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THIS PAPER w i l l b r i n g o u t s o m e f a c t s re -

l a t i n g t o t h e r e c o r d m a n a g e m e n t p r o b -

l e m s of t h r e e i n s t i t u t i o n s of h i g h e r l e a r n i n g , 

a n d w i l l o f f e r s o m e c o n c l u s i o n s based o n t h e 

f a c t s . T h e p a p e r r e s t s o n t h e e x p e r i e n c e of 

t w o m e n , a n d is a c o m p o u n d i n g of t h e i r 

r e f l e c t i o n s o n t h a t e x p e r i e n c e . 2 I t h a s h a d 

t h e b e n e f i t of t h e c r i t i c i s m of t w o r e c o g -

n i z e d e x p e r t s in t h e field, H e l e n C h a t f i e l d , 

r e c o r d off icer , B u r e a u of t h e B u d g e t , E x e c u -

t ive O f f i c e of t h e P r e s i d e n t , W a s h i n g t o n , 

D . C . , a n d D r . E r n s t P o s n e r , p r o f e s s o r of 

h i s t o r y a n d a r c h i v a l a d m i n i s t r a t i o n , A m e r i -

c a n U n i v e r s i t y . 

T h e p r o p o s i t i o n is a d v a n c e d a t t h e o u t s e t 

t h a t t h e i n s t i t u t i n g of a n e f f e c t i v e r e f e r e n c e 

se rv ice t o i n t e r p r e t u n i v e r s i t y r e c o r d s is t h e 

u l t i m a t e a i m of a l l u n i v e r s i t y r e c o r d ac t i v i -

t ies . U n i v e r s i t y r e c o r d s a n s w e r t h e ques -

t i o n s of u n i v e r s i t y a d m i n i s t r a t o r s , w h o m u s t 

so lve c u r r e n t p r o b l e m s a n d p l a n f o r t h e f u -

t u r e , a n d t h e y p r o v i d e m a t e r i a l s f o r t h e 
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u n i v e r s i t y h i s t o r i a n s , w h o seek t o p e e r i n t o 

t h e u n i v e r s i t y ' s p a s t . 

T h e p l a n of t h e p a p e r p r o v i d e s f o r t h r e e 

br ief case s t u d i e s . T w o of t h e s e cases w i l l 

be d r a w n f r o m t h e u n i v e r s i t y field, a n d o n e 

f r o m t h e l i b e r a l a r t s co l l ege field. T h i s se t 

of t h r e e case s t u d i e s a f f o r d s s o m e c o n t r a s t s 

in r e c o r d p r o b l e m s , a n d s o m e o p p o r t u n i t i e s 

t o i n d i c a t e , e v e n w i t h i n so s m a l l a s a m p l e , 

t h e e x t e n s i v e scope a n d e n o r m o u s v a r i e t y t o 

be f o u n d a m o n g bod ie s of u n i v e r s i t y r e c o r d s . 

T h e first case t o be c i t ed w i l l be t h a t of 

B e l o i t C o l l e g e , c h a r t e r e d in 1 8 4 6 . T h e c u r -

r e n t r e c o r d s of s u c h off icers of t h e co l l ege as 

p r e s i d e n t , t r e a s u r e r , bus ines s m a n a g e r , t h e 

d e a n s , s u p e r i n t e n d e n t of b u i l d i n g s a n d 

g r o u n d s , r e g i s t r a r , a l u m n i s e c r e t a r y , e tc . , a r e 

m a i n t a i n e d in t h e s e v e r a l off ices. I n s o m e 

i n s t a n c e s t h e n o n c u r r e n t r e c o r d s a l so a r e 

k e p t in t h e offices. I n o t h e r s , h o w e v e r , t h e 

n o n c u r r e n t r e c o r d s h a v e b e e n w i t h d r a w n 

a n d s t o r e d e l s e w h e r e . T h e r e c o r d s of t h e 

p r e s i d e n t ' s office h a v e been s u b j e c t e d o n oc-

cas ion t o t h e w e e d i n g p rocess . S o m e of t h e 

o l d e r files of t h i s office a r e n o w in b a s e m e n t 

s t o r a g e , a w a i t i n g t h e w e e d i n g p rocess . T h e 

f a c u l t y m i n u t e s of t h e co l l ege , k e p t in m o d -

e r n c o n t a i n e r s , a r e w e l l p r o t e c t e d . T h e 

t r u s t e e s ' r e c o r d s a r e a b u n d a n t , t h o u g h n o t 

a b s o l u t e l y f u l l o r c o m p l e t e . T h e i r b o o k s of 

m i n u t e s a r e r o u n d e d o u t a n d c o m p l e t e d b y 

m a n y p a c k e t s a n d boxes of " e x h i b i t s " a n d 

o t h e r loose d o c u m e n t s . M u c h of t h e o l d e r 

m a t e r i a l t h a t c o m e s u n d e r t h e h e a d i n g of 

" e x h i b i t s " a n d o t h e r s i m i l a r d o c u m e n t s p e r -

t a i n i n g t o t r u s t e e a c t i o n is k e p t in b a s e m e n t 
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s t o r a g e . T h e s a m e r e p o s i t o r y a l so h o l d s a 

g o o d s t o c k of n o n c u r r e n t t r e a s u r e r ' s r e c o r d s . 

T h e p r i n c i p a l , t h o u g h n o t t h e sole r epos i -

t o r y f o r n o n c u r r e n t r e c o r d s is in t h e base-

m e n t v a u l t in M i d d l e C o l l e g e , t h e o l d e s t 

b u i l d i n g o n t h e c a m p u s . T h i s f i r e - r e s i s t a n t 

r o o m , m e a s u r e s 2 4 by 10 f e e t , a n d is e i g h t 

f e e t h i g h . O p e n i n g off t h e r o o m is a n i r o n 

d o o r l e a d i n g t o a s m a l l e r v a u l t , w h i c h a l so 

c o n t a i n s o l d p a p e r s . T h e pos s ib i l i t y ex is t s , 

of c o u r s e , t h a t d a m p n e s s in t h e s m a l l e r v a u l t 

m a y c a u s e d e t e r i o r a t i o n of t h e p a p e r s s t o r e d 

t h e r e . A n e v i d e n t d a n g e r in t h e l a r g e r 

c h a m b e r is t h e p o s s i b i l i t y of a b r e a k in a 

s t e a m o r w a t e r p ipe . U n d e r t h e d i r e c t i o n 

of t h e b u s i n e s s m a n a g e r , w o r k h a s a l r e a d y 

been b e g u n in b r i n g i n g t h e p a p e r s s t o r e d in 

t h e s e p l a c e s i n t o a n o r d e r l y s y s t e m . 

I n t h e b a s e m e n t of t h e c o l l e g e l i b r a r y is 

t o be f o u n d a n a d d i t i o n a l s t o c k of r e c o r d 

m a t e r i a l s . E m e r i t u s p r o f e s s o r of h i s t o r y 

R o b e r t K i m b a l l R i c h a r d s o n h a s b e e n t h e 

c o l l e g e a r c h i v i s t f o r s o m e y e a r s . I n h i s c a r e 

h e h a s c e r t a i n pieces w h i c h o r i g i n a l l y f o r m e d 

p a r t of t h e f i les of t h e offices of t h e p re s i -

d e n c y a n d of t h e t r e a s u r e r . T h e s e r e c o r d 

m a t e r i a l s h a v e m a r k e d i n t e r e s t in r e l a t i o n t o 

t h e h i s t o r y of t h e co l l ege . S u c h p a p e r s , h a v -

i n g b e e n g e n e r a t e d as a p a r t of t h e a d m i n -

i s t r a t i v e p rocess , a r e t r u e " r e c o r d s . " T h e 

a r c h i v i s t h a s a l so in h i s c h a r g e s u c h r i c h 

t r o v e s of m a n u s c r i p t s of h i s t o r i c a l i n t e r e s t , 

s u c h as t h e J o s e p h E m e r s o n c o r r e s p o n d e n c e , 

t h e C h a p i n c o r r e s p o n d e n c e , a n d t h e E m e r -

s o n - B a n n i s t e r c o r r e s p o n d e n c e . T h e s e g r o u p s 

of m a n u s c r i p t m a t e r i a l s c o v e r t h e p e r i o d 

r o u g h l y f r o m 1 8 0 0 t o 1 9 2 0 , a n d possess h i g h 

v a l u e f o r t h e h i s t o r y of t h e c o l l e g e a n d t h e 

B e l o i t a r e a . I n a s t r i c t sense , h o w e v e r , t h e y 

a r e n o t a d m i n i s t r a t i v e r e c o r d s . T h e c o l l e g e 

l i b r a r y a l so h o u s e s a c o l l e c t i o n of Beloitiana, 

i n c l u d i n g f i les of c a m p u s n e w s p a p e r s , c o l l e g e 

c a t a l o g s , p u b l i c a t i o n s b y a l u m n i , b o o k s a n d 

p a m p h l e t s r e l a t i n g t o t h e h i s t o r y of t h e co l -

lege , e t c . 

