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The Archives: A Guide to the National Archives Field Branches. By Loretto D.
Szucs and Sandra H. Luebking. Salt Lake City: Ancestry, Inc., 1988. 340 pp.
Illustrations, bibliography, index. Hardcover. $35.95.
Research in the vast holdings of the National Archives can be challenging,
even to seasoned researchers. In addition to the Archives building in
Washington, D.C., the National Archives comprises suburban branches in
Alexandria, Virginia, and Suitland, Maryland; eight presidential libraries; two
presidential materials projects; fourteen records centers; and twelve regional
archives. Together these repositories hold over three billion documents, more
than twenty-five percent of which are in the regional archives. The Guide to
the National Archives of the United States, which has not undergone a complete
revision since 1974, is of limited usefulness in identifying the holdings of the
regional archives, which were established in 1969. Individual guides published
by each regional archives describe the records of that depository, but the need
for a comprehensive guide to the records of the regional archives has long been
apparent to researchers, archivists, and librarians unable to determine which of
the eleven repositories might meet their research needs.
Loretto Dennis Szucs and Sandra Hargreaves Luebking's The Archives: A
Guide to the National Archives Field Branches splendidly meets this long-felt
need. Their informative introduction does much to demystify research in federal
records by describing the regional archives in the context of the National
Archives and the records they hold (textual records created by field offices of
federal agencies, records of federal courts outside Washington, D.C., and microfilm publications of many National Archives records of high research value).
The "user friendly" approach explains the record group concept, answers questions about access to records, and offers valuable advice on the intellectual process necessary to determine what federal records are appropriate to specific
research needs.
The Archives is organized into three major sections. The first describes each
of the eleven regional archives and discusses the unique records it holds. A second section discusses both textual and microfilm holdings that are held by all
the branches. The third and largest section describes each record group represented in the regional archives, discusses the records in that record group held
by the different depositories, and includes a list of finding aids and other printed
sources available for them. The book is liberally illustrated with photographs
and document facsimilies from the record groups described.
Every book inevitably has shortcomings as well as strengths. The Archives
has a less than comprehensive index (although it demonstrates its user-friendliness by listing RG between Reynolds and Rhode Island, so a researcher tracing
an RG citation can find the needed information without having to discover that
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it is an abbreviation for record group), and the paper is not of the highest quality. These quibbles aside, this regional archives archivist has found a permanent
place for The Archives on her desk
Shirley J. Burton
National Archives-Great Lakes Region
Archival Gold: Managing and Preserving Publishers' Records. By Laura M.
Coles. Vancouver, B.C.: Canadian Centre for Studies in Publishing, 1989. 69
pp. Paper. Available from The Canadian Centre for Studies in Publishing,
Simon Fraser University at Harbour Centre, 515 W. Hastings St., Vancouver,
B.C. V6B 5K3 Canada.
According to the introduction, "The object of this publication is to help [book
publishers] understand how to implement a records management program in
[their] publishing company." Archival Gold succeeds fairly well as a records
management primer for publishers. Its descriptions of the various components
of records management are clearly presented and should give publishers, as well
as others, a basic understanding of the process. Particularly useful for publishers
is the chapter that looks specifically at the variety of records generated by publishing firms and provides suggested retention periods for each.
As the title suggests, however, Archival Gold is about more than just records
management. In fact, the first chapter concentrates solely on the historical value
and potential research uses of publishers' records as the inducement to get publishers to manage their records and ultimately preserve them in an archival
facility. Unfortunately, such obvious selling points as increased efficiency,
improved space management, and financial saving are only mentioned two or
three times in passing. It seems questionable whether businesses will take the
moral high ground by preserving records for the sake of history if they are not
convinced that their effort will result in some financial savings as well.
More disturbing, however, is that the book relegates the role of professional
archivists and records managers to the end of the records management and
preservation process. After the publisher has made appraisal decisions about his
or her records based on the book's suggestions (operational records usually have
archival value, administrative records usually don't), then the publisher is
advised to find a suitable archival repository or possibly create a company
archives. It is not until the last paragraph of the last chapter that the author suggests, "If you have any questions about your archival records or office filing
systems, don't hesitate to contact a professional archivist or records manager,
even if you have not yet established a formal relationship with an archival
repository." This, and other sound advice in the last paragraph, belongs at the
beginning of the book, not the end.
Despite these shortcomings, Archival Gold will benefit publishers contemplating a program to manage and preserve their records. It makes a good case
for the historical importance to such records and many basics of instituting such
a program. However, readers will be ill-served if they consider it a "do-it-yourself' manual for such a program.
Todd Daniels-Howell
Minnesota Historical Society

