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Goals of Arrangement and Description
Arrangement
Arrangement is the process of physically organizing materials with respect to accepted archival standards.  Each collection is unique, and the amount of arrangement that is necessary will vary.  Some collections may still be in their original order, while others will need extensive arrangement to restore the original order or to impose a new order if none previously existed. The arrangement of a collection involves the identification and organization of its various parts.

Three phases:

· Determining the intellectual placement of the papers or records (e.g., University archives or manuscript collection)
· Examining the records to determine their existing order and devising a plan for arrangement
· Processing or physical arrangement of the records

Collections must be arranged before they are described, since the pattern and level of arrangement will influence the level of description that follows.
Description

The major objective of description is to establish the intellectual control of a collection.  Description involves recording information about the nature and content of records.  Like arrangement, description is performed at a variety of levels.  Descriptive work may be necessary upon the receipt of a new collection, an addition to an existing collection, or the completion of a processing project.

The creation of descriptive tools, such as finding aids, subject guides, names indexes, MARC records, and Encoded Archival Description (EAD) records, are the bridge that connect users to collections.
The Happy Medium

The level of arrangement and description is a compromise between access and staff time and resources.  The level of arrangement and description should provide good access to the material without spending inordinate amounts of time examining and reading every item in a collection.  If you choose to do this - you will never get done!
Provenance and Original Order

Provenance
The relationships between records and the organizations or individuals that created, assembled, accumulated, and/or maintained and used them in the conduct of personal or corporate activity.  [DACS]
Things to Consider:

· DO NOT commingle records from different creators or donors.

· DO NOT create a vertical file with related materials from various collections.

· DO NOT remove correspondence from one collection and place in another collection.

· DO NOT arbitrarily divide and reorganize materials on other principles such a geographical focus, subject matter, or time period. 
· Provenance serves as the basis for authenticating and assuring the reliability of the contents of the records.
Respect des Fonds

The principle that the order of the records created, accumulated, assembled, and/or maintained and used by an organization or individual must be kept together in their original order if it exists or has been maintained and not be mixed or combined with the records of another individual or corporate body.  [DACS]

Original Order
The principle that the order of the records that was established by the creator should be retained whenever possible to preserve the existing relationships between the documents and the evidential value inherent in their order.  [DACS]

Things to consider:

· Whenever possible, records should be kept in the order in which they existed.

· When a pre-existing internal organization is not apparent, or is actually counterproductive to the effective analysis and use of the collection, one must construct a rational order that is sensitive to the nature and uses of the collection.

· Rearrangement should be only undertaken after research, careful consideration and "trying out" the proposed arrangement pattern on a colleague or researcher to assess its merits. 

Five Levels of Arrangement

Repository level
The repository is simply the archives itself and its collection areas.  Some archives may maintain distinct collection areas, such as a manuscript collection and a university archives (official records of the university).

Record/manuscript group level

A record group is a body of records created or kept by a person or an organization.  Each record group will contain only materials created by, received by, or pertaining directly to one individual or distinct group.  It is possible that a single acquisition may contain the papers of more than one individual.  In that case, two distinct collections should be established with appropriate notes as to the provenance.

Series level

The next level, series, is simply a grouping of records according to their physical type, subject, or filing unit.  The series level best illustrates the actual activities of the creator.  Series may also be further divided into subseries.  Subseries are always directly related to their respective series.  For example, a correspondence series may contain two types of correspondence; business and family.  In this case, two subseries - business correspondence and family correspondence - should be established within the correspondence series.

File level

The file level contains organized units of documents, accumulated during use and kept together because they deal with the same subject, activity, or transaction.  Many records, especially those of organizations or businesses, will have been filed according to an established system.  Maintain this system (original order) as long as it is consistent and logical.  Personal papers may have no discernable order and they might not have even been filed, in which case you will have to organize them.  Files are commonly arranged within a series alphabetically, chronologically, numerically, or by record type.
Item level
The item is simply the individual record, the letter, photograph, diary, or audiotape.  The letters in a folder may be arranged by record type, by date, or alphabetically by subject.
Example:
Repository:  Manuscript Collection


Record/Manuscript Group Level:  Ted Hughes papers


Series: Correspondence




Subseries: Alphabetical correspondence files





File: Adams-Catlin


Item:  Adams, James to Ted Hughes, March 14, 2001

Processing Work Plan
[Source:  Emory University, Manuscript, Archives, and Rare Book Library]

(  Collection-level analysis
● Collection number:  1131
● Creator:  Bullins, Ed
● Title statement:  Ed Bullins papers
● Date span: ca. 19
● Extent:  29 linear feet (29 boxes)
● Collection history:  Ed Bullins is a prolific African American playwright.  MARBL bought the collection in early 2010.  

● Restrictions:

(   Yes
(   No

● Disposition of duplicates/unwanted material:

(   Return to donor
(  Shred

Arrangement:
The material was boxed up by Randy Weinstock, of the Wheatley Center in Massachusetts.  According to Randall, the material may have had some order, but Mr. Weinstock probably disorganized it as he packed it.  It appears that Bullins kept a filing system - almost every box contains files in folders, but the arrangement of these folders seems very haphazard.  Play manuscripts will be found next to correspondence, next to printed material, etc.  [After a little investigating, I've determined that Bullin's biographer, Samuel Haywood, had possession of the papers for quite some time in the late 1980s up to the mid-1990s.  The filing "system" may be Haywood's, not Bullins]

Will most likely dissemble and sort by standard series types.  Using the appraisal report to devise the following possible arrangement:

· Correspondence (break up the small alpha runs, and do chronological)

· Writings

· Plays (alpha) [remove printed material from the files - these will go into the printed material series

· Other writings (novels, essays, others)

· Writings by others
· Subject files (this is everything else that didn't fit into the other categories - much of these will be weeded, but I'm thinking it will fall nicely into alphabetic subject files)
· Printed material (by, about, general)

· Photographs

· Audiovisual

Description:
Mostly folder level
Preservation Concerns:

None at present

(  Series-Level analysis [Duplicate for each series]
● Series title: Writings
● Arrangement:

· Subseries:  Play scripts [arranged alphabetically by play title]

· Subseries:  Other writings [arranged by type - probably as bolded headers depending on how many of each type]
● Extent: 10 linear ft. (10 boxes)

Current:
Proposed:

(   Alphabetical
(   Alphabetical

(   Chronological
(   Chronological

(   Numerical
(   Numerical

(   By record type
(   By record type

(   Other: _________________________
(   Other: _______________________

(   No arrangement

Comments:
● Proposed level of arrangement:
  (  Collection level
(  Box level
(   Folder level
(   Item level

Comments:

● Proposed level of description:

(   Collection level
(   Box level
(   Folder level
(   Item level

Comments:
● Proposed preservation during processing:

    (  Rebox

    (  Refolder

    (  Flattening

    (  Hardware removal

    (  Unbind postbinders/looseleaf notebooks

    (  Sleeve photographs

    (  Other:

Comments:

● Estimated Processing time (using Projected Processing Rate): 
● Actual Processing time:  Beginning date:  8/21/10 Scheduled end date:   12/21/10   Actual end date:  11/25/10
● Decisions

File multiple versions of the same script in a single folder.
Processing Plan
[Source:  Special Collections Research Center, Southern Illinois University Carbondale]

Collection number:  PP 34



Creator:  Burris, Roland W.
Title Statement:  Roland Burris senatorial papers
Date Span: 2009-2011



Extent:  100 cubic feet

REVIEW OF DEED OF GIFT:
Possible restrictions:    Donor maintains copyright
Discarding of extraneous materials:   Dispose by staff in accordance with Illinois state law

COLLECTION ANALYSIS:
Current arrangement (Alpha, Chron, Numerical, By record type, Other: or No Arrangement)

Arranged by office function

Physical condition (formats, condition):  electronic records currently on CDs; overall good condition
Languages other than English:    None

Potential discards:  duplicates; awards
Addition to existing collection?   No

PLAN:  

Arrangement Scheme: By series and within each series (proposed arrangement: Alphabetical, Chronological, Numerical, By record type, Other) 

Description Scheme:  (collection, series, box, folder, item)

Series 1.  Legislative records    
     Arr. Alphabetical by committee
Lev. folder 

Sub 1.1.   Defense and Foreign Affairs    Arr. Alphabetical

Lev. folder 
Sub 1.2.   Education   

     Arr. Alphabetical

Lev. folder 

Sub 1.3.   Health and Veterans   
     Arr. Alphabetical

Lev. folder 

Sub 1.4.   Homeland SecurityAffairs       Arr. Alphabetical

Lev. folder 
Series 2.
Scheduling and Executive  
    Arr. By record type  

Lev. box
Sub 2.1. 
Daily schedules 

    Arr. Chronological 

Lev. box
Sub 2.2.
Invitations, accepted  
    Arr. Chronological 

Lev. box
(Add additional series or subseries as needed.)

Preservation Work:  copy electronic records onto server; refolder materials in 3-ring binders
Staff assignments/Team assignments:  EC/WR
Estimated processing time:  10 weeks

Supplies required: archival folders
NOTES:
Review of awards and other memorabilia

Submitted by:




Date of plan:

Approved by:




Date:
Processing Checklist

	Accessioning:

_____Assign an accession number 

_____Create entry in accession database

_____Prepare Donor folder 

Preliminary Inventory:

_____Assign Manuscript number

_____Prepare Collection folder
_____Establish preliminary inventory 

_____Label containers with accession number and name of collection (curatorial area)

Pre-Processing:

_____Review Deed of Gift
_____Write proposal for processing for Archivist to review 

Physical arrangement:

_____Basic preservation (surface cleaning, etc.)

_____Boxes replaced with lignin-free boxes

_____Folders replaced with lignin-free folders
	Description Actions

_____Assign a manuscript number



_____Described to what level (box, folder, item)



_____Draft finding aid in EAD

_____Draft of finding aid reviewed by Archivist

_____Revisions completed for finding aid.

_____EAD document converted to HTML and linked to web page

_____Link to finding aid______________________
_____Hard copy of finding aid placed in reference room binder

_____Draft MARC record created

_____MARC record input into Voyager and reviewed by Tech Services

_____Bibliographic Number _____________
_____Catalog Department uploaded MARC record into OCLC

_____OCLC Number_____________________

_____Copy of GIL and OCLC record/s placed in collection file


	_____Folders stamped and labeled in pencil
_____Materials repaired

_____Fasteners removed and replaced 

_____Duplicates removed (note if they were transferred or destroyed)
_____Photocopied all clippings, thermo-fax, etc. onto bond paper
_____Boxes labeled

_____Boxes shelved

_____Location guide updated
	When project is completed, the curator must:

_____Verify finding aid is on web

_____Place donor/collection files in appropriate file cabinets
_____Update accession database

_____Note for future preservation work to be done




Estimating Processing Rates

[Source: Beinecke Rare Book and Manuscript Library processing manual]

One of the most difficult tasks archivists face is that of accurately estimating how long it should take to process, arrange, and describe collections of personal papers. The following guidelines may be helpful in making such determinations. 

Processing rates vary a great deal from collection to collection. The following guidelines have been found to be both useful and reliable. It must be noted, however, that processing estimates are derived from preliminary examinations of collections of papers. It is always possible, therefore, that complications will be found during processing that were not anticipated at the time of the survey.

In determining processing rates, all time is considered equal. (Not all processing requires the expertise of trained archivists, so efficiencies can be achieved by matching tasks to levels of skill and expertise of available staff.)  Some tasks should only be undertaken by trained archivists, while other tasks like sorting, preservation photocopying, inputting, numbering, and some listing can be done by clerical assistants, students, interns, or volunteers. The greater the expertise of support staff, the wider the range of duties that can be assigned to them.

(  OPTION 1

	Rate
	Estimate
	Description

	A
	40 hours per linear ft.
	Used for collections that have to be described at the item or virtually at the item level, like autograph collections.

	B
	30 hours per linear ft.
	Used for collections that have little or no arrangement and order. Different kinds of materials are mixed together, correspondence is unsorted or stored in original envelopes, some papers and correspondents are unidentified, and extensive preservation work may be required.

	C
	20 hours per linear ft.
	Used for collections that have an average number of problems. Papers may have some order and sections of the collection may be properly sorted, although significant portions will have to be arranged and a good deal of interfiling work will have to be done. Most collections can be processed at this rate. 

	D
	10 hours per linear ft.
	Used for collections that have no significant organizational problems. A minimum amount of interfiling and reorganization is needed. The major portion of staff time will be expended on the basic work required for all collections: reboxing, refoldering, listing, and describing the contents of the papers. Records of organizations and collections that consist primarily of manuscripts of published works often fall into the D category. 


A preliminary analysis of a collection may indicate that the degree of processing difficulty may fall between two categories. 

	Rate
	Estimate

	A/B
	35 hours per linear ft.

	B/C
	25 hours per linear ft.

	C/D
	15 hours per linear ft.


Total processing time is determined by multiplying the estimated linear footage by the processing rate. 