O f f i c e r s of B e l o i t C o l l e g e a r e a w a r e t h a t 

t h e y f a c e r e c o r d m a n a g e m e n t p r o b l e m s . I t 

is c o r r e c t t o say t h a t t h e y h a v e a l r e a d y b e g u n 

t o t a k e s o m e s t eps . T h e v a l u a b l e o r g a n i z a -

t i o n a l w o r k of P r o f e s s o r R i c h a r d s o n a n d of 

t h e bus ine s s m a n a g e r a r e cases in p o i n t . T h e 

l o g i c a l s e q u e l t o t he se e f f o r t s w o u l d be t o 

a s s ign t o a p r o f e s s i o n a l l y t r a i n e d r e c o r d 

m a n a g e m e n t of f icer t h e t a s k of p u t t i n g t h e 

t o t a l s t o c k of co l l ege r e c o r d s in g o o d o r d e r 

a c c o r d i n g t o a w e l l - c o o r d i n a t e d a n d c o m -

p r e h e n s i v e s c h e m e . P r o b l e m s of r e t e n t i o n 

a n d d i s p o s a l c o u l d be s e t t l e d by t h i s e x p e r t , 

w h o w o u l d b r i n g t o t h i s p a r t i c u l a r o p p o r t u -

n i t y h i s p r o f e s s i o n a l i n s i g h t a n d sk i l l . 

T h e case of a l i b e r a l a r t s c o l l e g e of t h i s 

k i n d c a n n o w be d i scussed in g e n e r a l t e r m s . 

C o l l e g e s of t h e s o r t d o n o t as a r u l e possess 

s u f f i c i e n t s t o c k s of r e c o r d s , o r s u p p l i e s of u n -

c o m m i t t e d f u n d s t o w a r r a n t t h e a p p o i n t -

m e n t of a f u l l - t i m e p e r m a n e n t e x p e r t , f o r 

w h e n h e h a s f i n i s h e d t h e bas ic w o r k of o r -

g a n i z i n g t h e r e c o r d s t h e r e is n o t e n o u g h l e f t 

f o r h i m to d o . I t is poss ib le t h a t t h i s diff i-

c u l t y c o u l d be o v e r c o m e in s e v e r a l w a y s . A 

g r o u p of l i b e r a l a r t s co l l eges in t h e s a m e re -

g i o n c o u l d c l u b t o g e t h e r a n d h i r e a n e x p e r t 

b e t w e e n t h e m w h o w o u l d v i s i t e a c h i n s t i t u -

t i on in t u r n , se t i t s r e c o r d s in o r d e r a n d 

p e r f o r m o t h e r a r c h i v a l f u n c t i o n s , a n d t h e n 

m o v e o n t o t h e n e x t i n s t i t u t i o n in t h e c o n -

t r a c t i n g g r o u p . O r , o n e c o l l e g e c o u l d b r i n g 

in a n e x p e r t a t a n a g r e e d - u p o n fee , w h o 

w o u l d u n d e r t a k e t o a c c o m p l i s h t h e bas ic j o b 

w i t h i n a s t i p u l a t e d t i m e . H e c o u l d u n d e r -

t a k e t o r e t u r n a t s t a t e d i n t e r v a l s , in a s u p e r -

v i s o r y c a p a c i t y , t o see t h a t t h e s y s t e m h e 

h a d se t u p w a s w o r k i n g s m o o t h l y . I t s h o u l d 

of c o u r s e be a p a r t of t h e v i s i t i n g e x p e r t ' s 

f u n c t i o n t o t r a i n s o m e p e r m a n e n t m e m b e r of 

t h e c o l l e g e s taf f in t h e p r o p e r m a i n t e n a n c e 

a n d s e r v i c i n g of t h e r e c o r d s , o n c e h e h a s o r -

g a n i z e d t h e m . I n d o c t r i n a t i o n of t h i s k i n d 

i n v o l v e s t h e e s t a b l i s h m e n t of a p p r o p r i a t e 

p r o c e d u r e s t o m a k e a n d k e e p t h e r e c o r d s as 

i n c o r p o r a t e d p a r t s of t h e i n s t i t u t i o n ' s asse ts . 

O u r s e c o n d case s t u d y w i l l be t h e U n i -
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vers i ty of W i s c o n s i n , c h a r t e r e d in 1848 . I n 
th i s un ive r s i t y w e have a l a r g e i n s t i t u t i o n 
w i t h a c e n t u r y of g r o w t h a n d d e v e l o p m e n t 
beh ind i t . I t s s tocks of r e c o r d s a r e co r re -
s p o n d i n g l y v o l u m i n o u s . I t is n o t u n l i k e l y 
t h a t W i s c o n s i n ' s t o t a l r e c o r d s tock, if ac-
t u a l l y m e a s u r e d , w o u l d easily exceed a m i l e 
in l e n g t h , a n d p e r h a p s it w o u l d a p p r o a c h 
t w o mi les . 

A p r o m i n e n t c h a r a c t e r i s t i c of t he r e c o r d s 
of a u n i v e r s i t y is the i r a m a z i n g v a r i e t y . T h e 
r e c o r d s of t he W i s c o n s i n r e g e n t s c o n t a i n t he 
r e su l t s of t he de l i be r a t i ons of th i s i m p o r t a n t 
leg is la t ive a n d c o n s u l t a t i v e body . T h e rec-
o r d s of t he facu l t i es , a c a d e m i c a n d p ro fes -
s ional , a r e n u m e r o u s , a n d so too a r e t he rec-
o r d s of f a c u l t y c o m m i t t e e s . T h e u n i v e r s i t y 
c o u n t s some 6 0 to 7 0 d e p a r t m e n t s a n d 
schoo l s ; each o n e of these has a file of rec-
o rds . S o m e of t h e m a re b u l k y . A d m i n i s -
t r a t i v e r eco rds a r e v o l u m i n o u s : w i t n e s s the 
files of t h e r eg i s t r a r , the admiss ions office, 
a n d so on , offices w h i c h h i s to r i ca l ly g r o w 
o u t of t he f a c u l t y f u n c t i o n s n o w t u r n e d over 
to f u l l - t i m e special is ts . A d m i n i s t r a t i v e rec-
o r d s t h a t b e l o n g to the h o u s e k e e p i n g ca te-
g o r y i n c l u d e t h e files of b u i l d i n g s a n d 
g r o u n d s , a n d business m a n a g e r . T h e r e a r e 
files of cou r se -d i r ec to r s ' r ecords , ex tens ion 
c e n t e r r eco rds , v e t e r a n s ' a f f a i r s r ecords , a n d 
r eco rds of t he b u r e a u of g u i d a n c e a n d rec-
o rds . T h e r a d i o s t a t ion bu i lds u p files, a n d 
the s t u d e n t e m p l o y m e n t b u r e a u , t h e s t u d e n t 
c o u n s e l i n g cen t e r , t he d e p a r t m e n t of s t u d e n t 
h e a l t h , t he s u m m e r session office, a n d the of -
fice of loans a n d s c h o l a r s h i p s — a l l these a n d 
m a n y o t h e r s bus i ly g e n e r a t e files. 