BOOK REVIEWS

53

Archives Assessment and Planning Workbook. Edited by Paul H. McCarthy.
Chicago: Society of American Archivists, 1989. 86 pp. Paper. $19 to SAA
members; $24 to nonmembers.
A classic tension in modern archival work exists between the need for individuality of archival programs, born of their unique holdings, and the need for
uniform standards with which to assess their performance. The traditional
responses to this tension have emphasized either the preeminence of local needs
or the necessity for national standards. Both responses have contributed more to
polemics than progress. A far more productive approach to the synchronization
of archival practice with professional standards and goals is provided by the
Archives Assessment and PlanningWorkbook, edited by Paul McCarthy.
This well-designed work is a flexible "do-it-yourself' tool archivists can use
to evaluate the performance of their programs, and it is built upon several years
of work by the Society of American Archivists (SAA) Task Force on
Institutional Evaluation. The Workbook includes introductory material arguing
for the importance of systematic evaluation of archival programs and defining
the steps in the assessment process. Its main body is a series of data sheets,
checklists, and planning worksheets on which archivists can record data or
yes/no answers to a series of detailed questions about their programs. The comprehensive checklists include the core aspects of archival work such as collection policies, access policies and service, and public programs, as well as management basics such as personnel policies, financial resources, and control of
physical facilities. The checklist for each area is accompanied by an explanation
of the pertinent principles of institutional evaluation and the broad goals for that
area.
What is particularly useful about the Workbook is that for each of ten functional areas of archival work there may be from seven to thirty-seven yes/no
questions on individual facets of that function. Moreover, because the detailed
questions are linked directly to the professional principles and goals for the program area, the archivist can obtain a profile of how his or her program measures
up to standards. Finally, because the Workbook contains twenty-nine pages of
data from the 1985 census of archival institutions, archivists are able to compare
many quantifiable aspects of their programs to national averages for similar
repositories.
On the surface, McCarthy's book may appear to be little more than a mechanical device for preparing a profile of a repository, but it is much more. It has the
potential for substantively advancing both individual archival programs and the
nature of the archival profession. By breaking down the large problem of measuring performance into easily manageable and answerable questions, the
Workbook empowers all archivists to examine their programs systematically.
Such examinations should lead to the development of informal resolutions and
formal program goals to improve the quality and scope of services. At the same
time, an evaluation process based on the Workbook should provide a framework
in which the rich diversity of archival programs can coexist with national professional standards.
Nevertheless, the reader should be forewarned that considerable judgement is
needed in completing several of the checklists, and many improvements should
be made before a second edition is issued. For example, the nature of academic
archives, with their distinctive mixture of official institutional records and

54

THE MIDWESTERN ARCHIVIST

Vol. XV, No. 1, 1990

manuscripts, is inadequately addressed by the work's classification of archival
repositories, although this is handled better in its questions on collection policy.
In addition, caution may be needed in using the checklists since, in articulating
professional standards for each functional area, the work tends to imply standards that only the most well-funded archival programs can achieve. For example, many of the goals for preservation, while technically correct, are far beyond
the means of most archives. Some archivists, answering such questions, might
easily become so discouraged as to abandon the whole process. The series of
questions on arrangement and description are the most troubling because many
imply very specific approaches and do not acknowledge the need for flexibility
in these functions. They also emphasize a detailed level of control of holdings
without acknowledging the problems of unprocessed, or underprocessed, holdings that result when such detailed control is attempted. In the section on
Access Policies and Reference Services, McCarthyfollows a far more useful
approach, emphasizing broad but measurable goals. A final shortfall is the lack
of bibliographic citations for the several SAA statements and guidelines
referred to in the Workbook's lists of questions and statements of principles.
Despite these limitations, the Archives Assessment and Planning Workbook is
strongly recommended. In addition, archivists are encouraged to use the book to
aid them in establishing and evaluating performance goals for their programs.
William J. Maher
University of Illinois at Urbana-Champaign

