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THE MANUAL OF THE SURVEY OF HISTORICAL RECORDS

Supplement #1 - Cooperation of Private Organizations

Supervisors and workers are nereby informed that arrangsments ¥
will be made from time to time by which members of historical, patri-
otic, or other organizations will cooperate with the Historical Records
Survey. The Historical Records Survey will accept volunteer services
for two types of woxl Members of organizations with which cooperative
arrangements are made may either assist in gular inventory work

'n

carried on by the Surv: or they may do work supplementary to that
undertaken by the Survey in any particular state or munilty where

the voluntary workers assist in the egular inventory work of the
Survey. They will be expected to follow the same procedure as the
Survey workers, as outlin

184 in the Manual and supplementary instruc-
LilOn S n aaultion, supervisc ke arrangements by which volun-
tary workers carry on inventory work outside the scone of the Surve

in a particular community by using the Survey Forms and returning

them when filled out to the Survey Supervisors.

]
I

SOrs may m

In case Wuoro particular plied with Survey
workers, S‘p 80Trs mey e voluntary workers
inventory hlgahrlcd¢ records in v in therr dicecres
tion, supervisors may accept the tary workers as
acting supervisors in areas in themselves furnish

e ms
1izations should

adequate supervision. Members g
request details as to the manner of = sting in the work in each
individual instance. :
Wnen the Washington office makes cooperative
the National h'?lqlﬂ’tﬁl of particular Orém izatio
visors will be fully informed of the terms ch
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THE MANUAL OF THE SURVEY OF HISTORICAL RECORDS

Supplement #2 - Additional Instructions to Supervisors and Workers

Arrangements with Archivists (Manual, p.6): It is suggested that
State Supervisors establish and maintain close and cordial relations
with historians and other persons interested in history and historical
materials. Historical societies will be able to render valuable aid.
Librarians will also be in a position to assist the Survey in many waysa
The teachers of history, government, law, economics, and other social
studies in the various universities, colleges, normal schools, public
schools, and other educational institutions should be informed of the
purposes and methods of the Survey, and their cooperation solicited.
The names of persons and groups whom the State Supervisor believes to
be interested in the Survey, and who could be helpful in its conduct,
should be brought to the attention of the district supervisor in the
comminity concerned., District supervisors should be instructed to
make whatever use they can of the knowledge and enthusiasm of such per-
sons and groups. They should include in their regular reports full
accounts of their experience in this field of voluntary cooperation,

Training of Workers (Manual, pp. 6-7): The following suggestions
are made in the belief that they may serve as guiding principles.
All workers employed at a particular time in an office or in a local
area should be assembled in one place, preferably in proximity to sam-
ples of the verious types of materials to be listed. They should
first be given a complete oral explanation of the general orogram of
the Survey and of the work they are to do. Questions should then be
solicited, so that the supervisor may discover the extent to which
his presentation has been effective., When it appears that most of
his points are clear to a majority of the workers, the supervisor
should vroceed t0o a demonstration of the menner of doing the various
types of work, When all instructions have been given, it would per-
haps be best to start with a series of bound volumes =nd to ask each
worker to go through the process of filling out the Volumes Form for
2 particular veclume, The supervisor should then proceed to an ex-
planation of the manner of filling out the other HR forms., ZEvery
type of data which workers will be called upon to record in the near
future should be explained in the beginning. Types of inventories which
will not be made for several weeks may be reserved for later explanation,
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When it appears clear that particular workers understand how to do
their work properly, the supervisor may assign them to their res-—
pective duties. For as long a period as is convenient, he shall
remain with them, assisting in and supervising their work.

The Preservationof Records (Manual, pe2 (f)): The information
collected on the fireproof character of buildings in which documents
are stored, the liability to damage by water, etc., will make possible
the adoption of the most up-~to-date measures for the preservation and
care of the valuable records housed in such buildings. The estimates
of the physical volume of rocords and the description of their present
methods of storing, will provide information of value to state legis-
latures in making provision for the proper housing and shelving of
records as their volume increases and their value is more generally
appreciated. The present arrangements for the public use of records
are frequently inadequate. Here again action by the state legislatures
is required. One of the tasks of the Survey is to provide the infor-
mation upon the basis of which these bodies can act wisely. It is the
duty of supervisors to call bad conditions to the attention of the
proper officials.