B u t w i t h t h e m e n t i o n of th i s se lect ion of 
offices a n d agencies w h i c h p r o d u c e r eco rds in 
t he course of i n s t r u c t i o n or a d m i n i s t r a t i o n , 
one has n o t come to an e n d . T h e u n i v e r s i t y 
is a busy resea rch cen t e r too, a n d the p roc-
esses of inves t iga t ion a n d resea rch in t he i r 
t u r n c r e a t e copious s tores of r eco rds . T h e 
c o n t e n t of these r e c o r d s is as v a r i o u s in sub-
j ec t m a t t e r as t h e p r o j e c t s t h a t the inves t iga-
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t o r s choose to w o r k u p o n . R e s e a r c h r eco rds 
in m a n y ins tances h a v e b o t h a s h o r t - t i m e 
v a l u e a n d a l o n g - t i m e v a l u e . A p a r t i c u l a r 
c o r p u s of r e sea rch r eco rds has w o r t h , ini-
t ia l ly , f o r t h a t one p a r t i c u l a r e x p e r i m e n t . 
W h e n the e x p e r i m e n t , o r a s imi l a r one, is 
r epea t ed t w o decades l a t e r , t he o r ig ina l m a s s 
of d a t a finds r e n e w e d v a l u e f o r pu rposes of 
compa r i son , p r o v i d e d the d a t a has been p rop -
e r ly p re se rved . E x a m p l e s of t h e a l m o s t per -
m a n e n t v a l u e of some k i n d s of r e sea rch rec-
o r d s in one or a n o t h e r scient i f ic field cou ld 
easily be m u l t i p l i e d . 

T h e c u r r e n t r eco rds of t h e u n i v e r s i t y a r e 
kep t in t he i r severa l offices of o r ig in . F o r 
t he n o n c u r r e n t r e c o r d s t h e r e is a t t he p r e s e n t 
t i m e n o c e n t r a l depos i to ry . S u c h an ins ta l -
l a t i on is b a d l y n e e d e d . I n i ts absence t he 
v a l u a b l e o lde r r eco rds of t he u n i v e r s i t y lie 
s ca t t e r ed a b o u t he re a n d t h e r e . Some old 
ones have d i s appea red . S o m e h a d disap-
pea red b u t happ i ly w e r e f o u n d a g a i n : an in-
s t ance is t he ea r l y r e p o r t s t o t he b o a r d of 
r egen t s . S o m e have been d a m a g e d beyond 
hope of r e p a i r : an ins tance is t he file of old 
l e t t e r books of the p res idency d u r i n g t h e l a t -
t e r p a r t of t he C h a m b e r l i n a n d the ea r l i e r 
p a r t of t h e A d a m s a d m i n i s t r a t i o n s . T h e 
neg lec t ed a n d sca t t e r ed cond i t i ons of t h e 
un ive r s i t y r eco rds became e v i d e n t in 1 9 4 4 a t 
t he t i m e w h e n w o r k w a s b e g u n on the cen-
t e n n i a l h i s t o r y of t h e U n i v e r s i t y of W i s c o n -
sin. I t w a s t h e n seen t h a t t h o u g h it w a s too 
l a te to r e p a i r a l l t h e d a m a g e d u e to pas t 
neg lec t , it w a s t i m e to set to w o r k a n d t r y 
to save w h a t w a s l e f t of t he ea r l y r ecords , 
a n d to look o u t f o r t h e p r e s e r v a t i o n of pres-
e n t o n c o m i n g r eco rds . T h e conc lus ion w a s 
reached t h a t t he un ive r s i t y n e e d e d an a r -
ch iva l depos i to ry , a n d an a r c h i v a l officer. 
T h i s conc lus ion w a s b r o u g h t to t h e a t t e n -
t ion of t he u n i v e r s i t y a d m i n i s t r a t i o n t o w a r d 
the end of 1945 by M e s s r s . C u r t i a n d C a r s -
tensen , c o - a u t h o r s of t h e u n i v e r s i t y h i s to ry , 
t h e n in p rogress . T h e y u r g e d t h a t t h e im-
p o r t a n t bodies of r eco rds be sys temat i ca l ly 
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col lec ted , p r o p e r l y housed , a n d p r e s e r v e d . 3 

T h u s as a consequence of d e l v i n g a m o n g 
the u n i v e r s i t y ' s r e c o r d s in sea rch of sou rce 
m a t e r i a l f o r a u n i v e r s i t y h i s to ry , it b e c a m e 
a p p a r e n t t h a t t h e u n i v e r s i t y needed to es-
tab l i sh a n a rch ives as p a r t of a t o t a l r e c o r d 
m a n a g e m e n t p r o g r a m . I t w a s t h o u g h t l e s s l y 
c a r r y i n g i n t o t h e f u t u r e g e n e r o u s l a r g e 
a m o u n t s of useless pape r , housed in v a l u a b l e 
space, r e q u i r i n g f i l i ng e q u i p m e n t of v a r y i n g 
degrees of expensiveness . I t w a s c los ing its 
eyes to t he cos t ly d e p l o y m e n t or s c a t t e r e d 
cond i t i on of i ts r e c o r d s . I t w a s b u t l i t t l e 
a w a r e of t he loss of some of i ts papers , a n d 
the d a n g e r s m e n a c i n g o the r s . R e p r e s e n t a -
t ions h a v i n g been m a d e , t h e u n i v e r s i t y ad-
m i n i s t r a t i o n t ook c o g n i z a n c e of t he ex i s t ing 
s i t u a t i o n by t h e a p p o i n t m e n t of a c o m m i t t e e 
c h a r g e d w i t h t he d u t y of l o o k i n g f u r t h e r 
i n t o t h e fac t s , a n d hope f o r posi t ive deve lop-
m e n t s in t he f u t u r e can be e n t e r t a i n e d . 

T h e p r i m a r y c o n s i d e r a t i o n t h a t s anc t ions 
t he p r e s e r v a t i o n a n d s a f e k e e p i n g of r e sea rch 
r e c o r d s is t h e i r f u t u r e u t i l i t y f o r r e sea rch 
pu rposes . T h e p r i m a r y c o n s i d e r a t i o n t h a t 
s anc t i ons t he p r e s e r v a t i o n of a d m i n i s t r a t i v e 
d o c u m e n t s is t h a t they m a k e possible the 
t r a n s a c t i o n , or t h e easier t r a n s a c t i o n , of f u -
t u r e business . T a k e a s a m p l e . O l d check 
reg is te rs , o ld checkbook s tubs , es tab l i sh t he 
da t e w h e n a g iven pe r son c a m e to w o r k f o r 
t he i n s t i t u t i o n . D a t e of c o m m e n c e m e n t of 
w o r k becomes i m p o r t a n t yea r s a f t e r w a r d in 
r e l a t i o n to pens ion a n d r e t i r e m e n t schemes . 
W h e r e n o r e c o r d s exist , m e m o r i e s can a n d 
do d i f f e r . W h e r e official d o c u m e n t a t i o n is 
e x t a n t , c o r r e s p o n d e n c e or c o n v e r s a t i o n s need 
n o t be p r o l o n g e d . T h u s t h e u t i l i t y of un i -
ve r s i ty r e c o r d s is t h e i r u t i l i t y f o r t h e con-
t i n u i n g or t he u n e x p e c t e d p u r p o s e s of a d m i n -
i s t r a t i o n . T h e i r u s e f u l n e s s in th i s respec t is 
l i m i t e d on ly by t h e i m a g i n a t i o n s of those 
w h o see f i t to c o n s u l t t h e m . T h e p r e se rva -

3 Curt i , Merle, and Carstensen, Vernon. The Uni-
versity of Wisconsin, A History, 1848-1925. 2v. Madi-
son, 1949. For mention of record and archival materials 
used in the preparat ion of this history, see the biblio-
graphical note in v. 2, p. 597-601. 
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t ion of r e c o r d s f o r t h e special p u r p o s e s of 
h i s to r i ans , a l t h o u g h v e r y i m p o r t a n t , is a 
s e c o n d a r y c o n s i d e r a t i o n . B u t t h e case f o r 
e s t ab l i sh ing u n i v e r s i t y a rch ives does n o t res t 
o r i g i n a l l y u p o n t h e f a c t t h a t such depo t s a r e 
p leas ing to t he h i s to r i ca l ly m i n d e d . 