	Total linear ft. (multiplied by)
	Processing rate (equals)
	Total no. of hours needed

	40 linear ft. x
	20 hours per ft. =
	800 hours


	Total no of hours needed (divided by)
	Total no. of team hours per week (equals)
	Estimated time

	800 hours ÷
	20 hours a week =
	40 weeks or 10 months


(  OPTION 2

Type and Date Range of Record per Cubic Foot

Full processing (includes flat-filing, arrangement, description, foldering, and boxing)

	Pre-1800 Personal Papers
	9 days

	Pre-1900 Personal Papers
	5.5 days

	Post-1900 Personal Papers
	3.5 days

	Pre-1800 State Government 
	4.25 days

	Pre-1900 State Government 
	2.75 days

	Post-1900 State Government 
	1.1 days

	Pre-1800 Business 
	4.25 days

	Pre-1900 Business 
	2.75 days

	Post-1900 Business 
	1.25 days

	Pre-1800 Local Government
	7 days

	Pre-1900 Local Government 
	4.5 days

	Post-1900 Local Government 
	2.25 days

	Pre-1800 Mixed types 
	8.5 days

	Pre-1900 Mixed types 
	5.5 days

	Post-1900 Mixed types 
	3.25 days


These processing times are based on the Lynches article in The Midwestern Archivist, Vol. 7, No. 1, 1982. 

Notification of Processing
Before starting a processing project, be sure to alert other members of your repository's staff, as well as potential researchers that a particular collection is being processed.  This can be accomplished in several ways:
· Email:  Notifiy all staff that the collection is being processed.  You will need to decide if your in-process collections will be closed to researchers or if arrangements may be made between the reference staff, researcher, and the processing archivist to in-process collections in a manner that also permits the processing archivist to carry out his/her work in an orderly and timely fashion.
· Finding aid:  If the collection has an existing finding aid, (1) place a Post-It Note with the processor's name on the paper copy of the finding aid at the reference desk stating that the collection is in process and (2) add the word "Draft" to the file name of the finding aid [i.e. woodruff10 [DRAFT].doc] and the finding aid itself [this ensures that no one distributes to the public]
· Shelf list:  Add "IN -PROCESS: [processing team name]" in the note field

· MARC and EAD records:   Place the following language in the <accessrestric> element of the EAD record and the 506 field in the catalog record:
"In-process collection. As of [Month, Year], this collection will be closed to researchers, and will reopen when processing is complete."
"In-process collection. As of [Month, Year], this collection will be closed to researchers, and is projected to reopen [Month, Year].."
· When the processing project is completed, don't forget to:
· delete the shelf list in-process note
· delete the word "Draft" from the file name of the finding aid

· update MARC and EAD records

· notify staff via email that the processed collection is available

Preliminary Research

The first phase in arranging a collection is becoming familiar with the subject matter of the collection.  Provenance may have already been established by the information gleaned from the preliminary intellectual survey of the records during accessioning.  If not, then the records should be examined more closely to determine the actual provenance.
Knowledge of the agency, organization, or person who created the records will help you have a better understanding of the records.  In some instances, the records themselves may shed light upon the creator, such as the annual reports of an agency or organization, genealogical materials of an individual, etc.  If the information is not complete enough, other sources or the donor may need to be consulted for more information.  This information will eventually be required for the description phase.
Possible sources of information include:
( Donor/dealer information
( Published works


Who's who publications

Biographical printed works


Local histories


Directory of Organizations
( Your library's electronic resources [various databases, etc.]
( Internet resources


Ancestry.com [subscription service, includes Social Security Death Index, Census records, military records, etc.] <www.ancestry.com>
Civil War Soldier and Sailors System: <www.itd.nps.gov/cwss/>

Congressional Directory<bioguide.congress.gov/biosearch/biosearch.asp>


FamilySearch [LDS genealogy site includes Social Security Death Index] <www.familysearch.com>
GenWeb sites for individual counties


Internet browsers (e.g., Google, Yahoo, etc.)


Newspaper Archive: <newspaperarchive.com/>

Political Graveyard: <politicalgraveyard.com/index.html>
Find a Grave: <www.findagrave.com>

State archives and local historical society's websites

WorldCat: <www.worldcat.org>
Determining Series and Subseries

The overall size and complexity of the collection, will help determine whether the use of series and subseries are necessary.  Collections that are less than 5 linear ft. usually do not necessitate the use of formal series divisions.  Instead, simply group the material by record type.

For larger collections the use of series is generally recommended.  Series are usually arranged alphabetically (e.g., correspondence, subject files), numerically (e.g., case files), or chronologically (e.g., correspondence, diaries, minutes).  Artificial series can be created for photographs, audiovisual materials, printed materials, and electronic records.  Often specific types of collections [e.g., literary papers, family papers] utilize the same types of series.
Series may also contain subseries, which are further divisions of the series.  Subseries are directly related to their respective series, for example, a correspondence series may contain two distinct types of records, family correspondence and business correspondence. 

Groupings by Series/Subseries

Salman Rushdie papers

Series 1
Journals, appointment books, and notebooks 
Series 2
Writings by Rushdie



Subseries 2.1: Fiction


Subseries 2.2: Nonfiction


Subseries 2.3: Scripts


Subseries 2.4: Other writings

Series 3
Writing by others



Subseries 3.1: Writings about Rushdie



Subseries 3.2: Other writings

Series 4
Correspondence


Subseries 4.1: Family correspondence



Subseries 4.2: General correspondence 


Subseries 4.3: Literary agent correspondence

Series 5
Personal papers



Subseries 5.1: Financial records



Subseries 5.2: Legal papers



Subseries 5.3: Family papers 

Series 6
Subject files

Series 7
Photographs



Subseries 7.1: Salman Rushdie



Subseries 7.2: Other people and places



Subseries 7.3: Slides and negatives



Subseries 7.4: Family photographs

Series 8
Printed material



Subseries 8.1: Printed material by Rushdie



Subseries 8.2: Printed material about Rushdie



Subseries 8.3: General printed material

Series 9
Memorabilia 

Series 10
Audiovisual



Subseries 10.1: Audio recordings



Subseries 10.2: Video recordings

Grouping by Record Type

Birdwatchers of America records
Correspondence


1970-1975


1976-1980


1981-1995

Minutes


1910-1930


1940-1960


1970-1990

Scrapbooks

Indigo Buntings


Scarlet Tanagers


Cedar Waxwings

Common Arrangement Schemes

The following arrangement schemes are offered as a general guideline for the types of records or record series and subseries that are found in different types of manuscript collections.  For ease of access, the record types are listed in alphabetical order under each category.  When determining the final order of the records, the records can be ordered from most important (e.g., correspondence, minutes) to least important (e.g., printed material, ephemera) or simply in alphabetical order.  
For large, complex collections, decisions will also have to be made regarding the internal ordering of each record type.  If the collection is small, the records may be arranged in alphabetical order by record type.

( Personal/family papers

Audiovisual materials (audio and video recordings)

Correspondence (incoming and outgoing letters, postcards, letterpress copybooks, telegrams, etc.)

Diaries/Journals
Ephemera

Financial records (account books, budgets, ledgers, etc.)

Genealogical records

Legal documents (marriage/death records, deeds, wills, etc.)

Organizational files (relating to service on organizations/associations)
Photographs

Printed materials (brochures, certificates, clippings, pamphlets, programs, proofs, etc.)

School records

Scrapbooks

Subject files

Writings (manuscripts, memoirs, reminiscences, reports, research notes, sermons, speeches, etc.)