Historical Records Relating to the Activities of Women: When
records or manuscripts relate particularly to the activities of
women and the conditions under which they have lived, the letters
"W.HE." (Women's History) shall be placed in the box in the upper left-
hand corner of the HR form on which such materials are listed. When
records or manuscripts do not have such a definite character, but
contain some items of significance cnncerning women's activities,
special notations shall be made to this effect on HR Forms in the
following places:

Under !"Other information! on WPA Form 11HR, line 11; WPA Form
12HR, page 2, line 13; WPA Form 14HR, line 10; WPA Form 15HR, line 9; °
WPA Form 16HR, line 8; WPA Form 1SHR, line 10« On WPA Forms 13HR, 17Hr,
and 18HR, use the last few lines at the bottom of the page. Where a
form does not have sufficient space for these special notations, mark on
the bottom of the form itself, "W.H. continued", and attach firmly to
the form a separate page containing the notations. In cases where such
notations are made, it is not necessary to place the letters "W.,H." in the
box.

The Buildings Form, WP4 Form 10HR (Manual, p. 11): Page 2
shall always be firmly attached to page 1. At the top of page 2 insert
above "THE BUILDINGS FORM" the name of state and county.

Whenever it is possible without cost or with the slight cost of
making a print from an existing negative, a photograph of the building
should be attached to the two pages of the Buildings Form.

Ls a direct result of work done by a WPA Historical Inventory
Project in Cleveland, Cuyahoga County, Ohio, interest was created to
such g degree that shelves have been built and files installed by
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county authorities to hold records which had hitherto been allowed

to remain stacked on dust-laden floors. Now that they have been

made easily accessible, a large number 'of persons are consulting them.
The Washington office is interested in photographs showing the con-
dition in which historical materisgl is kepts It is especially interested
in "before! and "after!" photographs whenever conditions are improved

as was the case in Cleveland.

The Volumes Form, WPA Form 12HR (Manual, p.ll): Page 2 shall
always be firmly attached to page 1. At the top of page 2 insert
above "THE VOLUMES FORM" the name of state and county.

The Newspaper Form, WRA Form 14HR (Manual, p.12): District
Supervisors shall check carefully with custodians to see if newspapers
have been inventoried for the Union List of Newspapers. When in doubt
as to whether the inventory was made or was completed, they should
apply to the State Supervisor, who will make inquiry, if necessary, of
the National Supervisor's Office. All newspapers not previously inven—
toried, whether in county courthouses or not, should be included.

Work should be so schedvled as to have the Newspaver Forms filled

out and turned in as soon as possible, as the information is desire

for early publications The space for remarks at the bottom of the

form should contain brief mention of a few such important facts as

the paper's political or social sympathies, the types of news
especially stressed, the type of advertising, etc., This may prove

of the highest importance to the historian seeking a certain kind of
information,

The Maps and Photographs Form, WPA Form 15HR (Manual, pp..12—15):
The space for remarks should be used especially for listing any unusual
or interesting features of maps, such as locations of ancient houses,
taverns, churches, public buildings, which have long since disappeared,
also old turnpike roads, trails, canals, railroads and other trans-
portation features. These data are often of the utmost interest to
local historians or students of special subjects. Some depositories may
be found to contain large collections of o0ld gazetteers and almanacs.
These are often full of statistical and descriptive material of the
highest value, not to be found elsewhere or in such concentrated form,
about communities, institutions, ecclesiastical and social organizations,
schools, libraries, local industries, taverns, roads and turnpikes,
travel, distances, ete, Special attention should be given to this
type of material, which is fascinating and useful to loeal historions
and to social historiasns. It is sometimes found associated with maps
and atlases or similar material of a descriotive nature. With respect
to photographs, it is suggested that those of interest to the social
historian be given special attention - particularly those showing
period architecture, customs, costumes, transportation, industry.