A Heritage at Risk: The Proceedings of the Evangelical Archives Conference
July 13-15, 1988. Wheaton, Ill.: Billy Graham Center, Wheaton College, 1988.
47
pp. Appendixes. Available from BGC Archives, Wheaton, IL 60187. $1.
A conference was held at the Billy Graham Center 13-15 July 1988 with support from a Lily Foundation Grant to Wheaton College's Institute for the Study
of American Evangelicalism. Twenty-eight records creators, users, and curators
from a wide range of backgrounds met to devise a documentation strategy to
better preserve and promote use of the records of the evangelical movement in
America. The result of their work is summarized in this proceedings booklet.
The conference participants were divided into four groups that met both separately and jointly throughout the three days. Each group produced a report; and
these make up the bulk of this proceedings booklet along with three appendixes:
a list of conference participants by name, a list of conference participants by
conference group, and a list of evangelical archives projects developed over the
three-day period.
The four group reports are the key to understanding the conference and evaluating its outcome. As stated in the booklet:
These reports are not meant to be permanent wisdom carved on stone.
Rather, they represent a cluster of starting points for addressing real problems.
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Group A considered guidelines and minimum standards for preserving evangelical archival records. Group B considered communication networks and
cooperation between archives and users. Group C attempted to determine what
aspects of the evangelical movement should be documented. Group D wrestled
with how to develop greater awareness and understanding of archives within the
evangelical community. How successful were they?
The report of Group A is very thorough. It is divided into seven parts:
Introduction. Policies and Procedures, Service and Staffing, Facilities,
Holdings, Users/Uses, and Getting Started. Each part is further subdivided. The
detailed information provided is extremely useful. If one removed the term
"evangelical" from this report, these guidelines could be used by anyone interested in setting up an archives program or looking for appropriate care for an
institution's archival record.
Group B had the responsibility to study communication networks and cooperation among archival institutions and between archivists and users. Theirs is a
shorter, less detailed report than that of Group A. Perhaps one reason is that
they discovered that currently there just are not enough archives collecting
evangelical materials to cause worry about competition. Even so, their report
offers recommendations that anticipate such competition and that promote the
preservation of materials not now being collected. The group recommended that
existing collections be used as the basis for determining gaps in documentation,
thus showing the urgent need to preserve evangelical archival materials. The
group also suggested that researchers be included in the archival appraisal decisions, perhaps contributing their subject expertise in the formulation or revision
of collection policies.
Whereas Group B merely grazed the field of evangelical documentation
needs, Group C created a detailed analysis of what should be documented and
formulated a plan to ensure the future availability of those fragile resources.
Their report is a good example of a proposed documentation strategy based on
organizational function. It lists seven functions or activities in which the evangelical movement is engaged. Within each, five issues are explored: Definition,
Current Status, Documentary Problems, Mechanisms and Allies, and
Recommendations. The influence of Helen Samuels, a member of this group, is
apparent.
The weakest link in the chain is the report of Group D on establishing
"archival awareness and understanding within the evangelical community".
After a brief introduction, it is divided into two parts: Importance of an
Archives, and Developing Support for Archives. The information contained
therein, although useful for the neophyte, is not new to the seasoned archivist.
Also, many of the suggestions listed were already mentioned in the reports of
groups B and C.
In summary, A Heritage at Risk is a strong document in that it has put all the
elements of documentation needs assessment into one slim volume. As such it is
a case study: the methods used could easily be emulated by other groups. The
evangelical movement should be praised for this pioneering effort. Theirs is not
the only heritage at risk.
Sara Shutkin
Alverno College
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Are We Losing Our Past?: Records Preservation in the North Carolina State
Archives. By David J. Olson. Raleigh, N.C.: The Friends of the Archives, Inc.,
1989. 16 pp. Illustrations, bibliography. Paper. Available from SecretaryTreasurer, Friends of the Archives, Inc., 109 E. Jones St., Room 303, Raleigh,
NC 27611. $3.
Keeping Your Past: A Basic Guide to the Care and Preservation of Personal
Papers.By Publications Committee, Kansas City Area Archivists. [Kansas City,
Mo.: Kansas City Area Archivists] 1987. 26 pp. Appendixes. Paper.
These two publications deal with records preservation, but they have something far more important in common. Both are laudable attempts by archivists to
communicate with a lay audience about the preservation of historical records.
Thus, it is useful to look at these two pieces as experiments in public relations.
Each booklet seeks a different end. Are We Losing Our Past? reports on the
preservation conditions in a single repository-the North Carolina State
archives-and is a call to action. Keeping Your Past is designed to be a "hands
on"9 practical guide to conservation techniques for a lay audience. Both attempt
to convey important messages, with mixed success. David Olson, state archivist
of North Carolina, has prepared the more sophisticated and better written of the
two publications. Olson makes a cogent argument that long-range preservation
planning will be required to address his program's needs.
The report, an abridged version of a larger study, is attractively printed on
high quality paper and is illustrated with three photos (unfortunately without
captions), presumably taken at the state's Division of Archives and History.
Olson surveys threats to the preservation of records and notes the strengths of
