Procedure, pt.3, 95th Cong.,
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2d sess., 1979, 33-73; U.S. Congress, House of Representatives, Inquiry into the Destruc-
tion of Former FBI Director J. Edgar Hoover's Files and FBI Recordkeeping. Hearing
before a Subcommittee of the Committee on Government Operations, 94th Cong., 1st sess.,
1 December 1975, passim.

14. There are also ninety indexes for special collections of records or information, such as those
relating to electronic surveillance. For more thorough discussions about the general and
specialized indexes, see Buitrago and Immerman, Are You Now or Have You Ever Been
in the FBI FILES, 11-13, 19-22, and NARS, "FBI Appraisal Report," Vol. 2, Appendix.

15. Before attempting to use federal archives, including the FBI's records, researchers should
be familiar with the regulations for the public use of records in the National Archives, which
are contained in 36 C.F.R. 1250 thru 1264.74. Researchers will be informed of what infor-
mation, if any, is being withheld and under what specific authority, and their right to appeal.

16. By law, 44 U.S.C. 2108(a) the Archivist of the United States establishes, under certain con-
ditions, restrictions on access to records transferred to his custody. These General Restric-
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a clearly unwarranted invasion of personal privacy; (7) information about investigatory
matters collected to further law enforcement, that would interfere with law enforcement,
deprive a person of a fair trial, cause an invasion of privacy, expose the identity of a con-
fidential source, disclose investigative techniques, or endanger lives of law enforcement per-
sonnel; (8) information concerning financial institutions held by agencies that regulate or
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nature such as oil.
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ACHIEVING BALANCED
DOCUMENTATION:
SOCIAL SERVICES

FROM A CONSUMER PERSPECTIVE
DAVID J. KLAASSEN

ABSTRACT. The concept of documentation, with its emphasis on the need
to understand a phenomenon in all its complexity and to identify the universe
of available records as the basis for an informed selection for preservation, has
profoundly affected the theory-if not-alwaysthe practice-of acquisitions
policy and appraisal. Much of the recent literature has focused onmacro-level
interinstitutional planning. This article draws on the experience of the Social
Welfare History Archives to illustrate how the documentation concept can be
applied to analyze and refine the collecting and appraisal strategy of a
particular repository. It describes the emergence of archival interest in social
service records, the growth of the service sector, and the increase in consumer
activism. It discusses the extent to which agency and organiza-
tional archives reflect the participation and perspective of consumers and
presents issues related to identification and acquisition of consumer-created
records.

Introduction

As recently as fifteen years ago the concept of documentation as we now
understand it was virtually unknown to American archivists. The term was
not included in "A Basic Glossary for Archivists, Manuscript Curators, and
Records Managers," published by the Society of American Archivists in 1974.
It is more revealing that the Glossary, which is an accurate benchmark of the
state of the archival profession at that time, contains only one term,
"accession," that pertains to acquisitions or collecting, and none with policy
or strategy implications.'

The historian Howard Zinn criticized archivists in 1970 for their failure to
collect the records and papers of women, minorities, the poor, and others out-
side the mainstream of American society. Gould Colman followed Zinn's plea
with a brief, but eloquent, call for archivists to pay more attention to developing
acquisition guidelines and to aspire to achieve a balanced documentation of
culture. The program at the Society of American Archivists 1974 annual meet-
ing was focused on the new concept of how to go about documenting a cul-
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ture. F. Gerald Ham's presidential address delivered at that meeting was to
become perhaps the most influential contribution to the archival literature in
the decade.

2

Colman and Ham were calling for the archival profession to proceed
systematically by preceding actual collecting efforts with appropriate concep-
tualization in order that the records acquired represent a balanced documen-
tation of history and culture. They addressed concepts such as informed
selection, representativeness, bias, skewing, gaps, acquisitions strategies, and
the universe of potential archival data that were largely underdeveloped in
earlier discussions of archival acquisition. That we now routinely consider such
concerns as a given, in theory if not always in practice, is a tribute both to Zinn,
Colman, and Ham's vision and their timing. The archival profession in the early
1970s was seeking to define a role for itself that would distinguish it from the
fields of librarianship and history, and the challenge of documenting our times
offered archivists an opportunity to claim a unique and attractive piece of turf.
To the extent that an objective of documentation was to diversify and enrich
the collective record with an improved representation of the records of
women, minorities, and the working class, it also provided an opportunity for
many archivists to bring their social values to work with them.

A few examples from subsequent contributions to the archival literature will
suggest how the concept of documentation has shaped the way we archivists
approach acquisitions and appraisal activity. Robert Shuster's discussion of the
ways that religious enthusiasm is manifested provides the basis for a better
understanding of the fact that certain phenomena or aspects of human activi-
ty are less likely to be captured adequately in written records. Linda Henry
cautioned against the particular vulnerability of special-subject repositories
to having their collecting strategies defined by current historiographic interests.
Andrea Hinding's insistence that collecting must be conceived of as an intellec-
tual activity emphasized the need to understand a phenomenon in all of
its complexity and to assess systematically the records generated by the
phenomenon. A recent volume edited by Nancy Peace moved in this direction,
defining appraisal as an archival function that should be grounded in a broad
conceptual understanding of an area of activity rather than on narrowly
focused characteristics of particular records.3

Recent applications of the concept of documentation have tended to
emphasize macro-level policy implications. The collaborative efforts of the Joint
Committee on Archives of Science and Technology and the SAA Task Force
on Goals and Priorities stressed the need to develop a national-scale documen-
tation strategy; to foster collaboration among creators, administrators, and
users of records; to engage in cooperative interinstitutional planning; and to
assess the value of archival records in the context of information contained in
all media.4

The purpose of this article is more modest. It is intended to offer an illus-
tration of how the concept of documentation can be applied to analyze and
refine the collecting and appraisal strategy of a particular repository. The
example draws on the experience of the Social Welfare History Archives at the
University of Minnesota-Twin Cities in its efforts to document the development
of voluntary-sector social services in the United States, with the assumption
that the approach utilized by the Social Welfare History Archives can be
applied in other settings as well.
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To begin at the end of the story, the conclusion that we reached was that
our existing collecting policy appeared to inadequately represent the perspec-
tive of the consumers of social services. In order to understand how and why
this came to be the case and how the policy was corrected, it is necessary to
describe two lines of development: an emerging interest in the subject area,
i.e., the circumstances that motivated archivists to select and preserve records
and researchers to use them; and the nature of those developments in the so-
cial services field that require documentation.

The Archival Context

Archivists sometimes bemoan the extent to which their collecting and
processing emphases respond to prevailing research interests, and many aspire
to anticipate future research trends as a means of breaking out of the reactive
cycle. In truth, archivists and historians tend to move more or less in tandem,
for both find their professional priorities shaped, at least in part, by prevail-
ing societal values. Emerging archival interest in social service and records
documenting such service paralleled a similar interest in the history profession
and among the general public.

Until about 1960 there was very little collecting being done in the area of
social services. Most likely to be collected were the personal papers of reform-
ers such as Frances Perkins, Jane Addams, and Lillian Wald who were signifi-
cantly involved in public policy debates. Relatively few repositories were
involved; most notable were Radcliffe College, Columbia University, the
Library of Congress Manuscript Division, and the State Historical Society of
Wisconsin. Excluding public records in state and national archives, almost no
organizational or agency records were under the jurisdiction of archivists and
manuscript curators. 5

During the late 1950s the Social Welfare History Group, a committee of
historians and social work educators, identified as one of its chief concerns the
need to preserve social welfare records under proper conditions. Vaughn Bor-
net, then of the Rand Corporation, spoke to a joint meeting of the Society of
American Archivists and the American Association for State and Local
History in 1959 on "the manuscripts of social welfare," citing the need for profes-
sional archival intervention to ensure the preservation of welfare agency records.
Although he was not involved in any subsequent efforts, his remarks quite
accurately anticipated the direction of significant archival activity during the
following decade.6

Public perceptions and attitudes regarding social issues shifted sharply during
the early 1960s. Replacing a previously held assumption that poverty was on
the verge of being excised from American society was a recognition that it was
in fact widespread as exemplified by President Lyndon Johnson's declaration
of war on poverty in 1964. Symbolic of this rediscovery of poverty was Michael
Harrington's seminal book, The Other America, which effectively captured
the reality of being poor in the midst of abundance.7 In the context of this
renewed awareness a number of new archival programs picked up on the cue
and made the acquisition of the records of social service organizations and agen-
cies a very important part of their collecting policies. The Social Welfare
History Archives at the University of Minnesota was the only repositorycollecting on a nation-wide scale the records of national non-governmental
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organizations in the welfare and service field. It was soon joined by four other
university-affiliated urban archives-the Archives of Industrial Society at the
University of Pittsburgh, the Manuscripts Collection at the University of
Illinois-Chicago, the Urban Archives Center at Temple University, and the Bal-
timore Region Institutional Studies Center-all of them attempting, in Fredric
Miller's words, "to collect and make available the records documenting the
whole range of urban life." All were established between 1963 and 1973 and
in each the records of organized social reformers and social service agencies
represent an important segment of their total holdings. At the same time two
existing repositories, the Archives of Labor History and Urban Affairs at Wayne
State University and the Chicago Historical Society, increased their collecting
emphasis in the area of local social service agencies.8

These developments reached a point that some felt could become excessive.
Writing in 1971, the historian Samuel P. Hays called attention to the "problem-
policy" bias of social history, citing too chummy a relationship between the
values of social historians and the social reformers about whom they wrote.
The historians relied too heavily on evidence generated by the reformers, he
said, because "organized social movements and written records of ideology are
the most convenient sources for historical research:' He was referring to the
propensity of reformers to begin by analyzing existing conditions, assuming
that no problem, properly understood and analyzed, could withstand the on-
slaught of rationally and systematically applied resources.'

The historiographic trend that Hays criticized was predicated almost exclu-
sively on historians' reliance upon the records created by reformers. Hays was
criticizing historians, but implicit in his remarks was a charge that mirrored
the one that Howard Zinn had leveled at archivists: although there was gener-
ally no shortage of available records of organized social movements, archivists
were on the verge of preserving a skewed documentary record that illumi-
nated social reality from only one point. In all the previous efforts to secure
the records of social service and social reform there was no perception that
clients or recipients might also possess a unique perspective worthy of
documenting. 10

The Social Context

The notion that consumers have certain self-interests and that they might,
from time to time, find it beneficial to band together to further those interests
is hardly new. Although consumerism may be identified more with goods than
with services in the popular mind, there is a long history of efforts on the part
of individuals and groups to influence the nature and extent of the services they
receive or wish to receive.

There are two trends of relatively recent origin that increase the importance
of the service consumer. The first is the growth in significance and in absolute
numbers of employees of the service sector of American society, to the extent
that some analysts refer to the "service society" as an era in the same way that
others speak of "post-industrial society." Whereas in 1950 the ratio of persons
employed in providing services as compared to those involved in producing
goods was roughly one-to-one, twenty-five years later it was better than two-
to-one in favor of service providers." These figures pertain to the entire service
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sector, including transportation, finance, utilities, entertainment, and tourism,
as well as human services. Even more dramatic increases can be cited in the
case of the social services. Between 1950 and 1975 expenditures for public social
welfare programs as a percentage of the gross national product tripled, and
increased more than ten-fold in dollar figures. The number of old-age, sur-
vivors, and disability insurance beneficiaries increased ten-fold, while the num-
ber of children receiving child welfare senices doubled. The number of
vocational rehabilitation cases served increased by a factor of five, and
membership in professional social work associations increased by a factor
of five.'12

Most of these statistics are drawn from just the public sector where tabula-
tions are more readily available. Taken in the aggregate, they may be summa-
rized simply by saying that dramatically more services are being offered to more
persons than ever before. This remains true, even in the face of Reagan-era
efforts to reduce both human services expenditures and the number of
recipients. It should also be noted that service consumers are no longer limit-
ed to the poor and oppressed, if ever they were. An adoption agency, for
example, might place most of its children with relatively well-to-do families.
All of this suggests a phenomenon of a magnitude sufficient to demand care-
ful attention by archivists committed to full and balanced documentation of
contemporary American society.