( Literary papers

Audiovisual materials (audio and video recordings)

Correspondence


Alphabetical correspondence files


Business correspondence or Publishers correspondence


General correspondence

Ephemera

Financial records (relating to the business of writing)

Writings [manuscript and typescript]


Writings by [creator]



Notebooks



Type of writing [poetry, prose, translations, etc.]


Writings about [creator]


Writings by others

Printed material [published]


Printed material by [creator]


Printed material about [creator]


Other printed material

Photographs

Subject files

( Organizational records

Administrative records

Advertising records

Audiovisual materials

Committee files

Correspondence

Financial records

Legal records

Meeting files

Minutes

Personnel records

Photographs

Printed material

Public relations files

Subject files

( Legislative papers [could apply to both state and national level]
See Karen Paul's, Records management handbook for United States Senators and their archival repositories, Washington, D.C. : Senate Historical Office, 2006.  Copy may be obtained by writing: Senate Historical Office, Attn: Archivist, 201 Hart Senate Office Building, Washington, D.C., 20510-7108.
Arranging & Describing Archives & Manuscripts by Kathleen D. Row
Reprinted with permission of the Society of American Archivists.
Personal papers
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Examples of Arrangement

Patterns

Note on examples: The examples provided here reflect some of the ways

archives and manuscripts are commonly arranged. The descriptions

that accompany these records are all available in the on-line catalog or

Web site for the institution indicated in brackets after each example.
The right-hand column offers commentary about the examples.

ExAMPLE 1:
Pura Belpré Papers, 1896-1985

+  Personal and Biographical Information,
1919-1985

«  Correspondence, 1921-1982

*  Writings, 1932-1980

»  Subject Files, 1896-1982

+  Photographs, 1900-1980

[Centro de Estudios Puertorriquenos, Hunter College]

This arrangement
reflects a common
approach, with biog-
raphical information
on the individual pro-
vided first, then
arranged by type files.
Photographs or spe-
cial formats are some-
times organized as a
separate series within
personal papers.
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EXAMPLE 2:

Eleanora Mendelssohn Papers, 1880-1949 These papers are

The papers are divided into two subgroups. organized into.two
subgroups based on
. the individual’s public
Subgroup I, Personal Papers, has 5 series. and personal work.

1. Personal Correspondence

2. Handwritten Notes The series are

3. Printed Works arranged by form of
4. Subject Files material.

5. Ephemera

Subgroup 11, Business Papers, has 3 series.
1. Business Papers
2. Business Correspondence
3. Bank Statements/Cancelled Checks

[Manuscripts and Archives Division, New York Public Library]

ExAMPLE 3:
Julia Child Papers, 1920-1993 These papers are gen-
I BiographiCaj erally arranged by the
1. Corr d various roles in Julia
' SponCenes Child’s life.
a. Personal
b. Cookery
c. Fans
d. Publishers
e. Lawyers

f. TV companies
III. Teaching

a. Cooking classes

b. TV programs

c.  Cooking demonstrations
IV. Writings
V. Publicity
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VI. Audiovisual
a. Photographs
b. Audiotapes
c.  Videotapes

[Schlesinger Library, Radcliffe Institute]

Audiovisual materials are
often put together in papers
because individuals usually
keep them separate from
paper files. If they had been
part of paper files, however,
they would not be pulled out
to make a separate series.

EXAMPLE 4:
Bonney Family Papers, 1840-1938
Series:
I.  Samuel Bonney Papers, 1840-1864
II. Catherine V. R. Bonney Papers, 1840-1892
III. Emma C. Bonney Papers, 1880-1938

[Historic Cherry Hill]

The series in this
group of family
papers are arranged
by family member.

ExaMmPLE 5:

California Council on Criminal Justice Records,
1968-1974

Series:

Executive Director’s Files, 1968—74

Law Enforcement Assistance Administration
(LeAA) Files, 1968-73

Meeting Files, 196873

Subject Files, 1968—74

[California State Archives]

These records are
arranged by func-
tional series reflecting
how they were main-
tained and used by
the Council.





Arranging & Describing Archives & Manuscripts by Kathleen D. Row
Reprinted with permission of the Society of American Archivists.
Organizational records
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VI. Audiovisual
a. Photographs
b. Audiotapes
c.  Videotapes

[Schlesinger Library, Radcliffe Institute]

Audiovisual materials are
often put together in papers
because individuals usually
keep them separate from
paper files. If they had been
part of paper files, however,
they would not be pulled out
to make a separate series.

EXAMPLE 4:
Bonney Family Papers, 1840-1938
Series:
I.  Samuel Bonney Papers, 1840-1864
II. Catherine V. R. Bonney Papers, 1840-1892
III. Emma C. Bonney Papers, 1880-1938

[Historic Cherry Hill]

The series in this
group of family
papers are arranged
by family member.

ExaMmPLE 5:

California Council on Criminal Justice Records,
1968-1974

Series:

Executive Director’s Files, 1968—74

Law Enforcement Assistance Administration
(LeAA) Files, 1968-73

Meeting Files, 196873

Subject Files, 1968—74

[California State Archives]

These records are
arranged by func-
tional series reflecting
how they were main-
tained and used by
the Council.
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National Association of Colored Graduate
Nurses Records, 1908-1958

*  Minutes

*  By-Laws and Articles of Incorporation

Appendix C 129

* Correspondence - e oo

Subseries within this series include:
- General Correspondence
- Correspondence on Licensure
- Correspondence on Discrimination
in Hiring
*  Speeches and Testimony
+  Studies and Reports
*  Publications and Printed Materials

[Schomburg Center for Research in Black Culture, New York Public Library]

Arranged by record
types and functions of
the Association. The
subseries is organized
by the purpose of the
correspondence.

ExampiE 7:

Association on American Indian Affairs
Archives, 1851-1955, bulk dates 1922-1995

175 linear feet (411 archival boxes, 3 half-size boxes,
11 photographic boxes, and 7 oversize boxes)

Arrangement: The Archives of the Association on
American Indian Affairs are divided into five
series, three of which have been divided into sub-
series. The contents of each series or subseries are
arranged alphabetically with the exception of
Series 1, Subseries 1, which is arranged hierarchi-
cally to reflect the organizational structure of the
AAT1A. The overall arrangement of these archives is
as follows:

This group of records
demonstrates the
complexities of
arranging a large
body of records.
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Series 1, Organizational Files (1922-1995)
Subseries 1, Administration (1923-1994)
Subseries 2, Affiliates and Offices (1922-1964)
Subseries 3, Correspondence (1929-1995)
Subseries 4, Finances (1933-1995)

Series 2, Subject Files (1851-1995)
Subseries 1, General (1868-1995)
Subseries 2, Tribal (1852-1994)
Subseries 3, Legislation (1851-1994)
Subseries 4, Legal Cases (1934-1991)
Subseries 5, Programs (1927-1994)
Subseries 6, Publications and Circulars (1924-1994)