O u r t h i r d case s t u d y is t he U n i v e r s i t y of 
C a l i f o r n i a , c h a r t e r e d in 1868 . T h e B e r k -
eley c a m p u s is the i n s t i t u t i o n ' s p o i n t of or i -
g in . N o w t h e sys tem inc ludes seven o t h e r 
campuses , w i t h a l a r g e f a c u l t y a n d a s t u d e n t 
b o d y of m o r e t h a n 4 0 , 0 0 0 , g o v e r n e d by a 
s ingle b o a r d of r e g e n t s . I t w a s to be ex-
pec ted t h a t a n i n s t i t u t i o n of th i s size w o u l d 
h a v e deve loped some r e c o r d m a n a g e m e n t 
p r o b l e m s . I n D e c e m b e r 1945 M r . M o o d 
p roposed to t h e a d m i n i s t r a t i o n of t he u n i v e r -
s i ty t h a t a s u r v e y be m a d e of t h e a c c u m u -
l a t ed r e c o r d s a n d a rch ives b u i l t u p ove r t he 
yea r s . T h e a d m i n i s t r a t i o n a d o p t e d t h e sug-
ges t ion in t h e s u m m e r of 1947 a n d the s u r -
vey w o r k began a b o u t O c t o b e r 15. B e t w e e n 
t h a t d a t e a n d t h e e n d of J u n e 1948 t h e seven 
o u t l y i n g c a m p u s e s w e r e v is i ted , t he i r r e c o r d s 
v i e w e d , a n d the i r r e c o r d a n d a r c h i v a l p rob -
l ems canvassed . T h e sea rch led u p s t a i r s a n d 
d o w n , i n to b a s e m e n t s a n d s u b b a s e m e n t s a n d 
h e a t t u n n e l s , i n t o c o r n e r s a n d closets a n d 
d u s t y a t t ics , i n to offices a n d st i l l m o r e offices. 
T h e r e w e r e r e c o r d s on top of a coast r a n g e 
peak , M o u n t H a m i l t o n ; n e a r t he edge of t he 
deser t , R i v e r s i d e ; a t sea level , L a J o l l a ; in 
a m e t r o p o l i s , L o s A n g e l e s ; a n d on a f a r m , 
D a v i s . T h i s is n o t an e x h a u s t i v e list of 
p laces v is i ted . A s f a r as possible c u r r e n t 
a n d n o n c u r r e n t r e c o r d s v i e w e d w e r e meas -
u r e d w i t h a m e t a l t a p e c a r r i e d f o r t he p u r -
pose, a n d t h e f igu res r e c o r d e d on the spo t . 
T h e p r o c e d u r e t h u s c r e a t e d a n o t h e r r e c o r d 
d u r i n g t h e process . C o u n t i n g ca rd - s i ze a n d 
fo lde r - s i ze r e c o r d s as o n e m u s t , i t a p p e a r e d 
w h e n t h e to t a l s w e r e in h a n d t h a t t h e m i n i -
m a l va lue s f o r u n i v e r s i t y r e c o r d h o l d i n g s on 
seven c a m p u s e s w e r e a l i t t l e m o r e t h a n five 
a n d one-ha l f l i nea r mi les . A d d the h i d d e n , 
lost , a n d t e m p o r a r i l y f o r g o t t e n r eco rds , a n d 
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o t h e r s ove r looked f o r w h a t e v e r reason , a n d 
one rea l izes t h a t the t r u e va lue s w i l l be even 
g r e a t e r . 

T h e v a r i e t y of r e c o r d s v i e w e d w a s con-
s i d e r a b l e : r e c o r d s on pape r , f i lm, g l a s s ; flat 
a n d ro l l ed r e c o r d s ; p h o t o g r a p h i c r e c o r d s ; 
r e c o r d s t u r n e d o u t by a u t o m a t i c r e c o r d i n g 
m a c h i n e s of one k i n d or a n o t h e r ; m a p s , 
cha r t s , s ta t i s t i ca l t a b l e s ; l o g b o o k s ; d r a w i n g s , 
a r c h i t e c t u r a l , eng inee r ing , a n d zoo log ica l ; 
files of p r i n t e d f o r m s f i l led in w i t h d a t a ; re-
p o r t s a n d m e m o r a n d a ; l e t t e r b o o k s ; files of 
c o r r e s p o n d e n c e ; n o t e b o o k s of severa l k i n d s : 
l a b o r a t o r y notes , f ield no tes , a n d even s t e a m 
a n d w a t e r p re s su re r eco rds . 

I t t h u s became a b u n d a n t l y c lea r t h a t t h e 
U n i v e r s i t y of C a l i f o r n i a w a s copious ly sup-
plied w i t h r eco rds . B y the t i m e t h e seven 
campuses h a d been vis i ted , it seemed obvi-
ous t h a t a s u r v e y of t h e r e c o r d s a t B e r k e l e y 
w a s n o t necessary since th is w a s t h e o ldes t 
a n d l a r g e s t c a m p u s . C a s u a l v i s i t ing in th i s 
or t h a t office on t h e B e r k e l e y c a m p u s re-
vea led se r r i ed r a n k s of f i l ing cases f i l led w i t h 
c u r r e n t r ecords . I t cou ld be l e f t f o r t h e 
i m a g i n a t i o n to c o n j e c t u r e w h e r e t h e n o n -
c u r r e n t r e c o r d s w e r e . 

T h e presence of these masses of r e c o r d 
m a t e r i a l h a d been c r e a t i n g by degrees en t i r e 
f ami l i e s of r eco rd m a n a g e m e n t p r o b l e m s . 
Some of these m a y be r e f e r r e d to in p a s s i n g : 
p r o b l e m s of f i l ing a n d a r r a n g i n g ; p r o b l e m s 
of e q u i p m e n t , space, s to rage , f i re h a z a r d ; 
p r o b l e m s of r e t e n t i o n a n d disposal . M a n y 
u n i v e r s i t y employees w e r e g i v i n g t h o u g h t to 
p r o b l e m s a r i s i ng f r o m t h e b u l k of t he rec-
o r d s in t h e i r c h a r g e . I t b e c a m e c lea r as t h e 
s u r v e y w e n t on t h a t a l r e a d y t h e r e w e r e t a k -
i n g p lace m a n y s p o n t a n e o u s , g r o p i n g , a n d 
u n c o o r d i n a t e d m o v e m e n t s , des igned t o re-
l ieve t he r e c o r d m a n a g e m e n t p r o b l e m of th is 
or t h a t p a r t i c u l a r office. T h e p ressures of 
p r a c t i c a l s i t ua t ions w e r e a c u t e a l m o s t every-
w h e r e . 