The second trend is in some ways a predictable extension of the first, name-
ly that there has been a marked increase in consumer involvement in the
social services, most notably during the 1960s but certainly not limited to that
decade. 3 The manifestations of this consumerism are widely varied. Most
obvious are the organizations that arise in response to problems associated with
existing services-as in the case of the National Welfare Rights Organization-
or as a self-help effort to provide services where no alternatives are available-as
in the case of the National Association for Retarded Citizens, begun by
parents of retarded children-or as some combination of these two variants,
as is most often the case. Many of the attempts to create new or alternative serv-
ices were initiated by groups alienated from traditional services, for example,
youths seeking non-judgmental assistance from hotlines and drop-in centers. 14

Other cases are characterized by efforts to obtain greater involvement in an
agency's decision-making process. The Economic Opportunity Act of 1964 that
created many of the human service programs of the "War on Poverty" required
"maximum feasible participation" by consumers of the services. By 1972 there
were sixty-five different requirements for citizen participation in fifty-seven
U.S. Department of Health, Education and Welfare (HEW) programs, and
many private agencies felt the pressure to adopt similar community involve-
ment structures. The application of the participation requirement was
enveloped in controversy. Daniel P. Moynihan gained much of his public visi-
bility through his critique entitled Maximum Feasible Misunderstanding:
Community Action in the War On Poverty. 15 The controversy however, should
not detract from the significance of the attempt to institutionalize consumer
or citizen involvement. If anything it increases the likelihood of continuing
research interest.

Another example illustrates the same basic forces at work under somewhat
different circumstances. Settlement houses, as developed in the late nineteenth
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century, were characterized by socially concerned middle and upper-middle
class persons becoming involved in bettering the conditions in poor working
class neighborhoods. The settlement workers, most of whom were young
college graduates, believed in what Jane Addams called "the reciprocal rela-
tionship of the classes." Compared with charity organizers and other early
social workers, they were remarkably sensitive to the needs and desires of the
poor, but still they were outsiders, coming in from another culture and rely-
ing on the sympathetic support of wealthy philanthropists who provided finan-
cial support. During the 1960s, residents of the neighborhoods served by the
settlement houses demanded control of the facilities and programs, which they
considered "colonialist." The makeup of boards of directors and staffs changed
dramatically, the latter being recruited increasingly from the ranks of the poor,
out of the conviction that graduate professional degrees were not the most
important qualification for or best predictor of effectiveness. The entire
emphasis shifted toward allowing the least economically favored to help them-
selves, and many institutions entirely dropped the term "settlement" from their
names in favor of "neighborhood center."' 16

There were other manifestations as well, particularly the provision of con-
sumer advocacy or ombudsman services. This emerged most visibly in the
health care field with the development of the patient bill of rights and the emer-
gence of the Society of Patient Representatives as a unit within the American
Hospital Association. Similar offices appeared in many other social service
agencies and programs.'7

Several common themes emerge in all of these developments. The key words
are participation, accountability, and quality. There was an increasing asser-
tion of the right of users of social services to participate in their delivery and
to expect a certain level of service, rights that existed both in judicial decisions
and in public consciousness. All of these developments marked an end to oper-
ating autonomy for agencies and their professional staff members, and to their
ability to determine policy independent of outside forces. Since the 1960s and
early 1970s the consumer movement has lost some of its crusading fervor and
subsequent citizen participation has appeared, at times, to be ritualistic. But
the machinery is still in place as is the conviction that consumers have rights.
In that sense, documentation that failed to reflect the consumer perspective
in social services would be seriously flawed.

Archival Implications

When seeking to document a particular subject, field, or phenomenon, a
librarian begins by attempting to identify everything that has been published
about that field, while an archivist must begin by conceptualizing a universe
consisting of the written records generated or accumulated by the participants
and observers of the defined field. Put another way, the question "what has
been written?" must be preceded by "who would have had reason to write by
virtue of involvement in the field?"

Application of this approach to the social service field can be represented
by the grid in Figure 1. The universe includes both individuals and organiza-
tions, whose roles are designated as planners, providers, consumers, and third-
party observers. The last category-the observer includes individuals or agen-
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cies whose involvement is not as direct, but who still have an interest in the
issues and activities that could result in the creation and accumulation of
relevant documentation.

The apparent simplicity of this theoretical construct is at once a strength
and a weakness. It helped to clarify a collecting gap that we intuitively knew
existed but had not been identified. Creating a consumer category, once done,
appears to be perfectly obvious and logical. In fact, it represented something
of a breakthrough. In many ways, it was not until we engaged in the formal
task of explicitly categorizing the basic components of our universe of poten-
tial documentation that the existing pattern of collecting and its implications
came into focus. The acquisitions policy of the Social Welfare History Archives
had, from the beginning, emphasized the records of national voluntary organi-
zations. They were readily identifiable, they represented a realistic collecting
scale to which we could aspire, and they afforded a logical starting point. Not
a great deal of attention was paid to what was not being collected.

On the other hand, the model oversimplifies reality in that the categories
are not necessarily mutually exclusive. As has already been suggested, consumers
have frequently organized to provide services for themselves. In fact, the self-
help groups might almost be viewed as a distinct category altogether. Further-
more, roles change over time. What begins as a spontaneous, grass-roots
response to problems with existing conditions and services can, and often does,
lead to the establishment of a new agency or organization dedicated to the
provision of a previously-unavailable service. The history of the social work
profession embodies just such a shift from cause to function. The provider-
consumer dichotomy implicit in the model can have the unintended effect of
casting consumers in an exclusively passive-recipient role. Clarke Chambers
argues compellingly that historians have focused too much on the formal social
services and have failed to appreciate that for most persons the first and primary
source of support in times of need was the informal network of
family, friends, and church. Only when these failed, he suggests, were persons
likely to seek or accept the intervention of public or private social agencies.
Our application of the documentation model must be sensitive enough to take
this phenomenon into account.' 8

The suggestion that we begin the documentation process by identifying all
possible participants should not be extended to assume that one learns about
consumers only by consulting records generated by consumers. To the extent
that consumers have successfully penetrated provider organizations and agen-
cies or, in the alternative view, been coopted by them, the institutional archives
can provide a detailed picture of its consumers. Several examples will illustrate
this point.

Case records provide a rich, and largely untapped, source of information
about individuals and families. Problems associated with their bulk and con-
fidentiality have discouraged both their acquisition and use. Social workers
created records to differentiate one individual's circumstances from another's
and, in doing so, created a record type every bit as complex as the interplay
of circumstances, events, and personalities that it records. Researchers must
allow for the biases and selectivity that are built into the recording process,
but the intricacy and intimacy of information (which sometimes extends over
a considerable length of time, in contrast to static census and survey portraits)
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provides a unique research source. A recent dissertation by Beverly Stadum
demonstrates how case records can be used to reconstruct the lives of poor
women and the families for which they were responsible.' 9

The records of a settlement house that has been transformed into a
neighborhood-based service center often reflect the shift to, and input from,
its new power base. For example, the records of the United Neighborhood
Houses of New York City include files on its government-funded preschool
education programs of the late 1960s. Included there are records of policy
advisory committees made up of parents, who were to be deeply involved
together with their children in the preschool programs. Though heavily
laden with evidence of the formal advisory process, the records also afford a
source of specific information on individual families and their conditions rela-
tive to young children, which is available only because of the existence of the
mandated participatory/advisory process. 20

The records of any of the Community Action Programs of the "War on
Poverty" era will be replete with documents relating to the establishment and
functioning of citizens' advisory committees-although they may tell research-
ers more about the process of attempting to achieve "maximum feasible par-
ticipation" than about the substance of the viewpoints of the new
participants. 2' In other instances records of the office of the client advocate or
ombudsman, the files of hearings resulting from grievances, the records of ad-
visory committees, those that document relationships with client groups, and
the records of the research office (to the extent that the agency engages in
consumer or market research) all provide evidence of various kinds of consumer
expression.

Valuable though these resources can be, they all reach the researcher only
after passing through a filter. They represent the consumer's views only as
mediated by the agency. At best they depict only a limited band of the broad
consumer spectrum. Transcending these limitations will require a systematic
collecting effort aimed at the consumers and their organizations. Without a
doubt it is easier to identify the providers because the agencies are, for the most
part, aligned with fund-raising federations and other networks of similar
agencies. Consumer groups are often relatively short-lived, less formally struc-
tured, and not conveniently aligned with a federation or listed in a directory.
The emergence of self-help groups-Alcoholics Anonymous, for example, and
parallel groups for battered women, separated and divorced spouses, and chem-
ically dependent persons-is sometimes attributed to a loss of faith in institu-
tions and professional expertise. Such groups may discourage record keeping,
let alone consent to transferring records to an archival repository. Consequently,
archivists face a situation that is potentially difficult but by no means im-
possible.22

The experience of the State Historical Society of Wisconsin in assembling
its Social Action Collection offers an instructive model, both in terms of a
method for proceeding and a validation of the worthiness of expending the
effort. During the 1960s and early 1970s the Society sought to document the
civil rights, anti-war, and other movements for social change and social
justice. It utilized graduate students as well as staff members, many of whom
were active participants in the movements themselves, as field representatives.
They assembled an unrivaled collection of unpublished records and papers and
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ass6ciated print/near-print materials that might otherwise have gone
unpreserved. On the other hand, the experience of the Cornell University
Department of Manuscripts and University Archives in its efforts to document
the experience of individual soldiers during the Vietnam War underscores
potential difficulties. Problems related to the stability of the advocacy group
on which Cornell relied for entree to the veterans whose papers it sought,
together with inadequate funding, limited the success of an highly imagina-
tive project in terms of the quality and quantity of documentation that the pro-
ject was able to assemble. Although it was not technically related to consumers
of social services, the Cornell project's focus on documenting a large scale
phenomenon from the individual, grass-roots perspective is sufficiently
similar to serve as an instructive example. The contrasting results of these two
projects suggest that an archival institution interested in grass-roots, consumer-
generated records should be prepared to undertake a sustained project and to
go to great lengths to establish its credentials in the community of potential
donors. 23

To the extent that the records of agencies and other providers offer
inadequate representation of the consumer perspective, the full and balanced
documentation of public programs represents a special challenge. With the
infrequent exception of repositories that handle local public records as well as
private manuscripts, the scope of a typical government archives program does
not include the acquisition of consumer records. This responsibility must be
assumed by other repositories.

Assuming that we were to supplement the predominantly planner-provider
sources by identifying and acquiring the records of various consumer-oriented
groups and the personal papers of their leaders, what would we have accom-
plished? To answer that, it would be useful to try to visualize the basic types
of inquiry that could be based on research in the sort of records that have been
described. First, researchers could study consumers as part of the agency or
service process with the focus on the process itself. Consumers would be
important for the perspective they provide and the role that they play. 24

Second, researchers could study consumer organizations or individual ac-
tivists in their own right. Such a study might want to investigate the nature,
characteristics, internal dynamics, and functioning of a voluntary organiza-
tion which just happened to be concerned with a particular kind of social
service.25

Third, the focus could be on consumers as representative of a segment of
society, a group larger than the ones documented specifically-either the
total consumer population (not just those actively involved in a group
process) or even a larger socioeconomic class of which the consumers can be
claimed to be a representative component. 26

The consumer-oriented records that we are most likely to acquire are those
of consumer activists, i.e., the groups and individuals who assumed leadership
roles in the effort to influence policy in some way. Their records and papers
speak most directly and representatively to the first two categories of inquiry
above, but they are less useful as a basis for documenting the experience of large
segments of society. The Vietnam War Veterans Archives aspired to document
the experience of the ordinary enlisted soldier, to transcend what would be con-
tained in the records of veterans' organizations. That goal proved to be extraor-
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dinarily difficult to attain. Case records. or other systematically compiled data
on individual clients, appear to remain the best source for studying the broad
range of consumers and the socio-economic groups of which they are a part,
assuming that such records are available

Clearly, consumerism is not as passionately active or as ideologically inflamed
in the 1980s as it was in the 1960s, or for that matter, in the 1930s; but it would
be a gross oversimplification and distortion to suggest that it is dead. True, many
community advisory boards may largely be going through the motions, and
many of the alternative, youth-oriented services that emerged during the
counter-culture years have disbanded. On the other hand, women's groups have
continued to lobby effectively for nonsexist treatment and increased oppor-
tunity and the aged, seldom mentioned in consumer activist terms in the 1960s,
later emerged in the form of the Gray Panthers and various senior federations
as one of the best organized consumer blocs today. Some agency heads report
that their more diversely-representative boards and committees continue to
make a very important contribution, and that the community representatives
are more sophisticated, if less shrill, in their participation. At the very least,
the mindset that assumes that the right of participation and the right to have
adequate service remains intact, as does much of the institutional structure set
up to ensure such rights.