the North Carolina program, including its environmentally controlled stack,
annual inventory of holdings, in-house conservation lab, and security vault. He
also identifies weaknesses, which include the perennial shortage of space, problems with the building's HVAC system, damage to some collections due to
heavy research use, and the poor quality modem paper used by North Carolina
state government. Olson also notes problems with safety negatives of photographs, redox blemishes on microfilm, outdated equipment, and controversy
over the use of Barrow lamination.
Olson's recommendations include acquiring additional storage space,
appointing a preservation officer, establishing a preservation committee, implementing record group level conservation strategies, surveying all security film,
establishing paper quality standards, and recopying certain photographic negatives. Olson concludes that unless action is taken now, "the state may well lose
parts of its invaluable archives" as soon as the next century.
The findings and recommendations of Olson's report are sound-they outline
a reasoned strategy for the state archives. But is this booklet the best vehicle to
convey such an important message? A press release accompanying the publication states that the pamphlet "is an important step toward educating the public,"
yet much of the document resembles an in-house position paper that could have
achieved the same ends in a less expensive format. Certainly a number of the
recommendations-such as the appointment of a preservation committee or the
adoption of preservation strategies-can be implemented directly by the
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Division of Archives and History, and it is unlikely that the public will be concerned about such internal administrative matters.
Implementation of other recommendations, however, will be expensive, and
thus the report must persuade resource allocators in the executive and legislative
branches of government. Here the report falls short of the mark because it is
vague and leaves many questions unanswered. The report assumes that preservation of endangered records in the North Carolina State Archives is important
and worth additional expenditures of state revenues. But the case is unproven.
When there are pressing environmental and social needs facing state governments, it is no longer sufficient to assume that preserving historical records is a
priority.
The report does not indicate who will implement the recommendations, how
much they will cost, or who will pay for them. Should the recommendations be
accomplished through reallocation of resources within the division's existing
budget if no new funds are forthcoming? How much will the plan cost? Who
will raise the funds? A confusion over audiences and intended results suggests
that the booklet tries to do too much. An internal report might have been sufficient to achieve some of the report's goals. Another approach (such as exhibits
and audiovisual presentations) stressing the importance of the endangered
records could have been used for the genral public. A third approach could have
been used for legislators and executive office staffers who would have been
much more sensitive to issues of cost.
The Kansas City Area Archivists pamphlet is much more explicit about its
intended audience. The authors state that the guide is designed to "introduce the
general public to the basic 'do's and don'ts' of archival preservation." The
twenty-six page guide opens with a discussion of the preservation of paper documents, while the bulk of the guide discusses actual techniques. One section is
devoted to the conservation of paper documents and includes methods for
humidification and flattening, cleaning, deacidification, fumigation, and encapsulation. Another section discusses the preservation of special media, including
scrapbooks, photographs, movies, and tapes.
Unlike the Olson piece, the writing here is often muddled, with good points
often hidden by peculiarities of style. Instructions on encapsulation, for
instance, are over-simplified and difficult to follow.
The authors contend that holders of family and historical documents have a
"responsibility to see that the documents are stored in an appropriate environment and that their preservation needs are met." They imply that if this is not
possible documents should be donated to an archival repository. Two subtle
messages underlie the booklet. First, there seems to be only a grudging tolerance for the existence of documentary material in private hands. Second, there
is an implication that documents donated to an archives would be given the
item-level treatment discussed, when most institutions would simply add the
accession to the ever-increasing unprocessed backlog, and it would not likely
receive such detailed treatment.
Perhaps a more truthful approach would have been to suggest to readers that
archivists make decisions about the value of materials in their holdings and
choose different levels of treatment depending on the documents' significance.
Deeds, marriage certificates, and family Bibles have considerable value to their
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original owners, but as part of a larger archives may not warrant the extended
attention suggested in the pamphlet.
The intention of this booklet is commendable, but is not as effective as it
could have been. Workshops that include interaction between participants and
conservators would be a more effective way to provide training and education
for the public. Another method would be a videotape that demonstrates the techniques. The authors of the pamphlet recognize the need for additional one-onone contact and urge readers to confer with members of the Kansas City Area
Archivists for more information. Unfortunately, while the pamphlet provides
addresses for AASLH and SAA as well as those of suppliers of archival materials, it does not provide a list of names, addresses, local institutional affiliations,
or phone numbers of local archivists.
Both of these publications have shortcomings, but the authors should be commended for trying to reach beyond traditional audiences. As archivists compete
for the public's attention, they will have to experiment and learn from past
efforts so they can communicate more effectively with larger audiences.
Michael E. Stevens
State Historical Society of Wisconsin

