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Arranging and Describing Archives and Manuscripts. By Fredric M. Miller.
Chicago: Society of American Archivists, 1990. 131 pp. Preface, illustrations,
bibliographic note, index. Paper. $19 for SAA members, $25 for nonmembers.

Arranging and Describing Archives and Manuscripts is one of seven titles in
SAA's new Archival Fundamentals Series, replacing the Basic Manual Series.
(Two other titles in the series, Understanding Archives and Manuscripts and
Managing Archival and Manuscript Repositories have already been published.
Remaining titles will appear throughout 1991.)

Like its predecessor, this series provides a foundation for modem archival
theory and practice. Intended for a general archival audience, it focuses on new-
comers to the profession, providing both a broad overview and in-depth
treatment of components of archival work. This manual is well organized, clear,
and readable, with a mixture of archival theory and procedure-all of which
place the subject matter in a useful context. Its practical emphasis will make it a
useful reference not only for newcomers, but also for experienced archivists and
archival educators.

The ten chapters of this manual treat comprehensively the basics of arrange-
ment and description theory and practice. The first two chapters define archival
terminology and review the nature of archival work and archival repositories.
Especially interesting are the comparisons of archives, manuscripts, and library
collections, which provide perspective throughout the book.

As an added help to newcomers, the author offers realistic arrangement alter-
natives directly applicable to most daily archival decision making. As stated in
chapter 1, "The discussions of both arrangement and description stress the idea
of options in the selection of a type of processing appropriate to the nature and
potential uses of any given set of records." Chapter 2 introduces four different
archival and manuscript collection models that are used throughout the book to
illustrate and clarify principles and procedures.

Chapter 3 presents basic archival principles and their application within the
framework of the development of European and American archival ideology
and practices. The standardization of bibliographic practice is contrasted with
the diversity and uniqueness of archives, and the convergence of archival and
library traditions in the early 1980s is noted.

Chapter 4 concerns the physical and intellectual components of accessioning,
including a useful analysis of the steps involved. Sample forms and a review of
accessioning decisions for the four model collections illustrate practical aspects
of description and the concepts of levels of control.

Arrangement and description are discussed in chapters 5-7, moving from gen-
eral administrative considerations to levels of control (repository-level,
provenance, filing structure, and physical file units) to practices and procedures.
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Chapter 5 concerns establishing processing priorities, considering resources and
facilities, developing processing plans, and applying automation.

Chapter 6 (Levels of Control) distinguishes between record groups, sub-
groups, series, subseries, sub-subseries, file units, and items/documents.
Illustrations further explain these sometimes confusing concepts. Equally useful
are the periodic "reality checks" that put the pieces of the conceptual puzzle into
a realistic archival framework.

Chapter 7 concerns arrangement practices and procedures. The emphasis on
careful preparatory work is an excellent reminder to all processors. The section
on how to do series-level arrangement is clear; unlike some discussions that are
vague on practical aspects of arrangement, it quickly gets to the heart of the
matter. There is helpful basic information on developing a conceptual frame-
work; how and when to identify, create, reconstitute, and rearrange series; and
how to order series within record groups.

Archival description is broadly defined in chapters 8-10 as a process or sys-
tem of communicating information about sets of records to their potential
users. Information about records and their creators, descriptive tools (e.g.,
inventories and finding aids), and standards and rules used to create the tools
are components of this system.

Chapter 8 reviews the specific descriptive elements necessary to archival
information systems. Chapter 9 (Descriptive Tools) compares archival and
manuscript descriptive practices, and describes the components of inventories,
guides, and specialized finding aids. For automated applications in public
and institutional archives and large manuscript collections, Miller advocates
maintaining series descriptions separate from but linked to--descriptions of
record creating entities. Descriptive standards, including USMARC and
APPM, NUCMC, RLIN, OCLC, and the increasing standardization of archival
practice are addressed in chapter 10. The illustrations of sample descriptive
tools and standards add considerably to the text.

This outstanding manual amply fulfills the stated goals of the Archival
Fundamentals Series. It is readable and understandable, emphasizing both
theory and practicality. Newcomers and those in one-person shops will find
much guidance in this volume, while experienced archivists will find it an
excellent reference work. If the remaining six volumes of this series are similar-
ly well written and informative, they will be useful to all archivists and
important additions to archival reference collections.