All of this suggests that the goal of full and balanced documentation does
not come easily or naturally. It requires careful attention, both to the sources
from which records are obtained and to the contents of the records. This is
essentially a restatement of the essence of Goal One of the SAA Goals and
Priorities Task Force Report: that collecting strategies and appraisal techniques
of archival repositories must be developed in a way that achieves the identifi-
cation and retention of records of enduring value.27 The need to make a
conscious effort to capture the perspective of consumers or persons affected
by a particular type of activity is by no means limited to social services.
College and university archivists face a similar challenge in documenting
education from the student's perspective, as do religious archivists in the case
of their lay members. The same can be said in almost any other setting.
Formal institutional or organizational activities always lend themselves most
readily to the transmission of an enduring record for future generations. While
the concept of documentation offers no easy answers, its conceptual frame-
work helps to identify the options available to us and provides the basis for
making intelligent choices among them.
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RLIN, AMC, AND
RETROSPECTIVE CONVERSION:

A CASE STUDY
PATRICIA CLOUD

ABSTRACT For one year, beginning in October 1984, the Northwestern
University Archives was involved with eleven other large research libraries in
an archives and manuscripts retrospective conversion project sponsored by the
Research Libraries Group (RLG) and funded in part by a grant from the
National Endowment for the Humanities (NEH). This article is based on the
experiences of one institution involved in the project, and considers some of
the specific steps that RLG has taken to implement the new Archival and
Manuscripts Control (AMC) format, assesses the ways in which the new
format fits into the Research Libraries Information Network (RLIN)
national bibliographic database, and recounts the experience of creating records
in RLIN.

During 1984 and 1985, the Northwestern University Archives was one of
twelve participants in a project sponsored by the Research Libraries Group
(RLG). The project's goals were to expand the newly established national
online database for archival and manuscripts material, and to involve a
number of large research institutions in use of the newly available MARC (for
MAchine-Readable Cataloging) format for control of such material.

USMARC Format for Archival and Manuscripts Control (AMC), published
by the Library of Congress in 1985, is one of seven such formats devoted to
recording bibliographic information in machine-readable form. MARC has
been part of the Library of Congress's cataloging distribution service since 1968;
it was not, however, until 1985 that the MARC format provided a satisfactory
tool for control of archival and manuscript materials. The earlier MARC
Manuscript Format, published in 1973, was not widely used, principally
because it was designed chiefly to accommodate single-item manuscripts and
proved inadequate to the task of collection level description.'

The revision of the MARC format for archives and manuscripts was a highly
cooperative venture. The Society of American Archivists, through its
National Information Systems Task Force (NISTF), contributed heavily to both
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the development of a theoretical framework for the use of a standardized
format for control of archival and manuscripts material and, in extensive con-
sultation with the Library of Congress, to the format revision itself.2 The SAA
remains involved in the maintenance of standards for the new format.

Another important participant was the Research Libraries Group. RLG is
a consortium of university libraries and research institutions whose aims
include the development of shared resources among its member institutions.
Among RLG's principal programs is Technical Systems and Bibliographic Con-
trol, under which falls RLG's bibliographic utility, the Research Libraries
Information Network (RLIN). RLIN's online database functions chiefly as an
aid to library acquisition and processing of research materials, and addi-
tionally as an increasingly valuable aid in research and reference work. The
database contains records reflecting significant portions of the collections, in
all media, of over sixty research institutions, and so serves as a powerful tool
for bibliographers and others concerned with collection development. In 1982,
RLG began developing a system to be established in RLIN which could auto-
mate accessioning, processing, and retrieval of information about archival and
manuscript materials. 3 Throughout the life of the National Information
Systems Task Force of the SAA, RLG contributed to its deliberations as well. 4

Since the preliminary approval of the format in 1983, RLG has vigorously
pursued its implementation of the AMC format and the development of the
AMC database in RLIN. A pilot project involving Yale, Stanford, and Cornell
University libraries and the Hoover Institution,5 begun in January of 1984,
had by October of that year produced approximately 3,500 AMC records and
had helped to establish working standards for record creation. RLG also has
sought actively the participation of numerous repositories, among which are
the National Archives and the State Historical Society of Wisconsin.! In ad-
dition, RLG has sponsored a cooperative project, involving the retrospective
conversion of approximately 21,000 records describing archival and manuscripts
material held by twelve participating institutions, including Northwestern. The
project was funded jointly by the National Endowment for the Humanities
(NEH) and the Pew Memorial Trust. It began in October 1984, and continued
through March of 1986. The institutions involved in the project were Brown
University, Rutgers University, Columbia University, New York University,
the New York Historical Society, the University of Michigan, Johns Hopkins
University, the State University of New York at Buffalo, the University of
California at Berkeley, Brigham Young University, Dartmouth College, and
Northwestern University.

RLIN offers several major advantages to archivists. Many wonder whether
automation will genuinely improve information retrieval. RLIN's immensely
powerful searching capacity provides great flexibility in this regard. The data-
base includes over thirty searchable indexes. The "general" (i.e., utility-wide)
indexes include most significantly: personal name, title word or phrase, cor-
porate name, and subject word or phrase. Searches are very easy to construct:
a personal name search can be full or truncated; key words can be strung
together with or without boolean operators (logical characters that expand or
refine searches); title phrases can be used as they are encountered. Several
indexes may be included in one search, and it is possible to search across RLIN
files, to retrieve, for instance, the published and manuscript materials of an
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individual or concerning a subject. Local indexes are available for searching
the records of an institution. These include call number (or record group
number), record status, and, unique to the AMC file in RLIN, donor phrase
and donor word. The boolean capacities of RLIN encourage the greatest
precision in constructing searches and permit refinements of terms while
conducting searches.

The RLIN AMC file is designed to accommodate the archival practice of
using personal names to enhance subject access. Where in other RLIN files,
a personal name search would yield bibliographic records only of material
authored by an individual, in the AMC file, such a search would call up records
of material both by and about an individual. For example, searching the name
James Joyce in the AMC file in RLIN would provide the searcher with records
of material, such as literary manuscripts, created by Joyce; it would yield, in
addition, records of material concerning, but not created by, Joyce, such as cor-
respondence of associates in which Joyce is noted. RLIN accomplishes this by
indexing personal names in the Personal Name Index (which in AMC includes
the 100, 600, and 700 fields). The personal name may be coded as either prin-
cipal creator (100), correspondent (700), or subject (600) and be found in one
search of the Personal Name Index in RLIN.7

RLIN has taken another special step in implementing the AMC format,
which allows for administrative control as well as descriptive control of
collections. Two fields that have received special attention in the revision of
the manuscripts format are the 541 "acquisitions" and 583 "action taken" fields.
Both were "exploded" in MARC, that is, provided with many additional sub-
fields, in recognition of the great significance attached to actions taken on
archival collections, such as processing, and to the method of acquisition of
collections. Within these fields, the MARC format allows specification of the
source and means of acquisition, accession number, description of actions taken
(such as processing, exhibiting, lending) on the collections, and so on. 8 RLIN
chose not to include these fields in the bibliographic segment (that is, the
primary descriptive section of the record, all of which is public in RLIN; see
Figure 1), but rather to create a separate, associated segment in which the
material of the 541 and 583 fields for each item can be handled. This "archival
control segment" (see Figure 2) is represented by one or more screens which
appear following the bibliographic segment wherein all the 541 and 583 sub-
fields are presented with mnemonic tags. The display makes fairly intensive
use of these fields quite easy: information can be repressed; some or all of it
can be displayed in a split screen with the bibliographic segment (see Figure
3). Currently it is possible to record as many as forty administrative "actions"
within the archival control segment for most records. 9 This means that it is
possible to keep track of a wide range of actions associated with a collection
or its parts, including accessioning, processing, exhibiting, lending, and preser-
vation and conservation actions. The National Archives is currently testing the
flexibility of the archival control segment in a project with RLG designed to
track a sample of records through their life cycle. 10

Northwestern University Archives decided to participate in RLG's AMC
retrospective conversion project for several reasons, some general and some
specific to the repository. As an RLG member, the Northwestern University
Library supports the value of regional and national utilities as online union
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Figure 3
RLIN "Partial" Display

AMC Record

lists; the University Archives felt the significance of creating access to collec-
tions to be especially important where archival and manuscript materials are
concerned. The new format offered a means for integrating archival and
manuscript holdings into a national bibliographic network, and for gaining
experience in the use of the new format.

The University Archives felt a particularly strong need for experience using
MARC. The Northwestern University Library has been involved since 1970 in
developing and refining NOTIS (Northwestern On-Line Total Integrated
System), its own automated system for technical services, public access
catalog, authority record management, and circulation. Anticipating the
implementation of the AMC format in NOTIS, the University Archives felt that
the knowledge to be gained by using AMC in RLIN would be of value.
NOTIS implemented AMC in June 1986; the records created in RLIN by the
University Archives are ultimately to be transferred to NOTIS. Future records
created in NOTIS are themselves ultimately destined to be loaded into the
RLIN database.

In archival automation, as elsewhere, it is very difficult to isolate one issue
from another: getting involved with AMC means getting involved with Anglo-
American Cataloging Rules, 2nd. ed. (AACR2), 11 with the Library of
Congress Name Authority File (LCNA), and with all else that pertains to
library standards of description. No review of the arguments for standardized
description, or for the choice of one particular standard rather than another
will be attempted here,'12 except to say that automation per se does not require
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the kind of standardized description with which the Northwestern University
Archives became involved. Where, however, the issues of integration of archival
and manuscript materials in the larger universe of the bibliographic utility are
concerned, standardization of some sort is inevitable. The University Archives
accepted the standards developed by RLG for AMC.

What are these standards? In keeping with their wish to encourage the
growth of the AMC database, RLG established a minimum standard for
records which is quite basic:13 the only required fields are main entry, title,
dates, and extent (of material) or physical description. From this minimum,
which serves in part to accommodate newly acquired, unprocessed collections,
it is possible to elaborate records considerably. There are practical limitations
on the length of records which can be successfully indexed in RLIN, but it is
possible for a rather long record to accommodate well over 100 added entries
(or additional access points). Shorter bibliographic text can be associated with
more added entries, and vice versa. And, as noted before, up to forty "control
structures" are permitted within the archival control segment, with biblio-
graphic text of 1.5 pages and thirty-five added entries. 14

Description is based on Steven Hensen's revision of chapter four of AACR
2, Archives, Personal Papers, and Manuscripts: A Cataloging Manual for
Archival Repositories, Historical Societies, and Manuscript Libraries.'15

Topical subject headings are not required, but where any are used, one at least
must be drawn from Library of Congress Subject Headings (LCSH). It is quite
proper, in addition, to use locally established subject terms, which are specially
tagged in the AMC record. Form of personal and corporate names must be
established according to AACR 2; this involves searching of the LC Name
Authority File and the use of AACR 2 principles to establish names not
found there.

On the need and value of standardization of name form, there is not a true
consensus in the archival community. Some feel that the imposition of biblio-
graphic standards will result in the loss of important information, since many
archivists have traditionally used the fullest approach to establishing names,
including full middle names for individuals and place names for institutions.
AACR 2, of course, dictates use of the most common form whatever it may
be.'6 Henson recommends including fullest form in the note fields of a
record.'7 New procedures will involve, among other things, the use of biblio-
graphic authority files for the establishment of name form. Most institutions
will establish their own authority routines, which will depend on the resources
available to them. The LC Name Authority File is available online through
RLIN, 18 and searching is charged according to the amount of central process-
ing unit time which is used. In many places, particularly those associated with
research libraries, the LC file is available directly either online or on micro-
fiche. An authority routine can involve searching the local authority file of an
institution, the LC file, and a third step may be searching of the National
Union Catalog of Manuscript Collections (NUCMC) or the National Union
Catalog (NUC). Clearly the most efficient searches will be those that can be
ended with the first or second resource consulted. Unfortunately, archivists and
manuscript curators will have a high percentage of authority searches involv-
ing several steps. These will be commensurately time and money-consuming,
since many of the names from archival collections will not be those of authors,
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and so will not appear in the typical bibliographic sources. Ideally, an authority
routine would be completely exhaustive and include searching of local authority
files, the LC Name Authority File, NUC, NUCMC, and other appropriate
reference sources.

