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Introduction 

The key to an organization's memory is in its records. It is likely there are older materials 

that are no longer used in daily activities stored somewhere in your office or community. If your 

organization values its history, it is important these records are preserved. Records may include 

original letters, minutes, reports, photographs, publications and other documents that officers, 

members, directors, employees, or volunteers have produced and compiled over the years. 

These documents provide unique insight into the evolution and achievements of the 

organization. They are valuable for administrative, legal, fiscal and public relations purposes. 

They provide a distinctive perspective within the broader history of the neighborhood. 

Establishing a Historical Documents Project ensures the heritage of your organization will 

become a permanent part of the community's collective memory. 

There are many reasons this project may be useful to your organization. 

• Do you want to survey organizational documents and identify more effective records 
management processes? 

• Do you want to find out what materials to eliminate and open up storage space? 

• Would it be helpful to organize your materials so that staff members can more easily access 
them? 

• Do you want to establish a formal archive or maybe donate them to an area repository? 

Regardless of initial interests, the success of this project requires conscientious planning and 

implementation. This guide provides general information about undertaking a project to identify, 

survey and ultimately preserve organizational documents. The first section, includes a brief 

outline of issues to consider in structuring the project. The second, includes specific materials 

for conducting a Documents Survey Workshop to inventory existing materials in an organization. 
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Getting Started 

Terminology 

In this guide, the following terms and definitions are used to discuss historical documents 

and this project. The reader may wish to refer back to this section. 

■ Accessioning: Process of accepting custody of materials according to a collection policy. 
Deaccessioning is process of giving/removing materials to a donor or to a repository. 

■ Appraisal: Process of assessing the enduring historical, legal, administrative or fiscal value 
of a group of records and their relationships with other groups of records. 

■ Archive/Archives: 1. Non-current records of an organization preserved because of their 
continuing value. 2. Agency or program responsible for selecting, preserving, and making 
available historical materials. 3. Building or part of a building where such materials are 
located. 

• Collection: 1. Body of historical materials relating to an organization, family or individual. 2. 
Artificial accumulation of materials devoted to a single theme, person, event or type of 
document acquired from a variety of sources. 

• Collection Policy: Guidelines about what kinds of materials are accepted and how 
donations are made. 

• Documents/Records: 1. Recorded information, regardless of form or medium, made or 
received by an organization or institution. 2. All recorded information or documentation 
produced by the organization in its day-to-day activities. 

• History (Neighborhood): Historical materials related to activities of the neighborhood or its 
individual residents, families and other community institutions (e.g. schools, businesses). 

• History (Organization): Historical materials related to the operations and activities of the 
neighborhood organization. 

• Historical Documents/Records: Non-current records of the organization no longer used in 
daily activities and operations. 

• Preservation: Process of caring for and conserving historically valuable materials. 

• Provenance: Reference to the ordering of records. Records are products of an 
organization, activity or person. Maintaining the context in which archival materials were 
created is important to understanding an organization, activity or person. 

• Records Management: Administrative process that provides policies and procedures for 
the systematic disposal of unneeded records. 
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• Records Series: 1. Grouping of records according to their use, their physical type, or their 
subject. 2. Set of related records used and/or filed as a unit. 

• Survey-. Process of inventorying and identifying the specific materials the organization 
possesses. 

Scope of the Project 

It is important to consider the primary reasons driving an organization's interest in 

formalizing the identification, storage and care of its historical documents. The answers to this 

question will determine how broad or narrow the project will be. Do individuals simply want to 

survey the organization's collection of historical documents to determine what it possesses? Or, 

do some individuals aspire to establishing a formal, organizational archives? Perhaps the 

organization will be celebrating its 25th anniversary and there is interest in reviewing records to 

Write a history. Or, maybe the organization's records have simply become cumbersome and 

Voluminous and there is a desire to eliminate items. This project might also be considered 

during a major change, such as the restructuring of the organization or the departure of an 

executive director. In sum, an organization must decide the size of this project and the 

corresponding level of effort that will ensure its success. 

Goals and Objectives· 

While this project can serve many interests, at minimum it should support the overall 

Purpose, mission, and goals of an organization. _The project itself should have three broad 

goals: 

• To conduct a Documents Survey of the organization's historical materials. 

• To assess the current state of records and records management in the organization. 

• To incorporate preservation of these materials into the overall records management plan of the 
organization. 

An organization has both "active" and "inactive" records. Active records are materials 

that are used in the ongoing operations of the organization. Inactive records document the past 

operational activities of the organization. It is common for organizations to store active and 

inactive materials together. Because inactive materials can take up a significant amount of 

active file space, the Documents Survey will assist the organization in separating files. The 

survey process assists the organization in better meeting its current storage needs, while 
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ensuring that historically valuable materials are protected. It can also help raise awareness 0 

about effective records management, and lead to improved record keeping. 

Records management is an implicit part of a historical documents project. It is essential p1 

for ensuring that today's records will be available tomorrow. Records have a natural life cycle. in 

Organizations create records in the natural course of their business, using these records for a ei 

certain period of time. After their administrative usefulness, materials can be disposed of or di 

saved. Some documents retain their evidential value (e.g., legal or financial). Others capture a 

philosophy or activity that occurred at a certain time and has historical significance. 

The Documents Survey should complement existing records management procedures. 

Ideally, the organization should have a records management schedule in place. This program 

and schedule includes specific procedures and timetables for assessing the permanent 

retention of records on a routine basis. The purposes of a Records Schedule are to: 

• Ensure that records are retained as long as needed for administrative, legal and fiscal 
purposes. 

• Ensure that state and federal record retention requirements are met. 

• Ensure that record series with historical value are identified and retained permanently 

• Encourage and facilitate the systematic disposal of unneeded records. 

If an organization does have procedures in place, this project should not replace or precede 

policies regarding the handling of organizational records. If an organization does not currently 

have a records management system, there are many resources available to help establish one. 

The organization may want to obtain An Introduction to Records Scheduling and Management 

for Non-Profit Organizations from the Minnesota Historical Society or contact the American 

Association of Records Management (http://www.arma.org/). 

Hopefully, the Historical Documents Project will extend beyond short-term goals. The 

project's vision needs to expand so that it is committed to supporting the care of documents 

over time. Not only should historical documents be organized, but they should also be 

maintained in a thoughtful and organized manner. Appropriate treatment of historically valuable 

records ensures availability now and in the future. 
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5 Organizational Support 

Establishing realistic goals and objectives will support the project's broader vision of 

ii Preserving organizational history. However, policy and administrative decisions should also be 

in place to ensure credibility and accountability of project activities. It should be formally 

~ established by a policy decision from the organization's board and executive director. Policy 

r discussion and decisions might include: 

~ 

l 

t 

.I 

{ 

t 

• Statement of authority- How does the project fit within the established structure of the 
organization? 

• Mission statement Why is the project being. initiated? What groups or interests does the 
project serve? 

• Collection policy. What materials, if any, will be collected from the community? What groups, 
activities or experiences will the organization's materials document? 

• Long and short-term goals and objectives- What goals should be addressed? Some may take 
years to achieve. Others may be on-going issues of importance (e.g. soliciting materials from 
former board members or implementing records management procedures). What objectives 
and specific activities are doable within a reasonable amount of time? 

After securing, executive and board approval, it may helpful to establish a committee of staff and 

Volunteers to coordinate the project and to share responsibilities. It is imperative that both 

structure and people are in place before conducting the Documents Survey. 
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Documents Survey Preparation 

Now that the groundwork has been laid, the particular staff member(s) or committee 

t 

C 

entrusted with the project should have the appropriate authority to successfully complete the t 

goals and objectives. Project leadership should be able to survey and collect records from all c 

parts of the organization, have trust and confidence from the board, and be in close ~ 

communication with the executive director and board about the progress of the project. t 

Purpose of a Documents Survey 

A Documents Survey helps an organization . identify the scope of its materials: types of 

records, their time span, their physical condition, and their location. Specifically, the process 

should accomplish the following goals: 

• Provide a survey of the existing records situation. 

• Locate and describe the organization's records holdings. 

• Provide accurate information so that follow-up and needs assessment can determine ·future 
actions. 

· Identify obsolete records. 
· Determine storage needs for inactive records, possible active ones as well. 
· Identify historical records that need ongoing care. 

• Provide the foundation of a written records management plan encouraging the continuing 
improvement of records management practices in the organization. 

The survey accomplishes these goals by generating information about the general collection, 

not details of each document. Records are inventoried at the series level. A series is a set of 

c 

related records filed as a unit. For example, there may be 2-dozen folders of board minutes c 

from 1970 to 1990 that can be concisely described as "Board Minutes, 1970-1990 (24 folders). , 

Items that are not organized are inventoried as "like-groups." By providing a broad summary, 

the inventory provides a valuable planning tool enabling the organization to make subsequent 

decisions about sorting and storing its records. 

