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EMORANDUM

June 1, 1939

All State Directors, HRS

From: John C. L. Andreassen,
State Director in Louisiana

I am transmitting at Dr. Luther H. Evans' re-

quest a copy of the Louisiana instructions for

filling out W. P. A. Form 12-13 HR.
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HISTORICAL RECORDS SURVEY
EMORANDUM

Junei k1939

Field Workers
Vergil L. Bedsols

Instructions for filling out W. P.

On this line give exact titles appearing or 1e file draw-
ers, or other containers, regardless of

+itle covers the type of record contained.

be placed in quotes. If there is no title, or a misleading one
such as "Ledger" or "Record", an explanatory title is necessa-
ry. Place explanatory titles in brackets. If a set of records
is distributed into several containers which do n

tical exact titlos, give exact title appearing on ntaine
holding current records first, and give

in reverse chronological order with inclusive

Give first and last (or inclusive) dates o

record was kept. For example: 1880-1936.

2t the present time it is a current record,

by giving the earliest date followed by a aasb to ij
that the record is current. For exesmple: 1880--. If
is not current, then the earliest and latest dates
given. For example: 1860 1?65 If there has been
dates, the dates covering the missing records

h
on Line 5, but not on Line 2. Breaks will be
following manner: Suppose a record was begun i
still current, but the records for the ton-yea
1900-09 cennot be found, Line 2 would re
Give day and month when possible

the number
a1 uVﬂu.‘ of

er.
cardbOQrd ca rtO“S, etc.

o

should be noted if it

On this line give the labelling which

or exterior surface of

By labelling

sive numbers such as 1=-8, 9-15

L-Z; date such as 1900-09.

with the ct title of containerg som5*“m s a

have s ) itle and labelling, sometime
0lling end
lescriptive

+

ca lr\




s: (CASH BOCK) (M GACE INDEX)
1910 A-K

When the labelling consists of dates, merely state: (dated),
but show dates used on each volume or container on the work
sheet.

On this line give bresks in date ce Line 2) and reasons for
broaks, when ascertainable. Exan + 1901=09, re cor”s lost

(or destroyed, etc.). If the mi ' i)
another container or officc, state ) 1

calls for explanations as to why records were discontinued, if
the reasons for discontinuation are aSCVrtawn bld. a rec-
ord has becn continued in another series,

and arbitrary HR form number, if alrecady

L e 2 2y R SIS IS S T AN

INVENTORYING A RECCRD CONTAINING

This linc calls for three answcrs in
type of record; (2) purpose and reason
(3) descriptive summary of form used.
Deed Record; (1) Record of sales made
ccute writs of seizure and

in successions; (3) giving

sold; court rendering judgr

writ was directed, number

iff that he had served copy

seizcd, date of advertisement and name o SwWspape date, hour,
place of ssle; amount “"L i 0 descrip-

tion of property; amount reta d ( wﬁQuﬂt turﬂcd over

to plaintiff; name of snerlfl inst

sample #1. The summary of the

should be given in the exact ord

"ORYING
SUCH

Rocord of (1) merriage
and (3) marriage

required data furni
of Iqu names,

o

n

s O




WEEN INVEN
WHICH

(1) Original acts passed by the various notaries; (2) deposited
with this office for recording and filing, including cash sales,
credit sales, chattel mortgages, timber deeds, mortgages on real

state, cancellation of notes, powers of attorney, quit claim
deeds, charters, public notices, etc. See sample #3.

I AT T e e

WHEN INVENTORYING FINANCIAL RECORDS CASH BOOKS, LEDGERS
ETC.

A cash
and by

Section

zoneral Fund
Amount
Source rec'd
Tax Col-
lector Tax| 150,00
State
Treasurer
Gas Tax 90.00
Sheriff |

1/20/38 | Fines 50.00 !