The routine followed by the University Archives was abbreviated and did
little more than conform to the minimum standard. Nevertheless, even the most
straightforward records took approximately one to three minutes per added
entry for authority searching. Where a conflict was discovered, it became neces-
sary to devote far more time to establishing forms. The Northwestern Univer-
sity Archives profits from the availability of the NOTIS online authority file,
which has been in operation since 1982 and has currently over 120,000 records.
Searches of both the NOTIS authority file and NOTIS bibliographic file
online, and LC Name Authority File online through RLIN were made. Since
virtually no manual files were used, those repositories with manual files can
expect to spend more than the one to three minutes reported here per added
entry in doing straightforward authority work. Thirty-six percent of the
added entries were found in the NOTIS authority file; 3 % occurred in the bib-
liographic file and not elsewhere; 22 % occurred in the LC Name Authority
File, and fully 37 % were not found in any of the sources consulted and had
to be established according to AACR 2 as new name entries. No new names
were added to the NOTIS authority file by the University Archives during this
project, although it would undoubtedly be wise to incorporate this step into
any future projects. What this may mean for repositories considering the cost
of standardization is not yet clear, but it will need to be evaluated.

The University Archives's involvement in the RLG AMC RECON project
began in October of 1984. When the project began, creation of approxi-
mately 1400 records was anticipated from four departments in the North-
western University Library. In addition to nearly 150 collections from the
University Archives, which included personal papers of many faculty
members and records of institutions such as the Dearborn Observatory in
Evanston, the project planned to draw on the manuscript collections of the
Northwestern University Library's renowned Melville J. Herskovits Library of
African Studies, the Department of Special Collections, and the Music Library.
Each of these departments holds significant manuscript materials, which range
from personal letters of John Maynard Keynes to papers and scores of con-
ductor Fritz Reiner and composer John Cage. Needless to say, since this mate-
rial has for years been housed, inventoried, and controlled by different depart-
ments in the library, a great variety of techniques for arrangement exists and
the form and degree of thoroughness with which these collections have been
described vary considerably. It was determined that 232 records were inap-
propriate for inclusion in the project, for reasons either of special cataloging
problems or of low potential for scholarly use. In the end, 1168 records were
created during the year the project ran.

There are two basic types of control for these scattered materials: a small
proportion, approximately 170, of the targeted collections had full descriptive
inventories, with thorough historical statements and summaries of the collec-
tions, in addition to container lists and, in many cases, lists of correspondents.
These were, not surprisingly, in certain ways the least troublesome records to
create. The AMC format permits lengthy statements and summaries which
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could in many cases be drawn directly from descriptive inventories; notes on
provenance and restrictions could also be taken directly from these full inven-
tories. Added entries could in the best of circumstances be drawn directly from
container or folder lists, and in general the establishment of subject headings
is quite simple in these cases. It is possible to generate a fairly complete AMC
record for a large manuscript collection by coding directly from a full descrip-
tive inventory, since AMC has been devised to accommodate this form of record.

By far the greatest number of records targeted for the project (approximately
900) were in the form of card catalog records. The greatest proportion of these
came from the Department of Special Collections and the Music Library, where
most records comprised either single-item manuscripts, of one or many leaves,
or small groups of manuscripts, of approximately two to three pieces each.
These materials are controlled by single-item manuscript catalog descriptions,
of the sort which was for years the preferred form. Most of these items merit
individual description, and this approach to manuscript description is just as
appropriate in the AMC format as is the collection level approach suitable for
larger groups of materials. Unfortunately, no card file is perfect. The entries
in the two main manuscript card files dated from several different eras and
from several different cataloging regimes, both national and local. The style
of cataloging varied greatly, as did its level: many of the records encountered
were simply too sketchy to use as they were, lacking dates or other significant
information. It was necessary to consult the manuscripts themselves to achieve
minimal cataloging standards in 19 % of the records. In another 23 % of the
records, reference work beyond the usual authority routine was required. In
many cases either the form or the choice of main entry had to be changed to
conform with AACR 2. This involved considerable record keeping, to avoid
the problem of creating access to a collection or item in RLIN which remained
accessible at Northwestern only in a highly eccentric way.

The project budget paid for one-half the time of one project archivist, and
one work/study student at twelve hours per week. The project coordinator was
initially to have spent one-half time on the project, but found that the demands
of the schedule required nearly full-time attention. As work progressed, the
project archivist spent nearly all project time coding worksheets. Some authori-
ty searching and most inputting were handled by a succession of work/study
students. The project coordinator divided time among training, coding,
authority work, review and proofing of all worksheets, and final proof of
online records.

For those anticipating involvement in a RECON project, the two most
important questions must be, How much will it cost? and How long will it take?
It is extremely difficult to generalize from one institution's experience to
another's. At Northwestern, costs ran somewhat higher than expected, large-
ly because record creating took longer than anticipated. The original estimate
of total cost per record (a figure that included RLIN charges as well as staff
time) was approximately $18 per record; the true cost was closer to $21.
Time spent on each record coding, searching, inputting, and reviewing was
recorded. For the larger, multi-piece collections, which had an average of four
added entries apiece, coding time averaged forty-one minutes, inputting
approximately twenty-two minutes. Searching and reviewing added approxi-
mately three to five minutes to the total. For collections controlled by card file,
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which generally constituted between one and twelve items per record, coding
took an average of eleven minutes and inputting another nine minutes; again,
searching and review added three to five minutes to the total. However, these
figures pertain to records in which no difficulties presented themselves, and,
as already stated, in nearly half of the cases (42 %), it was necessary to consult
the collection itself or to do some form of research on the material. Authority
work or cataloging questions which presented problems were kicked out of the
workstream and handled separately. If problems of evaluating material, tag-
ging questions, and authority work could have been isolated or eliminated, the
total per record figures of twenty-five and seventy minutes could have some
value in establishing theoretical conversion rates. It should be noted, however,
that if these theoretical rates are applied to the project we have just com-
pleted, we should have been able to finish within fourteen weeks what took
us a full year. What is probably a more useful figure is one calculated on the
basis of the total project: hours spent through the year divided by total output
yields the figure of 2.7 hours per record (or about $21 per record).

Direct benefits of such projects are difficult to measure. Ideally, a re-
pository embarking on a retrospective conversion project would gain better
control of the material described by imposing basic standards of description
on all the existing finding aids. Rationalization of terms-either by use of LC
authority files or by the imposition of a local authority system-is another
potential benefit which can greatly improve access to materials even without
automation. Wider access to information regarding a repository's holdings is
a major goal of any retrospective conversion project, but this wider access may
not bear fruit for some time. Both major national bibliographic utilities,
Online Computer Library Center, Inc. (OCLC) and RLIN, are available
directly to patrons only in rare instances; these utilities are designed primarily
for use by librarians in acquiring mass-produced materials. Therefore, AMC
records will generate few reference inquiries immediately. Ultimately, AMC
records on a national bibliographic database will become more and more avail-
able for direct patron access, but their presence there now will not be likely
to generate much new activity for some time to come.

AMC can replace numerous manual files within a repository, but there is
no reason that it need to. The ease of maintaining an online accessions record
may be offset by the possible difficulties of using such records where only one
or two terminals can be purchased and where they may not always be avail-
able for reference or processing activities. In many repositories, where collec-
tions are not of overwhelming size, maintenance of manual files, in addition
to or instead of using AMC for "archival control," may be preferred, particu-
larly where no local system exists to complement a national or regional
utility. In such cases, transactions costs can often seem not worth the gain in
speed of access and easy file maintenance.

Repositories wherein AMC can be most readily integrated with existing files
will certainly automate most painlessly and profit more quickly from doing
so. Where, for example, an authority file for headings is already in place, modifi-
cation to suit national standards need not be prohibitively time-consuming.
On the other hand, where varying qualities of description and idiosyncrasies
abound, converting to AMC may prove immensely disruptive. It hardly needs
to be pointed out, however, that for most, the first experiences with AACR 2
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and MARC will involve a great deal of learning by doing, a time-consuming
but valuable process.

ABOUT THE AUTHOR: Patricia Cloud is Assistant University Archivist
at Northwestern University. This essay is a revised version of a paper pre-
sented at the meeting of the Midwest Archives Conference, Columbus, Ohio,
October 1985.
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THE RESEARCH POTENTIAL OF
RELIGIOUS ARCHIVES:

THE MENNONITE EXPERIENCE
DAVID A. HAURY

ABSTRACT Researchers often bypass religious archives when they write
secular history. This article surveys seven broad areas of secular history in which
religious archives may offer resources: women's history, genealogy, economic
and business history, social history, politics, education, and ethnic history. The
Mennonite Library and Archives (Bethel College, North Newton, Kansas) serves
as a case study with examples of collections in each area. Although the article
attempts to create awareness of new resources among scholars, it also focuses
on the responsibility of religious archivists to shape and publicize their
collections for broader and more efficient use by researchers working on less
traditional topics.

During the last quarter of the nineteenth century twelve thousand
Mennonites, persecuted throughout Europe for their religious beliefs, migrated
from Russia and Europe to the central United States seeking freedom and
security. One large group of Mennonites from Russian Volhynia arrived in
Kansas in 1874. Upon leaving the train depot for their new homes on the
unbroken prairie, they passed an American grocery stand containing the largest,
reddest apples they had ever seen, with a glow quite unlike Russian apples. They
purchased several pecks to enjoy on the ten mile hike to their new farms, and
after walking a few miles they paused beside a small stream and chomped into
their refreshing apples. However, the first bite produced a stream of bitter juice
and tiny seeds; a few people panicked and screamed that they had been
poisoned.

This story describing the Mennonites' introduction to tomatoes is only one
of many accounts of pioneer life found among the church records and diaries
in the Mennonite Library and Archives (MLA), North Newton, Kansas. It
exemplifies the wealth of information that secular historians may discover when
they take the time to conduct research in religious archives. Collections
such as those found in the MLA often can provide much more than simple anec-
dotal or illustrative material; many of the records contain unique information
that may fill important gaps in the existing documentary record, or add a new
perspective on certain subjects.

Scholars should remember to consult such religious archival collections as
they conduct research, but more important, religious archivists should learn
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to promote their collections to secular historians who stand to benefit from this
largely untapped lode of information. The core collection and supplementary
holdings of the MLA serve as a good case study showing the variety of avail-
able resources, and the ways they might be promoted by archivists and used
by researchers.

Founded in 1936, the Mennonite Library and Archives contains the records
of the General Conference Mennonite Church.' Like most denominational
archives, the MLA has records from a central administration, including a treas-
urer, executive secretary, and various support services. The General Confer-
ence Mennonite Church sponsors a foreign mission program, which accounts
for a majority of the church's staff, expenditures, and, of course, records.
Evangelism and home (or social) missions programs produce additional records
as well as a variety of periodicals, newsletters, Sunday School materials, and
books. Supplementing these archival resources from the denomination are
personal papers from ministers, church administrators, and other leaders in
the community. These MLA archival collections have significant information
pertaining to seven broad subject areas of secular history: women's history,
genealogy, economic and business history, social history, politics, education,
and ethnic history.