Collection of Materials 

This project may provide a good time to collect historical materials from current and 

former residents of the neighborhood. Many community organizations have relied on volunteers 

until paid staff became possible. There are often materials about the organization, as well as 

neighborhood history, stored in the community. In addition to surveying its current collection, 
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the organization should decide whether to solicit donations of materials. If materials will be 

collected, there should be a Collection Development Policy in place before outreach begins. 

! Collection development includes the formulation and implementation of policies regarding 

! the acquisition of materials. It may also include the initiation of cooperative collecting with other 

organizations. This process prevents future problems related to legal issues, copyright 

Practices, and other donor concerns. It is important there are policies and structure in place 

before donations begin. Some common elements of a Collection Policy include: 

f 

• Statement of Purpose 

• An indication of the variety of persons and/or programs for which the collection will be used: 
Only accessible to staff or open to public? 

• Priorities and limitations of the collection 

• Geographical, chronological, topical areas to be collected 

• Any cooperative agreements with other community organizations or archival repositories 

• Procedures or policies affecting the collecting policy 

See Figure 1 and 2 for sample collection policies. This project can generate interest from the 

community by encouraging unsolicited donations. The organization should not feel obligated to 

accept all materials that are offered. Avoid accepting inappropriate or duplicate items. Instead, 

encourage interested parties to participate in the project by volunteering to work at the 

Documents Survey Workshop. 

Donations 

When accepting materials, be sure to explain the permanent transfer of ownership. The 

donor should understand the finality of the gift. Include a discussion of how unwanted materials 

Will be handled. Always complete a Donor Agreement form for all donations. This form transfers 

ownership of records from the donor to the organization. See Figure 3 and 4 for sample Donor 

Forms. This form should include: 

• Name of the donor 
• Name of the recipient organization or archives 
• Description of the material 
• Conditions of deposit or access restrictions (if any) 
• Disposition of unwanted materials 
• A statement indicating transfer of ownership (and copyright) 
• Date of the acquisition 
• Signatures of both an organization representative and donor 

7 



Give a copy of the form to the donor and file the original with the organization's accession 

records. Remember to send the donor a thank-you letter after the transaction is complete. 

An organization may return material to the donor or his or her successors, if materials are 

unwanted. If unwanted materials will not be returned to the donor, disposal should happen 

according to an established policy. The organization may choose to destroy extra copies of 

papers, donate inappropriate collections to archives, or sell old books at a book sale. Keep 

detailed records of any items that are not kept, including what has been removed, why, where it 

has gone, and who authorized the removal. File this information with the accession record. For 

more information, see A Guide to Deeds of Gift by the Society for American 

Archivists(http://www.archivists.org/catalog/deed_of_gift.html). 

Figure 1 
Collecting Policy 

Minnesota Historical Society 

Consistent with its mission, the Minnesota Historical Society's collections document the ·state's 
history and development. The Society collects materials and items from ancient time to the present, with 
major emphasis on the period of the nineteenth and twentieth centuries. The state of Minnesota is the 
primary collecting focus. In order to document the state's evolution over time, the society collects 
materials that may transcend the political boundaries of the state. Minnesota is thus a collecting focus, 
but not a constraint. All collections bear a relationship to Minnesota and its citizens' interaction with the 
larger society, both national and international. 

Material collected by the Society ranges from manuscripts to historic sites to electronic records 
and includes almost all media. Categories currently used by the Society to define its collections are: 
archaeological, art, artifacts, government records, historic properties, manuscripts, maps and atlases, 
oral history, printed materials including newspapers and serials, and sound and visual. The Society does 
not collect human remains or natural history specimens. 

The collections of the Society have research or interpretive value; have documented association 
with Minnesota, Minnesotans or Minnesota history; and are in condition such that they have the ability to 
maintain their physical integrity. While items may become unique or rare, they may have been 
commonly available at the time of their original use. 

The Society will cooperate with the active collecting efforts of established repositories in the state, 
in particular county and regional historical societies and the state's major cultural and education 
institutions. Such cooperation is_ undertaken to reduce duplication of effort and expensive and 
unproductive competition. 
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Figure 2 
New Caledonia Community Archives 

Policy Statement 

The New Caledonia Community Archives exists to: 

1. collect and preserve archival materials which illustrate the growth and development of New Caledonia, 
both before and after incorporation, or which pertain in whole or in part to activities within the geographic 
boundaries of New Caledonia; 
2. arrange and describe these materials according to archival principles and make them accessible to the 
general public on a regular basis, unless access is restricted by legal requirements or written agreements 
With the donor· · 
3. provide ad~quate and appropriate conditions for the storage, protection, and preservation of archival 
material· 
4. provide regular reference services to individuals, organizations, the municipal government, or other 
groups interested in the activities and holdings of the Archives; 
5. provide educational and outreach programming whenever possible to increase public awareness and 
appreciation of New Caledonia's history and development. 

Material acquired by the New Caledonia Archives shall become the permanent property of the Archives 
and, therefore, the municipality, until such time as the Archivist deems it no longer relevant to the 
Archives, in which case the material may be deaccessioned. Deaccessioning will not take place without 
~he written approval of the Archives Board and the department responsible for the Archives. All 
information pertaining to the deaccessioning and disposition of material will be retained in the Archives' 
records. The Archives retains the right to reproduce materials by mechanical, electronic, or photographic 
means for security, conservation, or research purposes. 

The Archives will accept historical material of any medium, including: textual records; photographs and 
other visual records; maps, plans, and architectural records; and sound recordings and oral history 
tapes. The Archives will only accept books, printed material, artifacts, and electronically stored data at 
the discretion of the Archivist. The Archives retains the right to charge for any reproduction or other 
research service. A schedule of fees will be made available to the general public on a regular basis. 

The Archives will only accept material on a permanent basis, except when borrowing material for short
term loans to reproduce or to include in displays or exhibits. Materials from the Archives may be loaned 
to other institutions or organizations only under the following circumstances: 

2
1 · Written authorization is obtained from the Archives board and the department supervising the Archives; 
· the Archivist provides written permission for the loan; 

3- the borrower ensures adequate care and handling of the material on loan. 

: at _any time the Archives determines that the material on loan is not being cared for adequately, the 
rch1vist may cancel the loan and request the immediate return of the material. No person shall be 

Prevented from using archival material unless it is determined that the materials will be physically abused 
or used in a libelous or illegal manner. 

New Caledonia Community Archives 
34-1485 Stanton Drive, New Caledonia, B.C., X0X 0X0 (604) 555-7755 
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Figure 3 
Donor Agreement (C) 

Minnesota Historical Society 

I own (or have legal authority over) the materials described below and voluntarily give them to the 
Minnesota Historical Society as a donation. 

It is distinctly understood that the purpose and intention of a gift-and any future additions I may make to 
it-is to transfer and grant all such rights, title, and interest (for example, property rights and copyrights) I 
possess in these materials to the Society. 

The Society may dispose of material inappropriate for its collections, unless the donor specifies 
otherwise below. 

MATERIALS BEING DONATED: 

DONATED BY: 

Telephone: 

SIGNATURES: 

Signature of Donor Date 

Received by: 

Minnesota Historical Society Date 

Alternative instructions for disposition of unwanted items: ____________ _ 

The Minnesota Historical Society gratefully acknowledges this donation to its collections. 

345 Kellogg Boulevard West- Saint Paul, Minnesota 55102-1906- Telephone: 651-296-6126 
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Figure 4 
Deed of Gift Form 

New Caledonia Community Archives 
34-1485 Stanton Drive, New Caledonia, B.C., XOX OXO 

(604) 555-7755 

DEED OF GIFT 
THE NEW CALEDONIA COMMUNITY ARCHIVES gratefully acknowledges the gift of the archival 
material described below, and wishes to thank 

(Name of Donor) 

for this valued addition to the historical collections of the Community Archives. 

Description: 

Conditions of deposit: 

It is understood and agreed that the materials donated shall become the exclusive and absolute property 
of the New Caledonia Community Archives, as an office of the Municipality of New Caledonia. This 
Property will be handled according to the procedures established in the New Caledonia Community 
Archives policy. . 

(Date) 

(Signature of Donor) 

Accepted on behalf of the New Caledonia Community Archives: 

(Date) 

(Signature of Archivist) 
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Documents Survey Workshop 

The following section includes materials for planning and conducting the Documents 

Survey workshop. 

Planning Checklist 

Choosing an Effective Trainer 

When choosing a staff member or volunteer to conduct the survey training, it is helpful to 

keep the following guidelines in mind. Potential trainers should have the following qualities: 

• Ability and patience to teach knowledge and skill to another person. 

• Enjoy interacting and sharing knowledge with others. 

• Have a positive and constructive attitude toward the organization, the project, and the 
volunteers. 

• Communicate clearly and effectively listen to qu~stions and concerns. 