Series 3, Personal Files (1927-1991)
Subseries 1, Henry S. Forbes (1954-1981)
Subseries 2, Hildegarde B. Forbes (1927-1991)
Subseries 3, Oliver La Farge (1939-1963)
Subseries 4, Corinna Lindon Smith (1932-1965)
Subseries 5, Alden Stevens (1941-1971)

Series 4, Photographs (1928-1992)
Series 5, Audiovisual Material (1961-1987)

[Princeton University]




Arrangement of Specific Record Types

[Source:  Manuscripts, Archives, and Rare Books Library, Emory University]

Audiovisual materials

When processing the collection, sort AV formats by type and list them using whatever information can be determined from physical examination of the materials or accompanying documentation (i.e., item count, format, title information).  Depending on the nature of the content, arrange in chronological order or by the title of the item.
Common types:


(Sound recordings



Audio cassettes



Compact disks



Reel-to-reel tapes



Phonograph records


(Motion picture films


(Video recordings


VHS



Betacam



U-Matic


(Digital versatile discs
Photographs

Usually organized by subject matter, with unidentified items listed at the end of each grouping.  Sometimes photographs are organized by type of photographic process, especially when dealing with vintage prints (daguerreotypes, tintypes, cartes de visite). 
Commonly used categories: 
(Portraits [of creator]
(Family

(People

Identified people


Unidentified people

(Places

Identified places


Unidentified places
(Events
(Publicity photographs

(Photograph albums

Printed material

Common types:


(Printed material by [creator]



Articles



Newspaper clippings


(Printed material about [creator]



Articles



Newspaper clippings



Promotional material



Reviews


(Other printed material

Writings [manuscripts/typescripts]

Common types


(Writings by [creator]

Notebooks

Type of writing [poetry, prose, translations, etc.]


(Writings about [creator]


(Writings by others

Additional/Other papers [Miscellaneous papers]

Used to classify miscellaneous papers that do not logically belong in any of the otherwise established series or subseries, but are being retained.   Usually these papers are arranged alphabetically by type of material.
Sorting

The process of physically arranging records can be as straightforward as verifying that the files in a collection are in good order or as complex as imposing an arrangement scheme on a collection that has no order.  Based on the preliminary work plan, the archivist will process the collection to the appropriate level.

If extensive processing must be done, work from the highest arrangement level to the lowest.  In other words, sort the materials first by record type or series.  During the first sort keep material in their original folders.  Once the first sort is completed concentrate on refining and completing each series/subseries before moving on to the next.  For example, once all the correspondence is brought together, then arrange the individual pieces of correspondence into chronological or alphabetical order within the folders.  

The processing archivist may find it easier to use the larger linear foot size boxes during the sorting process.  To facilitate access to the collection, clip temporary box labels created on slips of paper on the outside of each box.  Make sure the label includes the collection number, series title and box number.


[image: image7.emf]Loose photographs
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Collecting Descriptive Notes during Processing
Careful note taking can facilitate the descriptive process that follows after arrangement.  
Collect information on the:

· creator of the collection

· subject content

· functions documented

· major correspondents

· significant people, events, and places
Also note any:

· particular strengths

· weaknesses
· gaps

Although some of this information was probably already collected in the preliminary survey and research, the information will probably be expanded and updated through more careful examination of the materials.

Separating Materials

Different types of materials are often interfiled within a series.  For access and preservation considerations, the following types of materials, among others, should be considered for separation:

· Photographs
· Audiovisual materials

· Electronic records
· Printed material [books and broadsides]
If an item is intricately related to another item in a series [e.g., a photograph attached to a letter], the archivist should create a separation form which documents the relationship between the two items.  Any time materials are removed from their original place within a collection, record this information on a separation form.  The original form stays in the item's original location and a photocopy of the separation form is filed with the item in its new location.  
In the case of an audio or video recording which is accompanied by a letter, fill out the separation form and file it with the original letter and create a cross-reference note in the finding aid for the audio or video recording.  For example [Originally filed in Series 1: Correspondence, Letter from April Chung to May Riley, January 24, 1999].
Most printed material can be left in the collection with the exception of published monographs.  Printed monographs [books and broadsides] that will be more accessible if they are cataloged individually should be removed from the collection.  If deemed appropriate, make a list of the authors and titles and place in collection folder.
Separation Sheet

[Source:  Special Collections Research Center, South Illinois University Carbondale]

Category of item(s):

□ Audiocassette



□ Printed materials

□ Electronic records



□ Three-dimensional objects 
□ Oversized materials



□ Videotape

( Photographs/negatives


□ Other___________________
Number of items:        4_
Provide information about item(s) (for example, if a photograph identify as to size, content, and whether b/w or color)

Photographs of Elton John, 8 x 10, color

Related manuscript material also pulled?  If so, please describe. ____________________________________________________________________________________________________________________________________________________________

Originally filed in:  

Collection Name:  John Rockstar papers
Series:  Correspondence                           Subseries:  Personal correspondence 
Folder title:  January-June 1974: Letter from Elton John to John Rockstar, January 28, 1974
Relocated to:

Series:  Photographs


 Subseries:_____________________________

Folder title:   John, Elton
Purpose of removal:  _____________________________________________________

Date:  April 12, 2007
Initials:  PHD
Weeding

Much of an archivist's task consists of determining what material in a collection has enduring value.  Any materials that are not deemed permanently valuable should be discarded.  When materials of questionable value are encountered, they should be set aside for further review making sure to note their original location.  Materials that have been weeded from a collection should be placed in a discard box for deaccessioning.  Do not discard weeded materials in the office trash; instead place discards in boxes and shred.
We try to retain no more than 2 copies (e.g., original and best copy) of any item in the collection.  If checking multiple copies for (possible) minor variations proves to be simply too time consuming, retain all copies.  Multiple copies are noted in the folder title after the main folder description. (e.g., Smith, John, The Thunder and the Rain [2 copies]).  Extra copies should be put aside and retained until the collection is completely processed.  This material then can be examined by the collection curator and in most cases discarded, possibly through referral to a dealer.
Applications

Ballots

Bank Statements

Bills, Financial

Budget work papers

Business cards

Calendars, Desk

Cancelled checks

Carbon copies/Stencils

Cassette tapes [containing reproductions of commercially produced music, etc.] [copyright issues]

Claims

Copies of original materials held in other repositories

Drafts [of non-literary works]

Duplicate copies [only keep 2-3]

Forms [blank]

Greeting cards [if they only contain signatures]

Invoices

Leases

Letters, Form

Letters, Solicitation

Licenses

Manuals [owner]

Medical records [confidentiality issues]

Mortgages

Magazines [whole issues unless related to creator]

Newspaper clippings [unless related to creator]

Newspapers/newspaper clippings [unless related to creator]

Notes, lecture/class

Notes, research

Order forms

Payroll records

Phone messages

Postcards [blank]

Police accident reports

Purchase orders

Receipts

Requisitions

Sales literature/brochures/catalogs

Shorthand notes

Stationary [blank]

Supplies

Tax returns [confidentiality issues]

Tickets [airplane, events, speeding]

Travel brochures

Vouchers

Work orders

Worksheets

Restricting material

[Source:  Beinecke Rare Book and Manuscript Library]
Access restrictions on processed collections are limited to specific items in a collection.  Rarely is an entire processed collection restricted and in most cases the restriction is in place only for a limited period of time.  Any restrictions (for privacy or preservation reasons) must be stated clearly in finding aids.  Furthermore, any restricted content information must be kept in complete confidence by the processing staff.