Disburse-
ment Scc-
tion

General Fund [Disbursements]

i {Main-
il u tenance
Date whom pose Amt. i Court Hse
1/1/38 J. Jones lary 20.00} -=
i1/12/38 © A. Brown | Mds 50. 00 50. 00

11/20/38 . Allen | Mat 21.50 7
\130/38 1 TaEDos i Te 60.00
i2/10/38 . Hahn { Repair 45.00

el

W]
w

The foregoing record would be described

(e}

QO g+ 0

entry, sour
hlch portio
House, Courthou
ement gives da
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The foregoing
the bruakuuun wi c by =zcco
its in not quite

WHEN INVENTORYING ORIGIN.

unts y

fo

AND DOCU!

CRIMINAT, AND PROBATE C

e e T P e O 8 N AT XSRS WSS T S S ST A N A

Each caso consists
civil suits contain
defendant, answeor of

papers; for

notio the counsels,

and documents introdu ‘d as eviicnce, judgren ctc.

will not havc the samc numbor

and style papers, but by

tztwcn of plulntlfl, itation issued to

bills

through ocvoral casos end listing types found, most of the

portant ones will appoer; for
papers hnvc cortain things in
title of casc, datc filed and

Docket No

an \F“*plu, sce sample #5.

co! cn, such as docket numbeor,

sig ure of clerk,

o) L2ED

Plaint
John Jo
vs
Defenda
John D

File
Jan. 4,
Clerk's si

d

1 i
nes

ant
oe

1938
gnature

In these instences you used tt
nery of form used.

RIPTION OF INDEXES

ne above

econd

A

alphabetic
ary arra

Mortgagor Mortgagee

Date Recorded

Aucoin, C. J. Jones

2/12/22

Aaron, D, B. Brown

ﬁr/zq

above is an
Record, by
by date re
mortgagee,
: should
to

lphabetical direct
rne mp or mortg




B2 et s 5

another, or in separate secti f the book, w be described:
alphabetical direct and reverse index on a nat pages or
separate sections o Mor e d by first letter of
surname, chronologi o1 date ro ) giving
name of opposite party LY agce number of record.
Cross indcx.

UNDER A,

g | Type of
i | instrument | Dates filed
jAucoin, B, to Joncs, Jf}fFirst mtg. 3/12/24

{Aaron, C.from 3rown, C.i " " 4/10/24

UNDER J.
Type of
instrument

First Mtg.
1" n

lows: zlphabctical cr

ter of surnsmes of mor
dete filed thoreunder,
for rccording, type of in

There arc othor kinds of

down is more complcte, but

such cascs statc whether a

and by what types of partiocs; also give trade namc
index system, such as Cott Universal, Permafles

Tho chronological indox is arranged by date
giving page number of record. Example:

Accounts
Jones, J.
Brown, C.
Wheolahan, B.

A S SRS

This line calls
ainers. Mattoer




1 L 5

alphaboti thoreunder, A coss
describe anged numerically
by surna ‘J toxpayers thercunder.

This line calls for information on
has no indox, make a statoment to tha
o soparste indox, givoe tho arbitrary HR

I 9 F y e

on the index. If the index is attached,
formation as you would on Linc 6 of

give inclusive datos,

Line 10. Give avorage sizc of record. Size of individual volumes,
filo drawcrs, otc., whon more than onc will bc given in
oxtremc right-hand column of the Work Shatt to Volumes
Form, which is to be made out and attached to the 12-13
HR whon therc is more than one volume, filc

Lines 11, 12. Self-cxplenatory.

Line 13,

The instructions given cbove will apply

forms to be written by the worker, but

When such oxcoptionazl cascs arise, the

entry writors in tho State Office will

with additional instructions. When in doubt rogarding
enything concorning your work, do not hesitate to write
the State O0fficc, Your quﬁatln] will be given ir
attention, end information you need will be givon,
possiblo.

s s

For sample
instructio ee samplo

S ——
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SAMPLE I

John Doe_

WORKS PROGHESS ADMINISTRATION
DIVISION OF WOMEN'S AND PROFESSIONAL PROJECTS
The Historical Records Survey: 1937
1734 New York Ave., NW,

Washington, D. C.