• Provide feedback to trainees during workshop about completion of inventory work. 

• Open to new ideas and suggestions about training. 

• Flexible in working with a new and evolving project. 

Scheduling the Survey Training Workshop 

The organization should schedule the training within an appropriate time frame to 

complete the project. There should be ample time to publicize the workshop, recruit volunteers, 

and prepare materials. Make sure to choose a date and time convenient for the majority of 

targeted participants. 

Choosing a Facility 

Ideally, the survey should happen where the materials are stored. If this is not practical, 

an alternative facility will need _ to be located. Special attention should be taken to ensure 

materials can be safely moved and stored. The overall safety, privacy and security of the 

records are very important. See Figure 5 for sample guidelines in choosing a facility. 

Recruiting Volunteers 
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The organization will need to recruit volunteers to participate in the survey workshop. Al 

Staff and board members should brainstorm a list of potential volunteers to contact about fir 

12 



s 

0 

e 

0 

;, 

I, 

e 

Participating in the project. Send a letter of invitation personally inviting each person to 

Participate in the project. Make sure to follow-up the letter with a personal phone call. The 

organization may also wish to run an article in the community newspaper about the survey 

Workshop and the project. See Figures 6-9 for sample promotional materials. 

Designating materials to be suNeyed during training 

Staff should determine which records are confidential or are restricted by law from public 

View and should not be handled by volunteers. It is important to remember that confidential 

materials unavailable for research now or materials that do not present the organization in the 

best possible manner should not be destroyed. These materials can be surveyed by staff and 

initially restricted from public access. After an appropriate period of time, they can be 

transferred to the organization's historical collection. 

Materials in an electronic format are more difficult to survey. Currently, there are no 

Universally agreed upon procedures to do so. To facilitate the speed of the survey workshop, it 

is recommended that electronic records be inventoried at a different time. Contact the Society 

of American Archivists or the American Records Management Association about specific 

9Uidelines appropriate to the particular electronic items your organization holds. 

Conducting the Workshop 

The Documents Survey Workshop Agenda, Facilitator Script and participant handouts 

are included in Figures 10-17. 

l:valuating the Workshop and Setting Priorities 

After the training, the project committee should come together to evaluate the workshop. 

ihe committee should consider the following questions: 

• To what extent did the workshop achieve its objectives? 

• What went well and was helpful? 

• What should have been different or could have been better? 

• Are there recommendations to ensure the success of the overall project? 

If there are remaining materials to survey, plans should be made to complete the work. 

:>. All materials should be surveyed before the following decisions are actively considered and 

Jt finalized. 
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Suitable Not 
Suitable 

Criteria 

Facility Criteria 
Documents Survey Workshop 

Accessibility 
Public transportation? Easy to find? Accessible to 
someone in a wheelchair or with limited mobility? 

Availability 
Dates available? Dates not available? 

Storage 
Secure area to store materials over period of time? 

Suitability 
Comfortable size for workshop? Flexible arrangement 
and moveable furniture? Ample table space for laying 
out materials? Minimal distractions (e.g. noise, 
human traffic)? 

Lighting 
Bright enough to read and write without difficulty? 

Getting there 
Directions/map available for participants? Free 
parking? 

Special conditions or circumstances 

Facility Contact Person: 

Name 

Phone 

Notes: 
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5 Figure 6 
Sample Volunteer Recruitment Letter - Linden Hills 

Dear Former Linden Hills Board Member: 
April 12, 2000 

Where are the historic files on the Linden Hills Neighborhood Council and Neighborhood Revitalization 
Project Steering Committee? In your basement? Would you be willing to part with them? 

In December, the LhiNC Board agreed to take part in the Neighborhood Archives Project (NAP) funded 
by a grant through Neighborhood Planning for Community Revitalization (NPCR) with the Center for 
Urban and Regional Affairs (CURA) at the University of Minnesota. Linden Hills agreed to a two-part 
commitment: 1) to work with a graduate intern to compile a participant's manual about the role of 
archives and the preservation of materials. 2) To inventory the LhiNC archives. We are now preparing 
~o begin the work on the LhiNC archives. Because LhiNC does not have a central public office, 
inventorying our archives is more complicated than other neighborhoods participating in this project. 

We invite you to bring in materials that are not current and might be included in the LhiNC neighborhood 
archives. Enclosed is a list of the types of materials that typically are found in organizational archives. If 
You have materials that fall into these categories, please consider bringing them in or have us pick them 
Up. If you have other materials that might be appropriate for the archives, please feel free to include 
them. 

The Linden Hills Congregational Church (42nd Street and Upton) has graciously agreed to let us use a 
room for this project. We are planning on gathering materials starting on May 1st• On May 9th, we hope 
to have the materials in place and begin working with the materials at 6:00 p.m. that evening. There will 
be trainers on hand to orient and work with volunteers on the inventory process. The main purpose of 
the volunteer's work will be to note what is in the collections. The volunteers will be reminded that this 

Trnaterial should be handled confidentially. We have use of the room at the church for the month of May. 
he volunteers will meet subsequently to work through the materials. 

After the inventory has been compiled, the LhiNC chairpersons and NRP coordinators will review the 
results. At that point, it will be determined if the materials will be housed at the Linden Hills Park building 
~nd/or some other location. It may also be possible that some of the materials will be sent to a repository 
hke the Minneapolis Public Library or the Minnesota Historical Society. If some or all of your materials 
:re selected for inclusion, you will be asked to donate them. For materials not needed, you will be able 
0 retrieve them or have the project dispose of them. 

Because LhiNC materials have not all been housed centrally, the Linden Hills project is different from 
What the NAP project has encountered. We are trying hard to anticipate situations, but feel free to share 
any concerns you may have. We will try and address each concern as best we can. 

We have also included a list of the people to whom we have sent this letter. Please let us know about 
Other individuals who you feel should be contacted. If you are interested in participating in the inventory 
Pro~ess please let Name or Name know. We appreciate your support and assistance in making this 
Pro1ect a success. Please call as soon as possible to let us know whether or not you have materials and 
Whether or not you can bring them in or need a pick up. 

Sincerely, 

Project Coordinator Name Project Coordinator Name 
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This information has been sent to the members listed below. Please let us know of other individuals, 
who served as LhiNC Board Members and/or NRP Steering Committee Members, or board or 
committees that preceded these groups that we should contact. Thanks. Name and Name 

Names 

Examples of Historical-Permanent materials: 
w 

Agenda Packets (background material provided to board or committee members) or 
Constitutions, Bylaws, Articles of Incorporation pr 
Directories (membership, resource, etc.) rn 
Financial Audits P. 
Fundraising letters de 
Grant proposals (funded) 
Minutes of Board members, committees, task forces In 
News releases Ni 
Newsletters C1 
Newspaper clippings Ur 
Photos-of work situations, facilities, staff, unique events-all labeled to 
Posters, publicity flyers (one to max of three copies) in, 
Audio and video histories Lt 
Project director's correspondence ne 
Project Files 
Subject Files W 

Lt 
"Some records in an office become inactive only after a long time and continue to have potential frc 
usefulness-or must be retained for legal reasons-essentially for the entire lifetime of an organization. rn 
These records can be referred to as "permanent" because the agency has to keep them safe and 
accessible for the indefinite future. Many other records in an office-reports, correspondence, minutes, St 
etc. may have long term "historical" value but cease to have administrative value after three to five years. li1 
These historical records form the "archives" of an organization. The archives is an organization's th 
memory, ensuring that as staff changes and the organization evolves, its history is accessible. An Pr 
organization's archives should preserve, in the smallest amount of records possible, documentation of its Ve 
origins, purposes, major activities, significant accomplishments, and most important interactions with \Vi 
clients and/or other agencies." rn: 

From: An Introduction to Records Scheduling and Management for Non-profit Organization§i. he: 
published by the Minnesota Historical Society, 1997. rn, 
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Figure 7 
Sample Volunteer Recruitment Letter - Linden Hills 

Dear Linden Hills History Study Group (LHHSG) member: 
April 18, 2000 

We would like you to consider helping on a short-term project to identify and preserve neighborhood 
organizational history. We are asking a few members of LHHSG who we think might be interested in 
Preserving our neighborhood history to set aside a couple of evenings to help inventory Linden Hills 
rnaterials. We anticipate the initial process to take two evenings. The first evening is May 9th at 6:00 
P.rn. at the Linden Hills Congregational Church (42nd Street and Upton-enter from the northwest backside 
door). The second meeting will be scheduled as the volunteers' schedule permits. 