Restricted materials must be:

· physically isolated in a separate box 

· clearly stamped with the RESTRICTED stamp on the box label to avoid any unauthorized access
· If items are removed from an existing folder, a separation sheet should be completed and filed in the item's original location.  Write the words "restricted material" in the "Description of Item(s)" section.  A copy of the separation sheet should be clipped to the item that was moved to the restricted papers box.

(  Donor Imposed Restrictions
Papers of a personal or sensitive nature may be restricted for a specified time period, usually stipulated by the terms of the gift or purchase agreement.  

· Restricted papers are listed on the finding aid either at the end of the respective series in which they belong or at the end of the finding aid.  Box and folder numbers continue sequentially, as is the case for the rest of the collection.  Restricted materials are not considered true series for series numbering purposes in the finding aid. 

· Restricted papers may not always be fully described in the finding aid; in fact, sometimes they are not identified in any way but just noted as "Restricted." 

· The level of description included in the finding aid should be consistent with the intent of the restriction; some materials are not to be made known in any form, just as Restricted Papers, whereas in other cases the nature of the material may be revealed (e.g., war diaries), but the materials themselves are withheld from use.  

· If a collection includes these types of materials, add a Restrictions on Access Note to the finding aid and catalog record and be as specific as possible: Special restrictions apply: Series 1, correspondence is closed without the written permission of donor until December 1, 2014.
(  Archivist Imposed Restrictions - Fragile Materials
Materials being withheld from routine use because of their fragile physical condition are designated "Restricted Fragile."  

· Surrogates (either preservation photocopies on lignin-free paper, or black and white or color photographic prints) are filed in the collection in place of the originals.  

· The originals are then housed separately, as described in the section on packaging and listing "Restricted Fragile."
· If a collection includes these types of materials, add a Restrictions on Access Note to the finding aid: Due to the fragile nature of the [materials], researchers are required to use [e.g., photocopies, microfilm].
(  Archivist Imposed Restrictions - Protection of Privacy 
Privacy is the right of an individual to be free from unwarranted publicity. 

· Different kinds of invasions of privacy include intruding on a person's seclusion or private affairs, public disclosure of embarrassing private facts about an individual, and publicity that places a person in a false light in the public eye.

· You should be particularly alert to the privacy interests of third parties who are living or likely to be living, but who may not be aware that material relating to them (in particular, anything written by them) is now in a public research repository.  According to the Code of Ethics for Archivists "archivists may place restrictions on access for the protection of privacy or confidentiality of information in the records."
· The library has a particular responsibility to identify potentially sensitive materials of this type and to take appropriate action.  The course of action to be taken is decided by the archivist, in consultation with other library staff and university administrators, as appropriate.  

· If the library decides to impose an access restriction on this basis, the decision should be fully documented.  Copies of pertinent memos, etc., should be filed in the collection's file, in addition to any copies retained by the archivist. 

· If a collection includes these types of materials, add a Restrictions on Access Note to the finding aid: Due to privacy concerns, some materials in the collection have been restricted.
(  Lifting Restrictions

Once the specified period for donor or archivist-imposed restriction has been completed, then the materials should be made available for research use.  

· Update all records that cite restrictions including Restrictions on Access Note to the finding aid, catalog and EAD records and collection/donor files 
File Folder Labeling

[Source:  Manuscript, Archives, and Rare Book Library, Emory University]

File folder tab

Last name/MSS#
Contents

1 / 1
    Series/Subseries title



Tips and tricks

( Since you will most likely alphabetize by the first word in the folder title – make sure that it conveys the content.


Georgia Power Company annual report, 1966


not:  Report of the Georgia Power Company, 1966

( Capitalize the first word in each folder.  Then capitalize only proper names or titles of works in the remaining folder title.


Annual financial reports, 1932-1935


not:  Annual Financial Reports, 1932-1935
( No punctuation at the end of the folder title.

( Use proper diacritics when needed [e.g., Federico García Lorca]
( Spell out acronyms


American Civil Liberties Union [ACLU]

not: ACLU

( Limit the use of abbreviations in folder titles.


19th Georgia Infantry Regiment


not: 19th Ga. Infantry Regt.

( Include full dates in folder titles, whenever possible and applicable.


March 13, 1966 


no date or undated

not: 3/13/66 or Mar. 13, 1966

not: n.d.
( If the original folder contains too much material to fit into a single new folder, or if a manuscript of a work is too large to fit in a single folder use [1 of 2], [2 of 2], etc. at the end of the folder title in brackets.


The Tain, galley proof [1 of 2]


The Tain, galley proof [2 of 2]

(  If you have retained multiple copies of a single item, note the number of copies at the end of the folder title in brackets: [2 copies].


Southern Changes, Southern Regional Council, Volume 1, Number 1 [2 copies]

( If the item(s) in a file folder are photocopies of originals convey this at the end of the folder title in brackets: [photocopies].


Last will and testament, William L. Corbin, June 3, 1802 [photocopy]

(Ignore articles (a, the, etc.) when filing folders in alphabetical order.

Personal names

Last name, first name



Smith, John

Add titles etc. in parenthesis after the inverted name



Smith, John (Mrs.)

Format the following in italics

A book, a periodical (magazine), a play, a newspaper, a movie, a ship

Format the following in quotation marks

A poem, an article title, a short story, a skit, a chapter, a newspaper story

"See" and "See also" references

"See" references point to material located elsewhere.  Enclose this information in brackets, to denote that the archivist is adding this information.


[See Subseries 1.2: Blane, Jasper]

"See also" references provide a link from the listed material to other closely related material located elsewhere in the collection.  Enclose this information in brackets, to denote that the archivist is adding this information.


[See also Subseries 2.1: "Lessons from Home"]

Cross-reference to a series/subseries number or title and folder title, never to a specific box and folders numbers – they change.

Variant titles

Use to express if a poem or work was also known under another title.  Enclose this information in brackets, to denote that the archivist is adding this information.


"Banker's Ode" [variant title: "Ode to a Banker"]

Includes

Use to express that a single sheet of paper includes multiple poems.  Enclose this information in brackets, to denote that the archivist is adding this information.