Indexing: In the lines of various HR forms where references are
made to "indexing!'", information should be given as to (a) whether
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there is an index, and if so, (b) what sort of an index, (e)
whether the index covers the total amount of material, (d)
whether it is attached to the material, included in the package,
box, or file, or separated from it.

Filing System (Manual, p. 7): The State Suvervisors shall
use their discretion as to the filing system used in districts and
statess The important thing is to arrange the filled out HR forms
by counties, the counties being arranged alphabeticallys Separate
units of government within counties should follow the county in
alphabetical order. Within a county or other unit whose filledwout
forms constitute a separate file, the agencies of government and the
records of each agency should be arranged according to some systems
The system to be used is left to the discretion of State Supervisorss

_ ebdledlz il e e,

Acceptance of Gifts of Papers: It is not the policy of the
Historical Records Survey to Purchase or acquire by gift original ;
historical manuscripts, pavers, books, or other historic materials i
Supervisors and workers are not to solicit material, but if any
material is presented to a supervisor or worker, it must be forwarded
to the Washington office of the Historical Records Survey to be de-
posited in the Library of Congress or some other appropriate public
institution.
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1. DESCRIPTION AND PURPOSE OF THE HISTORICAL RECORDS SURVEY ? JUE o

A new project to be known as the Survey of State and Local “5";‘-7“
Historical Records (0.P.65-1703), or by short title, as the Historical ;
Records Survey, has been set up ds part of the Federal Writers! Program,
which in turn operates as a section of W.P.A. Snmonsored Federal Project
No. 1« The following description and instructions anvly specifically to
‘the Historical Records Survey.

Description of Survey: The Historical Records Survey will be devoted to
the discovery, preservation and meking accessible of the basic materials
for research in the history of our country. The main tasks will be:

(2) To collect information on the existence and general character
of collections of historical materials throughout the country.
This work will not involve the listing of any individual
items in such collections. The information will be utilized
by the Survey in the preparation of a Guide to Historical
Collections.

(b) To secure copies of the catalogues or indexes of such col-
lections of historical materials which have already been
prepared, for deposit in the Library of Congress and perhaps
in other centers of research. This will assist in the work
of preparlné a Union List of such historical materialse

(c) To collect and edit the inventories which have already been
prepared of the records of state, county, municipal, and
other local governments in the forty-eight states.

(d) To make inventories of the records of such governments where
adequate inventories have not already been made.

(e) From the two groups of inventories mentioned in (c) and (d)
the Survey will prepare a master inventory of the public
records of state and local governments. Such master inven—
tory will be deposited with the appropriate agency or
agencies of the Federal Government. One or more copies
of the inventory of the public records in each county will
be deposited in the county, and one or more copies of the
inventory of the public records in each state and its
subdivisions will be deposited in the state.

(£) With a view to the provision of tetter measures for the
preservation and accessibility of nublic records and other
historical materials the Survey will collect and make
available information concerning the present housing and
care of such records and the accommodations for persons who
may wish to consult them.
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(g) In a limited number of special cases, individual items
in public records or collections of historical materials
may be listed or copied. Such work will not be undertaken
as a matter of routine; the two Special Forms included in
this Manual for such work are to be filled eut only when
special instructions to that effect are issued.

The Branch of Historic Sites and Buildings of the National
Park Service, which has recently been authorized to undertake an
extensive historical program involving the use of state and local
government records throughout the country, shall become the custodian
of the inventories of archives collected by the Survey after they
have been edited by the National Supervisor and his associates in
Washington,

ITI. ADMINISTRATIVE AND FIELD SET-UP

The Survey of Historical Records, like other Writers!'
Projects, will operate with and through the field organization of
the WeP.Ae At all times the supsrvisory and field personnel of the
Survey of Historical Records will be responsible in its administra-
tion to WePsA. authority. (Like the American Guide, it will be
national in scope, and will be subject to the regulations and exemp-
tions provided for in Supplement #1 to W.P.A. Bulletin #29 ~ W.P.A. |
Sponsored Federal Project #1, Section 11, Pages 18 and 19. The Survey
of Historical Records will be designated by the work symbol 1885-5) .