In December, the Linden Hills Neighborhood Council (LhiNC) Board agreed to take part in the 
Neighborhood Archives Project (NAP) funded by a grant through the Neighborhood Planning for 
Community Revitalization (NPCR) with the Center for Urban and Regional Affairs (CURA) at the 
University of Minnesota. Linden Hills agreed to a two-part commitment: 1) to work with a graduate intern 
~o compile a participant's manual about the role of archives and the preservation of materials. 2) To 
inventory the LhiNC archives. We are now preparing to begin the work on the LhiNC archives. Because 
lhiNC does not have a central public office, inventorying our archives is more complicated than other 
neighborhoods participating in this project. 

WL ~ have invited former board members and NRP staff to bring in materials that might be included in the 
h1Nc neighborhood archives. I have enclosed the list of types of information that we are looking for 

from the board members. These are the materials that we would be inventorying as well as other 
rnaterials that might have been acquired. 

S_tarting on May 1 s1, we will be gathering the materials (most will be picked up on Saturday May 6th). The 
Li~den Hills Congregational Church has graciously agreed to let us use a room for the month of May for 
this project (on the top floor of the church! The room has nice windows.) On May 9th, we will begin 
Processing. There will be trainers on hand to orient and work with us on the inventory process. The 
V~lunteer's job will be to note what topics and dates are covered in the various collections (boxes). We 
Will be reminded that this material should be handled confidentially. At this point we don't have the 
rnaterial together nor do we know how many volunteers we will have. The other neighborhoods who 
have inventoried their collections, Jordan, Powderhorn, Seward, have had from six to ten volunteers and 
rnost of the initial inventory process was completed the first evening with just one follow up session. 

~fter the inventory has been compiled, the LhiNC chairpersons and NRP coordinators will review the 
inventory sheets and then give the results to the LhiNC Board. At that point, we may want to schedule 
ahnother meeting to further refine the organization in the boxes. Also, the LhiNC Board will determine 
ow and where the materials will be housed. 

~e are sending this letter to the following people, if you know of someone else who you think would be 
nterested in sitting down and noting file headings, please share this letter with them. Names 

~e hope you will be interested in participating in the inventory process. Please let Name or Name 
Pnow. We appreciate your support and assistance in making this project a success. It will be a learning 
rocess but we have some great resources. 

Sincerely, 

Pr · OJect Coordinator Name Project Coordinator Name 
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14 March 2000 

Sample Volunteer Recruitment Letter - Powderhorn 
Powderhom Park Neighborhood Association 

Figure 8 

N 
We're writing to you in the hope that you may be interested in participating in a short-term project that will B· 
benefit the Powderhom community. We are soliciting a few neighbors who we think may be interested in (f1 
preserving our neighborhood history- both old and recent. 

D, 
You may have read about the Neighborhood Archives Project in the last two issues of the PPNA re 
newsletter. The archive project aims to help neighborhood associations inventory and catalogue all their ar 
stuff- NPR papers, committee meeting minutes, newspapers, photos, brochures, and so on- as well as Cc 
solicit historical materials from residents. Possible neighborhood archival repositories are being n, 
established (community libraries, U of M, etc.) to collect materials to be stored, non-circulating, and frc 
available for research. n, 

th 
Name, Name (recently), and Name (early on) have been attending monthly meetings run by Name, at n,1 
which various Minneapolis neighborhoods have been represented. Discussion has focused on how 
neighborhood organizations tend to often move and change staff, leaving potentially historically valuable 
materials vulnerable. Also, neighborhood organizations may keep everything, not knowing what to 
dispose of. Individual residents may have "treasure troves" that could be community resources (like NE 
Name's collection of The Hom, Powderhom Paper, and Midtown News). (fr 

Perhaps this project actually was conceived when MCDAs Name saved numerous boxes of materials 
that had been abandoned by People of Phillips (POP). Those materials were slated for the dumpster. a 
Name contacted Name, and thus the program began. Trained college students (who are-working for 
college credit in urban studies, history, etc.) are now sorting and inventorying those POP materials. And 
this program is growing. 

While many Minneapolis neighborhoods have indicated interest, Seward, Linden Hills, and Powderhorn 
neighborhoods have been most active with the project. Seward began its archival project in December; 
Powderhom will begin in March; and Linden Hills will begin in April. 

This is where you come in. If you are interested in helping with this project, this is the schedule: 
Wednesday, March 22, 6:00-9:00 p.m.- training and beginning inventory at PPNA office ... Name provides 
the snacks. Friday, March 24 (and other days)- continuing inventory on your own time during PPNA 
business hours (roughly 9-5). 

The project has various stages: inventory, acquiring outside materials, sorting, indexing, and storing. 
You may be interested in working on other stages, but the immediate focus is to inventory what exists in 
the PPNA office. Name, a Minnesota History Center archivist, and Name, Minneapolis Special 
Collections librarian, will train potential Powderhom participants on March 22. Participants will be taught 
how to inventory existing files, boxes, etc. Participants do not reorganize or throw anything away in this 
stage. All files, papers, and box contents need to be left as found. 

If this arouses your curiosity, please join us. We're sending this letter to about a dozen Powderhorn 
people who we thought might be interested. Please feel free to tell others about it. For further 
information call Name at phone number (home) or phone (home office) or Name at PPNA, phone. You 
will receive a follow-up call. 

Thanks for your consideration! 
Project Coordinator Name Project Coordinator Name 
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Sample Newsletter Articles - Powderhorn 

Neighborhood Archive Project 
By Shari Albers 
(from Powderhom Park Neighborhood Association Update Winter 1999/2000) 

Figure 9 

Do you have a secret desire to be an archeologist? How a bout a librarian or a historian? Join 
representatives from Powderhom Park and other neighborhoods in the Neighborhood Archive Project 
and you could fill all of these roles. The Project aims at helping neighborhood associations inventory and 
catalogue all their STUFF- such as NRP (Neighborhood Revitalization Program) papers, committee 
rneeting minutes, newspapers, photos, brochures, and so forth- as well as solicit "historical" materials 
from residents. A neighborhood archival repository is being established to collect non-circulating 
rnaterials for research. That means this is also an opportunity to clean out our closet or file box and have 
the neighborhood STUFF that you've accumulated saved for posterity! Call Shari Albers at 722-1316 for 
lllore information. 

Neighborhood Archive Project 
(from Powderhom Park Neighborhood Association Update Spring 2000) 

Curious people wanted. No experience necessary. Enthusiasm a must! Past or present community 
activism helpful. Will train. No pay, but benefits include: snacks, co-volunteers, and a task that has an 

ending ... no kidding. 

The Neighborhood Archive Project aims to help neighborhood associations inventory and catalogue 
all their STUFF- such as NRP papers, committee meeting minutes, newspapers, photos, brochures, and 
so on- as well as solicit "historical" materials from residents. A neighborhood archival repository is being 
established to collect non-circulating materials for research. 

Training will be provided by Name, a Minnesota History Center archivist and Name, Minneapolis 

tSPecial Collections librarian. Learn what to keep, what to throw away ( a useful skill to apply at home 
Oo). 

2 Wednesday, March 22, 6:00-9:00 pm- training and beginning inventory at PPNA office. Friday, March 
4, times to be determined - continuing inventory on your own time during office hours. 

t . Call Name at PPNA, phone number or Name, phone number for more info and to sign up for the 
raining. We won't be making history, but we will help put it in order for everyone to use. 

19 



Fi ure 10 
Documents Survey Workshop - Agenda Outline 

Agenda Item Item Description Supplies 
Ac 

Set-Up ■ Trainer should draw a map of the physical All needed supplies 
layout of the office/area. Count and label each Ql 

(At least 1 hour before storage unit with a number (Each shelf, box, file 
training is scheduled to cabinet drawers, etc.). 
begin) Su 

■ Set-up room arrangements. Arrange chairs 
and tables in a semi-circle or circle. Note how 
room may need to be re-arranged after the 
training component, and before inventorying of 
materials begins. 

■ Prepare all materials and supplies. 

Participant Arrival ■ Greet attendees and pass out nametags. Nametags; markers • 

Welcome ■ Welcome participants. 

■ Introduce you, the trainer, and any attending 
staff or board members. 

Agenda Overview ■ Review the training agenda. Agenda written on 
newsprint or board. 

■ Cover logistical nuts & bolts. 

Introductions ■ Icebreaker 

Community Overview ■ Community speaker shares about 
(if possible) characteristics of community, organization's 

leadership, etc. 

Objectives of ■ Briefly describe objectives of training. Objectives written 
Training on newsprint or 

board. 
Neighborhood ■ Background of Neighborhood Archives Project. 
Archives Project 
Lecture ■ Historical Documents Handouts: 

·Sample Historical 
■ Purpose of Survey Materials 

·Terminology 
·Sample Minnesota 
Hearing Society 
Survey 

Survey Instructions ■ Go over survey worksheet and instructions Handouts: 
handout ·Survey Worksheet 

20 



~ 
! 

_.,,, 
,n 
rd. 

_ _,/ 
i 

:a/ : 

r-. 