Women's history has been one of the fastest growing areas of historical
research in the past decade. Yet many researchers have found the archival
resources in this field to be limited. The same is true with any field of history
which looks at the past from the "bottom up," and it is also the case with groups
which were not in positions of power and did not leave records. Religious
archives such as the MLA are an important exception to this trend. Although
women could not until recently serve as ministers or administrators in most
denominations, they played very important roles as deaconesses or missionaries.
Women often had their own separate church organizations and mission
support groups, the records of which are keys to the ideas and activities of
women. Mennonite women became active outside the local congregation
during the first quarter of the twentieth century and focused primarily on
missions and relief work. For example, an MLA collection from the local
chapter of the Women's International League for Peace and Freedom docu-
ments reactions to international affairs and local campaigns to promote peace
and justice.2 Another from the Women's Missionary Association of the General
Conference Mennonite Church documents a group which has been active in
missions since the turn of the century. This organization represents one of the
first efforts of Mennonite women to establish a semi-independent route of
service and involvement in a denomination with only men in leadership
positions.3 The deaconess movement played a similar role for Mennonite
women. The MLA has the papers of the deaconesses who began Bethel
Deaconess Hospital in Newton, Kansas, in 1908. 4

Although secular society also had women's organizations early in this
century, groups with a religious connection or purpose are perhaps more
numerous and often better-documented. Although recent surveys of women's
history materials include many collections relating to women's organizations,
much information is still hidden in religious archives, since archives of local
congregations, in particular, are seldom included in such surveys.

Perhaps the greatest contribution religious archives can make to the study
of women's history is in the area of documenting the careers of individual
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women. For example, the MLA has several collections of papers from female
missionaries. Aganetha Fast was born in Minnesota in 1888 and served in China
from 1917-1941. Miss Fast, who died at age 93, wrote numerous accounts of
her mission experience. 5 Her extensive correspondence details the life of a
single female missionary and includes a dramatic escape from the Japanese
invaders at the beginning of World War II. Wilhelmina Kuyf and Marie
Regier were other Mennonite missionaries in China 6 whose papers are valu-
able sources of information for understanding the role of women missionaries
and Christian missions in the third world.

A second major area in which religious archives serve the secular public is
genealogical studies. Many congregational record books at the MLA were
carried to Kansas from Europe or Russia and date back to the early nineteenth
century. A few trace families to the eighteenth century or earlier. Constituent
congregations deposited these records, which were in a few cases photocopied
or microfilmed. Since family history is extremely popular, a religious archives
may add special resources for genealogists. The MLA, for example, has dozens
of microfilmed ship lists and census records. Most important, several hundred
published Mennonite family histories also supplement the archival resources
pertaining to family history. These other materials often provide the key to
locating families in the church records. For example, finding a family on the
census or ship lists will usually assist the researcher in determining the appro-
priate church records to search. A religious archives is a natural place to
seek genealogical information about ancestors who were members of
the denomination.

Religious archives such as the Mennonite Library and Archives also may serve
as a resource for economic and business history. This third area may seem
unlikely for a religious archives, but denominations often have a complete and
long-term set of financial records, which are usually more accessible than those
of many corporations. Recently, the MLA has become the archives for several
Mennonite owned and operated businesses. The records of the Buhler Mill and
Elevator trace the history of this firm, and the operation of the Herald
Publishing Company is detailed in another major collection obtained by the
MLA.7 Although not many religious archives will contain independent busi-
ness records, they still provide opportunities for scholars to study fund-raising
techniques, reactions to economic trends, and structures of financial and
managerial organization. Even a relatively small denomination will have a
budget of several million dollars and operate in a manner that might be stud-
ied by business students who may learn much from the structural chart and
personnel procedures. For example, church charities endeavor to spend very
little on administration and are thus very efficient operations. Church organi-
zations also tend to foster high employee morale, cooperation among per-
sonnel, and unity of purpose. Some corporations could learn from studying the
streamlined organizations of denominations. Perhaps the techniques used in
Japanese industry are not as unique as Americans have assumed.

Another popular area for historical studies in recent years has been social
history. Many denominational archives have extensive records documenting
social ministry programs. The General Conference Mennonite Church has had
a Peace and Social Concerns Committee since the 1950s and the publications
and activities of this committee reflect the attitudes of society towards social
issues. One can study the Great Society programs of the 1960s, the welfare pro-
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grams of the 1970s, and the budget cutbacks of the 1980s by examining their
influence on the needs that churches have attempted to meet. Even subtle
changes in social philosophies are reflected in church publications. While many
of the social programs or institutions of denominations are permanent or long-
term (hospitals and orphanages), a tremendous variety of efforts to meet more
immediate needs illustrates the unfolding of social history. The records of prison
ministries or counseling services for unwed mothers are examples. In addition,
the MLA obtained the papers of the Kansans Concerned About Vietnam, a
group based in Ellis County in the late 1960s and 1970s. This collection docu-
ments one special phase of the national protest against American involvement
in Vietnam.

Social history is closely related to the fifth area: politics. The General
Conference Mennonite Church speaks out frequently on political questions,
and the concerns expressed by religious leaders and denominations often
reflect the political climate of the country. Certain political candidates may
be endorsed or rejected by denominations. The church may speak out on
issues such as abortion or capital punishment. The MLA contains numerous
records documenting attitudes toward war and the selective service. The his-
torian should remember to consult religious archives when writing about
political events, especially in recent years as movements such as the Moral
Majority have entwined religion and politics more closely in American society.

The field of educational methods and curriculum development is a sixth area
in which scholars might find information in a religious archives. The MLA has
complete sets of Sunday School materials for several age groups dating back
over fifty years. These resources reflect the theology of the church and on
another level its educational philosophy. Thus they also allow the student or
educator to study the teaching techniques used by the church. A trip to the
local religious archives might supplement curriculum material available in the
university or college library.

A final major area in which religious archives provide resources for secular
historians is ethnic history. Many religious archives, like the MLA, contain
materials predominantly about specific ethnic groups. These archives will have
many resources relating to ethnic or immigrant history. In fact, they are often
the only significant source of information about a particular ethnic group. In
the nineteenth and early twentieth centuries the church was the primary
organization to which most immigrants belonged; only labor organizations pro-
vide similar documentation for some groups and regions. The records of the
church thus contain much data about the immigrants' acculturation, as well
as social, political, and economic issues. Church conference reports and minutes
describe even the migration and expansion of immigrant populations. For
example, in the 1890s hundreds of Mennonites migrated from Kansas to
Oklahoma and participated in the various runs into the Indian Territories.
Church records carefully document and explain this movement. Several books
and articles have been produced on these topics by historians using the MLA.
Dennis D. Engbrecht's recent dissertation examined "The Americanization of
a Rural Immigrant Church: the General Conference Mennonites in Central
Kansas, 1874-1939" (University of Nebraska, 1985).

The ethnic materials of the MLA are not exclusively Mennonite. A recent
NHPRC grant preserved several thousand endangered negatives of Hopi and
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Cheyenne Indians taken by Mennonite missionaries around the turn of the
century. These photographs have been used in several scholarly monographs
and also published in history textbooks. Thus the MLA has become a center
for the study of native Americans.

The Mennonite Library and Archives, like many other religious archives,
has a number of unique collections outside these seven primary areas which
might be of interest to the secular historian. Although larger denominations
cannot collect local history materials from every community where they have
members, many resources of the MLA extensively document the local history
of certain areas because Mennonites have tended to cluster in about a dozen
states and within a few counties in each of those states. The archives of larger
denominations exhibit less focus on particular regions or communities, but they
also are sources for local history documentation. For communities where
Mennonites reside, the MLA acquires books and other materials to supplement
the archival holdings. For example, the records of eight one-room school houses
portray life in pioneer settlements in central Kansas. These materials also
provide information about education in this region from the 1880s through
the 1930s.

Musicology is another area of secular research where MLA resources
provide information. The MLA has one of the country's largest collections of
song books and hymnals. The hymnals are from many denominations, and
manuscript collections support research in the published books. Several new
song and hymn books have been compiled using these resources, including one
recently in the Cheyenne language. Scholars using this collection have also
written papers describing the development of hymnody in the United States.

The collection policies of a denominational archives will have a major
impact on its ability to serve historians interested in secular themes. The
Mennonite Library and Archives is unique among religious archives because
of its extensive supplementary collections. Most denominations do not indepen-
dently sponsor a library with thousands of volumes (20,000 + in the MLA) as
part of their archives but rely on the denomination's institutions of higher
education to collect published resources. Few archives have hundreds of oral
history interviews or reels of microfilmed ship lists, census records, and even
European church records.

This study has focused on the possibilities of promoting and using resources
in the Mennonite Library and Archives for secular historical research. Since
other denominational archives will have both similar materials and other sub-
ject strengths, researchers should make it a practice to inquire about religious
archival resources when probing secular topics.

However, for archivists who wish to develop the use of their holdings by
secular historians, it is not sufficient to simply dispense information about
materials available in religious archives. Such archivists should also re-
member the following general guidelines which may help them to evaluate and
implement their plan.

First, religious archivists must determine whether they really want to serve
the secular scholarly community, and whether their holdings will support such
an initiative. A religious institution may view its archives as existing solely for
the use of church officials, and its collection may consist of only the inactive
files of the central administration. The archives that does not have any con-
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gregational records, personal manuscript collections or supporting materials
may have relatively little of interest to secular historians. Furthermore, it may
even contradict the policies of some institutions to serve researchers outside the
denomination. One such religious archives has even asked scholars to sign a
statement agreeing not to write on themes which might "damage" the church.
With such restrictions, secular historians will rarely be persuaded to utilize
religious archival holdings.

Second, visibility and the active promotion of secular topics is essential for
those who wish to attract secular researchers. Most religious denominations
are associated with some institution of higher education. Some archivists
achieve success by promoting research topics that correspond to the interests
of students or curricular offerings. Although senior academic scholars usually
arrive at an archives with topics fixed in their minds, some may be willing to
explore new ideas and respond to suggestions from archivists. Archivists who
are not directly associated with a college or university may not have so
obvious an opportunity, but they may still develop relationships with area
educational institutions. The MLA announces the addition of every important
collection not only in church newspapers, but also in other MLA publications
and in local secular newspapers.

The third and final conclusion is obvious: every archives is unique and has
a different balance of resources, priorities, and needs. This fact has a strong
impact upon the responsibilities of every religious archivist to publicize and
promote the use of his or her collections. Not every archives will have the
resources to match the interests of every secular user unlike history, an
archives cannot be all things to all people. The seven subject areas summarized
in this article are simply general possibilities based upon the holdings of the
Mennonite Library and Archives. Other archives will have strengths in com-
pletely different areas. It is important for religious archivists to develop
collecting policies that build upon the strengths of their denominational records.
They should also remember that many "religious" records may be of interest
to secular historians, and that it is the special responsibility of the religious
archivists to inform the secular researcher about potentially useful material.

ABOUT THE AUTHOR; David A. Haury is the Director and Archivist of the
Mennonite Library and Archives in North Newton, Kansas. An earlier version
of this paper was read at the Midwest Archives Conference, St. Louis, October
30, 1981.
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List of Pre-1847 Court Records in the State Archives. New York State Archives.
Albany: Office of Cultural Education, 1984. 18 pp.

Selected Records Relating to New York State Canals. New York State Archives.
Albany: Office of Cultural Education, ca. 1985. 13 pp.

Civil War Records in the New York State Archives. New York State Archives.
Albany: Office of Cultural Education, ca. 1985. 5 pp.

Selected Records in the State Archives Relating to Women: A Descriptive List.
New York State Archives. Albany: Office of Cultural Education, 1985. 41 pp.

These four finding aids, issued by the New York State Archives from 1984
through 1985, concern pre-1847 high court records and the subjects of canals,
the Civil War, and women. The format for each is offset copy with a
standardized cover sheet announcing contents.

The finding aid on pre-1847 court records describes how in 1982 the New
York Court of Appeals ordered transferred to the State Archives nearly 3,000
cubic feet of judicial records from: the Court for the Trial of Impeachments
and Correction of Errors, 1777-1847; Supreme Court of Judicature, 1797-1847;
Court of Chancery, 1684-1847; and Court of Probates, 1664-1823. For these
records only a few plaintiff and defendant indexes exist. The finding aid is
divided by type of court and thereunder gives a checklist of 214 record series
which includes the series number, title, dates, and quantity. For the Supreme
Court of Judicature, which has the largest number of records series, series are
grouped by types of records (e.g., Special Bail Books and Reports of Judgment
Awards). The finding aid further indicates that in the second half of 1985, the
Archives will issue a more detailed inventory of these records. "The inventory
will contain a background history, an outline of the recordskeeping practices,
and indepth descriptions of the records of each court."

The subject of canals is addressed by a finding aid which describes fifty-two
record series which range in date from 1817 to 1948. They are arranged under
twelve record groups which vary from the Canal Commissioners to the
Collectors of Tolls. No administrative histories are offered. For each series the
title, quantity, and a narrative description is given.