Menzi L. Behrnd-Klodt
CUNA Mutual Insurance Group

Our Past Before Us: A Five-Year Regional Plan for METRO's Archives and
Historical Records Program July 1, 1989-June 30, 1994. METRO Mis-
cellaneous Publication No. 40. New York: METRO, 1989. 40 pp. Paper (sta-
pled). Free to New York state residents, $20 to all others. Available from New
York Metropolitan Reference and Research Library Agency, 57 E. l1th St.,
New York, NY 10003.

Most archival institutions acknowledge the importance of establishing and
meeting goals. Unfortunately, many that do so do not articulate these goals in a
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systematic matter to their staff or to the public they serve. METRO (New York
Metropolitan Reference and Research Library Agency) has both established and
publicized the goals for its Archives and Records Program. METRO's published
plan is the subject of this review.

Following an introduction by Bob Sink, then chair of METRO's Historical
Records Advisory Council (HRAC), the volume is divided into three parts. The
first provides information about METRO's Archives and Historical Records
Program, which is funded by the New York State Documentary Heritage
Program, itself established by the State Archives and Records Administration to
improve the condition of historical records programs. The program's three goals
are to strengthen historical records programs in the region, to increase research
use of these records, and to work towards identifying the region's valuable his-
torical resources. The second part of the volume is a report on a survey of
regional archival matters, and the third part is a five-year plan for preserving the
region's documentary heritage.

Before something can be fixed or improved, one must diagnose its problems
or shortcomings. During early 1989, Phyllis A. Klein, METRO's regional
archives consultant, worked with the HRAC to design two surveys--one deal-
ing with institutions and archivists, the other dealing with users-to assess the
region's archival situation. A two-page appendix contains background informa-
tion on how the surveys were designed and conducted. The results of the survey
comprise almost half the publication. A regional profile of programs and activi-
ties is followed by sections on repository conditions and needs, including
information on types and ages of repositories, their overall administration, and
financial resources; staff; archival and manuscript holdings; facilities and equip-
ment, including storage and preservation; acquisition and processing activities;
reference and use of holdings; and professional consultants and continuing edu-
cation. The surveys confirm what most archivists know. There is a lot to do and
too little with which to do it.

The second part concludes with a section entitled "Archivists' and Users'
Assessment of Regional Conditions and Needs." Here we are informed that
there were three main areas of agreement. First, "cooperation as a realistic
approach to the management of scarce resources was received with consider-
able enthusiasm"; second, "identifying and preserving underdocumented areas
of our regional history was felt to be a significant objective"; and finally, "stim-
ulating institutional and public awareness was ... critical to increasing use of
historical records." Each area is discussed briefly.

Based on the survey and assessments METRO developed a five-year regional
plan for its Archives and Historical Records Program. The plan is modeled on
the management by objectives (MBO) approach to establishing and achieving
goals. Although many people consider the MBO approach outdated, I believe
that such an approach is an excellent way to establish and achieve goals.

Three interrelated goals were established for the Archives and Historical
Records Program: (1) to strengthen the management of regional historical
records and to explain to administrators the characteristics of sound archival and
historical records programs; (2) to increase public awareness of the importance
of historical records to stimulate both use of the records and support for records
programs; and (3) to work towards identification of the region's valuable histor-
ical resources. To achieve these broad goals, METRO identified four programpriorities. They are Administration of Historical Records (fund-raising, long-
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range planning, and facilities/space); Collection Development (accessioning
new collections and devising documentation strategies to improve the overall
adequacy of archival documentation in the METRO region); and Public
Awareness and Outreach (publicity about the value of historical records and lob-
bying for support for their preservation and use).

To implement these program priorities, the Archives and Historical Records
Program will use three major strategies: information, through a newsletter,
occasional brochures, talks, and telephone technical assistance; education,
through workshops, lectures, and technical consultations; and cooperation,
through efforts developed and coordinated by METRO's Historical Records
Advisory Council, METRO's regional archivist, and local archival groups.

Following the list of goals, objectives, and strategies, there is a schedule of
specific activities to be undertaken during the first two years of the plan to meet
its goals and objectives.

It is often said that "failure to plan is planning to fail." METRO's plan will
help the region's repositories avoid failure. Our Past Before Us should be read
by all archival administrators concerned about their institutions' long-term sur-
vival and viability in our age of limited resources and increasing demand for
information. With some modification, the publication could serve as a model for
other archival institutions and organizations.

James Gregory Bradsher
National Archives and Records Administration

The Role of Archives and Records Management in National Information Sys-
tems: A RAMP Study. By James B. Rhoads. Revised edition. PGI-89/WS/6.
Paris: UNESCO, 1989. 72 pp. Paper (stapled). Available from West Virginia
Library Commission, Cultural Center, Charleston, WV 25305.

This is a most welcome and thorough revision of Rhoads's important 1983
Records and Archives Management Programme paper, the purpose of which is
"to provide information to decision makers about the character and value of
archives." In seventy-two pages, Rhoads does just that. The study is a demon-
stration of the cultural and historical benefits of a carefully designed records
management and archival program on a national level. It also points out the fis-
cal benefits of such a program-something that will delight every bureaucrat.

The study begins with clear working definitions of the elements of a standard
records management and archival program and builds from these definitions.
Rhoads then switches to a rather pedagogical question and answer method easi-
ly read by the busy senior official or administrator who needs information
regarding all aspects of records retention and maintenance. Within this frame-
work there is a precise discussion of the life-cycle of records, simply and clearly
described.

One very enlightening section, "Research Values of Archives," hammers
home the point that archives are an economic benefit to a nation rather than an
economic drain. The arguments in this section are especially well constructed
and would be useful to any archivist or records manager required to justify the
value of his or her program to an institution or governmental entity.
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A particularly important change from the 1983 edition is the increased
emphasis on electronic records and the need for careful planning and prepara-
tion to manage them. It seems that many governments jump into the electronic
age without considering the long-term effect such action will have on the man-
agement of records. Rhoads warns of the need for clearly defined goals.

The bibliography is up-to-date and designed for the benefit of governmental
officials. It is not packed with technical studies; instead, it lists those mono-
graphs and essays that would be useful to decision-makers seeking additional
information on records management and archives.

While this study was prepared for national systems and national officials in
countries where there is no records management or archival program estab-
lished, it could easily be used for other purposes. It could be a guidebook for
senior administrators in local and regional governments, in academia, or in the
business sector who need to be convinced of the importance and value of a
sound records management and archival program. This is one of the great
strengths of the RAMP studies; while they are often written for national or
international purposes, they serve many constituencies. RAMP studies deserve
to be better known to the profession as a whole.

Unfortunately, RAMP studies are often poorly reproduced, making them dif-
ficult to read. This deficiency, however, should not deter one from reading such
an important contribution to the literature.

Philip N. Cronenwett
Dartmouth College

Manual of Archival Description, 2nd ed. By Michael Cook and Margaret
Procter. Aldershot, England, and Brookfield, Vt.: Gower Publishing Company,
1989. 291 pp. Hardcover. $59.95.

A MAD User Guide. By Michael Cook and Margaret Procter. Aldershot,
England, and Brookfield, Vt.: Gower Publishing Company, 1989. 55 pp. paper.
$19.95.

Archival description is currently a trendy topic, due in part to automation and
the proliferation of bibliographic databases requiring descriptive standardiza-
tion. As a result, the amount of literature on the subject has multiplied, leaving
archivists to search for the works that will be valuable and efficient for their
purposes.

These changes in description have involved theory as well as practice. The
publication of the report and background papers of the Working Group on
Standards for Archival Description in two recent issues of the American
Archivist testifies to that fact. Other relevant recent publications for archivists
include Steven L. Hensen's Archives, Personal Papers, and Manuscripts, sec-
ond edition, and Fredric M. Miller's Arranging and Describing Archives and
Manuscripts. Given all this it is important to evaluate A Manual of Archival
Description (MAD2) and A MAD User Guide in the context of other works as
well as on their own merits. In fact, one section of MAD2 (9.11) deals with that
specific issue.
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A Manual of Archival Description and A MAD User Guide attempt to cover
both the technical aspects and the theoretical underpinnings of description in a
comprehensive fashion. There are actually two volumes, sold and priced sepa-
rately. The first volume, A Manual of Archival Description, "aims to provide
standards which will control the production of finding aids and finding aid sys-
tems in archival repositories and archives services... [and] is primarily intended
as a guide to normal descriptive or cataloging practices as carried out by
archivists working in general repositories." The second volume, A MAD User
Guide, functions more as "a simplified explanation of the rules and principles
laid down in the Manual of Archival Description." MAD2 is organized into five
sections: The Nature of Archival Description, The Data Structure of an Archival
Description, Recommended Descriptive Formats, Typology of Archival
Descriptions, and Special Formats. Each section contains chapters on various
facets of description that go into great detail about the background and appli-
cation of each principle. The paragraphs are numbered and labeled similar
to AACR2 and APPM, a feature that in this case many might find difficult to
follow. MAD2 contains an index, brief bibliography, and glossary.

Unfortunately, A MAD User Guide is based on the first edition of MAD
(1986), so the reader cannot easily bounce back and forth between MAD2 and
the User Guide. The organization of the User Guide is simpler, both in structure
and in language. The User Guide is divided into three parts: Preliminary
Planning Decisions, Listing Models, and Special Formats. Chapter titles in each
part use familiar terminology such as "Levels of description," "Depth of
description," and "Data elements." The User Guide does not follow MAD2's
elaborate numbering scheme. In fact, these two volumes could easily be viewed
as two totally separate publications.

In terms of content and perspective, American archivists using these publica-
tions will face some confusion. Cook and Procter are British archivists who
write in that context. They refer to finding aids as "representation files," and
their item level arrangement is equivalent to the American folder level. Our
"item" is their "piece." In addition, the authors advise archivists to assign a dec-
imal numbering system to the levels of arrangement and "reference codes" to
individual documents for ease of subsequent identification. The former practice
is uncommon in the United States and the latter totally unwieldy for large con-
temporary collections.

The general concepts presented in these two publications follow practice that
is common both in the U.K. and the U.S., with some exceptions. At one point,
Cook and Procter state that they found no place in MAD2 for the AACR2 con-
cept of "chief source of information," claiming that the term always refers to the
archive itself. Many U.S. archivists would disagree, pointing out the need for
progressive levels of description, whereby a catalog entry, for example, is based
on the inventory rather than on the collection as a whole. This reflects the
authors' more linear approach to description, in contrast to their emphasis on
hierarchy for arrangement. They overlook the concept that description is really
an integral part of all phases of archival activity. The section on special formats
ignores current innovative work relating to description of photographs and other
visual material.

MAD2 and the MAD User Guide cannot substitute for a thorough arrange-
ment and description manual, such as Fred Miller's. Nor can it replace APPM as
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an effective tool for applying accepted cataloging systems. Instead, these vol-
umes constitute an elaborate and through treatise on descriptive elements and
concepts. Given the existence of other useful current publications on description
and the price tags of these two publications, the audience for MAD2 and the
MAD User Guide is likely to be extremely small.

Susan E. Davis
University of Wisconsin

Wisconsin Task Force on Court and Local Government Records: Final Report.
Madison: State Historical Society of Wisconsin, 1990. 40 pp. Paper. Available
from the Archives Division, State Historical Society of Wisconsin, 816 State
St., Madison, WI 53706.

This slender volume represents the culmination of many hours of deliberation
by the task force in proposing direction for Wisconsin's local government
records programs. The task force, representing state agencies, the court system,
the legislative branch, and a wide assortment of local officials and local offi-
cials' organizations, concluded that "Wisconsin has reached a crisis in the
management of its public records." Examples, details, and illustrations of that
crisis are described forthrightly and clearly, without attempts to downplay nega-
tive evidence. The report continues by describing the successful records
program of the Wisconsin Court System, which combines centralized policy
with decentralized implementation. Finally, the report recommends cooperative
efforts by local government agencies, the court system, and the statewide
records authorities to work toward the model program.

The task force recommended that local governments develop comprehensive
records programs designed to dispose of obsolete records. It also recommended
that the state should expand its services in the areas of records management
(especially general records retention schedules and manuals for local jurisdic-
tions), micrographics assistance, and more efficient procedures for destruction
of records. The state's Area Research Center (ARC) network will play an
expanded role in this state-local records partnership. Another major recom-
mendation calls for the state to initiate a regrant system to address local
governments' records concerns. Finally the report calls for the addition of two
positions each for the staff of the State Historical Society and the Public
Records and Forms Board to implement the recommendations.

The task force has done a commendable job in delineating the needs of, and
recommending priorities for, the records program. Its report should be an effec-
tive tool in promoting awareness of the significance of the preservation of the
state's local records to the legislature and to local officials. However, the task
force has clearly understated the implementation costs. While the four positions
recommended may be sufficient to fulfill the state's personnel obligations, the
report does not begin to suggest the real costs of implementing the system.
Staffing and, more important, storage and public service costs at the Area
Research Centers have not been considered. A procedures manual, general
retention schedules, and heightened awareness of services to be provided by the
state are clearly necessary first steps, but if successful they will result in trans-
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fers of tremendous quantities of records to archival repositories. Are all the
ARCs capable of dealing with such influxes? Will the state archives staff-even
if expanded-be able to integrate the new accessions into its system? Is the
State Historical Society willing to redirect its internal energies to cope with this
expanded mandate? If the answer to any of these questions is in the negative the
task force will have done little more than raise expectations that cannot be
met-just another frustration for the local officials in whose custody the records
remain.

None of these questions should reduce the basic value of this report. Its clari-
ty of purpose and direction is a model for other state programs. The state-local
cooperation evident in the compilation of this report is very positive; state man-
dates alone will not ensure the preservation of archival local government
records. Without state involvement in their long-term physical custody, howev-
er, many archival local records will not survive this decade. The groundwork
has been laid. Successful implementation will depend on how forcefully the
authors of the report make their case to resource allocators in the legislature and
within their own organizations.

Duane P. Swanson
Minnesota Historical Society

Filming Florida: Images of the Sunshine State. Tallahassee: Florida Department
of State, Division of Library and Information Services, Bureau of Archives and
Records Management, 1990. 105 pp. Paper (spiral bound). Available free from
the Bureau of Archives and Records Management, R. A. Gray Building,
Tallahassee, FL 23399-0250.

Filming Florida is a reference index to 420 films administered by the Florida
State Archives Photographic Collection. Most were commissioned by the
Florida Development Commission (FDC) to promote the many attractions of
the state and encourage its growth. These films, many in color, span the 1950s
to the 1970s. The remainder, dating from about 1947 through the 1970s, cover
political events and persons, notably governors and congressmen. The Florida
State Archives obtained a grant to view, describe, conserve, and copy these
materials; to publish information about them; and to produce broadcast-quality
videotapes (available for a fee).

Florida is a state of great variety tropical flora and fauna, oranges and
tourism, resorts and sports, aerospace and Seminoles, industry, political events,
celebrities, beauty contests, fishing, and Mickey Mouse. A film collection that
documents aspects of all of these is inherently fascinating, and the medium
itself adds interest. Visual media like photography, film, and television inun-
date the senses with information, not just about the stated subject but about the
context, about economic and social conditions, and about the producer's intent
and point of view. Every visual medium has such qualities, but these particu-
lar films were intended not only to be informative but also to sell Florida to var-
ious audiences over a relatively long period of time. Because of this, Filming
Florida will be a rich resource for students of public relations, sports, fashion,
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leisure, economic growth, industry, communication arts, film production, visual
information theory, cultural anthropology, and sociology.

Although Footage 89/North American Film and Video Sources lists twenty
sources of film on Florida's history and culture, the film resources included in
Filming Florida probably document the history of the promotion of the state
more thoroughly.

The Florida State Archives is to be commended for recognizing the value of
the collection and acting so swiftly to preserve, organize, and make it available
to researchers and producers. Many an archive's good intentions have faltered
on one or the other of these steps.

The guide is effective for several reasons. The Florida collection is manage-
able in size and topical scope. Because the FDC or the state itself commissioned
these films, the archives holds full rights to them. (Institutions with large collec-
tions of silent television newsfilm clips may well feel envious.)

A few criticisms might be made. Considering the archives' awareness of
the potentially broad appeal of their films, and considering archivists' present
sensitivity to issues of description and access, the level of description in this
guide and its use of local subject categories is disappointing. For example,
a file on the 1972 Republican and Democratic conventions is not indexed
under "Republicans," "Democrats," "Politics," or "Conventions." In the de-
scriptions themselves, largely devoid of subjective evaluations, some quali-
tative assessments would have been helpful. It is hard to tell whether a title
in the guide represents the original title or something devised for descriptive
purposes. Further editing might have eliminated such phrases as "[the] can
said," or "it tells about."

On the other hand, reading the entire publication does not require much effort
and some of the titles are gems. I was propelled along in anticipation of Elsie
the Cow at Cypress Garden, The Big Squeeze (about oranges), Bombing
Demonstration, Bouncing Baby (featuring Oliver Hardy as the baby), A Dip in
Dixie, Kissimmee: Gateway to the Worlds, Major League Baseball Players
Fishing, Phosphorus: Florida's Vital Key to a Better Future for Man, and
Pinky and Perky (pig puppets, of course).

Filming Florida is one of only a few indexes to film collections currently
available. (The 1985 Newsfilm Index: A Guide to the Newsfilm Collection,
1954-1971 by the Mississippi Department of Archives and History also comes
to mind.) While it is not perfect, it is a very good starting point. Other archival
repositories should emulate Florida's example and produce guides to their own
film holdings.

Myrna Williamson
State Historical Society of Wisconsin
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