--Activity 

--Questions 

-Supplies 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

•Survey Worksheet 
Highlight ethical considerations: Confidential Instructions 

and sensitive materials 

Sample Survey Exercise 1 Survey Worksheet 

Ask for questions and any clarification if 
needed. 

Food and beverages Handouts: 
Newsprint pads ·Sample Historical 
Overhead projector (if using overheads) Materials 
Electrical Outlet ·Terminology 
Scissors ·Sample Minnesota 
Directional signs Hearing Society 
Masking tape Survey 
Markers ·Survey Worksheet 
Pencils/Pens - - ·Survey Worksheet 
Paper Instructions 
Name tags 
Rubber bands 
Stapler 
Paper clips 
Camera for candid photos 
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F 11 1gure 
Documents Survey Workshop - Trainer Script I 

Agenda Item Script 
I 
J 

Welcome ■ Welcome participants. 

■ Thank them for taking the time to participate in this new initiative. 

■ Introduce you, the trainer, and any attending staff or board members. 

-I 

·Agenda ■ Review the training agenda. I 

I 

Overview 
Cover logistical nuts & bolts- location of bathrooms, water fountain and ■ 

refreshments, etc. 

-
Introductions Icebreaker 

I 
I 

■ Option 1: . Have participants share their name and where they live in the 
neighborhood. Identify and share about a personal item that has 
historical value to themselves or to their family. Give examples: A 
photograph of an aunt. A diary from a father. 

■ Option 2: . Have participants share their name and where they live in the 
neighborhood. Ask them to share about what the neighborhood means to 
them. 

■ Option 3: . Have participants share their name and where they live in the 
neighborhood. Ask them to identify an important type of document they 
expect to find in the organization's collection. Give examples: board 
meeting minutes or bank statements. 

Community ■ Introduce the community speaker. 
' 

Overview 
Explain individual will share about characteristics of community, . 

(if possible) organization's leadership, recollections of growing up in neighborhood, or 
other specific subject. 

Objectives of ■ Briefly describe objectives of training. 

Training . To learn how to inventory historical records of the organization . 

. To create a useful, accurate record of existing materials . 

. To provide an opportunity for neighborhood residents to come together i~ 
support of the historical documents project. 
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Neighborhood ■ Discuss how tonight's training is part of a larger effort with the 

Archives 
Neighborhood Archives Project. 

Project . The Neighborhood Archives Project encourages metro-area 
neighborhood organizations to collect and preserve historically significant 
material. 

i 

_j! 
. Group is working to prevent neighborhood documents from being lost 

and providing assistance to organizations that want to inventory their 
materials. 

j Lecture • Introduce why preservation of the organization's historical materials is 
important. Distinguish between organization history vs. neighborhood 
history. 

Historical 

Documents 
■ Pass out Sample Historical Materials, Terminology, and Sample 
Minnesota Hearing Society Survey Handouts. . Go over Terminology to establish common vocabulary . 

■ Historical documents convey information about past organizational 
activity. 

. Ex. Financial records detail income and expenses indicating financial 
; to priorities of organization. 

. Ex. Meeting minutes discuss issues of concern and activities planned 
and accomplished. 

ey . Refer to Sample Historical Materials and Sample Survey Handouts as 
examples of documents. 

___,,I ■ Documents may be sole source of information about past purposes, 
intentions and activities of organization. Provides "objective" organizational 
memory. 

' 

i, or! • Documents provide information that is helpful to organization's current 
decision-making. Avoid "re-inventing the wheel" and duplication of effort with 
some activities and issues. 

■ Documents instill pride in achievements and assist in planning 
celebrations of organizational milestones. Measure organization's 
development and growth. 

■ Important in documenting organization's perspective within context of 
er iO current use of Neighborhood Revitalization Program (NRP) funds. 
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Lecture 

Purpose of 

Survey 

Survey 

Instructions 

• Work accomplished in this workshop complements the current records 
management of organization. 

■ Goal tonight is to inventory the older, non-current materials the 
organization possesses. 

■ Generate a description of the existing records and materials. 

· Locate and describe the organization's collection. 

Identify obsolete records. 

Determine storage needs for active and inactive records. 

· Identify vital and historical records and identify needs for ongoing care. 

· Generate information to determine next step in organizing and 
preserving records. 

• Pass out Survey Worksheet and Survey Worksheet Instructions 
Handouts. 

• Records are inventoried at the series level. 

· A series is a set of related records filed as a unit. For example, there 
may be 2 dozen folders of board minutes from 1970 to 1990. They can 
simply be described as "Board Minutes, 1970-1990 (24 folders). 

· Avoid item level description if at all possible (exception, videos, movies, 
books, etc.). 

• General categories of materials. Refer to handout. 

• Organized materials 

· Provenance refers to the ordering of records. Records are the product ol 
an organization, activity or person. Maintaining the context in which 
archival materials were created is important to understanding an 
organization, activity or person. Records from different origins should be 
kept separate when possible. 

· Keep original order and organization of materials 

· Note file headings, etc. 

• Disorganized materials 

· Group by like items 
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Activity 

Questions 
and Wrap-up 

· Items that are not organized are inventoried as "like-groups." 

· Other materials that don't belong to organization 

• Note any non-standard materials- maps, video recordings, 
audiocassettes. 

■ Explain part of Survey Worksheet and go over Survey Worksheet 
Instructions handouts. 

■ Respect and care for materials; not taking things out of collection. 

• Materials being surveyed should not contain information about legally 
confidential issues. However, there may be some documents that are 
discovered. If this occurs, inform the trainer so that the confidentiality of 
personnel, resident surveys and other sensitive records is maintained. 

• Exercise: 
· Divide group into pairs. Explain that each pair will be given 3-4 

records/documents to review. Using the sample Survey Worksheet, write 
down the requested information. Give each pair 5-10 minutes to 
complete exercise. Have each pair share about 1 item and how they 
chose to describe it and write it down on their worksheet. 

• Ask for questions from participants. Clarify any remaining, concerns, 
problems, etc. 

• Thank participants for attending. Identify staff members, other 
experienced "surveyors" and you as individuals who can answer questions 
during survey work. 

• Divide participants and allocate materials to be surveyed. 

During Survey • Walk around and check on progression of work. Make sure to "spot
check" participants survey worksheets to ensure they are being completed 
in a consistent manner. 

• Address questions and concerns as needed. 
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Figure 12 
Terminology 

■ Accessioning: Process of accepting custody of materials according to a collection policy. 
Deaccessioning is process of giving/removing/ materials to a donor or to a repository. 

■ Appraisal: Process of assessing the enduring historical, legal, administrative or fiscal value 
of a group of records and their relationships with other groups of records. 

■ Archive/Archives: 1. Non-current records of an organization preserved because of their 
continuing value. 2. Agency or program responsible for selecting, preserving, and making 
available historical materials. 3. Building or part of a building where such materials are 
located. 

■ Collection: 1. Body of historical materials relating to an organization, family or individual. 2. 
Artificial accumulation of materials devoted to a single theme, person, event or type of 
document acquired from a variety of sources. 

• Collection Policy-. Guidelines about what kinds of materials are accepted and how donations 
are made. 

• Documents/Records: 1. Recorded information, regardless of form or medium, made or 
received by an organization or institution. 2. All recorded information or documentation 
produced by the organization in its day-to-day activities. 

• History (Neighborhood): Historical materials related to activities of the neighborhood or its 
individual residents, families and other community institutions (e.g. schools, businesses). 

• History (Organization): Historical materials related to the operations and activities of the 
neighborhood organization. 

• Historical Documents/Records: Non-current records of the organization no longer used in 
daily activities and operations. 

• Preservation: Process of caring for and conserving historically valuable materials. 

• Provenance: Reference to the ordering of records. Records are products of an 
organization, activity or person. Maintaining the context in which archival materials were 
created is important to understanding an organization, activity or person. 

• Records Management Administrative process that provides policies and procedures for the 
systematic disposal of unneeded records. 

• Records Series: 1. Grouping of records according to their use, their physical type, or their 
subject. 2. Set of related records used and/or filed as a unit. 

• Survey: Process of inventorying and identifying the specific materials the organization 
possesses. 
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Figure 13 
Survey Worksheet 

Organization. ___________________________ _ 

Box,container # ___ Box/Container Description. _____________ _ 

Narne Date of Survey ________ _ 

Cornplete this section after entire box/container has been surveyed. 

Materials Form: (Check all that apply) 
o Paper 
o Letter size 
D Oversize 
D Electronic 
D Audio-Visual 
D Photographs 
D Artifacts 

Condition: (Check all that apply) 
o Severely torn or stained 
o Mold or mildew present 
□ Brittle 
□ Diskette 
□ Ink or other medium fading or flaking 
□ Maps 
o Early electronic records 

~ecord Series (if materials are organized) ___________________ _ 

Arrangement ·----------------------------
; 111forrnational Content and Preservation notes __________________ _ 

e 

n 

n 
e 

e 

ir 

n 

~~-
ioard meeting minutes 
~easurer's reports 
n anization newspaper 

Record Description Inclusive Dates of 
Record 

Ex. 
1972-1978 
03/1954-05/1967 
Ca. 1989 
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Figure 14 
Survey Worksheet Instructions 

An inventory worksheet should be completed for each container. When recording information 
about the materials, abbreviations should not be used. Full descriptions and titles will prevent 
misinterpretation of the information later. 