The National Supervisor 'DBr. Luther H., Bvans, Associate Director of
of the Survey: Writers! Projects, will be the National Super-
visor in charge of the project for the Survey
of State and Local Historical Records. He
will be directly responsible to the Director of Federal Writers! Projects,
but all matters pertaining to this Survey should be referred to the
National Supervisor of the Survey.

The State Director of The State Director of Federal Writers! Projects {

the Survey: (unless other arrangements are made by the Federal '
Director of the Writers! Program) will be

designated as State Supervisor of the Survey of Historical Records and

will be resnonsible for all the work done on this Survey.

Ass't. State Supervisor: In most states an assistant to the State
Director will be appointed whose sole duties
will be to devote himself to the Survey of
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Historical Records. He will be responsible to the State Director of
Federal Writers! Projects.

Local Survey Supervisors: The local project units in each state for
the Survey of Historical Records will
correspond, in the main, to the local pro- r
Ject units of other Writers'! Projects. They will be supervised by the
existing Writers' Projects supervisors, unless special arrangements
for additional supervision have been made by the Federal Director of
the Writers! Program.

Classes of Workers The Survey of Historical Records is primarily in-
to be Employed: tended to give employment to the following classes
of unemployed workers:

(a) Professional workers, which will include journalists,
historians, and librarians.

(b) Skilled workers, including research students, library
and documentary research workers and assistants to
professional workers in their respective fields.

(c) Intermediate workers, which will include less experienced
persons in the above fields as well as clerical
and stenographic workers.

The National Supervisor shall assign to each state a
quota of workers to be employed exclusively on the Historical Records
Survey. The quota will be in addition to the guotas previcusly assigned
for work on Federal Writers' Projects. An additional allotment of funds
to meet the costs of this work will be sent to each state.

Survey State Office: The State Office of the Survey of Historical
Records will be situated in the same office
as the other Writers! Projects unless special

arrangements are made for the maintenance of separate offices. In

the State' Office all the information and material gathered through-
out the state will be coordinated.

Survey Local Office: The local offices of the Survey are to be
situated in the offices of the other Writers!
Projects unless special arrangements are made

for separate housing and maintenance.
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III. WCRK PROCEDURE |

Categories of Historical The historical records with which
Material: this Survey 1s concerned consists

almost entirely of two large groups:
government archives and historical manuscripts.

Government Archives - are the papers which were once the
basis of the transaction of Govern-
ment business. They include formal

documents such as ordinances, contracts, letters to and

from officials, books used in government business, maps,

photographs, paintings, newspapers, etc., which consti- i

tute a part of the records of the office or agency. The

Archives of the Government of the United States are not

to be included in this Survey.

Historical Manuscripts - are the business or private
papers of an individual, a busi-
ness or a group. They are of

many kinds, and, frequently, of importance in public af-

fairs.

The distinction between archives and historical manuscripts
ig not always clear. Many items might be considered in either cate-
gory or in both. Mere physical possession is not always a safe guide.
Workers should assume that materials found in government offices are
archives, but it is not always safe to assume that manuscript collec—
tions contain no archives. Where documents found in manuscript col-
lections are clearly government records, an indication should be made
of this fact. No attempt will be made to transfer such materials.

It is desirable to know their location, however, in order that copies
may be made by the interested government agency if it finds such a
course desirable.

First Step in Organization The first duty of the State Supervisor, or

of Survey: the special assistant, is to obtain a com-
plete list of depositories of public records
and historical manuscripts. This will in-

clude:

State government buildings (State capitol, etc.)

County buildings (Court Houses, etc.)

Municipal buildings (City Hall)

Historical and Pioneer Societies

University or other libraries containing manuscripts of
historical value

Privately owned collections
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Tach supervisor of a local project unit, or the special
assistant in charge, should similarly list all these sources for
his territory and send a copy of such lists to the State Office,
It can advise him of any sources of information in his territory
that he failed to list, and similarly complete its own list with
sources given by the local project unit supervisor not in the state I
JEsh.