The finding aid concerning the Civil War almost exclusively concerns records
related to military service. For each of the twenty-one series, shown is the
title, dates, and a narrative description. Statements of office of origin and quan-
tity are unevenly found.

Women is the subject of a finding aid which was prepared for the National
Women's History Week held in March 1985. This 41 page document describes
116 record series under 23 record groups. All three branches of government are
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represented. For each record group an administrative history is offered and for
each series the title, dates, quantity, arrangement, indication of indexing, and
a narrative description is presented. As stated in the introduction, "Because
most state programs deal with the population as a whole, without regard to
sex, it is difficult to isolate records that pertain solely to women's history is-
sues. This finding aid identifies selected records likely to have the most usable
information for the study of women's issues and history." Obvious series were
selected such as Parole Board Female Inmate Case Files, 1920-1930, from the
Auburn Correctional Facility. For other series the connection is less apparent
as in the instance of the Subject Files of the Commissioner's Office, 1952-1983,
of the Department of Health which in part concern the issue of abortion. Most
of the series are from the Executive Branch and range from such record groups
as the Council on the Arts to the Department of Audit and Control. From the
legislature represented are the Factory Investigating Committee with records
from 1912-1915 and those of the Joint Legislative Committee to Investigate
Seditious Activities which was in place from 1919-1920. Records from the
Judicial Branch include several series noted in the pre-1847 court records
finding aid as well as more recent appellate case records. The Archives
plans revision to this finding aid "as more detailed descriptions of its
holdings are developed and as new records with information on women's
history are accessioned."

Researchers interested in pre-1847 court records, canals, the Civil War and
women in the Empire State will no doubt find these four finding aids useful.

Robert Bailey
Illinois State Archives

Reference Services in Archives. Edited by Lucille Whalen. New York: Haworth
Press, 1986. 210 pp. Hardbound $34.95; Paper $24.95; 5 or more copies
@ $14.95.

Reference services have received far less attention in the literature than have
appraisal, preservation, and arrangement and description. It is a pleasant sur-
prise to discover an entire volume devoted to the subject. This work, edited by
Lucille Whalen, manages to address the many different reference service
issues which exist within the vast array of types of archives, from state to
religious to business. The need for written procedures, for knowing your clien-
tele, for security, and for automation are among the topics addressed in each
of the articles in the volume.

Dealing with users (clientele, patrons, researchers, donors, etc.) many times
is frustrating because the user has not adequately prepared for his/her research.
Also, the primary user of archives is no longer the history scholar/professor. The
users of the present day are tracing their family histories; determining the
location for new bridges, tunnels, or other structures from old engineering
records; studying the patterns of the spread of nineteenth century epidemics
to predict the spread of current diseases; doing research for courtroom
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battles or other types of legal research; writing fiction that stresses historical
accuracy; and doing "standard" historical research, to list just a few present
day research areas. Many times the researcher has not been to an archives previ-
ously and has not been to a library in years. For these researchers, it is clear
that they need to have accessible written policies and procedures along with
our patience and understanding. This is the concensus of the authors in this
volume. Elizabeth Stewart in, "Archival Reference at a Technical University,'
refers to this as "educating our patrons," and represents primary research as
a "continuum with other library research." As our users continue to change,
they require more time, instruction, and understanding.

One method of educating our users is through the continued practice of pub-
lishing guides and other finding aids. Guides are excellent tools for both users
and archivists. Philip Mason in "The Challenge of Contemporary Records:
Reference Service in a Labor and Urban Archives" mentions that the Reuther
Library has collected published guides and finding aids from other archival
institutions.

Women Religious History Sources: A Guide to Repositories in the United
States has alerted researchers to the wealth of materials in religious archives
and also more importantly to their locations. A quick check of the National
Union Catalog of Manuscript Collections (NUCMC) has saved many research-
ers a costly trip and/or the delightful discovery that the collections which they
need are in a local repository. NHPRC's Directory of Archives and Manuscripts
in the United States gives researchers information on location, hours, copying
facilities, access, holdings, guides, and holiday closings for the listed institu-
tions. Archivists need to inform users about these and other guides, as the
authors in this volume mention again and again.

Automation is here to stay. It is changing and will continue to change the
reference process. The changes will dictate our listing of subject headings, the
statistics we keep, and even the need for users to come to an archival facility
for research. Katherine Gray Kraft and Anne Engelhart in "Remembering the
Women: Manuscript Reference at the Schlesinger Library" mention the use
of computers for storing inventories, compiling a database on the photograph
collection, and entering information on each collection in RLIN. Elizabeth
Stewart discusses the computer as a word processor for producing finding aids,
and notes that her repository's on-line computer will accommodate research
in the archives' finding aids by anyone with access to the institute's central
computer.

The Toronto Board of Education now accesses its artifact collection through
an automated inventory. The Chase Manhattan Bank uses a computer for
producing finding aids quicker, with greater accuracy, and with more com-
prehensive indexing than was possible when the work was done manually. The
LDS Genealogical Library has replaced its card catalog with a COM cata-
log, and has plans to network all of its branch libraries. RLIN is providing
"bibliographic control" and "archival control." There are local indexes for
retrieving information on collections and general and subject indexes for pro-
viding information on collections located in different archival repositories.
Automation is here and it is working. It will and does enable quicker produc-
tion of finding aids and makes a greater amount of information available
to researchers.
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The authors in this volume discuss numerous other issues, including restric-
tions on access, theft, the screening and registering of users, and the collection
of statistics. The work contains excellent articles on reference services,
procedures, and their applicability to a wide variety of archival settings.
It is interesting, useful, and I recommend it to all reference and non-
reference archivists.

Ruth Ellen Bauer
Division of Archives and Manuscripts

Minnesota Historical Society

Early Chicago, 1833-1871: A Selection of City Council Proceedings Files. By
Robert E. Bailey and Elaine Shemoney Evans. Springfield: Illinois State
Archives, 1986. 117 pp. Packet of 50 documents. Three ring binder. Available
upon request.

Those familiar with Windows to the Past will appreciate this newest offer-
ing of the Illinois State Archives. For the unfamiliar, the attractive, cost-effective
package consists of an envelope of fifty photographic document reproductions
on 81/2 x 11 inch ivory card stock, numbered in chronological sequence, with
transcriptions on the reverse, and a looseleaf notebook instructor's guide. The
guide has eleven double spaced typed pages of introductory material includ-
ing objectives, use of documents, historical background, and further readings.
Following a list of the documents included, the guide then devotes two facing
pages to each document, providing a brief explanation of the document's con-
text and content, listing some points to consider in discussion, noting related
documents in the packet, and repeating the transcription for easy reference.

The introduction clearly states that the packet is intended to supplement
American history classes with the hope that it will "also invigorate' such study.
Actually, this packet and Windows to the Past could form the basis for special
electives or projects on state and local history as well. It is obviously for secon-
dary school use, but it could certainly be used at other levels both up and down
the education scale. We have found that with adequate preparation students
at the fourth grade level have a remarkable appreciation for original documents.

Regarding the use of the documents, the introduction indicates that the
broad "somewhat artificial" categories of economic, political, and social con-
ditions were used in selection. Documents were specifically selected so that there
would be related "documents through which a student or students can pro-
duce syntheses." The suggested sources are intended to provide the means for
students (and teachers) to "help clarify a document and place it in perspec-
tive." Intentionally, "most of the documents . ..create questions which
cannot be answered from their internal content alone." My only quibble at this
point is the suggestion that students start with the transcription of some diffi-
cult documents. Our teachers have indicated that the process of deciphering
a document creates interest, commitment, and a high level of satisfaction when
properly directed.
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These documents are marvelous additions to available sources and provide
a model for what most local government units could produce-perhaps lack-
ing some of the "color" of Chicago, but perhaps not. Human characteristics
tend to surface in document study, providing remarkable continuity. The
incorporation vote, for example, contains a negative vote from a Cook
County justice of the peace who was probably ineligible to vote anyway; the
fire company in 1835 petitioned to better inadequate equipment and facili-
ties; citizens in 1844 wanted to mingle "useful knowledge with rational
entertainment" in a new museum; violations in disposal of garbage in 1847
necessitated appointment of a city scavenger; and there are honors, relief
petitions, taxes, censuses, and the myriad concerns of growth. Also of note in
this packet are several documents having to do with the Fugitive Slave
Act of 1850.

Both the Illinois State Archives and the National Historical Publications and
Records Commission, which partially funded the project, are to be commended
for this production. More institutions need to reach out in this way to demon-
strate their rich holdings and to indicate the value for future history of the
sources being created in the present. The schools are an excellent place to
begin creating an understanding of the role archives play in society. Any insti-
tution could undertake document packets on a smaller scale and begin
winning future supporters.

Pamela J. Bennett
Indiana Historical Bureau, Indianapolis

Appraising the Records of Modern Science and Technology: A Guide. By Joan
K. Haas, Helen Willa Samuels, and Barbara Trippel Simmons. Cambridge,
MA: Massachusetts Institute of Technology, 1985. 96 pp. Appendixes and
index. Paper. $7.00 SAA members, $9.00 others.

The Massachusetts Institute of Technology (MIT) appraisal project followed
closely on the heels of the report of the Joint Committee for the Archives of
Science and Technology (JCAST) which called for action by archivists to
preserve documentary sources related to the records of modern science and
technology. This work is a natural first step from JCAST's "call to arms"; it
attempts to fill the void of appraisal information for field work as well as for
the arrangement and description of individual collections.

Appraisal guides routinely suffer from presenting criteria that are too broad
to be useful or too narrow to be applied generally. The authors are aware of
these dangers and caution against rigid adherence to any universal guidelines.
The problem is largely avoided by their approach to appraisal, which empha-
sizes foremost the need to understand the activities involved in science and
technology and their documentary requirements. The guide divides the world
of science and technology into personal and professional activities, and scien-
tific and technological activities. The former is familiar ground for most
archivists, and the guide moves swiftly through this section. The second
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section is charted according to component parts of the scientific and techno-
logical process, starting with the decision to pursue an idea or project and
ending with the dissemination of information from its results. Discussion of
appraisal considerations is therefore focused on the activities rather than
record "types."

This emphasis is mirrored in the organization of the guide. Nine stages of
the scientific and technological process are explored, followed by a discussion
of "appraisal considerations." While specific types of records are mentioned in
these sections, the guide does not prescribe what constitutes the correct set of
records to preserve, but prompts the archivist to ask the correct questions in
order to arriye at proper appraisal decisions. The section is often followed by
case studies taken from appraisal work conducted at MIT. The result is a good
amount of appraisal information that is broadly applicable to a wide range
of situations.

The strength of the guide lies in how well the activities of science and
technology are divided and how closely they reflect real practice. The authors
readily acknowledge that their model of the scientific and technological process
is an oversimplification and does not necessarily occur in such an orderly fashion
as presented. In spite of these shortcomings, it is an excellent introduction for
archivists beginning to collect in this realm, especially for college and univer-
sity archivists. Since work for this guide occurred at MIT, the process described
is biased towards an academic environment. It falters significantly when
applied to an industrial environment, particularly the section pertaining to the
administration of research and development.

Admittedly the guide was intended as a "starting point'" and it strives to pro-
vide leads to other sources of information. It describes twenty-nine "discipline
history centers" that may be approached forfurther information relating to
specific subjects areas such as computing, forestry, physics, and psychology.
It also includes a helpful bibliography of selected readings in the history of
science and technology. Archivists faced with technical material beyond their
comprehension are often urged to seek advice of experts, though the art of
effectively utilizing experts unfamiliar with archival work could easily consti-
tute a separate guide. The point of the authors is to get archivists involved with
those who are familiar with all or part of the activity, underscoring their
belief that the appraisal of records must begin with an understanding of the
activity to be documented.