T h e s u r v e y ra ised t w o l e a d i n g q u e s t i o n s : 
( I ) w a s t h e u n i v e r s i t y r e a d y to r ecogn ize 

t he exis tence of i ts r e c o r d p r o b l e m s ? ( 2 ) If 
so, w a s it p r e p a r e d to t ake a p p r o p r i a t e ac-
t ion in r e l a t i o n t h e r e t o ? T h e issue is, does 
it choose to act or t o d r i f t a long , r e c o g n i z i n g 
a l l t h e r isks, costs, a n d inconven iences t h a t 

such d r i f t i n g e n t a i l s ? 
* * * 

I t is c lea r t h a t t he a c c u m u l a t i o n of masses 
of such r eco rds over t he years p r o d u c e s m a n y 
r e c o r d m a n a g e m e n t p rob l ems . T o dea l w i t h 
such p r o b l e m s in an o r d e r l y w a y is t he p r o v -
ince of special is ts in t h e f ield of a r c h i v a l ad-
m i n i s t r a t i o n a n d r eco rd m a n a g e m e n t . S u c h 
special is ts have beh ind t h e m a f u n d of t h e o r y 
a n d a body of exper ience t h a t can be app l ied 
to the va r i ed a n d d i f f e r i n g s i t ua t i ons t h a t a r e 
m e t w i t h in the course of the i r p ro fess iona l 
w o r k . T h e s e expe r t s h a v e a l r e a d y p r o v e d 
t h e i r w o r t h in g o v e r n m e n t a n d in business . 
Bus iness o r g a n i z a t i o n s have ass imi la ted a n d 
app l ied r eco rd m a n a g e m e n t p r o g r a m s f o r t h e 
s o u n d reason t h a t they cou ld n o t f u n c t i o n 
t o d a y w i t h o u t such p r o c e d u r e s . T h e M e t -
r o p o l i t a n L i f e I n s u r a n c e C o m p a n y of N e w 
Y o r k has on file 1 4 4 , 0 0 0 , 0 0 0 i n d i v i d u a l 
policies, a n d can p r o d u c e a needed one al-
m o s t i n s t a n t a n e o u s l y . I t s p r e s e n t l y r e t a i n e d 
r e c o r d s e x t e n d to 117 miles , a n d its r e c o r d 
m a n a g e m e n t service has t h e e n t i r e mass u n -
der precise a n d s m o o t h l y f u n c t i o n i n g c o n t r o l . 
Bus iness is a h e a d of the un ive r s i t i e s in c a r i n g 
f o r i ts records , n o t because business h a s 
l a t e ly been c o n v e r t e d to t h e idea of business 
h i s tory , b u t because " R e c o r d e d exper ience is 
a c o r p o r a t e a s s e t — a s m u c h of a c o r p o r a t e 
asset as p l a n t , e q u i p m e n t , a n d i n v e n t o r y . " 

H o w sha l l a u n i v e r s i t y a d m i n i s t r a t i o n ac t 
w h e n it r eaches t h e p o i n t of read iness to do 
s o m e t h i n g posi t ive a b o u t its r e c o r d a n d a r -
ch iva l p r o b l e m s ? I t can a p p o i n t an a rch iv i s t 
o r r eco rd m a n a g e m e n t officer w h o w i l l d r a w 
u p l o n g - t e r m p lans . O r , a l t e r n a t i v e l y , i t 
can a p p r o v e t h e m a k i n g of a s u r v e y of i ts 
r ecords , a n d t h e r e a f t e r dec ide on its course 
of l o n g - t e r m ac t ion . T h e l a t t e r w a s the l ine 
t a k e n by the U n i v e r s i t y of C a l i f o r n i a . H o w -

OCTOBER., 1950 341 



ever , n o w t h a t a s u r v e y a n d an i n v e s t i g a t i o n 
of such ex tens ive c h a r a c t e r has been c a r r i e d 
o u t f o r C a l i f o r n i a , it is open t o ques t ion 
w h e t h e r o t h e r i n s t i t u t i o n s need to go to t he 
l ike expense . I t c an sa fe ly be p r e d i c t e d , on 
t h e basis of t he C a l i f o r n i a s t u d y , t h a t u n i v e r -
sity r e c o r d s w i l l be l a r g e in b u l k a n d v a r i e d 
in c h a r a c t e r . A l so , r o u g h ideas of t h e vol-
u m e of t he c u r r e n t a n d n o n c u r r e n t r e c o r d s 
on h a n d can be o b t a i n e d f r o m the officers of 
a g iven i n s t i t u t i o n by a p p l y i n g to t h e m in t he 
u s u a l w a y s . S u c h a p p r o x i m a t i o n s w i l l s u f -
f ic ien t ly serve, a t leas t in some cases, a t t he 
ou t s e t . H o w e v e r , it is h e r e s t ressed t h a t a 
su rvey does give m o r e precis ion a n d m o r e 
def in i t eness t h a n the o t h e r p r o d r o m a l ap-
p roaches can y ie ld . I n t e r m e d i a t e level ad-
m i n i s t r a t o r s w i t h a c u t e r e c o r d p r o b l e m s can -
n o t a l w a y s m a k e t h e i r w a n t s k n o w n to t h e 
top- leve l a d m i n i s t r a t o r s . I n such cases t h e r e 
is a c h a n c e f o r a s u r v e y to h a v e in f luence by 
c o n f i r m i n g i n d e p e n d e n t l y t he s e l f - ev iden t 
f a c t s f o r those w h o h a v e eyes b u t see n o t , 
a n d by d a z z l i n g t h e m by the m a g n i t u d e of 
t he f ina l s t a t i s t i ca l t o t a l . 

T h e a l t e r n a t e o p e n i n g m o v e f o r a u n i v e r -
si ty t h a t w a n t s to ac t on its r e c o r d p r o b l e m s 
is t o set u p a u n i v e r s i t y a r ch iv i s t ' s office a n d 
staff it w i t h a t r a i n e d , expe r i enced special is t . 
A t t he s a m e t i m e the a d m i n i s t r a t i o n s h o u l d 
p l a n to b r i n g i n t o b e i n g a c o m m i t t e e of w e l l -
selected u n i v e r s i t y pe r sons to c o n s u l t w i t h 
t h e a r ch iv i s t c o n c e r n i n g t h e e v a l u a t i o n of t h e 
r e c o r d s to be disposed of o r r e t a i n e d . T h e 
a p p o i n t m e n t of a n a rch iv i s t o u g h t to m e a n 
t h a t t he " p r a c t i c a l " w o r k o n the c a m p u s w i l l 
beg in soon a f t e r his a r r i v a l . 

T h e first s tep t o be t a k e n by t h e n e w a r -
chiv is t s h o u l d be t h e p r e p a r a t i o n of a 
q u a n t i t y of r e t e n t i o n a n d disposal schedules . 
T h e s e s h o u l d be m a d e o u t in c o o p e r a t i o n 
w i t h t h e h e a d s of t h e severa l offices in t h e 
un ive r s i ty , a n d s h o u l d cover r e c o r d s n o w 
he ld , n o n c u r r e n t a n d c u r r e n t , a n d r e c o r d s of 
s imi l a r types to be c r e a t e d in t h e f u t u r e . I t 
is t h e c h a r a c t e r i s t i c a n d specif ic ob j ec t i ve of 

d isposal s chedu les ( a s a g a i n s t s imple l i s t s ) 
t h a t they m a k e possible t h e d e s t r u c t i o n o r 
e l i m i n a t i o n n o t o n l y of r e c o r d s a l r e a y on 
h a n d , b u t also of s imi l a r r e c o r d s to be cre-
a t e d in t h e f u t u r e . Schedu l e s c o n s t i t u t e in-
v e n t o r i e s a n d app ra i s a l s of g iven r eco rds . 
I n de t a i l t h e y o u t l i n e m e t h o d s of s to rage , t he 
t i m e needed to keep the c u r r e n t r e c o r d s in 
t h e o r i g i n a t i n g office, a n d in t h e depos i t o ry 
s p a c e ; also, t h e a g r e e d - u p o n d a t e of de-
s t r u c t i o n . S c h e d u l i n g is a p r o c e d u r e t h a t is 
p e r f o r m e d in r e l a t i o n to a specific f o r m of 
r e c o r d . I d e a l l y , t h e s chedu l e is w o r k e d o u t 
a f t e r t h e l i f e h i s t o r y of t he specific r e c o r d 
has been a s c e r t a i n e d . I t s h o u l d be p r e p a r e d 
in t he l i g h t of c a r e f u l c o n s u l t a t i o n s h a d 
w i t h a l l i n t e r e s t ed pa r t i e s . 