VOLUMES AND UNBOUND RECORDS FORM

County Washington State Louisiana

Name of agency or oifice Recorder

Address of office of custody Parish Courthouse, Franklinton.

“SHERIFF'S DEED RECORD, WASHINGTON PARISH",

Dates Mar, 4, 1898-Aug. 20, 1909, Oct, 18, 1915--.

Quantity 4 wvols,

Labeling (1, 3-5).

Discontinued and missing records Aug,., 21, 1909-0Oct.

missing records could not be ascertasined,

Contents Record of sales made by sheriff to execute writs of

sale, and pursuant to court orders in successions, giving: name

whose property was sold; court rendering jud

whom writ was directed, number and title of

he had served copy of notice

vertiscment and

est bid, to

amount turned over to pl




Contents~--continued

typed Oct,'lJ’ 1915~

some printed forms used during current period.

Aver. 450 pp..

and quantities Clerk of Court's




SAMPLE IT.

John Doo 1/4/39

WORKS PROGRESS ADMINISTRATION
DIVISION OF WOMEN'S AND PROFESSIONAL PROJECTS
The Historical Records Survey: 1937
1734 New York Ave, NW,

Washington, D. C.

VOLUMES AND UNBOUND RECORDS FORM

County Washington Stato Louisiana

Name of agency or office Clerk of Court.

Address of office of custody Parish Courthouse, Franklinton

Title "MARRIAGE RECORD, WASHINGTON PARISH",

Dates Mar, 29, 1897--.

Quantity 13 vols,

Labeling (1-13).

Discontinued and missing records None.

Contents Record of marriage license applications, liconse

marriage cortificetes, Applications contain legally required furnished

by thc prospective bridegroom consisting of full names, addresse occupa-

tions, ages and birthplaces of both contracting parties, number of previous

marriages and divorces, if any, name and addresses of

conses wore applied for, and name of clork of court,

ate of issue, and names of contracting parties and

of certificates which have been returned to the




AW RS G

6, Contents---continued officiant after the marriage ceremony was performed

givos date of merriagc, nemes of officiant, contracting partios, witnesses

rocording official, and datoc of filing and recording.

chron, by datc licenses werc issued.

atibs i Crogs indox,iSept. e I 19Tbs uty 8l a9 2@ by,

; ) surname of both parties, chron, theroundor, giving page num-
f rocord. Indoxed 18¢ , 1920-~. in ontry = (HR 37).
iting Hdw., Mt 29, 1897-Mar, 14, 1903; hdw. under printcd headings Apr.

18,,.:1903=Sopikis. 1818 hdw, on printed forms Sept. 27, 1915-Jan, 1, 193

typed on printod forms Jan, 20, 1933--.

Size 14% x 10 x

Location by dates and quantities

Other informetion




ety

SAMPLE TIIT

1/3/39

WORKS PROGRESS ADMINISTRATION
DIVISION OF WOMEN'S AND PROFESSIONAL PROJECTS
The Historical Records Survey: 1937
1734 New York Ave., NW.

Washington, D, C,

VOLUMES AND UNBOUND RECORDS FORM

County Washington State Louisiana

Name of agency or office Recorder

Address of office of custody Parish Courthouse, Franklinton.

Title "ORIGINAL CONVEYANCE,'"

Dates June 11, 1928--.

Quantity 8 steel file drawers.

Labeling (Labeled by Books Nos. of rscord).

Discontinued and missing records None,

Contents

O R A IR

pertaining to

for

patents, o0il and
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quit claim deods cancolation of contracts,

e o it

ind transfers sontracts ing date of in-

principals, witnesses

B L O S M R YR S 0 W% 1

No indeX.

Clork of courts vault.