It is this approach to appraisal that is the most provocative part of the guide,
and something that many archivists may not completely embrace. The guide
assumes that archival institutions have moved beyond a collection policy to an
implementation or "documentation strategy:' The strategy involves not only
choosing subjects of interest for collecting, but choosing specific activities that
will best represent each of the subjects. Proper appraisal, then, requires
understanding the activities, considering the entire range of documentation
available, and preserving those records that best document the activity. The
question is not whether this is the correct route to build archival collections,
but whether archivists command the resources to affect it. A frustrating
aspect of the guide is the number of questions that must be considered before
arriving at an appraisal decision. Some of the "considerations" in the guide are
research projects in themselves.
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A way around this requirement for more comprehensive understanding of
the range of documentation is to share and accumulate appraisal information,
an action advocated by the authors. Indeed, appraisal conducted as proposed
by the guide becomes practical only if individual archivists have access to a
body of information that would otherwise take a lifetime to develop. Whereas
in the past this notion would be utterly impractical, the development of shared
computerized databases and, to a certain extent, the rise of discipline history
centers, make it conceivable (see Max J. Evans' "The Visible Hand: Creating
a Practical Mechanism for Cooperative Appraisal" in The Midwestern Archivist
11:1 [1986] 7-13). Even if such ideas are unfounded, the MIT guide offers a useful
and informative introduction to the records and activities of science and
technology.

Bruce H. Bruemmer
Charles Babbage Institute

The Care of Antiques and Historical Collections, 2nd ed. Revised and edited
by A. Bruce MacLeish. Nashville: American Association for State and Local
History, 1985. 246 pp. Appendixes, index, illustrations. Paper. $13.45 members,
$14.95 others.

At first glance a review of a book on the care of antiques and historical
collections seems out of place in a journal devoted to archives. Still in the diver-
gent world of archives, many archival establishments may find this volume a
useful addition to their reference shelf. Among these might be the typical
depository of the "lone-arranger" which may serve not just as archives, but also
as museum for the institution; the college or university archives, some of
respectable size and scope, which have a museum function to perform; or
the library special collection that also contains rugs, furniture, and other
accoutrements, gift of the collection's major donor. And, the truth is, there are
very few of us archivists who do not have quite a few museum objects in our
collections. For many of us then, A. Bruce MacLeish's revision of Per E.
Guldbeck's classic will be an excellent quick reference. Fire protection, secu-
rity, storage, controlled environment are some of the topics discussed, with a
chapter each devoted to the care of paper, wood, leather, textile, ceramic, glass,
bone, and stone artifacts.

The editor notes that in the time since the original edition was published
in 1972 changes in techniques, materials, points of view, and methods of train-
ing have called for this revised and expanded edition. MacLeish has added 100
pages of text, but his major contribution is what is characterized as "a more
conservative viewpoint." Sprinkled liberally throughout the volume are itali-
cized warnings regarding the health and safety of the curators attempting to
apply techniques described in the book. Also, as in all good works dealing with
care and conservation, what not to do is an important part of the message of
this volume.

The editor notes that his goal was to provide "a reliable basis for caring for
an assortment of historically significant materials." As curator of collections
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for a major historical agency and a teacher of a graduate level course in the
care of museum objects, MacLeish is well qualified to cover the broad range
of subjects he addresses. Specialists in any given field may find minor points
to dispute, however. A perusal of the footnotes and suggested readings for each
chapter reveals that MacLeish makes full use of the wide range of titles that
the AASLH has published over the years, but some equally standard works seem
missing. In the treatment of paper and photographs, the two topics covered
in the book which are most familiar to archivists, publications of the Society
of American Archivists are notably absent.

But if MacLeish overlooked or ignored some obvious sources, his text does
not seem to have suffered, at least not in those areas which the reviewer can
judge. As the original edition proved to be, this revision should be a useful tool
for private collectors, curators of small museums, and probably even archivists.

Kenneth W. Duckett
University of Oregon Library

Directory of Archives in Milwaukee, Ozaukee, Sheboygan, Washington and
Waukesha Counties-State of Wisconsin. Compiled by the Archives Group of
the Library Council of Metropolitan Milwaukee. Milwaukee: Library
Council of Metropolitan Milwaukee, 1985. 29 pp. Paper. $2.50.

Directory ofjArchives and Manuscripts Collections in the St. Louis Area. Edited
and compiled by the Association of St. Louis Area Archivists Directory
Committee. St. Louis: Association of the St. Louis Area Archivists, 1985. 60
pp. Index. Paper, spiral bound. Free on request.

By almost any measure St. Louis, Missouri and Milwaukee, Wisconsin are
mirror images of each other. Both cities are situated on major inland water-
ways, boast a strong ethnic heritage, have a population of around 500,000, and
are famous for the beer they produce. Now we know that both cities have
active local archival associations and nearly identical archival resources to docu-
ment their history.

Like the two cities, these directories are in most ways mirror images of each
other. Both cover private and public repositories, have a similar content and
format, and have been produced by a committee. The only substantial differ-
ence is in the scope of the St. Louis directory since it lists 112 repositories in
nine counties while the Milwaukee directory lists sixty-four archives in a five
county area. Even then, the proportion of archives listed in various categories
-business, religious, university, museum, public library is identical.

As similar as these directories are, there are still important differences worth
noting in the quality of publication and the ease of use. The St. Louis direc-
tory is far stronger in these areas and would best provide a model for future
local directories to emulate. The funding the St. Louis group secured from the
Missouri Humanities Commission should be noted since it no doubt is one of
the primary reasons for the excellent quality of the directory. The St. Louis
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volume provides an attractive cover, a plastic spiral binding, excellent image
resolution (despite 16.7 characters per inch), and a set of three complemen-
tary indices for the user. It also has some nice preliminary amenities missing
in the Milwaukee directory including a table of contents and a discussion of
criteria for listing, format design, survey methods, and use.

Both directories are fairly well produced. Textual and typographical errors
are rare, the entry formats make for easy reading, and the overall organiza-
tion is logical enough. The sections describing an archives' holdings are
adequate in both formats with a bit more detail provided in the St. Louis
directory. Descriptions in these directories are uneven and apparently depended
on the institution's response for the most part. Thus we find two similar,
thirteen line entries describing 600 linear feet held at the University of
Wisconsin-Waukesha and the Cudahy Historical Society whose "'entire
collection consists of a diary of a Civil War soldier from the Oak Creek area."'

(pp. 8-9) Does a phantom repository holding one item merit listing? A phone-
call to the number given to access the diary yielded an anonymous corpora-
tion which had never heard of the Cudahy Historical Society.

Since national directories put out by A.A.S.L.H., S.A.A., N.H.P.R.C., and
others are updated only every five years or so and, even then, often miss the
small local repository, there is a need for these kinds of efforts. And as more
local directories appear the best characteristics of these early volumes should
be incorporated into the new works. With quality production now available
on the microcomputers found in most repositories we should move forward to
strengthen our archival community and enhance historical research through
local directories. Every repository in MAC should add these two directories to
its reference shelf. The St. Louis directory may be obtained by writing to Tim
Murray, Special Collections, Washington University in St. Louis; the Milwaukee
directory is available by writing Library Council of Metropolitan Milwaukee,
814 West Wisconsin Avenue, Milwaukee, Wisconsin 53233.

Glen Gildemeister
Northern Illinois University

Records Management for Parishes and Schools. Compiled by David P. Gray.
Detroit: Association of Catholic Diocesan Archivists, 1986. 44 pp. Appendix.
Paper. $3.25.

How do we know when a record is historically valuable? How do we know
when and what records to throw away? These are questions that archivists and
records managers are often asked. David P. Gray of the Catholic Diocese of
Bismarck provides a useful tool for answering these questions.

The strength of the manual lies in its short booklet format and in its clear
explanation of appraisal decisions. Only forty-four pages from cover to cover,
the manual is easy to read and very informative. Without sacrificing sound
archival or records management principles, the author has written a manual
that a busy pastor or parish staff person can understand and put to use.
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The first ten pages briefly explain archival and records management
principles. It is clearly written with the intended reader in mind. In fact, the
introduction tells the reader that "the purpose of this records management
manual is to assist administrators in improving efficiency and economy in the
management of records and in preserving records of permanent value to
parishes and schools." The author does not discuss issues that are primarily
concerns of the professional archivist, such as access for outside researchers,
confidentiality, scope and content, and duplication of information in differ-
ent record groups. What he does do is provide the basic information and
explanations that a parish staff person needs to know. He notes church law con-
cerning parish archives; gives the basic steps for establishing a parish
archives/records management program; explains proper records storage; and
tells the reader how to use record retention schedules.

The beginning of the manual notes that Catholic Church law (canon 535)
provides for the creation and maintenance of certain parochial records, and
the maintenance of a parish archives. In practice this canon is rather loosely
interpreted in the typical Catholic parish. Inactive records tend to become lost
or destroyed. And the parish archives that do exist are often no more than a
shelf in the rectory basement or a corner in the church attic. When parish cen-
tennials occur, it is not uncommon for parishes to turn to diocesan archives
for needed records because the parish's own archives have simply been lost.
From the historian-archivist's perspective, the manual does a great service
because it tells parish staff persons-in a way they can understand which
records to preserve and how to preserve them. And, along with a list of
eighteen basic conservation points (the evils of rubber bands and paper clips,
etc.), basic arrangement principles are given. "Administrators should retain the
original filing order of archival records." And, "Records of parishes, parish
organizations, or schools should never be mixed or inter-filed." (p.8)

From the parish administrator's perspective, the manual provides a needed
justification for disposing of inactive and non-archival parish records. And, as
in any organization, the average parish priest or parish staff person is looking
for justifications to "clean out" his or her file cabinets.

The bulk of the manual, pages 11 through 29, contains actual records reten-
tion schedules. These provide a short description of record groups and a
retention recommendation. In his introduction to the schedules, the author
notes that administrators may tailor the retention recommendations to fit their
own needs. He also notes that his records retention periods conform to state
or federal regulations where applicable, and that these may vary from state
to state. The records retention recommendations are quite good, particularly
when appraising the legal and the sacramental value of records. But, as would
be expected, some recommendations would be open to question. Many
archivists would certainly agree with the author's recommendation that
marriage case files be disposed of after seventy years, due to the confiden-
tiality involved in that type of record. But some historians or administrators
might argue that these records should be considered archival and permanent.
Or, another example, an archivist might place more emphasis on the weeding
of the Construction Files (contracts, specifications, etc.) before giving them a
permanent retention recommendation. It is important to note that the
manual invites the parish staff person to contact the diocesan archivist if these
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or other questions should arise. This is, I believe, an important point. Parish
records management and archival programs need the support and advice of
the diocesan-level professional records manager or archivist.

The author of the manual has done a real service for parishes and parish
sponsored schools. And he has provided a useful tool for diocesan archivists
who are responsible for assisting parishes with their records. It should also be
stressed that this manual would be very useful for Catholic parishes without
schools, and for churches of other denominations. I highly recommend it for
all churches dealing with records management or archival questions.

Rev. Jerry Hiland
Archdiocese of Cincinnati

Planning for the Archival Profession: A Report of the SAA Task Force on Goals
and Priorities. Chicago: Society of American Archivists, 1986. 44 pp. Index.
Paper. $5.00

Setting goals and priorities for an organization is difficult, but to do so for
a profession takes ambition to new heights. The "GAP Report" documents a
rigorous process and yields a thorough vision of what the archives profession
should be striving for in the years ahead. For the members of SAA; for archivists
and records managers at all levels of the profession; and for the employers of
these important people, there is much in this report which should be well
received and utilized.

The level of specificity in the Report can serve to focus localized planning;
to build measures for self-analysis and performance analysis for all types of
archival programs; and to provide a common vocabulary for articulating what
the profession does, and why it is important to the many publics served. In these
three general areas (planning, evaluation, and communication) the Report
should help to coalesce the profession. It has the potential to create a critical
mass which would help build the understanding and support so badly needed
for the profession.

I was particularly pleased to see that several issues that surround our work,
but often are treated as peripheral to "real" professional tasks (administration,
education-for us and our customers, cooperation, and promotion), were dealt
with in the Report. By bringing these critical factors visibly into the national
planning process, SAA and the Task Force, now the Committee on Goals and
Priorities, have shown needed leadership to guide local programs. While I
would like to have seen the term "marketing" used in this document, there is
ample proof that the profession has made tremendous progress in addressing
the management needs of a stereotyped profession which is very staff
intensive and much in need of increasing external support, as well as internal
productivity.

