Preface

The purpose of this manual is to assist those who process records at the Bentley Library by answering common questions, offering consistent advice, and standardizing several practices within the Processing environment. The manual is designed specifically to aid in the processing of records created by units of the University of Michigan or the papers of individuals associated with the university.

It has been written for an audience that already has a basic knowledge of archival practice and terminology, such as can be gained through enrolling in an introductory course in archival administration. Although it may be useful to others, it is not intended as an introductory work for those who have no previous experience in archives. Such individuals would be better served by examining a basic primer on processing, such as the one available through the Society of American Archivists Basic Manual Series.

This manual is a living document. Its publication does not represent the establishment of a series of rules and regulations but rather the current thinking of the Bentley Library’s staff on a variety of issues. over time that thinking will change and it is hoped that the users of this manual will actively participate in the ongoing process of revising and improving it.

Introductory Comments 

The missions of the Bentley Historical Library

The Bentley Historical Library has two basic collecting missions. It collects and preserves historical materials which document the history of both the University of Michigan and the state of Michigan. These two missions overlap in many areas. Processors working with university records will usually be concerned only with documenting the university and individuals associated with the university. They should be aware, however, of the library’s dual mission and be cognizant of materials within a university collection which also serve to document the history of the state.

Why Processing Matters

Processing in the library begins with the arrival of new material and ends with the prepared records ready for use by the archives staff (especially reference archivists), researchers, and the office of origin. Processing involves a number of steps. The processor must decide what material is to be retained, how the retained material should be arranged, and how to describe the information in the records so researchers can identify and locate materials of interest to them. processing a collection can sometimes be a very simple task, while at other times it can present a series of complex challenges. Fundamentally, processing is the activity that takes a person’s or organization’s records and transforms the documents into an accessible body of information for researchers. A well processed collection makes apparent the original purpose and function of the records and how they relate to one another.

The decisions made by a processor shape the researcher’s ability to find information about the past. What is kept and destroyed determines the extent to which future researchers will be able to answer questions based upon primary textual and visual sources. A collection of even modest value that has been processed carefully can open up unexpected avenues of research to its users and answer questions that the individual who processed the records never conceived. A poorly processed collection will supply answers grudgingly for those who use it, and may have hidden within it information of historical value that remains undiscovered.

Privileged Insights

By the, nature of their work, processors of ten obtain a privileged insight into the function of a unit or the life of a person whose records or papers are being processed. While that insight is one of the attractions of archival work, it also carries an ethical responsibility not to inappropriately discuss confidential information. Frank evaluations of a colleague made by a faculty promotion committee can be important historically and may be entertaining reading, but they are not meant for casual conversation. Discretion is an important aspect of archival work. (See From the Director, p. i.)

Users

Processed collections have a wide variety of potential users. Scholars, graduate students, undergraduates, lawyers, historic preservationists, journalists, genealogists, history "buffs," and others use primary source material. Although members of the academic community make up the largest number of users of the material at the Bentley Library, the most intensive user of the library’s material is its own reference staff. Each day the reference staff consults descriptive material and archival documents to answer questions or aid researchers, especially those who are unable to use the collections directly. When thinking about a collection’s users and what their needs will be, the processor should be particularly sensitive to the work of the library’s reference staff.

Pre-Processing Activity

General Introduction to Processing

A processor who has never processed a university or university‑related collection should become familiar with the following exemplary finding aids:

University of Michigan. President’s Papers.

University of Michigan. Vice President for Academic Affairs.

University of Michigan. Clinical Research Center Records.

University of Michigan. Medical School Records.

University of Michigan. Vice President for Student Services Records.

University of Michigan. School of Public Health Records.

University of Michigan. Medical Surgical Nursing Area Records. 

Wilma Donahue Papers. 

Phillip Converse‑Papers.

In examining these finding aids you should look closely at several details. Notice the basic types of records that are retained by the archives from those created by the president, vice presidents, deans, university departments, and faculty members. The Summary Contents List (if one exists) and the folder list should help you understand how typical files are arranged and described. The Scope and Content Note should be read with an eye for how the processor used prose both to explain the order of the records or papers and to point out the research value of the material. Finally, the unit history  or biographical statement should be read to gain a sense of the kinds of historical information that are included and the manner in which that information is summarized for the researcher.

Preparing for a Specific Processing Project

Before beginning to work on a specific collection created by a University of Michigan unit or faculty member, the processor should become familiar with existing background information. . In looking at background material, the processor is trying to discover information in three areas.

(1.) The processor attempts to learn basic historical facts about the person or unit. For a university unit, typical basic information would include the unit’s complete and formal name (and name changes overtime), the year it was founded, and the head or heads of the unit. For a faculty member this would include information such as birth and death dates, the date (s) when the person received academic degrees and institutions which awarded the degrees, and major academic or career positions.
(2.) A processor should become familiar with the function of the unit or areas of personal endeavor. In looking at a unit the processor should attempt to determine its broad programmatic goals. In the case of an individual, the processor should determine the major areas of the person’s professional activities.

(3.) A processor should attempt to learn the s significant contributions of the unit or person to the university, to an academic discipline, or to society at large.

The amount of background information available regarding a particular unit or individual will vary, widely. certain sources, however, will often contain some information. In particular you should consult:

Marjorie Rabe Barritt  Mary Arnheim, eds. Guide to the Archives of the university of Michigan (the latest edition).

Wilfred B. Shaw, ed. The university of Michigan: An Encyclopedic survey (6 volumes).

The University‑of Michigan President’s Report For The Year

Relevant printed material that may be available (consult the printed works card catalog and the Bentley’s university printed works archivist or the reference archivist).

Library’s Vertical File

The Bentley Library and the University of Michigan Library Clipping File (see finding aids in the reading room).

The accession slip (along with any‑box list done in the field).

The donor file.

An existing finding aid.

The person responsible for bringing in the records.

The university organization chart.

The Guide to the Archives should be the first resource consulted. It is indexed and contains short histories of all of the units and many of the faculty members whose records and papers are in the archives.

The Encyclopedic Survey is the most complete published history of the university. The original four volumes, which are well indexed, cover the university’s history up to about 1950.
 Two subsequent volumes bring the story up to the 1960’s and include information about some units that was not included in the original volumes.
 The later histories, however, are not as thorough as those in the original four volumes.

The President’s Annual Report (FImuB3) was published annually for the academic years 1853‑1983/84. It consists of reports prepared by the major units of the university (including schools, colleges, and offices of executive officers) which summarize their yearly activities. The reports often provide valuable overviews of units for which historical background information is difficult to find.

There are other histories of the university as well as various printed items describing departments that can be found through the printed works card catalog or with the assistance of the university printed works archivist or the reference archivist. All printed works should, however, be used with caution. The articles in the Encyclopedic Survey, for example, were written by authors of varying quality, most of whom lacked the perspective gained through historical training. The "facts" and conclusions  found in these printed sources should always be viewed with an appropriate amount of skepticism.