"Quatro poems" [includes "Desk," "Fly," "Shoe," and "Heel"]
More Product, Less Process

Greene-Meissner Model
Estimated processing rate using Greene-Meissner model:   4 hours per cubic/linear ft.
	 
	Processing Steps
	Traditional
	MPLP

	Arrangement
	Un-foldered material into folders
	Yes
	Yes

	
	Folders into series
	Yes
	Maybe, if size/complexity of collection warrants

	
	Folders within series
	Yes
	No

	
	Items within folders
	Yes
	No

	Description
	Collection/Record Group
	Yes
	Yes

	
	Series
	Yes
	Maybe, if size/complexity of collection warrants

	
	Folders
	Yes
	May list, not describe

	
	Items
	May list or describe
	No

	Preservation
	Re-box
	Yes
	Yes

	
	Re-folder
	Yes
	Only if original folders are brittle or damaged

	
	Remove fasteners
	Yes
	No

	
	Separate and/or photocopy clippings, carbons, onionskins
	Yes
	No

	
	Separate and/or sleeve photographs
	Yes
	No

	
	Encapsulate or mend torn documents
	Yes
	No

	
	Interleave scrapbooks and photo albums
	Yes
	No

	 

	Adapted from "How to Get More "Product" While Doing Less "Process," by Janet Hauck, Archival Outlook, (May/June 2008): 6-7. [Table originally provided courtesy of Mark Greene and Dennis Meissner, 2005]


Arrangement & Description

Procedures manual
[Source:  Manuscripts, Archives, and Rare Books Library, Emory University]

I.  Accessioning


A. Legal transfer of collections


B.  Physical transfer of collections

C.  Storage of newly accessioned materials


D.  Accession record


E.  Gift acknowledgement form


F.  Collection files


G.  Shelf list


H.  Accessioned only sheets in finding aid books


I.   Monthly accession report

II.  Arrangement

A.  Principles of arrangement


1.  Provenance


2.  Respect des fonds (Original order)

3.  Holmes' level of arrangement


B.  Preparing for arrangement



1.  Preliminary research



2.  Arrangement and description work plan



3.  Notification of processing

C.  Processing/Physical arrangement



1.  Determining series/subseries

2.  Sorting



3.  Collecting descriptive notes during processing



4.  Separation form



5.  Weeding



6.  Preservation during processing

7.  Special considerations


8.  Restricted material



9.  Photocopies of manuscript material in other repositories

10.  Additions to collections



11.  Storage of collections

III.  Description


A.  Descriptive standards


B.  Finding aids



1.  Cover sheet/front matter



2.  Collection description



3.  Container lists



4.  Name indexes


C.  RLIN cataloging procedures


D.  EUCLID catalog records


E.  Encoded Archival Description (EAD)
IV.  Deaccessioning


A.  Justification for deaccessioning


B.  Manuscript collection deaccessioning and transfer


C.  Processing discards and weeded materials

V.  Administrative Requirements


A.  Reporting procedures


B.  Archival supplies


C.  Arrangement and Description Manual

VI.  Exhibits


A.  Planning and development


B.  Document selection


C.  Graphics


D.  Exhibit preparation


E.  Publicity


F.  Preservation monitoring


G.  Exhibit removal

Processing manuals on the WWW

Beinecke Rare Book and Manuscript Library. Processing Manual, 2001.
Web site:  <http://www.library.yale.edu/beinecke/manuscript/process>

Duke University. Archival Processing Manual for Student Assistants and Interns, 2004.

Web site: <http://library.duke.edu/specialcollections/about/techservices/procmanual.pdf>
Moravian College and Moravian Theological Seminary Archives. Processing Manual for Archival and Special Collections, 2005.
Web site:  <http://home.moravian.edu/public/arch/resources/manual.pdf>

South Carolina State University Historical Collection. Processing Manual, 2005.

Web site:  <http://library.scsu.edu/Archives/processingmanual.pdf>
University of Maryland Libraries, Processing Manual for Archival and Manuscript Collections, 2011.  Web site:  <http://www.lib.umd.edu/special/publications/umprocessingmanual.pdf>

University of North Carolina Chapel Hill’s wiki, How to Proceed: A Procedures Manual for the Southern Historical Collection and General Manuscripts, 2010. 

Web site: <http://www.lib.unc.edu/wikis/archproc/index.php/How_to_Proceed:_Introduction>

Emory University, MARBL
Arrangement and Description Report
August-September 2010
Accessions

(  New collections [complete list]

Main entry: Moore, Undine S.
MSS1155

Title Statement: Undine Smith Moore papers

Linear ft.:
47
Volumes:
Items:

Description: Papers of African American composer Undine Smith Moore, including correspondence, manuscript scores of her compositions, subject files, writings, notebooks, photographs, sheet music, and other printed material.

Main entry: Penn, Robert E., 1916-1976
MSS1152

Title Statement: Robert E. and Lois H. Penn papers

Linear ft.:
6
Volumes:
Items:

Description: Addition to the papers of African American minister Robert E. Penn and his wife, Lois, including photographs, correspondence, and Reverend Penn's sermons, notes and other papers related to First Baptist Church of Gary, Indiana.  The addition also includes African American sheet music and film recordings.

( Additions [selections]

Main entry: African American miscellany
MSS1032

Title Statement: African American miscellany

Linear ft.:
Volumes:
Items:
10

Description: Correspondence from and printed material about Hale Woodruff, African American artist.  The correspondence is addressed to a Princeton University professor and discuss Woodruff's interest in the Alain Locke Society, a Black Arts group.

Main entry: African American photograph collection
MSS958

Title Statement: African American photograph collection

Linear ft.:
Volumes:
Items:
5

Description: Five photographs of African American individuals, including three of the National Baptist Publishing Board in Nashville, Tennessee.

Main entry: Andrews, Benny, 1930-2006
MSS845

Title Statement: Benny Andrews papers

Linear ft.:
25
Volumes:
Items:

Description: Additions to the papers including correspondence, subject files, printed material, writings by Benny and Raymond Andrews, material related to the Benny Andrews Foundation, and notebooks of clippings and photographs.

Main entry: Coker, Gylbert
MSS1042

Title Statement: Gylbert Coker papers

Linear ft.:
1.5
Volumes:
Items:

Description: Addition to the papers of Gylbert Coker, including material relating to the Art Across the Park projects, and other correspondence, writings, printed material, and audiovisual material.

Main entry: Harrison, Paul Carter, 1936-
MSS1149

Title Statement: Paul Carter Harrison papers

Linear ft.:
6
Volumes:
Items:

Description: Addition to the papers of African American playwright Paul Carter Harrison, including printed material, audiovisual material, and writings.

Main entry: Ku Klux Klan.
MSS885

Title Statement: Ku Klux Klan collection

Linear ft.:
Volumes:
Items:
2

Description: 1 blank membership card for the National Knights of the Ku Klux Klan in Stone Mountain, Georgia (circa 1976) and one flyer entitled "Praise God for Aids," distributed by the Crusade Against Corruption, circa 1987.

