FUNDAMENTALS OF ARRANGEMENT & DESCRIPTION
EXAM QUESTIONS
PAM HACKBART-DEAN AND SUSAN POTTS MCDONALD


ARRANGEMENT

Goals of arrangement and description 

1. Arrangement is the process of physically organizing materials with respect to accepted archival standards.  Which of the following are part of this process?
1)  Examining the records to determine their existing order
2)  Determining the intellectual placement of the records within the repository
3)  Physically processing the records  
4)  All of the above



Nature of archives and manuscripts

8.  Manuscript collections are the historical or literary papers of people and families created, received, assembled, or accumulated as they conducted their daily personal activities.
1)  True
2  False


14.  The processing plan will develop as the collection survey and physical arrangement proceeds and should be considered a working document to guide the processing of a particular collection.
1)  True
2)  False

Estimating processing rates

15.  Which of the following factors should be taken into consideration when deriving processing rates?
1)  Availability of archival supplies
2)  Documented research use of the collection and climate controls
3)  Level of control to be achieved and the initial state of the materials
4)  Handiness of donor funding 

Preliminary research 

16.  In preparing to process a collection, one should begin by:
1)  Reviewing the collection file for information about the history of the collection
2)  Researching information about the creator of the materials
3)  Surveying the collection to look for arrangement of materials, content of materials, format and physical condition of materials
4)  All of the above

17.  When beginning a processing project, some basic research is needed to become familiar with the topic of the collection and major events and dates in its history.  This information may be gleaned by:
1)  Reviewing the records themselves
2)  Evaluating donor/dealer information
3)  Examining published works
4)  All of the above

Determining series/subseries 

18.  A series is defined as a group of records based on:
1)  An established file system
2)  Same function, activity or particular form
3)  Some relationship based on their creation, accumulation or use
4)  All of the above

19.  Every collection must have at least two series.
1)  True
2)  False


Weeding 

22.  Weeding is an activity of removing 'transitory' documents that do not provide any substantive or unique information. Which of the following should be considered for possible weeding:
1)  Duplicate materials (keep only the original and annotated copies)
2)  Blank forms and unused printed materials
3)  Work orders, business cards and desk calendars
4)  All of the above
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