It is important to look at the records as you complete the inventory worksheet. Open every 
file folder and review the materials inside. Since contents may have become mixed over time, 
labels on folders may not be accurate. 
Ex. 
File folder marked "Board Minutes 9/89-8/90" may actually contain bank statements from 
09/92-3/93. 

When removing folders in a drawer, use a "place marker" to mark the location of the file. This 
Will ensure records are kept in the same order and returned to the same file location. 

The following steps should be used in completing the survey worksheet. 

1. Organization Name 
Write in the name of the organization whose records are being inventoried. 

Ex. Powder Horn Park Neighborhood Association (not: PHP) 
Seward Neighborhood Group (not: Seward) 

2. Box/Container # and Box/Container Description 
list the number of ttie box or container being inventoried. Note a brief description i.e. file 
drawer, brown box, shelf, etc. 

Ex. 35 gray file drawer 
18 brown box (approx. 18''x12'J 

3. Name and Date 
Write-in name of person doing the inventory and filling out the survey worksheet form. List the 
date the inventory form was completed. 

4. Record Description and Inclusive Dates of Record 
Write a brief description for each file folder or category of records. 

Ex. Bank statements 03/1985-06/1987 
Board correspondence 1987-1999 

5. Inclusive Dates of Record 
Write down the beginning date of the record series and the ending date. This can be in the 
form of year (1979-1983), or the month and year (1/1979-7/1983). If it is difficult to determine 
the exact dates, scan the records and write down approximate ones. Use "ca" for circa (ca 
1979-ca 1983). 

Ex. Exact years (1980-1986) Exact month/year (03/1980-8/1986) 
Approximate dates (ca 1980-ca 1986) Probable dates: 
Decade Certain (198?-1986) Year Uncertain (1980?-1986) 
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Complete Steps 6-10 after entire box/container has been surveyed. 

6. Materials Form 
Identify all physical forms of material in container/box. Check all boxes that apply to 
materials. 

7. Condition 
Are there preservation concerns or damage to part or all of the records? Check all boxes that 
apply to materials. 

8. Records Series Title 
If the records are organized, note the record series title. The title should be specific and 
descriptive. It should be determined after looking at the records. Do not use jargon or 
informal titles. When possible include: 
• Overall Subject of Records (i.e. housing, crime, finances) 
• Function/Purpose (i.e. survey, ? 

Ex. Financial records including bank statements, budgets and ledgers. 

9. Arrangement 
Describe the order of the record series if there is one. Alphabetical arrangement can be files 
ordered by last names or by topics. Numerical arrangement uses a numbering system such 
as purchase order numbers. Chronological arrangement is by date. 

1 O. Informational Content and Preservation notes 
This section provides information that helps to generally describe the records. Elements 
should include the type of documents (i.e. correspondence, minutes) and the format (i.e. 
paper, maps, photographs). It should list the key information or other significant information 
in the content such as a noteworthy event or a controversial subject. In addition this is a place 
to add specific information such as gaps in date of an otherwise organized records series. 

Ex. Financial files including budgets and bank statements 
Planning notes from Stomp Out Crime Project 
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Figure 15 
Sample Historical Materials 

■ Architectural records 

■ Articles of incorporation, charters 

1t ■ Audio recordings- oral history, events 

■ Awards 

■ Building and construction project plans 

■ Constitution and bylaws- current, revisions 

■ Correspondence- officers, staff, residents 

■ Directories- officers, board members, residents 

■ Event programs 

■ Financial records- budgets, bank statements, audits 

■ Legal documents- contracts, insurance policies 

■ Membership lists 

■ Memorabilia- T-shirts, buttons, cups 

■ Memoranda 

■ Minutes- board, NRP committees, block clubs 

■ Motion picture film and videotape 
:e 

■ Newsletters and publications ( organizational) 

■ Newspaper clippings 

■ Organizational charts 

■ Photographs 

■ Planning documents 

■ Press releases 

■ Reports- annual, committee 

■ Rosters 

■ Scrapbooks 

■ Speeches 

■ Subject files 

■ Tax returns 
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Box 1 

Box 2 

Box 3 

Box4 

Sample Survey - Minnesota Hearing Society Records 
Preliminary Boxlist 1999 

Minnesota hearing aid companies, product literature and specifications 
Microtech Product Information Catalog, 1999 
Danavox Inc., ca. 1995, 1974-1990, 2 volumes 
Argosy Electronics Inc., 1995, 1996, 2 volumes 
Qualitone Matrix System, 1996, 1992, 1993, 1972-1974, 4 volumes 
Rexton Inc., 1994 

Starkey Laboratories "matrix Resource Guide," 1994 
Maico Hearing Instruments Inc., 1989, ca. 1970, 1967-1970, 3 volumes 

• Telex Communications Inc., 1982-1984, 1976-1985, 2 volumes 
Dahlberg Electronics Inc., 1969-1972, 1979-1980, 2 volumes 
Master Plan Service Company, 1973 

"Historic 1920s-1940s" (from box) 
• Typescripts of talks given, 1920s 

American Society for the Hard of Hearing, 1941 meeting in Minneapolis 
Proceedings book 

• Large group photo 
• Banquetspeeches 

Opening session speeches 
American Federation of Organizations for the Hard of Hearing, 1925 
meeting in Minneapolis, proceedings book 
Minneapolis Society for the Hard of Hearing, Inc. 
Meeting reports & treasurer's report, 1940-1944, 1945-1950, 1923-1935, 
3 vol. 
Board meeting minutes 1925-1931 
Meeting reports & treasurer's reports, 1936-1940 
Committee on Work for the Deaf of the Women's Club of Minneapolis 
(became the Minneapolis Society for the Hard of Hearing), meeting 
minutes, 1921-1924 

• Minneapolis Society for the Hard of Hearing, Inc 
Secretary's book, ca.1924 
Financial journal, 1941-1945, 1940-1946, 2 volumes 
Financial ledger, 1958-1963 
Monday Club, receipts & disbursements, 1946-1951 

(Minneapolis Hearing Aid Society), scrapbook of clippings, 1961-1965 
Minneapolis League for the Hard of Hearing, scrapbook of "The Bulletin" 
newsletter booklet, clippings & photos, 1929-1935 

• Scrapbook of clippings, 1935-1959 
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Survey Workshop Evaluation . 

1. The lecture over-viewing the purpose of the project and process of inventorying 
documents was informative. 

1 
Poor 

Comments: 

2 3 
Average 

4 5 
Excellent 

2. The subject matter was presented in a clear and understandable manner. 

1 
Poor 

Comments: 

2 3 
Average 

-- 4 5 
Excellent 

3. I understood how to inventory a box/file of items before I started the process. 

Figure 17 

1 
Did not 

Understand 

2 3 
Average 

Understanding 

4 5 
Excellent 

Understanding 

a. What other information or directions would have been helpful? 

4. Is there any information that would be helpful to add or remove from the training? 

5. Additional suggestions for improving this workshop: 
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Follow-up 

What happens to the materials? 

After information about the organization's historical records has been gathered through 

the survey process, the organization should begin the process of appraising their materials. 

Appraisal is the process of analyzing the enduring historical, legal, administrative or fiscal 

value of a group of records and their relationships with other groups of records. Not all 

records merit permanent retention in the organization's archives. However, records should 

not be destroyed or disposed of without ample consideration and examination. 

Appraisal should be within collection policy guidelines that have been pre-established, 

and not be dependent on other concerns. The analysis should be based on factors unique to 

each organization and evaluated in the context of its particular needs and requirements. 

Archivists use a variety of guidelines in appraising materials. See Figure 18 for a sample list 

of commonly valuable documents. Selecting and Appraising Archives and Manuscripts by 

Gerald Ham published by the Society of American Archivists is also an excellent re~ource. 

Records should be kept that best exemplify the mission, activities, and neighborhood of the 

organization. The organization should review its record retention policy including legal, 

financial and organizational policies related to the retention of particular records. If the 

organization makes a decision to dispose of multiple copies of records, it should be extremely 

careful in retaining enough "official copies". One to three copies should be designated as the 

permanent copy(ies). These documents should be the clearest and most complete, and 

should contain any original signatures, certifications, etc. 