Processing

Willis, Deborah, 1948-
MSS1157

Carl Van Vechten: American Portraitist exhibit materials

.25 linear ft.
Collections currently in process

	Collection
	Processor
	Projected opening/completion

	Ed Bullins papers
	Laura and team
	

	Sally Fitzgerald papers
	Susan and team
	November 2010

	John A. Sibley papers
	Randy and team
	December 2011

	Southern Christian Leadership Conference records
	Sarah and team
	January 2012

	Leon Sullivan papers
	Elizabeth and team
	October 2010

	Robert W. Woodruff papers: Blueprints and plat maps
	Randy and team
	Ongoing


	Action Plan -- U330: MARBL: Arrangement & Description
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	What
	Who
	FY2011
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	        

	
	
	
	Qtr 1
	 
	 
	Qtr 2
	 
	 
	Qtr 3
	 
	 
	Qtr 4
	 
	 

	 
	Objectives, Tasks, and Milestones
	Staff
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul 
	Aug

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	4.2
	Process manuscript collections
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	4.2.3
	Southern Christian Leadership Conference records processing [See also Emory/AARL action plans]
	CO/SQ
	>
	>
	>
	>
	>
	>
	>
	>
	>
	>
	>
	>

	4.2.4
	Sally Fitzgerald papers processing 
	SPM/KH
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	4.2.5
	Leon Sullivan papers processing
	ER
	>
	>
	>
	X
	 
	 
	 
	 
	 
	 
	 
	 

	4.2.6
	John A. Sibley papers processing (CF grant)
	RG
	S
	>
	>
	>
	>
	>
	>
	>
	>
	>
	>
	>

	4.2.7
	Harry Duncan papers processing
	LC
	S
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	4.2.8
	Eliza Paschall papers (additions)
	LC
	 
	 
	S
	>
	>
	>
	>
	X
	 
	 
	 
	 

	4.2.8
	John O. Killens papers (additions)
	ER
	 
	 
	 
	 
	S
	>
	>
	>
	>
	>
	X
	 

	4.2.9
	Father Divine papers
	SPM
	 
	S
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	4.2.10
	Paul Muldoon papers (additions)
	LC
	 
	 
	 
	 
	 
	 
	 
	 
	S
	>
	X
	 

	4.2.11
	Bullins, Ed
	ER
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	S


2005-2006 Processing Report
	MSS
	Creator
	Title statement
	L.F.
	BV
	OBV
	 OP
	Items
	Processor
	Notes

	963
	Adams, Lawrence L.
	Lawrence L. Adams papers
	0.50
	
	
	
	
	ER
	

	845
	Andrews, Benny
	Benny Andrews papers
	
	
	
	
	
	Eliz. S
	Ongoing

	715
	Bottoms, David
	David Bottoms papers
	
	
	
	
	
	SK
	Ongoing

	901
	Brodsky, Joseph
	Joseph Brodsky collection
	0.25
	
	
	
	
	ER
	

	927
	
	Camille Billops and James V. Hatch Archives at Emory University
	
	
	
	
	86
	SPM/ER
	

	1
	Candler, Asa Griggs
	Asa Griggs Candler papers
	
	
	
	
	2
	ER
	

	3
	Candler, Charles Howard
	Charles Howard Candler papers
	6.00
	
	
	
	
	SPM
	

	826
	Churchwell, Robert
	Robert Churchwell Papers
	0.25
	
	
	
	
	ER
	

	232
	Cuala Press
	Cuala Press collection
	
	
	
	
	1
	ER
	

	923
	Delilah Jackson
	Delilah Jackson papers
	
	
	
	
	
	SS
	Ongoing

	281
	
	Documents, Georgia
	
	
	
	
	4
	ER
	

	896
	Ellis, James Nimmo, 1863-1931
	James Nimmo Ellis papers
	0.25
	
	
	
	
	ER
	

	906
	Ellison, Alice Roberta Parks
	Alice Roberta Parks Ellison papers
	0.5
	
	
	
	
	ER
	

	1008
	Fisher, Rudolph, 1897-1934
	Rudolph Fisher collection
	0.25
	
	
	
	
	ER
	

	966
	Frank family 
	Frank family papers
	3
	
	
	
	
	SPM
	


Manuscript Use Statistics 1999-2006

	MSS
	CREATOR
	1999/2000
	2000/2001
	2001/2002
	2002/2003
	2003/2004
	2004/2005
	2005/2006
	Totals

	1
	Candler, Asa Griggs, 1851-1929
	9
	7
	10
	4
	5
	6
	9
	50

	2
	Candler, Warren A. (Warren Akin), 1857-1941
	7
	11
	7
	4
	4
	1
	9
	43

	3
	Candler, Charles Howard, 1878-1957
	 
	 
	5
	1
	1
	1
	 
	8

	4
	Candler family
	 
	2
	2
	2
	1
	3
	1
	11

	5
	Harris, Joel Chandler
	3
	9
	7
	2
	2
	4
	4
	31

	6
	Harris, Julian LaRose, 1874-1963
	5
	2
	8
	1
	1
	2
	2
	21

	7
	Harrold Brothers (Firm : Americus, Ga.)
	4
	 
	1
	 
	1
	1
	1
	8

	8
	Herty, Charles H. (Charles Holmes), 1867-1938
	 
	 
	3
	1
	2
	1
	4
	11

	9
	Palmer, Charles F. (Charles Forrest), 1892-1973
	2
	2
	5
	5
	4
	2
	1
	21

	10
	Woodruff, Robert Winship
	13
	10
	13
	10
	17
	13
	13
	89

	11
	Allen, Young John, 1836-1907
	4
	4
	2
	3
	3
	4
	7
	27

	12
	Ash, John H., d. 1918
	 
	1
	1
	1
	3
	1
	3
	10

	13
	Barnsley, Godfrey, 1805-1873
	4
	3
	3
	1
	3
	1
	1
	16

	14
	Beauregard, G. T. (Gustave Toutant), 1818-1893
	2
	 
	 
	 
	 
	1
	1
	4

	15
	Great Britain. Consulate (Savannah, Ga.)
	2
	 
	 
	2
	 
	4
	1
	9

	16
	Brown, Joseph E. (Joseph Emerson), 1821-1894
	2
	1
	 
	1
	 
	1
	1
	6
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Loose photographs
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Correspondence
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Photographs
 �

Collection
 �

Subject files
 �

Audiovisual materials
 �

Photograph albums
 �

Audio recordings
 �

Video recordings
 �

1st sort


2nd sort


 
Literary correspondence
 


Alphabetical order
 


 
General correspondence
 


Alphabetical order
 �

Chronological order
 �

3rd sort


Chronological order
 �

Chronological order
 �

 
 By subject [Portraits, Places, etc.]
�

Chronological order
 �

Chronological order
 �

4th sort


Chronological order
 �


