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LIBRARY
UNIVERSITY OF KENTUCKY' INDRODUCTION

This manual of instructions, prepared especially for field workers
engaged in the Survey of Federal Archives in Kentucky, under the super-
vision of the Division of Women's and Professional Projects, Works Pro=
gress Administration in Kentucky, is based on more than two years of
actual experience, as this Survey was begun on March 1, 1936.

In its preparation we have been actuated by the almost single desire
to simplify the original manual prepared by Dre Philip M. Hamér, of the
National Archives, Washingbons; De Ce, and National Director of our Survey.
It also embodies the essential facts of more than 200 memorandums issued
by Dre¢ Hamer's editorial staff, during the first sixteen months of the
survey, when it was a federal projects Since September 1, 1937, our
survey has operated as a state-wide projecte

This manual is issued at this time éspecially for the instruction
of the new workers that have been requisitioned for new unitse. We hope
to be able to survey every depository of federal archives in these new
cities at the earliest possible dates, and to make an exhaustive search
for unlisted agenciese

To the new worker, we want to say that this manual has been for us
our daily required reading, and we hope you will study it as carefully
as each of our successful surveyors have done, as it is the backbono of

our worke Whon you understand it thoroughly you will be able to survey

federal archivese : . f,%///’///;zztk"»/\/;~~
)4Z*ﬂ /ﬂié:%ﬂ“/L .;;jjs

John Wilson Towmsend, Stato Suporvisor,
urvey of Fodoral Archives in Kontucky

Louisville, Kontucky
July 7, 1938



DESCRIPTION OF THE

SURVEY OF FEDERAL ARCHIVES

Purpose: The survey of Federal Archives in Kentucky shall be devoted to
the inspection of the records of the agencies of the Federal Government;
wherever located. It will seek to ascertain the exact location, volume and
condition of the storage of Federal Archives, To identify, as to their con=-
tents, and other information which may be of assistance for public and of=-
fical use, and to insure their preservation,

Orgonization: In order to moke o survey of Foderal Archives, o stote=-
wide project, under the Women'!s and Professional division of the Works Prog-
ross Administration in Kentucky, as the official sponsor and the Kentucky

State Historical Society as cooperating sponsor, was established,

Definition of Archives: By archives is meant, the unpublished records

of an agency of the Federal Government, cxecutive, legislative, or judicial,
made in connection with the functions of that ageney. However, any printed
‘matter such as enclosurcs, or separabtc cxhibits, should be included in tho
scrial rcports, Among archivos desired are typed and written rccords, such
as correspondence, memoranda, reports, schedules, questionnaires, dockets,
forms which have been filed in the transaction of business, reference, tabw
ulotion, ond index files, It includes printed maps upon which notations
have been made, photogrophs, photographic plates, motion picture films, and
sound recordingse It also includes circulars, press reloases, bulletins,
when original copy is not on file, "Archives" are records of transactions
of yestorday or a contury ago.

Published Records: The survey is not concerned with published proccede-

ings or rcports, except: to send to the State Director lists of published

volumes or pamphlets which are old and rare., While it is-primarily. in-
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terested in unprinted records, it wishes to procure information regarding
existence of maps and publicotions of the Government of the United States.
This survey is not concerned with the archives of states, counties,
municipalities, private institutions, individuals or faomilies, except inso=
far they are now in the possession of on agency of the Federal Government,

Duties of Field Workers: They shall acquaint themselves with the pro=

codurc ‘o be followed in making o survey of Federal Archives, This knowl-
edge may be gained by studying the forms on which the information rogarding
archives is to be entered, togethor with instructions sot forth in this man-
ual, Conferences sholl be arranged for field workers at which time problems
relating to the work can be discussed,

Regulations: Workers must observe the following regulations:

1, Do not write on archives, even for the purpose of numbering
them,

2, Do not mutilate archivese, Violation of this regulation shall
be grounds for dismissal,

3. Do not remove archives from containers, without permission from
official in chargee.

lie Under no circumstonces are archives to be removed from building.

5 Rearrangement of archives is only permitted upon written au-
thority from the state dircctor, with the approval of the of=
ficer in charge of the agencys

6, Containers having locks or seals are not to be opened without
consent of officer in charge.

7« Contents of an individual document is of no concern to the
workers, therefore no copies of abstracts of documents shall
be made, However, copies of inventories ond finding lists
shall be modes
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8e Smoking by workers is prohibited in rooms where survey is being
conducted, Observe this regulation even when not imposed upon
clerks and custodions,

9« Cooperate with Government Employees or custodians:ef archives,

Completion of Forms: It is very important that the workers have a thor-

ough understonding of the information desired, and that forms be completed
with scrupulous regard for accuracye. Precaution should be taken that all
data collected is, as for as possible, errorless,

Use of Forms: For the purpose of procuring information four forms have
been developed (copies are included in this monual)e In upper left hand

corner enter name of state, city or town in which agency is locateds In

upper right hand corner leave "Report No," blank., "Sheet of shects"

enter "1 of 1", unless addenda sheet is attached, in which case it should
read "1 of 2", On top of addenda sheet a notation should be mades Exomple:
"Report on Agency, Covington, Ky., Nos  sheet 2 of 2 sheets,"
ﬂ2§.5232.2§§§‘ This form shall be submitted for each local office of a
sub=division of a department, or independent agency, Information of subm
divisions of local offices will appear on form 58SA. Where possible, charts
showing the organizotion of the local office should be attached to the re=-
porte Information desired cam be secured by interviewing someone connccted
with the office,
le List name of department, Example: Wor Department, Dopartment
of Troasury, Veterans Administration, Intorstate Commercec Come
missione
2e List nomes of sub=division, procccding from the largest to the
smallest unit, onding with the name of the local offico,.
Example: Burcau of Intornal Revenuc, Aleohal Tax Unit, Dis=

triet Noe 7, District Supervisors This information can bo
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secured from orgonizotion charts, or by questioning government
officialse

%, If you question accuracy of date of estoblishment of local agen=
cy or office, indicate thus: 1830 (7)., If only on approximate
dote is obtainable, indicate thus: Ce 18350,

ly¢ If this information is not reandily obtainable, no research
should be made to procure it,

5. Include all buildings in which archives of the agency are housed,

6. Ascertain whether agency was formerly locabed in other buildings,

7 ond 8, Inquire whether archives have been lost, destroyed or dis=-
posed ofs Procure lists if possible and describe fully.

9., Records considered of no permanent volue,

10, Determine whether any archives are sent to Washington,

11 and 12, List name, title and address of person interviewed, and
official in charge of local ogencys,

13, Note any additional information you consider of value.

WPA Form 56SA. The project suporintendont shall locate buildings in

which Federal Archives are stored, submit a report, ond wherc possiblc at=
tach pictures thorcofs Its purposc is to furnish information as to its
sultability as a safe depository of archives,
1l ond 2, Nome and location of building, Example:
Hurley=--Wright Building
128 South Cherry Stroot.
3 ond ljs Date of orcction, typo of construction, number of floors,
and matorials of which building is constructed.
5, 6 and 7e Obtain ratings from Underwriters Association, and
other information from custodion, or building inspector. If
this is not possible, moke your own cstimatc ond give roasons

F AmO=b



therefors

; Be Precﬁutions %o be noted, are prohibition agoinst smoking, use

of metal containers and clearing desks of loose papers at the

end of the day. Among the protective devices to be noted, ore
outomntic sprinkler systems, hose and fire extinguisherse

9, Note any additional informotion you consider of voluee

WPA Form 57SAe In oddition to the building reports, 2 report on rooms

B RN NSRS

in which archives are located shall be submitted, Describe rooms, and if
possible obtain photographs, showing storage conditionse

? 1 and 2, List name and locetion of buildinge

% %, List room number, or symbol, if any, otherwise indicabte its

location thus: Basement, gouth=west cornere

l;, Indicate whother used as office or storage Irooms

5, 6, 7 end 8. Check conditions which exist as indicated on report,
and describe menaces O impediments.

9, Note additional jnformation you consider of valuee

WPA Form 58SA. The purposo of this form is to obtain an idontificotion.

of the archives in a dopositorys. The quantity of archives does not signify
e serial, the determining factor is how they are filed, In smaller offices,
correspondence, reports, memoranda and othor records, arc uspally filed as
one unit, howover, if filed scparately, a sorial report shall be submittod
for cach sot of files, such as, corrospondence, roforonco, financial, ro=
scarch, and porsonpcl.
1, 2 and 3, List ramo, address, and room number in which scrial,
being roported upon, is locateds
Lis If "agoney or origin" is other then "ggoncy of custody", where
possible, obtain jnformation as to how tho rocords came into
their custody, otherwiso follow instructions given in item 1,

FA=O=7
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report on agenciess As a rule the agencies of origin and cus-

tody are the sames Tpe distinction here is importent and must

be made with great care. If one agency receives material peace=

meal from onother and files it in its own office for its own
use, the receiving agency will be considered as ereating the
archives, and is, accordingly, the agency of origin, Thus, if
the clerk of courts recoivos forms ond photographs from the
Burcau of Naturalization and Immigration and files them, he
thereby mokes them part of the archives of the courtse If a
burcau, office or other subdivision is transferrcd from onc
department to another, it is considored %o be part of its prcos=-
ont department; and its filos, ovon though thoy may go back into
the poriod whon it was anothor department, will bo counted as

the files of the department to which it now bolongs.

5« Follow instructions illustrated in item 2, report on agencicsS.

6 ond Fe  If ogeney of custody is same as agoney of origin, writo

e

10,

in "same", if not write in name of departmont and subdivision
os instructed, in itoms 1 ond 2, rcport on agoncios,

List title of scrial, this information can usually be suppliod
by the persons intorviowod, or from lablos on filing casocs,
packages, or volumcs,

Show inqlusive dates, if certain portions of the serials are
missing, ascertain why.,

The title of a serial is sometimes sufficient to identify it,
if not, the description should be bricf, but sufficicntly clecar,
that onc who has not scen the serial may have an understanding
of the general charactor of its contonts, whether, corrcspond-
onoc, reports, tabulations, charts, maps, or other typcs, When

FA-0-8
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12,

15a

1L
15,

174

18,

19«

7

only form numbers are shown as titles, this information should
be given under item 10, and title listed should be descriptive
of contents of files, It is not the purpose to delve into ine
timate contonts of a file, but investigatioﬁs beyond the more
noning and reasuring of records should be madc,

Indicato, whother "daily", "froquontly", "occassionally",
"rarcly", or "neover",

Indicatc whether "public", "official", or "confidontial",

Show location, if in another room, card or volume indox, di-
mensions, and lincar foobtagce

Chock in squarc, the form in which archives arc maintainecd.
Show approximatcly longth and width of forms indicated above,
Examplo: "M10x12", or "10x16",

Show total lincar fceot of archives of sorial in question,
Linear footage mcans mcasﬁromont of archives from top to
bottom if placed flat onc on top of anothore Do not rcmove
from containcrs for mcasuroment, Example: One drawor of filing

casc, whon full, contains about 2 lincar foct.

Show number and type of containers,
l, Indicate number of drewers, thus: "20 dreawers",
2, Indicate number of cases, thus 3, 6 or 12,
3, Obsolete containers, indicate thus: "L4x9 size",
lis Indicate size of cards, thus: "3x5", or "5x8",
5¢ Indicate whether; open or enclosed, wood or steel,
6 and 7, Indicate size, in width, height and lengthe
8e Indicate any other type of containers,
Check in squarcs, conditions cxistinge

List, nome and title of person supplying informations

T A=O=Q
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If sorial has ony peeulior interest because
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‘WPA Form 55 SA

WORKS PROGRESS ADMINISTRATION
Sl et SURVEY OF FEDERAL ARCHIVES
City or
HoWwnuei: ettt s

RepOTNO:

of. sheets

Report on Agencies

1. Department or office

2. Subdivisions

3. Date of its establishment

4. What administrative reorganizations has it undergone since its establishment?

5. Name and location of buildings it now occupies -

6. Other buildings it has occupied and inclusive dates of occupancy thereof

7. Have any of its archives been lost or destroyed?

8. If so, give information as to cause, date, and extent

. What is its policy with regard to so-called useless papers?.




10. What is its policy as regards the sending of it:

U.S.GOVERNMENT PRINTING OFFICE 16—5167

State

City
Tow:

|
|
(Signed) ... s =3
Project Superintendent.
Date - , 1936

Y



WPA Form 56SA

WORKS PROGRESS ADMINISTRATION
SURVEY OF FEDERAL ARCHIVES

State
guno REPORT ON BUILDINGS

1. Name of building 7
2. Location S

3. Date of construction !
4. Type of construction

5. What is the fire hazard? 5

6. Has the building ever been burned, or damaged in any other manner

7. Tf so, give dates and statement of the extent of damage

8. What precautions are taken against fire and what protective devices against fire have been installed?

9 Gomments - =

1936

Date 2

Project Superintendent.

U.S.GOVERNMENT PRINTING OFFICE 16—5156
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WPA Form 57SA

Stater = —==stsrs
Cityortown

1. Name of building

WORKS PROGRESS ADMINISTRATION
SURVEY OF FEDERAL ARCHIVES

REPORT ON ROOMS

Report:Nos=s—ia
Sheptioe>: =

[

. Address

4. Use of the room

3. Room number

5. Check the following menaces applicable to archives in this room:

(1) Lack of protective devices against fire [ (6) Presence of rodents

(2) Proximity of highly inflammable materials [] (7) Presence of vermin

(3) Other fire hazards

(4) Lack of protection against theft [0 (9) Excessive heat or sunlight

(5) Exposure to moisture

6. Describe other menaces or give details of above menaces

(11) Exposure to direct sunlight []

O

€ O

[0 (8) Presence of dirt, soot, etc. O
]

(10) Disorderliness and careless handling []

7. Check the following impediments to use of archives in this room:

(1) Inaccessible O
(2) Crowded |
(3) Lack of adequate ventilation B

(4) Lack of heat

(5) Inadequate facilities for use of archives []

& Describe any other impediments or give necessary details on above

9. Comments

SIGNED BY

APPROVED BY

U.S.GOVERNMENT PRINTING OFFICE 16—5147

Project Superintendent.

Date

Regional Director.
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town

=

. Name of building

WORKS PROGRESS ADMINISTRATION
~ 'SURVEY OF_ FEDERAL ARCHIVES

REPORT ON SERIALS

3. Room No.

2. Address of building

4. Agency of origin

5. Subdivision

{
6. Agency of custody 7. Subdivision
8. Title of serial
(Give title of serial as entered on label or as indicated by custodian) L}
9. Dates
(Give inclusive dates, and report any gaps that may exist in the serial)
10. Additional description s L
- (Examine records carefully, noting method of organization and noting particularly the type, that is, whether [1
correspondence, reports, tabulations, charts, maps, etc.)

11. How often are they used?

12. For what purpose?

13. Indexes and inventories




14, Check in squares the form in which archives are maintained:

(1) Bound volumes & (5) Covers O 3
(2) Folders O (6) Loose-leaf books O 1 1
(3) Envelopes ] (7) Bundles or paper packages [E] ;
(4) Pockets O (8 Other forms i §
15. Size 16. Volume
(Give dimensions of above) (Give total linear feet of archives)

17. Indicate the number and type of containers in the following blanks:

(1) Filing cases & (2); Transferrcases =0 -0 oot SesRCibNa s S o
(3) Folded document holders (4) Card cabinets .
4
(5) Shelves
(Give brief description)
(6) Wooden boxes |
(Give size also) |
(7) Paper or pasteboard boxes
(Give size also)
(8) Other types |
(Give brief deseription) {
{
18. Check in squares evidences of the following conditions of the archives: !
g
(1) Damaged by fire B (8) Papers dirty or sooty ] :
(2) Damaged by water il (9) Papers torn [ -
(3) Damaged by vermin = (10) Papers scattered E] ‘
(4) Damaged by rodents ] (11) Bindings broken [z !
(5) Damaged by careless handling ] (12) Ink faded ]
(6) Damaged by faulty containers ] {
(7) Paper brittle | (13) Other conditions |

IOSEREEGNs contacted = - caeneme i S e
(List individuals, with their titles, who have supplied information or who could supply information about the archives)

90, Additional informatiohseEs TFor e - e e ":&

___________________________________________________________________________________________ y
¥

SISNEDABY: Sea = S ST : APPROVED BY .
Field workers. Project superintendent.

3
I

¥.S.GOVERNMENT PRINTING OFFICE 16—5000
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FOURTEEN DAYS

A fine of TWO CENTS will be charged for each &

This book may be kept
the book is kept over time.




Call No. 3
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