Archives, Personal Papers, and Manuscripts: A Cataloging Manual for
Archival Repositories, Historical Societies, and Manuscript Libraries.
Compiled by Steven L. Hensen. Chicago: Society of American Archivists,
1989. 196 pp. Appendixes, index. Paper. $19 to SAA members; $26 to nonmembers.
Archives, PersonalPapers,and Manuscripts,APPM second edition, is the longawaited revision of the 1983 first edition. APPM, second edition, may become
SAA's best selling work-a reflection of the growing influence of automation
and standardization, and the sophistication of archival cataloging. For many
years archivists debated the advantages and disadvantages of automation, but
this conflict is now over. Steve Hensen deserves as much credit as anyone for
providing archivists the tools necessary for utilizing the power of the computer.
APPM will remain the cataloging manual for archival and manuscript material-until its next revision.
The primary advantage of automation is efficient access to records in the on
line environment. As Hensen notes in his introduction, research use of archival
materials depends upon access to them and "access" is now synonymous with
"machine-readable access." USMARC AMC provides the format necessary to
achieve machine-readable access, if only archivists follow cataloging rules.
Unlike the first edition, APPM, second edition, is written with USMARC AMC
in mind. It is organized to provide clear explanations of the names and definitions of descriptive elements in the USMARC format. For archivists unable or
unwilling to automate, the first edition will remain more useful than the second,
even though some of the rules have changed.
For archivists, APPM will, in practice, replace the Anglo-American
Cataloguing Rules, second edition (AACR 2), for cataloging archival and
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manuscript materials. The Library of Congress, the Research Libraries Group,
and OCLC all accept machine-readable catalog records prepared in accordance
with APPM. Hensen points out, however, that AACR 2 remains the final cataloging authority, and he provides the names of authoritative reference sources
for resolving other cataloging problems, such as geographic headings.
APPM is divided into three parts: the description of archival materials (chapter 1); headings and uniform titles (chapters 2-6); and the appendixes. Chapters
1 and 3-6 correspond with chapters 1, 4, and 22-25 respectively of AACR 2.
Throughout the text, Hensen provides cross-references to AACR 2 rules.
Among the many practical features of APPM is Hensen's inclusion of examples and brief descriptions of current practice or rule interpretations. These are
particularly helpful in chapter 1, where they clarify some of the more ambiguous rules. The second edition also includes broader applications of cataloging
rules than the first, especially with nontextual materials. As archivists continue
to receive such materials in growing numbers--especially computer disks and
tapes-cataloging them properly will become increasingly important.
Throughout the text and appendices, Hensen provides examples of nontextual
materials, so archivists should be able to answer most of their questions concerning these items.
APPM includes several useful appendixes. Appendix 1 is especially helpful
by providing examples of standard catalog records with USMARC tagged versions on facing pages. The examples include everything from a single computer
disk to individual manuscripts to large government record collections. I originally thought that Appendix 2, which provides examples arranged by rule number, was not very beneficial. However, soon after writing the first draft of this
review, I quickly solved a cataloging problem using Appendix 2. Appendix 3A
arranges the USMARC data elements in the order in which they appear in the
rules, and 3B provides the USMARC tags in general numerical order with citations to the appropriate rule numbers. The index to APPM is very thorough and
complete, and leads the reader back to the appropriate rule. I tried in vain to
look for items that had been omitted and during this process even found how to
catalog Malaysian place names.
APPM is not the complete compendium of automated access. It does not provide rules relating to collections management data (USMARC fields 583 and
584). Nor does it include guidelines for creating authority files. These items,
while not specifically pertaining to cataloging, probably should have been discussed at least briefly. Many archivists will be using MARC records for inhouse data management and will need to work with catalogers to establish
authority records. Although a few archivists have already pointed out the problems with authority records, they will remain a standard part of library catalogs
for a long time to come. Perhaps what is needed are supplementary rules or
guidelines for archivists concerning these items.
My chief concern lies not in Hensen's description of the rules, but with their
implementation. Hensen states only briefly that archivists will have to adapt the
rules for local use. But what information is really necessary for online access
and data management? It seems some archivists are filling in data elements simply because they are available, with little consideration of actual use. Any cursory glance through RLIN will reveal large records for minor materials. A long
discussion of this problem is probably beyond the scope of APPM, but Hensen
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might have provided some guidance in this area. Perhaps now that archivists
have the ability and means to automate, they should pay more attention to what
is being automated.
The criticisms aside, APPM is a great leap forward for the profession. It is
well written, clear, concise, and thorough. Steven Hensen and SAA both can
feel proud of the quality of this book, and it will deservedly remain the basic
source for archival catalogers for many years.
Mark A. Vargas
University of Wisconsin-Milwaukee
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