Location by dates and quantities

L R A S




SAMPLE IV

e L S W Do

John Doe 2/20/39

WORKS PROGRESS ADMINISTRATION
DIVISION OF WOMEN'S AND PROFESSIONAL PROJECTS
The Historical Records Survey: 1937
1734 New York Ave. NW,

Washington, D, C.

A i 08 23 i S

VOLUMES AND UNBOUND RECORDS FORM

e S

e e

County Washington State Louisiana

Name of agency or office Parish Treasurer

Address of office of custody Franklinton

Title "Cash Book" [Receipts and Disbursements],

Dates Jan, 10, 1900--,

Quentity J25voliss

Lebeling Numbered 1=12.

Discontinued and missing records Hone.

i

and disbursements of t

taxes from local collector, gas tax from state

from sheriff; amount received and sub=-funds
)

courthouse, parish roads, and assessor's funds;

date disbursed; to whom; and for what purposs,

and merchandise; amount of disbursement; and




Contents-~~ continued jail, meintenance of courthouse, parish roads and

assessor's func lece disbursements are on alternating pages in

each volums.

Arrangement Arr. chron. by date of entry.

Indexing

Location by dates and quantities Parish Treasurer's office - in vault,

Other information

(For use in Florida.) Early




SAMPLE V

3/30/39

WORKS PROGRESS ADMINISTRATION
DIVISION OF WOMEN'S AND PROFESSIONAL PROJECTS
The Historical Records Survey: 1937
1734 New York Ave. NW.

Washington, D. C.

VOLUMES AND UNBOUND RECORDS FORM

County Washington State Louisiana

Name of agency or office Clerk of Court

Address of office of custody Parish Courthouse, Franklinton,

Title [Civil Case Papers and Documents],

Dates Jan, 10, 1898--,

Quantity 240 steel file drawers.

Labeling (by inclusive docket nos. 1=7642),

Discontinued and missing records Prior records destroyed in fire of Jan.
>

1st, 1898.

Contonts Original case papers and documents filed in civil suits, from

institution to final disposition, including petition of plaintiff, citation

issued to defondant, answer of defendent, motions by counsel, bills, note

and other documcntary evidence exhibited, exceptions to rule roquested,

interlocutory and final judgments; giving: docket numbor, title of suit,

various clauses indicating form of document, date filed, and

clerk,




6, Contents--- Continued

numor, by docket no, and chron. by date instituted.

v

YA
1NAOX

Location by dates and quantitics Clork of Court = vault.

Other information




SAMPLE VI

4/15/39

WORKS PROGRESS ADMINISTRATION
DIVISION OF WOMEN'S AND PROFESSIONAL PROJECTS
The Historical Records Survey: 1937
1734 New York Ave, NW,

Washington, D. C.

VOLUMES AND UNBOUND RECORDS FORM

County Jefferson _ State

Name of agency or office Clerk of Court

Address of office of custody Parish Courthouse, Gretna.

{ f s doigrd &
Title !Original Naturalization C?rtlflCaEEJ.__

Dates 1838-1906,

Quantity 3 steel file drawers.

Labeling (A-G. H-0, P-2).

Discontinued and missing records None

Original papers filed in citizenship proceedings, including dec-
Contents laration of intention and renunciation of allegiance to foreign

powers sworn to by petitioner when applying for naturalization, affidavit

of clerk of court before whom document was sworn, affidavit of

that petitioner has conducted himself in a manner becoming

period since

and petitioner's oath of allegiance to the

time citizenship was granted him, All documents give da




13,

Contonts--- continued name of potitioner, signature of executor and wit-

court officer, and clauscs indicatin

3 form; declaration of

intontion additionally gives ago of potitioner, name of his native country,

and year of his arrival in tho United States,

Arrangoment  Arr, alph, by first lotter in surnsme of person naturalized,

chron, by dates filod thereunder,

Indeoxing No ir

hdw, on printed forms,

Aver., 500 documonts,

Location by dates and quantities Clerk's vault, 2nd floor,

Other information

For use in Florida,) Farly imprints

i
i
i
i
1




SAMPLE VIT

4/15/39

WORKS PROGRESS ADMINISTRATION
DIVISION OF WOMEN'S AND PROFESSIONAL PROJECTS
The Historical Records Survey: 1937
1734 New York Ave. NW.
Washington, D. C.

REC

VOLUMES AND UNBOUND RECORDS FORM

Stato

County Jcfforson

office g}crk of Court

agency or

Parish Courthouse, Gretna.

Address of office

"inutc Book,"

Dates June 20, 1853--.

1 unlabcled; 3

civil,
is court;
judge,

the record

=
[0)0]

if
E
13
¥
i
%
i
¥
]
£
i
!

Contents
date of

tation

nl|o

| o -
Bes
(]

o
o g
ct

empanelling

information




the names of attorneys for plaintiff and defendant,
Contents continued-- description of property involved, and court costs
are sometimes given. Minutes of criminal cases include orders for filing
of information, pleas of accused person at arraignments, fixing of bonds,
discharges of bonds, and continuances; each summary gives docket number,
title of case, and nature of charge; in cases tried by jury, the verdict
is given, and some minutes contains the sentence imposed, Included in
the minutes of probate proceedings are court orders for the probating of
wills, depositing of money or other valuables belonging to the estate in
the registry of the court, withdrawals of same, and those authorizing dis-
bursements from succession funds by executors, or placing heirs in posses-
sion of succession property; each summary gives succession number and ti-
tle, and in some cases, description of property involved.

Arrangement Arr, chron, in the order considered.

Indexing No index

Writing Hdw, 1853-1901; typed 1902--,

Sizeyivl8 gl 8l W olss 1650 EpnY,

Location by dates and quantities Clerk's vault, 2nd floor.

Other information First vol, in poor condition, somse pages torn,

writing faded.

E |
%’
g,
¥
f
]

<.

13 (For use in Florida). Early imprints
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SAMPLE VIII

John Dos 4/15/39

WORKS PROGRESS ADMINISTRATION
DIVISION OF WOMEN'S AND PROFESSIONAL PROJECTS
The Historical Records Survey: 1937
1734 New York Ave. NW.
Washington, D. C,

VOLUMES AND UNBOUND RECORDS FORM

County Jefferso: State

Name of agency or office Clerk of Court

3 o

Address of office of custody o ri ) ( e, Gretna,

!
i
E
i’
%
4
i
|

Title "Recoivership Order Book,"

Quanti-

Labeling

Discontinued and missing

(S}

Record of filing of petitions, motions inventory, and
Contents copies of court orders and judgments, in liqui

ceiverships; including petition of plaintiff for the

ceiver to the defondant company; order to defendant

receiver should not be appointcd; judgment appoi

such to

oath to

inventory of propert




account, and entering same on the Receivership Order
Contents continued-- Book; order granting petition; affidavit by receiver
befors a notary that final account, as submitted, is true and correct; fin-
al account giving source and amount of receipts, nature and amount of lia-
bilities, names of preferred and ordinary creditors, and percentage which
receiver proposes to pay ordinary creditors in settlement of their claims;
order approving and homologating final account and directing receiver to
distribute funds in the manner proposed; petition of receiver for order dis-
charging him of his responsibility as such, cancelling his bond, and re-
leasing his sureties; order granting petition, Recordings give docket num-
ber, title of case, date of instrument, name of judge, clerk, receiver or
attorney by whom it is signed, and clauses indicating form.

Arrangement Arr, chron, by date recorded.

Indexing No index.

Writing Hdw, and typed.

Size i Lz 1% 2. i Avers 300  pp.ipen: Vol

Location by dates and quantities Clerk's vault, 2nd floor.
J ’

Other information

(For use in Florida). Early imprints
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