Preservation of Records 

After appraisal decisions are made, the storage and long-term care of documents 

should be considered. Preservation focuses on the maintenance of historical materials in all 

formats to ensure they will be available for use by future generations. The organization may 

want to focus on everyday activities that can be done to extend the life of the entire historical 

collection, not on heroic examples of restoration of single items. Many resources are 

available to assist an organization that wants to pursue detailed preservation procedures and 

practices. The Northeast Document Conservation Center's online Preservation of Library 

and Archival Materials manual (http://www.nedcc.org/plam3/manhome.htm) is a good 

resource, or contact the Contact the Society of American Archivists for more information. 
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Figure 18 
Assessing the Value of Documents 

Usually Valuable 

, 
Addresses Albums Autobiographies Brochures 
Budgets Bulletins Bylaws Calendars 
Catalogues Constitutions Diaries Digests 

11 Directions Directives Directories Guides 
Histories Interviews Laws Logs 

II Manuals, policy Manuals, procedure Memoirs Memorials 
Messages, official Newsletters Organizational charts Platforms 

j Proclamations Recollections Regulations Reports, annual 
Reports, audit Reports, research R~solutions Rosters 
Rules Speeches Studies Summaries 

I, Surveys Tax returns Testimonials 

::, Often Valuable 

,. 
Agendas Agreements Announcements Awards 

,t Books Cables Certificates Charts 
Circulars Collections Contracts Correspondence 

V Diagrams Disk recordings Dispatches Documents 
DraWings Field notes Files Files, personnel 

!. l=iles, research Film strips Financial statements Issuances 

3 
ledgers Letter books Letters, personal Lists 
Maps Memoranda Monographs Motion picture films 

I, Music Negatives, photographic Order books Papers, personal 
Payroll summary cards Petitions Photographs Plans 

::i Poems Posters Publications Recommendations ., 
Registers Reports, progress Schedules Scrapbooks 

V Specifications, building Tape recordings Telegrams Videotapes 

::i 

Occasionally Valuable, but Often Without Value . 
., 

j 

Account books Accounting statements Addresses, manuscript Applications 
Appointments Assessment records Authorizations, and Bank statements 

notices 
Bills, financial Budget work papers Cards Cash books 
Cheques, cancelled Committee files Instructions Inventories 
Invoices Leases Licenses Lists 

s Manuscripts Mortgages Nominations Notebooks 
Notices Orders, financial Outlines Payroll deductions, 

II Payrolls Press releases Property control listings Property inventories 
Purchase orders Receipts Recommendations Releases 

V Requests Requisitions Returns Schedules 

11 
Scrapbooks Shorthand notes Sketches Speeches, manuscript 
Statements Statistical tables Tickets Tickler files 

3 1ranscripts Vouchers Work orders Worksheets 

j list partially reproduced from, Archives & Manuscripts: Appraisal & Accessioning by Maynard J. Brichford (Chicago: Society 

V Of American Archivists, 1977), pp. 22-23. 

j 
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An Organization's Documents Collection < 

An organization may choose to develop its informal collection of historical documents 

into more a formal archives. Establishing archives should not be done without careful 

consideration, ample planning, and well-defined goals. Even modest goals require a c 

significant investment of financial resources and staff or volunteer time. Most community v 

organization buildings do not contain areas ideally suited to housing and/or administering a 

collections. If the organization is considering establishing a formal archives program, it ir 

should at minimum ponder these issues: v. 

• Is there a suitable location within the building in which to administer and house historical 
materials? Would materials be protected from theft, fire and other hazards? 

• Is there sufficient space for the organization and use of historical materials? 

• What is the microenvironment, or the immediate environment, in which materials are 
stored? Would boxes of paper medium and other media be preserved and used under 
safest possible conditions? , 

• Would it be more effective to donate materials to an established repository or archives? 

Deciding not to establish an archival program may be more difficult than establishing 

and maintaining a sub-standard initiative. Donation of records to a repository may be the 

most effective and efficient way of promoting the organization's history. If the organization 

chooses to donate records to a repository, it should carefully consider policies related to 

continued access and use of materials. All restrictions and special instructions should be 

explicitly stated in writing as part of the deed of gift or certificate of deposit. A donating 

institution should always sign a deed of gift or a certificate of deposit, which clearly states the 

responsibilities of both the donating institution and the archival repository receiving the 

materials. If the organization is interested in investigating the possibility of depositing the 

records to a local repository, helpful advice can be found in the following publication by the 

Society for American Archivists: A Guide to Donating Your Organizational Records to a 

Repository {http://www.archivists.org/catalog/donating-orgrecs.html). 
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Conclusion 

A Historical Documents Preservation Project provides an avenue for organizations to 

care for one of their most precious resources ... their documents. Not only are these records 

Valuable to current staff and board members of the organization, but to other organizations 

and members of the community. In addition to identifying and storing materials, there may be 

interest in promoting organizational history and use of its documents. The organization may 

Want to try some of the suggested program ideas outlined in Figure 19 to promote the project 

and organization. In closing, whether the organization decides to informally or formally 

organize its documents, any efforts to preserve and retain materials will ensure this project is 

a success and that materials are available to future generations. 
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Figure 19 
Program Ideas 

• Using the organization's records and related sources, write a history of the organization. 
Focus on how the organization's staff, programs, and services have adjusted to meet the 
needs of a changing community. 

• Write a history of citizen involvement in the local community using materials from the 
organization, as well as the local archives or library. 

• Work with local schools to use historical records in related curriculum and to teach student 
the value of historical records. Prepare copies of the organization's archival records or 
documents for use in the schools. 

■ Visit area history and social studies classes to discuss community history, using and 
showing copies of archival records from the organization during the presentation. Stress 
the importance of archival records in discovering and understanding the past. 

• Participate in the annual National Archives Week using them to draw attention to the 
importance of records of the community. 

• Hold an oral history program. Provide an evening for residents to share their remini~ces of 
the neighborhood. 

• Establish an Oral History Project. Contact the Minnesota Historical Society Oral History 
Office for the following publications: Oral History Project Guidelines and Transcribing, 
Editing and Processing Guidelines. 

• Hold photography, writing, or drawing contest focusing a historical theme in the 
neighborhood. 

• Include historical letters or journal entries, local history, or archival photographs in the 
community newspaper. 

• Additional ideas for working with children or local schools are available from: 
· The Heritage Education Network (THEN): http://www.mtsu.edu/~then/ 
· National Archives and Records Administration, Archives and Education: The 

Digital Classroom: http://www.nara.gov/education/ 
· Library of Congress, Learning Page: http://lcweb2.loc.gov/ammem/ndlpedu/ 
· New York State Archives and Records Administration Historical Records in the 

Classroom: http://www.sara.nysed.gov/services/teachers/ctspdf.htm 

38 

J 
t 

t 
h 

C 
h 

C 
s 
h 

T 
h1 

In 
h! 

Li 
I ht 

N, 
ht 

Ne 

No 



f 

Bibliography 

Electronic Resources 

American Association of Records Management (ARMA) 
http://www.arma.org/ 

American Association for State and Local History (AASLH) 
http://www.aaslh.org 

Clarke Historical Library, Central Michigan University 
http://www.lib.cmich.edu/clarke/ 

Conservation Online (CoOL), Preservation Department 
Stanford University Libraries 
http://palimpsest.stanford.edu 

The Heritage Education Network (THEN) 
http://www.mtsu.edu/~then/ 

Institute of Museum and Library Services (IMLS) 
http://www.imls.gov/ 

library of Congress, Learning Page 
http://lcweb2.loc.gov/ammem/ndlpedu/ 

National Archives and Records Administration (NARA) 
http://www.nara.gov/ 

The Digital Classroom 
http://www.nara.gov/education/ 

National Council on Public History (NCPH) 
http://www.iupui.edu/~ncph/home.html 

National Historical Publications and Records Commission (NHPRC) 
http://www.nara.gov/nhprc/ 

New York State Archives and Records Administration 
Documentary Heritage Program 
http://www.wnylrc.org/dhp/ 

Historical Records in the Classroom 
http://www.sara.nysed.gov/services/teachers/ctspdf .htm 

Local Government Records Services 
http://www.sara.nysed.gov/ 

Northeast Document Conservation Center http://www.nedcc.org/plam3/manhome.htm 

Sh ociety of American Archivists (SAA) 
ttp://www.archivists.org 

39 



General Resources 

Association of British Colombia Archivists. "Promotion and Outreach in a Community Archives." 
Association of British Colombia Archivists. Pub. #2, 1988. 

Association of British Colombia Archivists. 1999. A Manual for Small Archives. Vancouver, Canada: 
Association of British Colombia Archivists. 

Author unidentified. 1993. Documenting community organizations. The Unabashed Librarian n. 88, p. 
27-30. 

Baritt, Marjorie Rabe. 1989. "Adopting and Adapting Records Management to College and University 
Archives." Midwestern Archivist, V. ZIV, No. 1. 

Baum, Willa K. (1971) Ora/ History for the Local Historical Society. Nashville, TN: American 
Association for State and Local History. 

