Archives 101: Arrangement 

NEMA meeting, November 8, 2006

I. Goal is accessibility.  

a. Researchers can’t use it if they don’t know you have it.  

b. Illuminate the relationships among records 

II. Archives v. Manuscripts  [overhead]
III. Provenance  [overhead]
a. Records created by one department, organization or individual should not be combined with records from other departments, etc.

b. Need to know the history of the organization/business/individual/family

c. Historically, manuscripts have been organized by subject, not provenance

IV. Original order

a. Usually applied toward archival rather than mss collections

b. Need to instruct people how to box their records for transfer

V. Levels of arrangement   [overhead]
a. Repository

b. Record group/collection

c. Series/sub-series

i. Related by creation, activity, use or form

d. File

e. Document

VI. Types of arrangement

a. Chronological

b. Topical

c. By function or activity

i. Correspondence and legal documents about settling an estate

ii. Minutes and financial record of a club to which a person belonged

d. Type

i. correspondence, legal, financial, diaries

1. incoming letter alphabetically, outgoing chronologically

e. Extent and value of information in the records

i. correspondence and diaries before legal and financial

ii. minutes of directors meetings before financial

f. Survey first before moving anything

g. Research family/organization/business

h. Make notes about your decisions

i. Will be included in finding aid