T h e second s tep is f o r t he u n i v e r s i t y a r -
ch iv is t t o s u b m i t t he schedu les t h u s p r e p a r e d 
to his c o n s u l t a t i v e c o m m i t t e e . T h e c o m p o -
s i t ion of a c o m m i t t e e of t he k ind s h o u l d be 
c a r e f u l l y a t t e n d e d to. I t s m e m b e r s h i p o u g h t 
t o r e p r e s e n t d i f f e r e n t in te res t s . A l a w offi-
cer of t h e u n i v e r s i t y s h o u l d be o n t h e l is t . 
A n exper ienced m a n of u n i v e r s i t y bus iness 
s h o u l d be on, too . T h e t r u s t ee s o r r e g e n t s 
s h o u l d be r e p r e s e n t e d d i r ec t l y o r o t h e r w i s e . 
T h e r e g i s t r a r is a n o t h e r l ike ly c a n d i d a t e f o r 
inc lus ion . A m e m b e r of t h e f a c u l t y , if p u t 
on, m i g h t w e l l be a h i s t o r i a n . O t h e r f u n c -
t iona r i e s c o u l d of cou r se be a d d e d to a c q u i r e 
a b r o a d base in exper i ence . T h e a rch iv i s t 
h imself ac ts as s e c r e t a r y of th i s c o m m i t t e e . 
A b r o a d l y based c o m m i t t e e s h o u l d be ab le 
to cons ide r wise ly a n d to ac t p r u d e n t l y u p o n 
t h e schedu les s u b m i t t e d to t h e m . I t s h o u l d 
be in a pos i t ion to j u d g e of t he legal , e d u c a -
t iona l , a d m i n i s t r a t i v e , a n d h i s to r i ca l v a l u e s 
i n h e r e n t in g iven bodies of r e c o r d s w h e n t h e 
schedu les c o m e u p f o r c o n s i d e r a t i o n . 

T h e ef fec ts of t he s c h e d u l i n g process , 
w h e n c a r r i e d o u t ove r a pe r iod of years , 
w o u l d be to i m p r o v e m a t t e r s on a n e n c u m -
bered c a m p u s . N o n c u r r e n t r e c o r d s w o u l d 
be r e t a i n e d w h i l e t hey h a d u t i l i ty , a n d n o 
l o n g e r . T h e s e n o n c u r r e n t r ecords , once 
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t h e y w e r e p r o p e r l y o r g a n i z e d , w o u l d b e 

a v a i l a b l e f o r r e f e r e n c e use as n e e d e d . T h e 

i n i t i a l m a s s of u n n e e d e d p a p e r s h a v i n g b e e n 

d i sposed o f , a n d a c l e a r n o t i o n of t h e q u a n -

t i t y of e x i s t i n g r e t a i n e d r e c o r d s t h e n b e i n g 

k n o w n , as w e l l as t h e b u l k of t h e a n n u a l n e w 

i n c r e m e n t of these , t h e s u b j e c t of a s u i t a b l e 

a r c h i v a l d e p o s i t o r y c o u l d t h e n be t a k e n u p . 

P r e l i m i n a r y n e e d e d space w o u l d be f o r t h -

c o m i n g in t h e v a r i o u s e x i s t i n g s t o r a g e p laces , 

as v a r i o u s speci f ic d i sposa l p r o g r a m s c l e a r e d 

o u t bod ie s of r e c o r d s h e r e a n d t h e r e . 

W i t h t h e " p r a c t i c a l w o r k " w e l l u n d e r 

w a y , t h e a r c h i v i s t c o u l d s o o n e r o r l a t e r u n -

d e r t a k e c o n s u l t a t i v e w o r k w i t h t h e c u s t o d i -

a n s of c u r r e n t r e c o r d s in t h e s e v e r a l u n i v e r -

s i ty offices, s u g g e s t i n g v a r i o u s s a v i n g s a n d 

e c o n o m i e s in p r a c t i c e a n d p r o c e d u r e . I t is a 

f a c t t h a t e c o n o m i e s in c u r r e n t r e c o r d m a n -

a g e m e n t t e n d to m o v e f o r w a r d a n d c u t 

d o w n e x p e n s e s l a t e r o n w h e n c u r r e n t r ec -

o r d s b e c o m e n o n c u r r e n t r e c o r d s . V a r i o u s 

u s e f u l s u g g e s t i o n s c o n c e r n i n g t h e filing 

s c h e m e s a n d p r o c e d u r e s t o be e m p l o y e d c a n 

be o f f e r e d by r e c o r d m a n a g e m e n t spec ia l i s t s 

a n d by a r c h i v i s t s . T h e y h a v e f o u n d w a i t i n g 

m a r k e t s f o r t h i s k i n d of i n f o r m a t i o n a n d a r e 

i n t e r e s t e d in p r o v i d i n g i t b e c a u s e t h e y a r e 

p r e s e n t l y c o n c e r n e d w i t h t h e o t h e r f e l l o w s ' 

r e c o r d s w h i c h t h e y m a y o n e d a y be r e q u i r e d 

t o p r e s e r v e a n d house , as t h e i r o w n . 

F r o m t h e r e c o r d m a n a g e m e n t of f icer , b u s y 

w i t h h is " p r a c t i c a l w o r k , " l e t u s n o w t u r n 

m o m e n t a r i l y t o g l a n c e a t t h e office t h i s in -

d i v i d u a l h e a d s . W e w i l l h e r e se t f o r t h in 

b r ie f s t y l e t h e e s sen t i a l f u n c t i o n s of a m o d -

e r n r e c o r d office. S u c h a n office s h o u l d of 

c o u r s e be a c l e a r i n g h o u s e f o r t h e c o n s i d e r a -

t i o n of p r o b l e m s of t h e s o r t w e h a v e b e e n 

t a l k i n g a b o u t . T h e s e a r e i t s e s s e n t i a l f u n c -

t i o n s : 

( 1 ) A c c e s s i o n i n g of n o n c u r r e n t r e c o r d s 

of c o n t i n u i n g o r e n d u r i n g v a l u e . 

( 2 ) M a i n t e n a n c e a n d r e h a b i l i t a t i o n . 

( 3 ) A r r a n g e m e n t a n d d e s c r i p t i o n of ac-

cess ioned r e c o r d s . 

( 4 ) P r o v i s i o n of r e f e r e n c e se rv i ce o n ac-

cess ioned r e c o r d s . 

( 5 ) P h o t o g r a p h i c r e p r o d u c t i o n of rec -

o r d s . 

( 6 ) A d v i s o r y se rv i ce in c o n n e c t i o n w i t h 

a c t i v e r e c o r d s . 

( 7 ) D i s p o s a l of use less n o n c u r r e n t r ec -

o r d s . 

T h i s l i s t of f u n c t i o n s is t a k e n f r o m t h e 

Report of the Advisory Committee on New 

York State's Record System, A l b a n y , 1 9 4 8 , 

p . 5 - 7 . A u n i v e r s i t y a r c h i v i s t a n d r e c o r d 

m a n a g e m e n t off icer , f u l f i l l i n g t he se f u n c -

t i ons , c o u l d , b y w o r k i n g c o o p e r a t i v e l y w i t h 

o t h e r u n i v e r s i t y off icers , g r a d u a l l y c l e a r o u t 

u n n e e d e d r e c o r d s tocks , r e d u c e " c r i s i s " s i t u a -

t i o n s , p r o v i d e s c h e d u l e s f o r s u b m i s s i o n t o 

h i s c o n s u l t a t i v e c o m m i t t e e , a n d g ive a t o n i c 

sense of d i r e c t i o n f o r a l l o t h e r r e l e v a n t rec -

o r d m a n a g e m e n t se rv ices . H o w e v e r , i t 

s h o u l d be r e m e m b e r e d t h a t j u s t as t i m e w a s 

p a s s i n g w h i l e t h e a c u t e s i t u a t i o n s w e r e c o m -

i n g i n t o b e i n g , so t i m e m u s t e l apse b e f o r e 

t h e i n f l a m m a t i o n s in t h e b o d y a c a d e m i c c a n 

s u b s i d e a f t e r r a t i o n a l t r e a t m e n t h a s o n c e 

b e g u n . 

T h e a r c h i v i s t o r r e c o r d m a n a g e m e n t offi-

ce r i n a u n i v e r s i t y s h o u l d be t r a i n e d a n d be 

e x p e r i e n c e d in t h e t h e o r y a n d p r a c t i c e of h i s 

spec ia l d i s c ip l ine . T h e d a t a w i t h w h i c h h e 

w o r k s a r e r e c o r d s a n d h e s h o u l d k n o w rec -

o r d s , t h e i r u t i l i t i e s , a n d w h a t h a s b e e n 

l e a r n e d a b o u t t h e p r o b l e m s t h e y pose f o r 

u n i v e r s i t y a d m i n i s t r a t o r s . T h e s e a d m i n i s -

t r a t o r s m u s t d e p e n d o n i n f o r m a t i o n f o r t h e 

t r a n s a c t i o n of t h e i r bus iness , w h e t h e r i t be 

po l i cy f o r m u l a t i o n , dec i s ion m a k i n g , o r o v e r -

s i g h t of r o u t i n e a d m i n i s t r a t i v e o p e r a t i o n s . 

W i t h i n t h e u n i v e r s i t y a n a d m i n i s t r a t o r h a s 

a v a i l a b l e t w o chief s o u r c e s of i n f o r m a t i o n 

( w h e t h e r o r g a n i z e d o r n o t ) , t h e l i b r a r y a n d 

t h e s tocks of r e c o r d s . 

T h e u n i v e r s i t y l i b r a r y cons i s t s of a co l -

l e c t i o n of p u b l i s h e d m a t e r i a l w h i c h ( f o r t h e 

m o s t p a r t ) h a s b e e n p r o d u c e d e x t r a m u r a l l y , 

a n d h a s been se l ec t ed f r o m m a n y s o u r c e s f a r 
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a n d n e a r to m e e t t he specific needs of a 
g iven c a m p u s f o r i n f o r m a t i o n c o n c e r n i n g t h e 
w o r l d in g e n e r a l a n d in p a r t i c u l a r . T h e 
u n i v e r s i t y records , by c o n t r a s t , h a v e been 
c r e a t e d i n t r a m u r a l l y . T h e y a r e u n p u b -
l ished papers , etc. , o r g a n i c a l l y s t r u c t u r e d ac-
c u m u l a t i o n s of closely i n t e r r e l a t e d m a t e r i a l s 
t h a t ref lect t h e specific ac t iv i t ies a n d specific 
f u n c t i o n s of a p a r t i c u l a r un ive r s i t y . T h e y 
d o c u m e n t t he expe r i ence of t h e u n i v e r s i t y in 
a l l its f a c t u a l de ta i l s . T h e s tock of r e c o r d s 
of a u n i v e r s i t y is u n i q u e , a n d is n o n i n t e r -
c h a n g e a b l e w i t h t he s tock of a n o t h e r u n i -
vers i ty . T h e p e r m a n e n t a n d essent ia l core 
of the r ecords , k n o w n as t he a rch ives , has a 
v a l u e t h a t e n d u r e s beyond its c u r r e n t v a l u e 
f o r the a d m i n i s t r a t o r s of the day . T h i s es-
sen t i a l core , w h i c h is a d d e d to over t h e years , 
is h a n d e d d o w n to t h e f u t u r e as ind ispens-
able r e sea rch m a t e r i a l . 

T h e special c h a r a c t e r of r e c o r d m a t e r i a l s 
has led a n d is l e a d i n g to t he d e v e l o p m e n t of 
special t e chn iques f o r t h e s u r v e y i n g of un i -
ve r s i ty records , t he i r m a n a g e m e n t , a r r a n g e -
m e n t , c lass i f ica t ion, a n d i n d e x i n g . S u c h 
t echn iques d i f f e r r ad i ca l l y f r o m l i b r a r y tech-
n iques because of t h e v e r y n a t u r e of t h e rec-
o r d m a t e r i a l s themse lves . 

F r o m f u n c t i o n s of an a r c h i v a l a g e n c y a n d 
the special qua l i t i e s of the m a t e r i a l s it ad -
m i n i s t e r s w e m o v e on to cons ide r an a d m i n -
i s t r a t i ve p r o b l e m . 

W h e r e sha l l t h e u n i v e r s i t y a rch iv i s t be 
n iched in t h e u n i v e r s i t y h i e r a r c h y ? W h e r e , 
as a n agency of u n i v e r s i t y a d m i n i s t r a t i o n , 
sha l l the a rch ives be p laced ? M u c h d e p e n d s 
u p o n the a n s w e r s to be g iven to these quer ies . 

W e a re of course a w a r e t h a t in some inst i -
t u t i o n s t he a rch ives h a v e been es tab l i shed as 
a u n i t ins ide the u n i v e r s i t y l i b r a r y sys tem, 
w i t h t h e a rch iv i s t d i r ec t ly respons ib le to t he 
l i b r a r i a n . T h i s is t h e case in H a r v a r d U n i -
ve r s i ty . T h e H a r v a r d i n s t a n c e is h i s to r -
ical ly w e l l r oo t ed , 4 b u t is n o t p r o v i d i n g the 

4 See the two thoroughly in format ive articles by Dr . 
Clifford K. Shipton, " T h e H a r v a r d Univers i ty Arch ives : 

m o d e l w h i c h un ive r s i t i e s n o w s e t t i n g u p rec-
o r d agencies t e n d to f o l l o w today . 5 

H a r v a r d a n d some o t h e r i n s t i t u t i o n s , 
t h e n , h a v e h a d the i r r e c o r d s ca r^d f o r by li-
b r a r i a n s , or by pe r sons on t h e s t a f f s of li-
b ra r i e s . T h e p o i n t has a l r e a d y been m a d e , 
h o w e v e r , t h a t books a n d r e c o r d s d i f f e r 
r a d i c a l l y as t o t he i r o r ig in a n d n a t u r e a n d 
t h u s t h e h a n d l i n g of r e c o r d m a t e r i a l cal ls f o r 
t he app l i ca t i on of p r inc ip les t h a t h a v e been 
de r ived f r o m t h e i r v e r y n a t u r e qua r e c o r d s 
o r a rch ives . 

W e a r e g r a t e f u l f o r w h a t t he l i b r a r i a n s 
h a v e d o n e to r ea l i z e t h e h i s to r ica l s ignifi-
cance of col lege a n d u n i v e r s i t y r ecords , to 
p r o v i d e f o r t h e s a f e k e e p i n g of i m p o r t a n t 
p a r t s of t h e m , a n d t o m a k e t h e m ava i l ab l e 
f o r r e sea rch in col lege a n d u n i v e r s i t y h i s to ry . 
W e o w e i t t o t he i r vis ion t h a t t he need f o r 
a u n i v e r s i t y a rch ives as a n i n t e g r a l p a r t of 
these i n s t i t u t i o n s h a s been r e c o g n i z e d in 
m a n y places . L e t us bear in m i n d , h o w e v e r , 
t h a t these p ionee r s in t he u n i v e r s i t y r e c o r d 
f ield t ook ac t ion a t a t i m e w h e n u n i v e r s i t y 
r e c o r d s w e r e t h o u g h t of exc lus ive ly in t e r m s 
of t h e i r r e sea rch v a l u e ; w h e n un ive r s i t i e s 
a n d col leges w e r e e l e m e n t a r y a n d sma l l in-
s t i t u t i o n s w h e n c o m p a r e d w i t h the i r p r e s e n t 

Goal and Func t ion . " Harvard Library Bulletin, 1:101-
08, Win te r 1947; and " T h e Collections of the H a r v a r d 
Univers i ty Arch ives . " Ibid., 1:176-84, Spr ing 1947. 

5 Under date of Ju ly 12, 1948, M r . Shipton, the head 
of the H a r v a r d Archives , wrote Mr . Mood: " O f the uni-
versit ies which have set up archives depar tments a f t e r 
s tudying our organization here, only one, I think, has 
followed our plan of having the depar tment a division 
of the l ibrary. T h e r e are cer ta in obvious reasons against 
our practice. An archive is not a l ibrary ; its funct ions 
and materials are quite different. W i t h us . the office of 
archivist has been united with that of l ibrarian since 
the days of Ja red Sparks . Some of the [ H a r v a r d ] li-
brar ians , like Lane and Pot ter , have been more inter-
ested in the archives than in the larger problem of the 
universi ty l ibraries. W h e n I took ov'er ten years ago, 
the archives depar tment was too small and its funct ion 
too limited to make it a separate department under the 
Corporation. 

"On ly today, however, we have been going over the 
fact that within a year or so the archives depar tment 
and the other service depar tments of the l ibrary will 
have to be separated f rom the teaching functions of the 
l ibrary and be carr ied on a special budget . Pe rhaps we 
shall be grouped for budget purposes with the Publica-
tion Office and Alumni Records Office which have re-
cently been brought into the Widener Building. 

" I n universi t ies in which the archives depar tment is 
a part of the l ibrary, the actual archival material in the 
custody is always much less than the memorabilia kind 
of material . H e r e the material about H a r v a r d is much 
more voluminous and in much more constant use than 
such material is in a younger ins t i tu t ion ." 
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c o m p l e x i t y a n d m a g n i t u d e ; a n d w h e n the 
r eco rd p r o b l e m s of i n s t i t u t i o n s of h i g h e r 
l e a r n i n g h a d n o t ye t a s sumed t h e i r p r e s e n t 
l a r g e p r o p o r t i o n s . T h e p r o b l e m t o d a y is n o 
l o n g e r one of m e r e p r e s e r v a t i o n of p e r m a -
n e n t l y v a l u a b l e m a t e r i a l . I n d e e d , t he r e is 
n o t one b u t a p l u r a l i t y of p r o b l e m s . T h e i r 
so lu t i on d e p e n d s u p o n a t o t a l a t t a c k u p o n 
t h e t o t a l u n i v e r s i t y r e c o r d p r o b l e m . T h i s 
a t t a c k r equ i r e s t h e t r a i n i n g a n d the skil ls of 
the r e c o r d m a n a g e r ( a r c h i v i s t ) . I s th i s 
p r o b a b l y n o t a l a b o r w h i c h the l i b r a r i a n w i l l 
be l o a t h to t ake u p o n h i m s e l f ? I t is indeed 
a task w h i c h t h e l i b r a r i a n w i l l be w i l l i n g to 
leave to t h e p ro fe s s iona l ly t r a i n e d e x p e r t . 
T h e r eco rd m a n a g e m e n t exper t , needless to 
say, w i l l c h e e r f u l l y a n d w i t h g r a t i t u d e rec-
ogn i ze w h a t i t is t h a t t he l i b r a r i a n s h a v e 
a l r e a d y d o n e in c l e a r i n g t h e g r o u n d f o r t he 
so lu t ion of t h e b igger p r o b l e m s t h a t lie 
a h e a d . 6 

G i v e n the n a t u r e of u n i v e r s i t y a rch ives 
a n d r e c o r d p rob lems , t hen , it s h o u l d be 
c lea r t h a t t he r e c o r d m a n a g e r ( a r c h i v i s t ) 
m u s t be ass igned a pos i t ion in t h e u n i v e r -
sity h i e r a r c h y t h a t w i l l enab le h i m to t ack le 
his j o b w i t h success. T o c a r r y on his w o r k 
ef fec t ive ly , th is officer m u s t be l oca t ed close 
to t he cen t e r of un ive r s i t y a d m i n i s t r a t i v e 
a u t h o r i t y . I n m o s t ins t i tu t ions ' t o d a y th is 
m e a n s t h a t he m u s t be close to t he p r e s iden t . 
T h e r eco rd officer r equ i r e s t he p res t ige a n d 
the in f luence t h a t flow f r o m an i n t i m a t e re-
l a t i on to t h e p re s iden t i a l office, if he is t o 
ge t on w i t h his w o r k . 7 A n d i t is o n l y f r o m 
t h e v a n t a g e p o i n t of top- level u n i v e r s i t y 

8 L ibra r ians are sure to be interested in the article by 
John Melville Jennings , l ibrarian, Virginia Historical 
Society, Richmond: "Archiva l Activity in Amercan 
Universi t ies and Colleges." The American Archivist, 
12: 155-63, Apri l 1949. 

7 The Catholic Univers i ty of Amer ica has recently in-
sti tuted an archival unit . T h e plan under which the 
agency will operate is well discussed lay the Rev. Dr . 
H e n r y J . Browne, archivist , in an article, " A Plan of 
Organizat ion for a Univers i ty Archives ." The Ameri-
can Archivist, 12:355-58, October 1949. T h e article pub-
lishes the text of "Regula t ions f o r the Depar tment of 
Archives and Manusc r ip t s , " necessary reading f o r all 
who follow developments in this growing field. At tent ion 
is called part icular ly to regulation number 2 : " T h e De-

m a n a g e m e n t t h a t t he r eco rd officer w i l l be 
ab le to see a n d to u n d e r s t a n d the t o t a l com-
plex of r e c o r d p r o b l e m s of his i n s t i t u t i o n . 
O n c e he has ga ined th is u n d e r s t a n d i n g , he 
can proceed to d r a f t a su i t ab l e r e c o r d policy 
f o r his un ive r s i ty , a n d can set a t once to 
c a r r y i t o u t in an ef fec t ive f a s h i o n . 

I t is obvious t h a t t he j ob of t he un ive r s i t y 
a rch iv i s t is n o t l imi t ed to the ca re a n d cus-
tody of n o n c u r r e n t records , a n d it is p rob -
able t h a t he shou ld be de s igna t ed as r eco rd 
officer ( a r c h i v i s t ) r a t h e r t h a n as a rch iv i s t of 
the un ive r s i ty . H i s shou ld be t he du t i e s also 
of ass is t ing in t h e i n s t a l l a t i on of an a l l -un i -
ve r s i ty r eco rd p r o g r a m , in t r a i n i n g of re-
sponsible staff m e m b e r s , a n d in t h e w o r k i n g 
o u t a n d i m p l e m e n t i n g of a d isposi t ion p r o -
g r a m t h a t m a k e s possible t he pe r iod ic re t i r e -
m e n t of n o n c u r r e n t r e c o r d s a n d the t r a n s f e r 
of t he p e r m a n e n t l y v a l u a b l e m a t e r i a l to t h e 
un ive r s i t y a rch ives . I t is in th i s w a y t h a t he 
can r e n d e r a n e x t r e m e l y v a l u a b l e , f inanc ia l ly 
p ro f i t ab l e service to his i n s t i t u t i o n . 

W e believe t h a t t he g e n e r a l p r inc ip les w e 
h a v e s t a t ed o f fe r the best o p p o r t u n i t y f o r f u -
t u r e g r o w t h t h a t w i l l be c o n s t r u c t i v e . A t 
th is i n t e r e s t i n g m o m e n t in the u n f o l d m e n t of 
u n i v e r s i t y r eco rd p r o g r a m s w e r e c o m m e n d 
to u n i v e r s i t y l i b r a r i a n s t h a t t hey e n c o u r a g e 
un ive r s i t y a d m i n i s t r a t i o n s to a d o p t a n in-
f o r m e d a t t i t u d e t o w a r d the r e l a t e d t h o u g h 
d is t inc t specia l ty of a rch ives a n d r e c o r d ad-
m i n i s t r a t i o n . 3 

par tment will be a separate uni t of the Univers i ty under 
the immediate jurisdict ion of the Rector and it will have 
a separate budget which will be submitted annually to 
the adminis t ra t ion." 

8 A f t e r the paper had been typed, it was handed to 
Dr . Louis Kaplan, associate l ibrarian, Univers i ty of 
Wisconsin. H i s comment is given below: 

" A n archivist on the staff of a l ibrary, working 
under presidential directive, should have sufficient 
powers to proceed without handicap. T h e relationship 
of univers i ty records to the ordinary 'archival ' materials 
found in l ibraries is a close one; and the l ibrary may 
be the only building with sufficient storage space for 
records. T o place the record officer on the staff of the 
president, with working quar te r s in the l ibrary, would 
always present difficulties. On the ideal situation, I 
agree with the authors of this paper, namely, that there 
be a record officer on the staff of the president, with 
the records stored outside the l ibrary. I n such cir-
cumstances, the usual memorabilia and 'archival ' ma-
terials found in l ibraries should eventually be trans-
fe r red to the record officer." 
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