In addition to printed sources, two vertical  files may contain useful information. The Bentley Library maintains a classified vertical file that contains University of Michigan material and faculty biographies. UM material is gathered to together under the classification "FImu." A list of the terms found under this heading is found in a binder, "Vertical File Subject Headings," located in the reading room. Faculty biographies are arranged alphabetically under the "DB" classification. Both the FImu and DB material is located in the black, four‑drawer file cabinets located in the reading room. (Please consult the reference staff for access to these files.) The University of Michigan Library Clipping File is an alphabetically arranged file of clippings originally maintained by the Graduate Library’s staff. It covers the years 1920 to 1975 and is especially strong for information about faculty. There is a finding aid for this collection as well.

A final source to turn to for information on university units and individuals is the Subject Index to University of Michigan Historical and Descriptive Material in the Michigan, Alumnus and Other University Publications. It was compiled by the University of Michigan library reference staff in 1936 and is located behind the Bentley reference desk. The Bentley reference archivists can assist you in using the index and in locating the publications to which it refers.

The accession slip (Appendix 1) will sometimes include information about the unit, and more importantly note the donor number under which more information can be found in the Bentley Library’s donor files. It also provides the name of the staff member who brought the collection into the archives. The donor file includes all correspondence and other documents exchanged between the archives and the donor. Donor files are arranged by donor number and are located in cabinets adjacent to the receptionist’s desk and in the basement. If a donor number is not found on the accession slip, an alphabetical index to the file, labeled "donor file," is maintained in the top drawer of the file cabinet closest to the south wall. All university units are grouped alphabetically under the heading “Michigan. University."

Many university units transfer records to be added to pre ‑existing collections. Existing finding aids should be consulted in order to ascertain what relationship the records at hand have to records already preserved in the Bentley.

The individual who filled out the accession slip will often be the most knowledgeable person to consult regarding why the material was sought and what the potential value of the records may be. on some occasions the person responsible for arranging the transfer of the records to the library will have prepared a box listing describing the contents of each box.

 The university’s organization chart may prove of value in understanding the institutional history of a unit. The university organization chart is a series of schematic diagrams showing the hierarchical relationship between and within various university units and providing the names of individuals who hold important administrative posts. Consulting it can sometimes help resolve where a particular unit belonged (or belongs) within the university’s organization. The most recent charts can be found in either the office of the head of UARP (black notebook, left side of desk), or in the UARP central file drawer (right, bottom file drawer opposite the supply closet). One foot of additional charts, dating back to 1969, are located in the stacks under the heading University of Michigan. University office of Audits. From approximately 1950 to 1970 a one‑page university organization chart was frequently printed in the first few pages of the university’s faculty and staff directory. Faculty and staff directories can be located under the call number FImu C3. (Remember, whenever any materials are removed from the stacks it is necessary to fill out a call slip so that the reference staff can keep track of the location of the materials).

The organization of the university has changed on several occasions. Since the end of World War II changes have been very common. While some units have been more stable than others, if a unit’s records cover a significant span of time, it may be necessary to check several organization charts in order to determine who was responsible for overseeing the unit’s activities.

The amount of time committed to conducting preprocessing research will vary by collection. As a rule of thumb, however, not more than three to four hours should be devoted to this sort of activity. Frequently, it will take less time than that.

Initial Survey of the Records

Introduction

After completing the background research, and consulting any box survey listing or existing finding aid, the next step is to look at the records themselves. It is critical that time be taken simply to look at the records to observe the kinds of material that are present and how they are arranged. If there is sufficient physical space, put all the material in one place, take off the box lids, and examine the collection as a whole. Unless the collection is very large, look inside every box.

General Information to Note in Initial Survey

As you quickly scan the material, you should be thinking about, and perhaps taking notes on, our aspects of the collection.
Collection dates both the earliest and latest, as well as the most common (bulk) dates.

Forms of material, such as correspondence, memos, minutes,

reports, background files, etc. You should particularly note material in non‑standard formats such as photographs, films, audio tape, or electronic materials (floppy disks, data tapes). If you encounter such materials’, contact the appropriate audio visual or electronic materials specialist.

Arrangement of the material alphabetical, chronological, topical,

university unit, etc., and how systematically the arrangement seems to be carried out. At this point the existing order (or apparent disorder) should not be altered. 

Preservation problems, such as crumbling newspaper clippings, rusting paper clips, etc.

Specific Information to Note in Initial Survey

In addition to these general observations you should note the content and location of specific documents that might prove useful to you during processing or specific problems that you will need to address. Documents that might fall into either category would include:

Unpublished unit histories.

Organization charts.

Manuals or other guides which explain the unit’s operation or general activity.

Confidential or sensitive records, particularly those which are personnel related; student educational records; libelous material; or potentially embarrassing personal information.

Printed material.

Individual vitae.

Visual materials.

Sound recordings.

Electronic materials.

Material that may not be retained in the collection. (This will be discussed in more detail under appraisal.)

In‑considering confidential or sensitive files, the processor’s goal is not to censor the record or sanitize the file for the benefit of the donor, but to protect individual privacy rights. While this is in part a legal concern, it is also a question of treating fairly the donor, individuals who have had reason to contact the donor, and "innocent" third parties who are mentioned in archival records but who may be completely unaware that their name appears in a publicly available document.

The presence of printed material should be noted, particularly if extensive runs of material relating to the unit are discovered, or if individually important printed documents, such as a history of the unit, are found. Such material should be‑brought to the attention of the university archives printed works archivist who will work with the processor to link relevant printed material already found in the university archives with the printed material the processor has discovered (see the Arrangement section, and Appendix 111.)

Visual and sound materials should be brought to the attention of the UARP audio‑visual specialist. As with printed matter, some visual and sound material has been cataloged separately from manuscript material. The specialist will work with the processor and determine how to deal with specific visual and sound material on a case‑by‑case basis.

In the case of particularly large collections (generally those over twenty linear feet in size) it may be necessary first to perform a cursory inspection of the material to identify broad, logically related, groups. These groups may be linked by a file order, such as a chronological sequence or an alphabetical arrangement, or they may have an intellectual unity, for example a group of records discussing a particular issue or originating out of a specific activity. These groups may later serve as basic building blocks in the records’ or papers’ overall organization. Early on, however, they are merely convenient divisions, each of which should be subjected to a preliminary survey.

The amount of time devoted to a survey of collections smaller than twenty feet in size should be modest. on average, a box of material should be examined for no more than fifteen minutes. A typical initial survey for a twenty foot collection should take no more than four or five hours.

Appraisal and Separation Procedures

Introduction

The next step in processing is to appraise the records to decide what material will be retained by the archives and what will be removed from. the collection. Retained material will be subject to subsequent processing while material that is not retained will be disposed of according to steps outlined in the library’s separation procedures and in the transfer agreement.

Deciding which records to save and which to eliminate is among the most difficult decisions a processor must make. While there are no absolute criteria that can guide this decision, there are several factors that routinely enter into the decision.

Material to be Retained

As a general guideline, documents should be retained if the information within them:

· Is significant in determining the basic activities or fundamental policy goals of a unit. 

· Illuminates an important aspect of university history, the history of a specific academic discipline, or the history of the state.

· Clarifies an individual’s goals, beliefs, or the motives that underlie decisions or actions.

The most important criterion or saving records’ is how well they document or explain the functions and activities of the unit that created the material or how clearly they state the goals, beliefs, actions, or motives of a person.

Occasionally, exceptions will be made for records or papers that do not directly address the functions or activities of the records’ creator, but are never the less important to the history of the university, a particular academic discipline, or the history of Michigan. For example, the personal interests of a department chair may result in the creation of an interesting file regarding the university’s athletic program which is totally unrelated to the department’s responsibilities. A professor who was never ‘considered a leading light in his or her field may, however, have collected material from a professional organization that constitutes an important and otherwise unavailable body of information regarding the discipline. The records of a school or college may include historically significant data about the state, such as surveys of important Michigan architectural sites done by students of the College of Architecture and Urban Planning. Before deciding to retain such material, review your reasons for doing so with your supervisor.

Types of records that often contain the kinds Of information that the university archives seeks to preserve include:

Annual Reports and Special Reports.

Minutes.

Committee records, particularly of such committees as executive, curriculum, or search committees.

Summary financial data such as that Sound in annual budgets or annual financial statements.

Correspondence files of senior administrators.

Files documenting research activity.

Topical administrative files.

Nineteenth century records.

Identified or easily identifiable photographs.

Printed items generated by the unit, such as newsletters, histories, and publicity brochures.
These kinds‑of records are sought because they tend to be the most cohesive and complete sources of substantive information about the unit or individual. In processing the records of a university unit (except for the highest administrative off ices) ‑ past experience suggests that the types of material listed above will typically account for approximately 50% of the total material received by the archives. The remaining 50% will be eliminated from the collection. Personal papers also have a relatively low percentage of material that meets the above criteria. Based on past experience only about 25% of a faculty member’s papers are retained by the archives.
Records to be Eliminated

Not surprisingly, much of the material eliminated from both the records of university units and from faculty papers does not directly relate to the activity of the unit or person which created the material. Both people and units tend to collect documents for immediate reference needs, long‑term information concerns, professional or legal obligations, or because they have a vague sense that they may "need it" some day. Most of the time these concerns are not sufficient to justify retaining the material in the archives. This is so because these kinds of documents usually represent scattered fragments of information and do not form a cohesive, substantive information source about the history of the university, an academic discipline, or the state.

In the vast majority of cases the following records are separated from the collection:

All duplicate material.

Non-UM printed matter.

Printed matter created by the unit or individual but which is readily available elsewhere (articles published in major journals, books, etc.).

Non-summary financial records such as itemized account statements, purchase orders, or cancelled checks.

"Housekeeping" records such as routine memos about meeting times, reminders regarding minor rules and regulations, or information about social activities.

Duplicate material refers not only to actual physical duplicates found in the records or papers being processed but also material issued by another office that has been widely circulated around the campus. The office of the vice president for academic affairs, for example, widely distributes its circular memos to "Deans and Directors." Unless the unit whose records are being processed has substantively annotated such a memo, the "Deans and Directors" memos should not be retained. Similarly, minutes of the faculty senate are found in a number of faculty members’ papers. Again, unless the faculty member whose papers are being processed has substantively annotated the minutes, they should not be retained.

Units and individuals may collect a variety of printed items such as photocopied journal articles, newspaper clippings, reports, and other widely circulated material. Units may keep printed matter issued by non-University of Michigan departments, schools, or colleges, supply catalogs, printed instructions for various pieces of office equipment, and similar material. All of it is routinely eliminated.

Individuals and units often retain large quantities of detailed financial information. Units have monthly reports for various accounts, purchase, orders, vouchers, old bills, and other miscellaneous financial records. Individuals retain cancelled checks, receipts, utility bills, and similar records. These records are also routinely eliminated from archival collections.

"Housekeeping records" is an expression that defines a wide variety of non-financial, day to day, administrative material that serves primarily to remind people of minor duties and responsibilities. Memos asking people to turn off lights, clean the coffee pot, park their cars only in authorized locations, or attend the annual staff picnic are all examples of housekeeping records. Housekeeping records are routinely discarded.

In addition to all of the above, other frequently discarded material includes:

Background or reference files.

Drafts of non-critical documents or drafts reflecting stylistic changes.

Disorganized newspaper clipping files.

If processing an addition to a collection, the processor should also consult the separation sheets from previous accessions. The sheets can be found in the donor file and are summary listings of materials which have been separated out of the collection in the past (see p. 28.)

Special Appraisal Problems:  Records in Non-Standard Formats
Although the general appraisal criteria outlined above apply to both textual (paper) and non-standard (photographs, film, audio tape, electronic materials) records, the latter often present peculiar appraisal problems. To determine whether unidentified photographs (such as unidentified pictures of individuals, groups of individuals, buildings, or geographic features) or photographs of a purely personal nature (such as family gatherings or vacation snapshots) should be retained in a collection, the processor should review them with the supervisor. In university records, visual images of identified faculty, conferences! or physical facilities should be retained. In faculty collections it is appropriate to retain professionally photographed images that create a visual record of the individual faculty member or individuals. directly associated with the faculty member. Photographs which date from before 1945 should be brought to the attention of the UARP audiovisual specialist, to determine if. they are of nitrate stock (a highly flammable, chemically unstable material).
Closely associated with photographs are film and video cassette recordings. The same visual criteria should be applied to these moving images as are applied to non-moving images, Pre-1945 movie film should also be brought to the specialist’s attention to determine if it is of nitrate stock.

The appraisal of electronic materials should include consideration of the hardware and software environment in which the records were created. It is often impossible to "read" computerized records created through now unavailable software packages or which utilized hardware that is now obsolete. Although field staff have been requested to obtain as much information as possible regarding the technical specifications of electronic records, determining the software and hardware environment of a particular electronic record may require the, processor to contact the record source for relevant information. Discuss the need to contact a record source with the supervising archivist before doing so. If electronic materials in a collection cannot be read by equipment currently available through either the Bentley Library itself or the university’s computing center, it should be brought to the attention of the supervising archivist.

Special Appraisal Problems:  Sensitive Records
While appraising records, processors will sometimes encounter information regarding specific individuals that is restricted by law or has be en determined to be, "sensitive" under UARP guidelines. A specific law that frequently affects information created by the university is the Family Educational Rights and Privacy Act (FERPA). FERPA closes student records unless the individual named in the record specifically authorizes others to see the material. FERPA applies to records such as examinations, student papers, student evaluations or grade sheets, or files maintained about students by faculty or staff. An example of an internal UARP policy decision is that regarding personnel records.- Although the library routinely returns most personnel files to the office that created them, personnel related files created by search and review committees (normally seeking to fill senior level administrative posts) and tenure review committees are considered to be of historical value but are closed for general use by researchers for 30 years from the date of their creation.

When a processor discovers either legally restricted information or information restricted by internal UARP policy, the information should be brought to the attention of the supervising archivist. The archivist will consider the problem and with the processor’s help develop an appropriate strategy for dealing with the materials.

Appraisal and Preservation

When appraising materials, the processor should do the following to ensure their proper-preservation.
· Remove rusty paper clips and staples.

· Xerox crumbling paper or older paper forms such as thermofax sheets, onto acid free paper.

· Ensure that folders are not too full. When necessary, use two folders instead of one.

· Refolder materials if labels on the original folders are peeling off.

· Remove any plastic sleeves which encase materials.

If more serious preservation problems are encountered, the processor should bring them to the attention of the supervising archivist.

Procedures Regarding Separated Material

Before any unwanted material is removed from a collection, the Processor should discuss the action with the supervising archivist. If the archivist agrees, the material should then be removed from the active collection and placed in a clearly marked box that indicates what collection the material came from, generally where in the collection it was removed-from, and that it is unwanted material. If the material is to be returned to the donor, care should be taken so that the material retains a neat appearance. In general, material to be returned-to the donor should be maintained in an order approximately the same as that in which it was received. Thus, unwanted material that was received in good order should be returned to the donor in a good order, but if the unwanted material was poorly ordered it is not necessary to "improve the, order before the material is returned.

The processor should be able to describe generally the kinds and quantity of material removed. Typically this would require a sufficiently detailed knowledge of the removed items to write a brief note about the discarded materials, for example, "three feet of general correspondence primarily requesting admission forms or asking for article reprints." At the end of a processing project, a written "separation" document describing what was not retained is completed (see Appendix 11). A blank separation form can be obtained from the supervisor; on it the processor should list how much material was s discarded (measured in linear. feet) and provide a sense of the various kinds of material discarded. When completed, the form should be returned to the supervisor.
If the transferring unit or donor has granted the archives "discretion" to dispose of unwanted material, the material will be destroyed as directed by the supervisor.
 If the transferring unit or donor has requested that the material be returned- or that they be consulted prior to the destruction of any material, the separation document should be given to the individual, generally the supervisor, responsible for contacting the unit or person. In either case it is essential that the information be accurate and as detailed as is practical. It is considered unethical to process a collection for personal gain. No items may be removed from a collection to become the property of the processor.

Arrangement Practices

Establishing an Order

While material to be eliminated will continue to been countered within a collection, after a first "pass through" the majority of unwanted material should be removed and the ground will be set for the task of arranging the remaining records. Through the initial survey and the appraisal examination the processor should have obtained a good idea of how the files are arranged. Unless there are serious mitigating factors, the file order established by the creator of the records should be retained. The primary job of arrangement is to discover the creator’s file order and insure that it is systematically implemented. The decision to use the record creator’s file order, rather than some other file order established by the processor, is in accordance with the principle of original order. Provenance and original order are fundamental archival principles and should be disregarded only when there is a compelling justification and only after the justification has been presented to and accepted by the supervising archivist.

In many situations the original order of the records will have become badly disorganized and the processor must both recognize and reestablish that order. Re-establishing file order can involve both correcting inadvertent filing errors made by the records creator and reestablishing original file orders which have been accidentally damaged due to poor storage conditions, hasty packing for transfer to the archives, or some other mistake. Typical problems include:

Files which have been relocated into several different storage areas.

Many small groups of files that were placed together as a matter of convenience but which do not seem to be intellectually related.

Frequent relocation of files in storage areas can often cause related material to become separated. Reboxing of material can create more disorder in the filing system. Small filing systems are often particularly troublesome because they are not arranged in logical sequence readily apparent to subsequent users. The records’ creator simply remembered, more or less, where particular information was filed. Under these and similar circumstances it may be impossible to utilize effectively the original file order, or in some cases even discover it.

When such situations arise, the processor should attempt to impose the simplest possible organizing scheme upon the records. A simple alphabetical or chronological. arrangement is usually the filing system adopted to resolve such problems. Subject schemes are rarely imposed "from scratch" because of the amount of work required both to develop an appropriate classification scheme and to place specific records into their appropriate location.

The records within record groups and collections often possess varying degrees of internal order. Some material will be in good order, other sections of the record group or collection may show signs of neglect but present sufficient organizational structure to make clear what the original order was, and still other sections may be in hopeless disarray. The strategy employed in arrangement is to use sections of records as they are whenever possible, reestablish order when necessary, and impose a simple but usable order if no other option is available.

Organizational Model and Terminology

In settling upon an arrangement, the processor should think about the collection’s overall structure in terms of a specific model that has been created by archivists. The model used is that of levels of arrangement. The processor should also use standardized terminology to discuss the collection’s arrangement. The terms used in connection with this model Are record group or personal papers, record subgroup (or simply subgroup), series, folder, and item.

The levels of arrangement model hypothesizes an organizational structure in which individual documents are intellectually linked through increasingly broad groupings that have a contextual unity. For example, fifteen individual documents are given a collective identity established through context when they all are found in a single file folder that has the heading "budget". Each of the documents contains different information, but all of them relate to the budget.

Similarly the file folder "budget" takes on a contextual meaning when it is found in a grouping of file folders. For example, the budget folder might be just one of fifty folders alphabetically arranged- -tinder the umbrella heading, "Annual File, 1966-1967.11. This umbrella heading for a group of file folders is what is called a series. A series is a group of file folders that has some coherent context that links each to the other. That context is usually recognized through a file order: a chronological, alphabetical, or numerical ordering. It often has an apparent beginning and ending and reflects a distinct function or activity.

Following in this pattern, a record subgroup is a contextual linkage between series. Unlike the file or the series, however, a subgroup has no physical file order that serves to identify the contextual linkage. There is no alphabetical or chronological arrangement that begins with a particular folder, ends with another folder, and defines the relationship that exists between all of the folders in between the first and the last. A subgroup is a purely intellectual device that is observed and recognized by the processor. Re cognizing subgroups is often difficult.

To define subgroups in records originating from university units the processor should look for hierarchical divisions. Thus within a dean’s records there may be records created by various associate deans or subordinate units of the school. These would-be record subgroups.

In a collection of faculty papers subgrouping would likely be done in one of three ways. If an individual held multiple official positions, these might serve as subgrouping divisions. Thus a personal collection might divide into a vice-presidential subgroup, deanship subgroup, and unit director subgroup. A second possible way to create personal subgroups would be by activity or function. An individual who served as a teacher and researcher for all or most of her career might have her records divided according to major research search and teaching activities. Teaching material might be divided by class, research by project. A third possible way to create personal subgroup is by subject. Areas of the donor’s personal interest would define the subject headings. In choosing between the options for defining subgroups in personal papers the processor should always use the basic organizing scheme employed by the records’ creator (if there was one) as the primary organization scheme.

The final arrangement level within the archival model is that of the collection. This is, quite simply, all of the material created by a single source, be it a unit or an individual, that has been given to the university archives. The terms "papers" and "record group" are used to describe the entire group of material. "Papers" is used in connection with material donated by a person, generally a faculty member, while "record group" is used to describe material received from a university unit.

Printed Material

While arranging the material, the processor should discuss the nature and quantity of printed material found within the collection with the university archives printed works archivist. (The processor is directed to read Appendix Ill.) The archivist will determine if any published material from the donor has been previously cataloged in the Bentley Library’s printed works catalog, or if relevant material is found among the uncataloged serial publications. Printed works will be gathered together and itemized in the folder list under the heading "Printed Works." Generally, this series will be placed at the end of each accession. Although the series will be intellectually integrated with the collection as a whole, it will be physically separated out by the archivist and located in the university printed works section of the stacks area.

Materials in Non-Standard Formats

If a collection contains photographs, audio tapes, videotapes, or films, it is appropriate to create separate series for these formats. In many cases items in these formats are not integrally related to the textual records and disruption of the "original order" will not significantly affect the integrity of the records. In cases where non-standard material is integrally related to the textual material adjoining it, the non-standard material should still be removed to its separate series. The processor, however, should write a parenthetical note after the folder heading line item in the folder list explaining what material has been removed and where it is located. Note the following example:

President’s Papers Speeches American Council on Education, March, 1980 (handwritten notes; tape of speech removed to "Audio Series," box 112.)

If series defined by format are created (or if the re cords creator established such series) they should be arranged in a simple, but logical, manner. Normally a chronological or alphabetical order is adequate; because many inquiries for visual images are based upon subjects, however, modest subject access should be facilitated when possible.

Description

Introduction

Description is the final major aspect of a processing project. While good arrangement is important, good description is critical. It is difficult for either the Bentley Library’s reference staff or a researcher to understand the content and importance of a record group or collection, or even to locate desired documents, if the material is poorly described. The goal of description, therefore, is to discuss in a concise and clear way the unit or person which created the records, describe the arrangement and content of the records, and if possible make some broad- generalizations about the research Potential of the records in obvious areas of importance.

The descriptive tool through which this is accomplished is the finding aid. A typical finding aid consists of four core parts: a title page, a history of the unit or a biographical statement, a scope and content note in which the records are described, and a folder list. In addition, finding aids for larger, more complex collections should include a summary contents list.

Finding aids parts should be integrated to form a whole. In particular there should no "widow" or "orphan" statements. If in one section a particular facet of a unit’s work or an individual’s career is highlighted, subsequent sections should make clear where information about that facet of the unit’s work or individual’s career can be found. If there is no information regarding that facet of the unit’s work or individual’s career, then that omission should be noted.

Writing Style

The goal of writing a finding aid is to Provide information without interjecting value judgments about the actions taken by individuals or university units. Finding aids are not works of literature, but in addition to a neutral tone, clear, well written prose is an important component. Conciseness and precision are highly valued qualities. Slang, professional jargon, and "shop-talk" should all be avoided. For example, even if an office referred to a particular set of records as "the blue books, "that term conveys no information to subsequent users. In the finding aid a more representative name should be used and, if- necessary for administrative reference, the shop phrase should be placed in parentheses after the preferred terms such as, "Annual Reports (Blue Books) The shop phrase may also be included as a line in the folder list, but cross-referenced to its more representative heading(Blue Books  see Annual Reports) If abbreviations are used for substantive items such as the names of units or projects, they should be preceded by the fully spelled out name when first introduced, for example, "Division of Research Development and Administration (DRDA)."

Title Page

The title page is a standardized descriptive format. (Appendix IV) It is essentially a “fill in the blank" document in which up to eight data elements are listed. Information found on the title page includes the name of the -collection, the years covered by the records, and the amount of material, normally measured in linear feet. In addition to these three descriptive elements, five other elements appear with varying-degrees of frequency.
The acquisition statement explains, in a sentence, how and when the collection came to the university archives. The donor number is routinely included in the acquisition statement. A typical acquisition statement might read:

The record group (donor #9999) was received from the unit in June 1984 and March 1987.

The access statement is designed to inform researchers and the reference staff of the terms of access to the collection. Most collections are open to research and the statement, "The record group is open for research" will suffice. If there are any restrictions placed on the use of a collection, they ate to be explained to the researcher on a separate page (the second page of the finding aid), under the heading "Access Restrictions." The processor will direct the researcher to that page by noting on the title page, under access, "See Access Restrictions on the following page."

If photographs (or other visual material) or sound recordings exist within a collection that fact should be noted on the title page. If they are gathered together in one place the researcher should be directed to their location.
Any copyright information that is available regarding the papers or records should be included on the title page. If the papers were given to the university archives by a faculty member, student, or other private source, the statement should note whether the donor transferred his or her literary rights to the university. Copyright regarding records generated by individuals working in university units and brought in as university records is held by the Regents of the University of Michigan. Therefore the copyright line should state, "Copyright is held by the Regents of the University of Michigan."

If a donor has restricted the reproduction of a collection in any way, such as prohibiting

photocopying, this information should be placed with the other copyright information.

The final line of the title page provides the name (s) of the processor (s) who worked on the collection and the month and year the processing was completed.

History or Biographical Statement

The history section of the finding aid should present a short, narrative history of the unit or biography of the person who donated the papers. The purpose of the history is -to give the researcher a quick broad introduction to the -creator. It -is not intended to serve as a detailed or definitive historical statement. The Encyclopedic Survey and the President’s Report are particularly valuable sources for the processor when researching the history of a university unit. The history should summarize major events and themes in the unit’s or person’s past. Particular attention should be given to those elements of the past which are best represented in the papers. If a more complete history or biography is available, the history statement should cite the appropriate. work for the convenience of the researcher. If, when writing the history/biography, you quote from a document found in the collection, add a parenthetical note and include the location of the document (Box Number, Folder Heading, Important Document Identifying Information.) A typical history statement for a twenty foot collection would measure two to three typed, double spaced pages in length.
Description of the Records

The descriptive section of the finding aid, called the "Scope *and Content Note," describes the arrangement and content of the documents. The format used is to first describe the general characteristics of the collection, including important research strengths and weaknesses, and then to describe each major component of the records or papers. Defining major components involves the use of several terms that have already been discussed. In particular the processor should be aware of the terms "papers," "record group," "record subgroup," and "series." Specifically, description normally begins with the broadest applicable level, the record group, then progresses through the more discrete levels of arrangement, first the subgroups, if they exist, and then the series. Thus an opening paragraph might read:

The records of the Residential Computer Project date from 1978 to 1986 and measure seven linear feet. They have been-divided into two subgroups, Administrative and Research. The Administrative Subgroup is composed-of two series, General Administrative Records and Data Analysis. The Research Subgroup consists of three series of raw data drawn from different groups: Senior Administrator Data, Residential Director and Residential Advisor Data, and Student Data.
It is traditional to list the major elements in the order in which the material is physically arranged in the boxes. Thus in deciding whether to list the Administrative -Subgroup or the Research Subgroup first, if Administrative Subgroup material was physically placed before the Research Subgroup, the Administrative material should be described first. Each major division is next described, including its size, dates, method of arrangement, and content. For example:

The Research Subgroup consists of three series. The first, "Senior Administrators," (I linear foot) dates from 1984 to 1986 and is arranged by an arbitrary identification number assigned each administrator In order to guarantee his or her anonymity. Under each number are usually found several folders. The first consists of a questionnaire completed in 1984 which includes basic demographic information about the individual, and seeks to ascertain their general feelings about the use of computers in their day to day work. The second folder is a log of electronic messages sent and received by the person between 1984 and 1986. In some cases this Log also includes print-outs of actual messages. Active participants in the message system will often have several folders, arranged chronologically, of logs and printed messages. The final folder is a copy of the 1994 survey, which the administrator was asked to fill out again in 1986, in order to determine if opinions and attitudes had changed over time. The second series...
Information regarding significant aspects of the unit’s or person’s past noted in the history section should be highlighted in the description of the records, so that researchers who have an interest in that facet of the unit or person have an idea where the best information about it can be found. When a significant portion of a series is comprised of a given type of materials, such as minutes or budgets, the researcher should comment to that effect and discuss their value and content. on average, the description of the records will be about twice as long as the history statement; however, no fixed ratio exists between the two.

Folder List

The folder list is the final component of a finding aid. It is simply a listing of the folders found within each box of the collection. The folders in an alphabetical series from the papers of a professor in the College of Architecture and Urban Planning, for example, might be listed as:

Biographical Information


Family History, 1909-1966


Newsclippings, 1943-1961 and undated

Correspondence 1936-1946 1947-1948 1949-1950 1951 1952-1962

Dearborn Project, 1959

Flint Project Initial Site Plan, 1947 Opening Day, October 21, 1948 Marketing Strategy, 1948-1951 Sale, 1952

Florida Venture, 1950


Architectural Plans and Sketches


Legal Documents


Market Analysis


Site Location Studies

Note that within the series, "sub-series" of folders often exist. Correspondence, for example, has been divided into five folders, arranged chronologically. The Flint project has also been arranged chronologically, although in this case headings have been assigned as well as dates to indicate the general nature  of the material found in the folder.  Under "Florida Venture," material is arranged alphabetically, while the general heading is dated, indicating that material in all of the folders under the general heading was created in 1950.

Folder headings should attempt to describe the content, form, and function of the items within the folder and should include the dates of the items. A folder entitled "Correspondence, 1943-1948 (to/from Robert Marks re: German Economy)" is prefer`6ble to "Correspondence, 1943-1948 (to/from Robert Marks)," which in turn is preferable to, "Correspondence, 1943-1948.11 Practical considerations, however, will usually force the processor to accept, without elaboration, folder headings found within a collection. When refoldering materials, the processor should include the collection and series titles when writing the folder label. Using the previous example, for instance, the processor would write the following on the folder: Architecture and Urban Planning  Alphabetical Correspondence, 1943-1948 (to/from Robert Marks re: German Economy)

As long as they can be clearly understood, abbreviations such as "Arch UP," "Alpha," or "Corr." may be used. Scrap folders, which are available in the processing room, can be I used as temporary folders to hold materials until the processor is certain of the final arrangement scheme of the collection and therefore knows the correct terms to write on each new folder.

Folder headings for non-standard material often require the inclusion of more detailed information than supplied for paper records. In particular a variety of specialized technical information should be included. The description of photographic images should include the polarity of the image (positive, negative, or both)  whether the image is in color or black and white, and also mention if a pre-twentieth century photographic process was involved in the creation of the image (e.g., tintype or ambrotype). Because many researchers are seeking photographs of particular individuals, locations, dates, or-subjects, important concentrations of visual images regarding a specific person, place, date, or topic should always be noted.._ (For additional information, the processor should consult Mary Lynn Ritzenthaler, Gerald J. Munoff, and Margery Long, Archives Manuscripts: Administration of Photographic Collections (Chicago: SAA, 1984).

Folder headings for motion picture film should include the film’s width (measured in millimeters), polarity, and length. In addition, notation should state if the images are in color or black and white and if a sound track is available. If sound is available, the description should note whether the sound track is separate or attached to the film and whether it is an optical or magnetic track. The content of films should always be briefly described.
Description of videotapes should include the basic size, and in some cases format, of the tape. Most common will be five sizes and formats: .5 inch VHS, .5 inch Beta, .75 inch U-matic, 1 inch videotape, and 2 inch videotape. Half-inch VHS is the most commonly used format today for privately made, non-commercial videotape images. Half-inch inch Beta was an early, but ultimately unsuccessful competitor to the VHS format, and was used in Sony Corporation’s "Betamax" systems marketed during the 1970’s and early 1980’s. Three-quarter inch U-matic is today the most common commercial, broadcast quality tape. U-matic tape is almost always found in a cassette that appears to be an oversize VHS cassette. One inch and two inch videotapes are open reel tapes that were used in television broadcasting from ca. 1960 until ca. 1980. One and two inch tape required expensive hardware to play, and thus were rarely  found outside of commercial television, although a few university departments that were early users of closed circuit television invested in the equipment. A brief description of content is always necessary to aid researchers in determining whether the tapes are of importance to them.

Sound recordings in a collection should be described in terms of format (reel to reel tape, cassette, phonographic disk) and play back speed (inches per second  or tape, revolutions per minute for disks). A description of the recording’s content, including important speakers, topics addressed, or event at which the recording was made, is essential to make the material usable. When describing film, videotapes, and sound recordings in the folder list, the processor should consult with the audio-visual specialist.

Electronic materials also require additional technical information to be useful. The description should include the records’ physical format, the number of disks, t apes, or cartridges, the physical size of the media (the diameter measured in inches for disks, the length in feet or meters of tape or cartridges) and the storage density (measured in kilobytes or megabytes or disks, bits per inch (bpi) or tapes or cartridges). The, hardware and software used to generate the electronic materials should be noted. If applicable, the description should also include the number of files or fields, the number of records or the filing conventions used to identify text files, and should note the presence and location of an existing, non-computerized version of the information.
Summary Contents List

For large collections with many subgroups or series, a summary contents list is frequently included to aid the researcher and reference archivist in finding the specific material he or she is seeking. A summary- contents list is analogous to a table of contents in a book, and should simply list each subgroup and series and note in which boxes material from the subgroup and series is located. For example:

Residential Computer Project

Administrative Subgroup, 1978-1984


(boxes 1-3)

General Administrative Records, 1978-1982 (box 1)

Data Analysis, 1980-1984 (boxes 2-3)

Research Subgroup, 1982-1986, (boxes 3-7)

Senior Administrator Data, 1984-86 (box 3)

Resident Director and Resident Assistant Data, 1980-1986 (boxes 4-5)

Student Data, 1982-1985 (boxes 5-7)

A summary contents list can be particularly valuable in describing collections where several accessions have been received. Because of the difficulty of physically moving records received at different times, related material may be scattered in. several boxes not in sequence. The summary contents list can be used to make these intellectual relationships clear to researchers and to the reference staff. For example:
Residential Computer Project

Administrative Subgroup, 1978-1984


(boxes 1-3; 8-11)

General Administrative Records,. 1978-1982 (box 1)

Data Analysis, 1980-1988 (boxes 2-3; 8-11)

Research Subgroup, 1982-1986,


(boxes 3-7; 11-25)

Senior Administrator Data, 1984-86 (box 3)

Resident Director and Resident Assistant Data, 1980-1988 (boxes 4-5; 11-15)

Student Data, 1982-1989 (boxes 5-7; 16-25).

Database and Catalog Entries

After the finding aid is complete, the processor should prepare a list of added entries, or points of access to the collection, and give them to the curator of manuscripts. Typical added entries might include major subjects, significant institutional or personal records found within a collection, and important events. Avoid dead ends: it should be obvious from the finding aid where the information referred to in the added entries can be found.

Physical Preparation of the Finding Aid

Finding aids are prepared on a micro-computer using the Microsoft Word word processing program. In order to establish a uniform format for the title page, folder list indentations, and other matters of appearance, a Word stylesheet has been prepared. In cases where the processor is adding material to an existing collection, consult with the supervising archivist to obtain a working copy of the existing finding aid’s previously created Word file. In cases where there is no Word file for a pre-existing finding aid the supervising archivist will decide the appropriate steps to be taken.
If you are unfamiliar with microcomputers or the Word 5.0 program, consult the blue notebook (Creating Finding Aids. on Microsoft Word) that is available in the processing room.

Subsequent Procedures

The draft finding aid is routinely circulated among the supervising archivist, the university archivist, the head of reference, and the library’s assistant director, for comment. This procedure will sometimes lead to questions and suggested changes. The supervising archivist and the processor will review the proposed changes and questions and determine how to respond to them.
Appendix III

Processing Printed works

Printed materials should be turned over to the university printed works archivist as soon as possible after the processor has completed an initial survey of the record group. All university printed material should be brought to the attention of the archivist, whether it relates to the unit or not. Printed material may be defined as:

annual
reports

bibliographies
brochures
bulletins
calendars
catalogs
directories
guide
books
histories
journals
manuals
newsletters
periodicals
playbills
press releases
programs
reports
schedules
yearbooks

When in doubt the processor should always ask! Sometimes printed material is only one page in length, sometimes 500 pages. university printed materials seldom fit a standard library definition of printed material. As an example of the unorthodox form which these materials sometimes take, see the attached This Week in Physics.

The printed material should be separated into two groups--one is general university publications and those created by other units on campus, the other is printed materials from the specific unit. This allows the archivist to immediately begin work on the materials of the specific unit, thus preventing a delay in completion of the finding aid. The processor should include a note with the material, giving the name of the university unit, the donor number, and whether the Bentley Library has been given discretion to discard the unwanted material.

The printed works archivist will check the Bentley’s holdings and determine whether the material is already held, whether there are gaps to be filled, whether it should stay with the record group in a separate printed series or be individually catalogued and maintained as part of the book collection. Titles which will be individually catalogued include materials which have a broad research appeal, such as directories and yearbooks. If this is the case, the archivist will ask the processor to include a note in the scope and content note of the finding aid, which will refer the researcher to the printed catalog. The bulk of the university publications, however, will be catalogued as a group and included in the contents list of the collection from which they came.
All material which is returned for inclusion in the printed works series of the collection will be arranged by format and therein by title. This allows for all newsletters, bulletins, brochures, etc. to be placed together regardless of name changes. “Precedes” and “Supersedes” notices will point the researcher to subsequent issues when title changes occur. “See shelf list for more recent holdings” will be included for folders which do not have a closing date. The printed works archivist will discuss with the processor those materials which should be highlighted in the scope and content note under “Printed.” Related groups of printed material and alternative headings which the researcher might consult for further information regarding the unit and its record group should also be included and will be provided by the archivist.

The printed material will be foldered, labeled, and placed in Hollinger boxes by the printed works archivist. The processor will list the printed material in the finding aid as the last series. This will allow the printed works series to expand, if necessary, and facilitate changes in the finding aid. After the completion of the finding aid by the processor, the printed works archivist will place the  boxes in the front stack cube of the yellow level where most printed material is stored. The processor should provide a copy of the finished finding aid to the archivist so that cataloging for the printed catalog can be accomplished.

GLOSSARY OF ARCHIVAL AND RECORDS MANAGEMENT TERMS

(The following definitions are based on glossaries in William Benedon, Records Management (Englewood Cliffs, N.J.: Prentice Hall, 1969); Frank B. Evans, et al, "A Basic Glossary for Archivists, Manuscript Curators, and Records Managers" (American Archivist, July 1974. pp.415-433); Lewis J. and Lynn Lady Bellardo, compilers, A Glossary for Archivists, manuscripts Curators, and Records Managers (Chicago: The Society of American Archivists, 1992)  and Wilmer Maedke, et al., Information and Records Management (Encino, CA.: Glencoe Publishing, 1981), as modified by the staff of the Bentley Historical Library.]

ACCESSION. (1) The act and procedures involved in a transfer of legal title and the taking of records or papers into the physical custody of an archival agency, records center, or manuscript repository. (2) The materials involved in such a transfer of custody.

ACTIVE RECORDS. Records necessary for conducting the current business of an office and which therefore must be maintained in office space and equipment.

ADMINISTRATIVE VALUE. In appraisal, the usefulness of records to the originating or succeeding agency in the conduct of current business. See also EVIDENTIAL VALUE; INFORMATIONAL VALUE.
APPRAISAL. The process of determining the value and thus the disposition of records based upon their current administrative, legal, and fiscal use; their evidential and informational or research value; their arrangement; and their relationship to other records. It is generally performed at the record series level.

ARCHIVAL VALUE. The determination in appraisal that records are worthy of indefinite or permanent preservation by an archival agency. Also referred to as historical, continuing, or enduring value.

ARCHIVES. (1) The noncurrent records of an organization or institution preserved because of their continuing value also referred to, in this sense, as archival materials or archival holdings. (2) The agency responsible for selecting, preserving, and making available archival materials. (3) The building or part of a building where such materials are located.

ARCHIVES ADMINISTRATION. The management or direction of an archival agency, including the following basic functions: appraisal, disposition, accessioning, preservation, arrangement, description, reference service, exhibition, and publication.

ARCHIVIST. A person responsible for or engaged in one or more activities associated with archives administration.

ARRANGEMENT. The process and results of organizing archives, records, and manuscripts in accordance with accepted archival principles, particularly provenance, at as many as necessary of the following levels: repository, record group or comparable control unit, subgroup, series, file unit, and document. The process usually includes packing, labeling, and shelving of archives, records, and manuscripts, and is intended to achieve physical or administrative control and basic identification of holdings.

COLLECTION. (1) An artificial accumulation of manuscripts or documents devoted to a single theme, person, event, or type of record. (2) A body of manuscripts or papers, including associated printed or near-print materials, having a common source. If formed by or around an individual or family, such materials are more properly termed personal papers. If the cumulation is that of a corporate entity, it is more properly termed record group. (3) In singular or plural form, the total accessions and deposits of a repository.

CORRESPONDENCE. Letters (administrative or personal), memoranda, postal cards, rapid reply forms, electronic mail, generally containing textual or narrative information.

DESCRIPTION. The process of establishing intellectual control over holdings through the preparation of finding aids. See also PROCESSING.
DISPOSITION. The actions taken with regard to noncurrent records following their appraisal. The actions include transfer to a records center for temporary storage, transfer to an archival agency, donation to an eligible repository, reproduction on microfilm, and destruction.

DOCUMENT. An instrument for the communication and registration of information regardless of physical form.

EVIDENTIAL VALUE. A phrase that refers to the value of those records of an agency that are necessary to provide an authentic and adequate documentation of its organization and functioning. See also ADMINISTRATIVE VALUE; INFORMATIONAL VALUE.
FILE. (1) An accumulation of records maintained in a predetermined physical arrangement. Used primarily in reference to current records, the term in archival usage may refer to either a series or a file unit such as a folder or dossier. (2) To place documents in a predetermined location according to an overall plan of classification. (3) In machine-readable records/archives, two or more data records of identical layout treated as a unit. The unit is larger than a data record, but smaller than a data system, and is sometimes known as a data set. (4) Storage equipment such as a filing cabinet.

FINDING AIDS. The descriptive media, published and unpublished, created by an originating office, an archival .agency, or manuscript repository, to establish physical or administrative and intellectual control. over records and other holdings. A finding aid includes a brief history of the organization and functions of the agency whose records are being described; a descriptive list of each record series giving at a minimum such data as title, inclusive dates, quantity, arrangement, relationships to other series, and description of significant subject content and a list of folder headings.

INFORMATIONAL VALUE. A phrase referring to the value of records that derives from the information they contain on persons, place, subjects, and the like with which public agencies deal; not from the information that is in such records on the public agencies themselves. See also ADMINISTRATIVE VALUE; EVIDENTIAL VALUE.
INTRINSIC VALUE. Inherent value and, in manuscript appraisal, the worth in monetary terms, of a document dependent upon some unique factor, such as its age, the circumstances regarding its creation, a signature, or an attached seal.

LINEAR FEET. A measurement of the extent of a collection.

MANUSCRIPTS. Documents of manuscript character usually having historical or literary value or significance. All manuscript records may thus be regarded as manuscripts, but generally the term is used to distinguish nonarchival from archival material. Included in the term are bodies or groups of personal papers with organic unity, artificial, collections of documents acquired from various sources usually according to a plan but without regard to provenance, and individual documents acquired by a manuscript repository because of their special importance.

OFFICIAL RECORD. In law, a record having the legally recognized and judicially enforceable quality of establishing some fact.

ORAL HISTORY. An aural record, or a transcript of an aural record, originally recorded on a magnetic medium, and. as a result of a planned oral interview.
ORIGINAL ORDER. The principle that records of a given provenance should, whenever possible, be maintained in the arrangement established by the records’ creator(s) so as to preserve existing relationships and evidential significance. In American archives, this principle applies more commonly to filing order within series than to the arrangement of series in relation to each other.

PAPERS. (1) A natural accumulation of personal and family materials, as distinct from records. (2) A general term used to designate more than one type of manuscript material.

PERSONAL PAPERS. The private documents created or accumulated by an individual, belonging to him or her and subject to his or her disposition.

PROCESSING. The activities intended to facilitate the use of personal papers and manuscript collections generally comparable to arrangement, description, and preservation of archival material.

PROVENANCE. (1) In general archival and manuscript usage, the "office of origin" of records an office or administrative entity created or received and accumulated in the conduct of its business. Also the person, family, firm, or other source of personal papers and manuscript collections. (2) Information of successive transfers of ownership and custody of a particular manuscript. (3) In archival theory, the principle that archives of a given records creator must not be intermingled with those of other records creators.

RECORD GROUP. A body of organizationally related records established on the basis of provenance with particular regard for the administrative history, the complexity, and the volume of the records and archives of the institution or organization involved.

RECORD SERIES. File units or documents arranged in accordance with a filing system or maintained as a unit because they relate to a particular subject or function, result from the same activity, have a particular form, or because of some other relationship arising out of their creation, receipt, or use.

RECORDS. All recorded information, regardless of media or characteristic, made or received and maintained by an organization or institution in pursuance of its legal obligations or in the transaction of its business.

RECORDS CENTER. A facility, sometimes especially designed and constructed for the low-cost and efficient storage and furnishing of reference service on semi current records pending their ultimate disposition.
RECORDS MANAGEMENT. The processes which assure the creation, organization, maintenance, retrieval, and use of the fewest and best records At the lowest possible cost in salaries, space, and equipment. Its primary goal is efficiency in handling information resources so that needless records will not be created or retained and valuable records will be preserved and available.

RECORDS MANAGER. The person responsible for or engaged in a records management program.

RECORDS RETENTION Schedule. A comprehensive schedule showing all actions to be taken in relation to the disposition of records of an organization.

RETENTION PERIOD. The period of time during which records must be kept before they may be disposed of, or transferred to an archives. Retention periods are usually stated in terms of months or years, but are sometimes expressed as contingent upon the occurrence of an event such as an employee termination, contract closure, and the like.

TRANSFER AGREEMENT. A signed, written instrument containing a voluntary transfer of title to real or personal property without a monetary consideration. This frequently takes the form of a contract establishing conditions governing the transfer of title and specifying any restrictions on access or use. Sometimes known as Gift Agreement.
� University of Michigan collections are currently cataloged according�to the Anglo�American Cataloging Rules (AACRII). These rules tend to disperse university record holdings in the card catalog, although the largest number still have headings that begin with "University of Michigan�" Prior to the adoption of AACRII most UM collections were found under the general heading "Michigan. University." Finding aids are located in the library's Reading Room.


� Those unfamiliar with the various terms mentioned here, such as "Summary Contents List" or "folder list," should consult the Description section  of this manual where operational definitions of the terms are found. More detailed information about how these descriptive elements are created can also be found there.


� Volume I was published in 1942, Volume II in 1951, Volume III in 1953, and Volume IV in 1958.


� Volume V was published in 1977, Volume VI in 1981.


� Unit titles are filed alphabetically by functional title. Hierarchical descriptors, such as "Department," "Vice President," "Center," etc., are not used. Thus the Department of History is filed under “He,” the Vice President for Academic Affairs under "A."


� Some records of no long�term historical value, such as routine financial records or personnel files, may lave legally mandated retention requirements. In most cases these records should be returned to the units to be held by them until the mandatory retention dates have expired. Important legal documents of no long�term historical value found in personal papers should be returned to the donor.


� As of February 13, 1990, the administrative committee of the Bentley Library has tentatively determined that there ere will be no closure of records because of discrete items that contain personally identifiable information. However, when student personally identifiable information forms a substantial part of a file folder, or a group of file folders, that body of material should be separated, put at the end of the collection, and closed. This policy .continues to be under review.


� When checking to see if the donor has granted the library discretion, the processor should carefully examine all relevant agreements. Occasionally material received at different times from the same' source are governed by different agreements.