Bianchi, Susan, Jan Butler and David Richey. Warmups for Meeting Leaders. San Diego, CA: 
University Associates. 

Bielinski, Stefan. 1991. "Building Blocks of the Past: The Community Biography Approach to Local 
History." The Bookmark, V. 49, p. 195-8. 

Boles, Frank and Julia Marks Young. 1985. "Exploring the Black Box: The Appraisal of University 
Administrative Records." American Archivist. V. 48, p. 121-140. 

Boles, Frank and Julia Marks Young. 1991. Archival Appraisal. New York: Neal Schuman. 

Callahan, Daren J and Mark Watson. 1995. "Care of the Organization: Training and Development 
Strategies." Journal of Academic Librarianship. V. 21, p. 376-81. 

Colwell, Lynn H. 1988. "School Library's Heritage Center: A Program You Can Make Your Own." 
American Libraries. V. 19, p. 136-7. · 

Conroy, Barbara. 1978. Library Staff Development and Continuing Education: Principles and 
Practices. Littleton, CO: Libraries Unlimited, Inc. 

Coulson, Jim, Ira A. Penn and Gail Pennix. 1994. Records Management Handbook, 2nd edition. 
Ashgate Publishing Company. 

Cox, Richard C. 1992. Managing Institutional Archives: Foundational Principles and Practices. 
Westport, CT: Greenwood. 

Creth, Sheila D. 1986. Effective On-the-Job Training: Developing Library Human Resources. Chicago, 
IL: American Library Association. 

Daniels, Maygene F. and Timothy Walsh, eds. 1984. A Modem Archives Reader: Basic Readings on 
Archival Theory and Practice. Washington, DC: National Archives Trust Board. 

Davis, Larry Nolan and Earl McCallon. 1974. Planning, Conducting, Evaluating Workshops: A 
Practioner's Guide to Adult Education. Austin, TX: Leaming Concepts. 

Dearstyne, Bruce W. (1988)The Management of Local Government Records: A Guide for Local 
Officials (Nashville, TN: American Association of State and Local History, 1988). 

40 



Deiss, William A 1984. Museum Archives: An Introduction. Chicago, IL: Society of American 
Archivists. 

Ellis, Judith, ed. 1993. Keeping Archives, 2nd Edition. Sydney, Australia: DW Thorpe with Australian 
Society of Archivists. 

Erickson, Timothy L. 1990-1991. "Preoccuped with Our Own gardens: Outreach and Archivists." 
1 Archivaria. V. 31, p. 114-122. 

Euper, Ann. 1980. "Starting a Religious Congregation Archives: Administrative Formulas for Better or 
Worse." Midwestern Archivist. V. 5 no. 1, p.21-28. 

Fisher, Robert. 1984. Let the people decide: Neighborhood Organizing in America. Boston, MA: 
Twayne Publishers. 

Fleckner, John A 1977. Archives and Manuscripts: Surveys. Chicago, IL: Society of American 
Archivists. 

Fleckner, John A 1984. Native American Archives. Chicago, IL: Society of American Archivists. 

Fogerty, James E. 1983. "Filling the Gap: Oral History in the Archives." American Archivist. V. 46, p. 
148-157. 

Gold, Gloria. 1989. "How to Set Up and Implement a Records Management System." Records 
Management Quarterly. V. 23, no. 1, p. 18. 

Greene, Mark A. 1989. "Using College and University Archives as Instructional Materials: A Case 
Study and An Exhortation." Midwestern Archivist. V. XIV, No. 1. 

Ham, F. Gerald. 1987. "Archival Choices: Managing the Historical Record in an Age of Abundance." 
American Archivist. V. 47, p. 11-22. 

Ham, Gerald. 1993. Selecting and Appraising Archives and Manuscripts. Chicago, IL: Society of 
American Archivists. 

Heinrich, Dorothy L. 1977. "Establishing an Ethnic Collection in a Small Institution." Midwestern 
Archivist. V. 2, no. 1, p. 41-48. 

Hunter, Gregory S. 1987. "Filling the Gap: Planning on the Local and Individual Levels." American 
Archivist. V. 50, p.110-115. 

Hunter, Gregory S. 1997. Developing and Maintaining Practical Archives. New York: Neal-Schuman 
Publishers. 

~Ulie P. Bresser. Caring for Historical Records: Workshop Curriculum and Resource Materials. New 
c:ngland Archivists. 

Klaassen, David J. 1990. "The Archival Intersection: Cooperation Between Collecting Repositories 
and Nonprofit Organizations." Midwestern Archivist. V. 15, no. 1, p. 25-38. 

~nowles, Malcolm S. 1976. "Separating the Amateurs from the Pros in Training." Training and 
evelopment Journal. V. 30, no. 9, p. 16-17. 

41 



Local Government Records Services. 1995. Guidelines for Planning and Conducting a Records 
Inventory: Local Government Records Technical Information Series No. 24. Albany, NY: New York 
State Archives and Records Administration. 

MacNeil, Heather. 1992. Without Consent: The Ethics of Disclosing Personal Information in Public 
Archives. Chicago: Society of American Archivists. 

Maher, William. 1992. The Management of College and University Archives. 
Metuchen, NJ: Society of American Archivists and Scarecrow Press. 

McCarthy, Paul H., ed. 1989. Archives Assessment and Planning Workbook. Chicago: Society of 
American Archivists. 

New York Documentary Heritage Program. 1987. En,suring a Usable Past for Your Community: The 
New York Citizen's Guide to Evaluating and Improving Historical Records Programs. New York: New 
York Documentary Heritage Program. 

New York Documentary Heritage Program. 1989. Strengthening New York's Historical Records 
Programs: A Self-Study Guide. New York: New York Documentary Heritage Program. 

New York State Archives. 1995. Guidelines for Planning and Conducting a Records Inventory. GP 
#24 Local Government Records Technical Information Series. http://www.sara.nysed.gov/ 

Nisonger, Thomas E. 1999. Collecting at the Margins: Social Protest and Counterculture Materials. 
Library Collections Aquisitions and Technical Services. V. 23, no. 3, p. 365-7 

Norton, Margaret Cross. 1979. "Organizing a New State Archives." Norton on Archives. Chicago, IL: 
Society of American Archivists. p. 39-52. 

0'Toole, James M. 1990. Understanding Archives and Manuscripts. Chicago, IL: Society of American 
Archivists. 

0'Toole, James M. 1991. Basic Standards for Diocesan Archives: A Guide for Bishops, Chancellors, 
and Archivists. Chicago, IL: Association of Catholic Diocesan Archivists. 

Pederson, Ann and Gail Casterline Farr. 1982. Archives and Manuscripts: Public Programs. Chicago, 
IL: Society of American Archivists. 

Ritchie, Donald A. 1995. Doing Oral History. New York, NY: Twayne Publishers. 

Roe, Kathleen, and James Corsaro. 1983. Local History in the Classroom: A Teacher's Guide to 
Historical Materials and Their Classroom Use. Troy, NY: Russell Sage College. 

Roe, Kathleen. 1981. Teaching With Historical Records. Albany: New York State Education 
Department. 

Roy, Loriene. 1993. "Planning an oral history project." Journal of Youth Services in Libraries. V. 6, p. 
409-13. 

Samuels, Helen Willa. 1986. "Who Controls the Past?" American Archivist. V. 49, p. 109-124. 

SNamuels, Helen. 1992. Varsity Letters:Documenting Modem Colleges and Universities. Metuchen, 
J: Society of American Archivists and Scarecrow Press. 

42 



Skupsky, Donald S. 1990. Records retention procedures: Your guide to determine how Jong to keep 
your records and how to safely destroy them! Denver, CO: Information Requirements Clearinghouse. 

Skupsky, Donald S. 1995. Recordkeeping Requirements. Denver, CO: Information Requirements 
Clearinghouse. 

Smith, Duane A. 1990. 'The Past is the Prologue: Preservation in Your Community." Colorado 
Libraries. V. 16, p. 15-16 

Society of American Archivists. 1979. College and University Archives: Selected Readings. Chicago, 
IL: Society of American Archivists. · 

University of Washington. 1982. Manual fro Accessioning, Arrangement and Description of 
Manuscripts and Archives. 2nd Edition. Seattle, WA: University of Washington Libraries. 

Vella, Jane Kathryn. 1989. Leaming to Teach: Training of Trainers for Community Development. 
Washington, D.C.: Save the Children Federation. 

Warncke, Ruth. 1976. "Planning Library Workshops and Institutes." Public Library Reporter. no. 17. 

Yakel, Elizabeth. 1989. "lnstitionalizing an Archives: Developing Historical Records Programs in 
Organizations." American Archivist. V. 52, no. 12, p. 202-207. 

Yakel, Elizabeth. 1994. Starting an Archives. Matuchen, NJ: Society of American Archivists. 

43 