The physical layout and presentation of the Report are impressive, but I
found myself wishing for two modifications: the use of visual imagery that
would create a transition to a contemporary and future focus for the profes-
sion, rather than loading the document with visual references to antiquity; and
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the planning document could have been separated from the report to better
focus the heart of this accomplishment in half the space. The Report, its
history and recommendations are very important and make for interesting
reading, but what is more relevant is that a road map for the profession has
been charted, articulated, and revealed to the world at large. The importance
of this accomplishment and the usefulness of the planning information deserves
to be separate from a committee report. Archivists, however, are very thorough
and rightly insist on proper documentation and intellectual integrity. In this
context, the Report is a total document on its own, but SAA may wish to slice
off separate parts for targeted distribution.

The planning format would have worked better for me if it had gone with
more traditional Goals, Objectives, Activities ("specific objectives" doesn't do
much for me), and Strategies. Although, as far as I am concerned, "activities"

would still work if something could be substituted for "specific objectives." Once
my pedestrian mind worked past these problems, I did find things fitting
together nicely and I began to wonder how our program, and others in the
state, would do when measured against this well articulated planning
document. It seems to me that it would not be a bad idea for any program to
respond to each of the objectives and activities as a measure of their own
progress. It might also be helpful if individual units of SAA or C-GAP itself
could now begin to recommend levels of achievement (standards) which
various programs could target in implementing their efforts to meet these
national goals.

Hats off to SAA for taking the plunge, to all those who participated in this
process, and to the Task Force and Committee. This is an excellent and
important document which should help to pull us together, and give shape to
our national goals.

James A. Nelson, Commissioner
Kentucky Department for Libraries and Archives

A Guide to the Gertrude Hildreth Papers and Test Collection. By Gary D.
Saretzky and Jane E. Davis. Princeton: Educational Testing Service, 1986. 136
pp. Bibliography. Spiral Bound. $10.00.

An Evaluation of 'Appraising the Records of Modern Science and Tech-
nology: A Guide" as an Aid to Archivists of Social Science: A Report to the
National Historical Publications and Records Commission. By Gary D.
Saretzky. Princeton: Educational Testing Service, 1986. 21 pp. Appendix.
Paper. $4.00.

Saretzky and Davis have clearly met the primary requirements of a guide
to an individual collection. The biography together with the scope and con-
tent notes to the individual series succeed in establishing the significance of
the collection and of Dr. Hildreth's place in the field of educational psy-
chology. Researchers interested in educational and psychological testing will
be interested to discover that nearly one-half of the entire collection (23 linear
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feet) consists of approximately 1500 mental tests, dating from 1911-1976. The
size and significance of this test collection alone make this an important
addition to the Educational Testing Service (ETS) Archives. Researchers
interested in Hildreth's personal life-may be more disappointed with the
collection. The bequest of her papers to the ETS Archives was apparently
intended to document her professional life only. Personal papers remain with
the family.

Users of the guide may wish for a different arrangement for the "Lectures"

series (4 linear feet), clearly the most difficult to access. On the other hand,
a very useful bibliography of Hildreth's work provides a more convenient point
of entry for the "Writings" series (9 linear feet), than does the box and folder
listing. Those interested in the "Correspondence" series (5.25 linear feet) will
be happy to learn that a selected index to that series is available in the ETS
Archives, although no index is included in the Guide.

It is not a criticism of Saretzky and Davis or of ETS to say that the appear-
ance of the Guide is not exceptional. Only one picture, a portrait of Dr.
Hildreth, is included (the collection contains few photographs). The double-
spaced typewritten pages are quite ordinary. What makes this guide of some-
what increased interest is Saretzky's Report.

The Report and the Guide both resulted from a grant to ETS from the
National Historical Publications and Records Commission (NHPRC). Essen-
tially the Report was to answer whether Appraising the Records of Modern
Science and Technology (ARMST) applied to the social sciences as well as to
the natural sciences. Although Saretzky's comments are based on work with
other records in the ETS Archives as well, the Hildreth Collection was clearly
the test. His conclusion is that ARMST is of value when applied to the records
of a social scientist, but that differences must also be taken into consideration.

One might wish for a better test and a more rigorous examination of the
differences which exist between records in the various scientific disciplines. The
Report finds few areas in which to take exception to the guidelines presented
in ARMST. Other than a somewhat surprising criticism that ARMST did not
contain an elementary discussion of appraisal values, the Report finds little of
substance with which to take exception. Taken as a whole, the Report claims
greater applicability of ARMST to social science records than do the authors
of ARMST But it could have done more. Part of the problem lies with the
Hildreth Collection; it simply did not offer, in size or complexity, an adequate
test of ARMST In spite of that, however, one wishes that the Report would
have made some closer comparisons and produced more thoughtful analysis
of different types of records. For example, the Report might have looked at its
example of public opinion polls (p. 12) as something other than experimental
data. It might have drawn a closer comparison between patenting and
copyrighting, especially in the area of psychological tests. The Hildreth
Collection provides a good parallel for this. The concept of a test as an instru-
ment in the technological sense might have provided another parallel in
appraising instrument-generated data.

In spite of these criticisms, the Report is important. The author should be
given credit for doing it and NHPRC should be given credit for asking for it.
More analysis of the tools in the archivist's tool chest is needed. As a profes-
sion, ours is not accustomed to testing and analysis, perhaps because in the not-
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too-distant past there was little to test. The tools are increasing and improv-
ing and it is good to see that testing and analysis are beginning as well.

Gerald G. Newborg
State Historical Society of North Dakota

Preservation Needs in State Archives. By the National Association of Govern-
ment Archives and Records Administrators. Albany: National Association of
Government Archives and Records Administrators, 1986. 56 pp. Appendixes.
Paper. Available upon request from NAGARA.

"The absence of comprehensive preservation programs for state archives
means simply that we cannot assure the survival of permanently valuable
information." With this blunt statement Howard P. Lowell of the Oklahoma
Department of Libraries introduces the findings of his nineteen month study
of the preservation and conservation activities and needs of the nation's state
archives. Funded by the National Historical Publications and Records
Commission, this study is the first systematic review of state archives practices
since that of Ernst Posner over two decades ago. Lowell collected information
by on-site visits to ten state archives, by studying the state needs assessment
reports, and by analyzing the results of a questionnaire returned by 43 state
archivists. The report codifies and analyzes that information, ranging from
holdings data and current rates of accessions through budget information,
personnel data, and the presence (or lack) of environmental controls in
the archives.

These findings are reported in a clear, no nonsense manner that should
frighten each and every historical researcher, genealogist, and archivist in the
nation. Several states report no storage space for new accessions. One state has
accessioned no records since 1967. The vast majority of states have no plans
to address preservation requirements of their holdings. Even where staffs and
budgets are significant, the states report that many records require additional
processing before use can be maximized.

After his description of the "status quo' Lowell lists a series of recommen-
dations that must be considered, both at the national and state level. These
include providing proper storage facilities with effective environmental
controls, support of a national program to provide and disseminate preserva-
tion information, education and training of conservators, access to regional con-
servation centers, and the re-evaluation of traditional appraisal criteria. The
report concludes: "Microfilm remains the most viable mass preservation tool,
along with adequate archival storage conditions, currently available for
archives to use in preserving information from their holdings."

The report then addresses how these recommendations may be funded. It
calls for the expenditure of more than $134,000,000 in nonstate funds and
$337,000,000 in state funds over the next ten years just to address the preser-
vation challenges. These funds would support planning activities, staff enhance-
ment, facilities improvement, regional conservation centers, mass reprography,
research and development, and collections maintenance. This plan would
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require the National Archives to take a leading role in underwriting research
and development, encouraging cooperation, and assisting with grant funds in
coordinating an attack on the backlog of unprocessed archival materials.

This publication continues the stream of archival/historical reports that warn
that the nation's documentary heritage is threatened. It repeats, with undeni-
able detail, the massive scope of the problem of saving even the small percent-
age of permanently valuable records that state governments create. The facts
and figures are there. However, my supposition is that this report, as presently
constituted, will be no more effective in changing federal and state policies than
its predecessors have been. It will be read by archivists (and probably only by
archivists); we will have a collective weeping session over our plight, and that
will be the end of it. If any of the report's sound recommendations about
facilities, practices, and policies of state archives are to be realized, this profes-
sion must convince the political leaders of each state and of the federal govern-
ment that its documentary heritage is worth preserving. This report will not,
and is not intended to, do that.

The information in this report needs to be taken and reformulated into a
clear, brief analysis of why this loss is significant to the nation. It must be sold,
not only to the congressional leaders but also to the state leaders. To be effec-
tive, that selling must be political. As the support of the veterans' organiza-
tions was critical to the success of the movement to establish the National
Archives, so alliances with other diverse groups will be crucial to the success
of current archival support activities. The report relies upon the federal govern-
ment for a significant amount of financial support for its recommendations.
However, the archival community cannot look only to the federal government
for support. The preservation problems of the state archives must be faced in
the capitol and mainstreets of each state. Only then can we realistically hope
for improvement.

Howard Lowell and NAGARA have provided the profession with the data
that can bring about positive change. The next steps toward securing that
change will be equally critical. Those steps must be taken by the profession
as a whole. In the meantime, Preservation Needs in State Archives should be
required reading for every archivist.

Duane P. Swanson
Division of Library and Archives

Minnesota Historical Society

Records Management Handbook for United States Senators and Their Reposi-
tories. By Karen Dawley Paul under direction of Jo-Anne L. Coe. Washing-
ton, D.C.: United States Historical Office, 1985. 130 pp. Appendixes
and bibliography. Paper. Single issues distributed upon request by the U.S.
Historical Office.

This excellent handbook was the outcome of a conference held in 1978 on
the disposition of the records of U.S. Senators. During that conference, his-
torians, archivists, and congressional staff aides exchanged considerable infor-
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mation about the size and variety of such materials, and recommended the
creation of a guide for both effective management and final disposition of these
records. Karen Paul, Senate Archivist and author of this handbook, joined the
staff of the Secretary of the Senate, Jo-Anne Coe, to oversee the compilation
and completion of the work.

Unlike the records of the executive branch, those created and maintained
by a senator are the senator's personal property, and he or she individually must
decide on their eventual disposition. The specific objectives of this manual,
therefore, were twofold: to create a logical and efficient ongoing office file
system for paper and automated records, and to establish a guideline for dis-
posing of both transitory and permanently valuable materials.

The handbook is divided into nine chapters which cover the managing and
disposing of paper and automated records, file management techniques, the
creation of subject files and indexes for both paper and automated data, use
of micrographics as a retention device, the short-term storage privileges at the
National Records Center, what files to discard, and, finally, how to donate a
collection to a repository. Part of the last section was written by Morgan Frankel
of the Senate Legal Counsel's Office.

The organization is logical, with numerous examples of the kinds of files
usually created by a senate staff and sufficient detail given in describing the
various files. Examples of appropriate government forms abound, and the
explanation of the variety of automated systems available to the senatorial staff,
with both strengths and pitfalls outlined, is clear and well organized.

The retention and disposal schedules conform entirely to accepted archival
practices, and the chapter on donating collections, with samples of donor-
repository agreements and detailed discussion of tax considerations, is
especially good.

The numerous appendixes include glossaries, alphabetic filing rules, and laws
defining sensitive information, certainly a must for any collection from a public
official, and essential information for the senatorial staff and the collecting
repository.

The format is also well thought out, with easily read print, wide columns,
and sample forms inserted where relevant in the text. Since it is a handbook,
however, and designed for frequent staff referral, perhaps its next printing could
have a spiral binding. That way, the book would automatically remain open
at any given page without flipping shut.

The style of writing is clear, concise, and mercifully free of unnecessary ar-
chival jargon. Any intelligent lay reader can follow the explanations and
instructions with ease. This reviewer would only cavil at the writer's somewhat
indiscriminate use of the words "data" and "media" as both singular and
plural, sometimes on the same page (pp. 36-37, for example).

On the whole, the handbook appears to accomplish its objectives admira-
bly. After reading it, one is overwhelmed by the vastness and complexity of a
senatorial collection. Such a guide, if used consistently and intelligently, should
certainly prove a most useful aid to any senatorial staff and to repositories
collecting congressional materials.

Sandra Shaffer VanDoren
Wayne State University

Archives of Labor and Urban Affairs
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