The manner in which information from these various sources
is to be gathered and presented is covered by the inventory forms
given attached to this manual.

Arrangements with ‘The State Director and each local project

Archivists: unit supervisor will then contact the
archivists and custodians in charge of

the historical records and archives and make arrangements with

them for their cooperation with the project workers and the pre-

paration of the inventories.

The Order of Survey In general, the various tasks will be under- f
‘Work: taken in the order given on page 2 above. *

It should be practically certain that the
general tasks can be completed in the time and with the workers avail-
able, before more detailed tasks are undertaken. Also, records in gov-
ernment offices, libraries, historical societies, and other semi-public
institutions should be described or inventoried before attention is
turned to privately-owned collections of historical materials,

Research Fditor: In the State Office and each project office one
person of the office staff shall be ‘designated
as Research Editor. His duties are to compile

lists of sources and types of material to be covered in this Survey,

and control the assignments and work out a method of checking, for
accuracy.

Field Assignments to All field assignments should be made in pairs,
Workers: two workers on each job, one obtaining the

data and the other msking the record. A.
record of field assignments shall be kept in the office and carefully

checked.,

Training of Workers: Before workers are assigned to any institution
it will be the duty of each local unit supervisor

or a special assistant to make clear to them the
objectives of the Survey and instruct them in the method of making the
inventory. It is suggested that all the workers to be sent out for
field investigation should be gathered into a group and the Forms ex-
plained to them in full defail, They should then be encouraged to ask
questions. on procedure that is not clear to them.
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When workers are given their first field assignment, they
shall be accompanied by a supervisor, who is to train them in filling
out the forms as well as the handling of historical material. i

After the workers have been out in the field for a few - -
days, they should again be assembled to discuss special difficulties
encountered in the actual gathering of data. f

NOTE: Special supplementary instructions will be issued !
in the near future by the Associate Director in
charge of the Survey, covering in detail the organ-
ization of material, etc.

Filing System: After the forms have been filled in, in pencil,; by
the field workers, they should be placed in a file
to be known as the Workers File. : ‘

The name of the worker should appear at the top of
each single form filled out by him or her,

These forms shall be checked for accuracy by the
Research Editor and his assistants. After they have been checked they
shall be typed in five (5) copies. The original shall be sent immediately
to the National Supervisor in Washington; two copies shall be filed by
counties, to be known as the County Files. At the completion of the
Survey, one of these County Files will be turned over to the County where
the Survey has been made. A third copy shall be filed by topics, and
shall be known as the Topics File. And the final copy shall be filed by
forms, and shall be known as the Forms File. The original workers copy
shall be returned to the Workers File and be kept intact for future refer-
ence.

Accuracy: The accuracy of the work is the most essential feature of the
Survey. Great precaution should be taken that all data col-
lected will, as far as possible, be errorless. The greatest

probability of error will appear when dates and other information are

taken down, whether on scratch pads or on the forms. The two workers
assigned to any inventory task should check each form after it has been
filled out. When doubt about a date or a fact exists, such doubts

should be indicated by a question mark, thus (7).




7990
-HBJ-.

Reports: Tocal project unit supervisors shall report weekly to the
State Supervisor on progress. State Supervisors may, if
they find it more convenient, change these to bi~weekly

reports. i

After the Survey has been in operation for a month or six
weeks, the local project unit supervisors should be prepared to pre-
sent a comprehensive report on the work accomplished as well as the
plan of work for the succeeding months.

§ggggg§: In addition to the list of archivists, librarians, and cus-
todians mentioned above (See Work Procedure), each super-
visor or Research Tditor should contact historians and other
persons interested in historical materials, and invite their sugges-
tions and cooperation. Such persons may be able to verify data, where
doubt exists, and direct supervisors to materials of historical value. l
|
|

National Archives Survey: The National Archives 1s conducting a sur-

vey of Federal government records located
outside the District of Columbia. The State J
Supervisor and his project supervisors should obtain the names of those
in charge of this National Archives Survey and make whatever arrangements
may be necessary for cooperation between the two projects.

‘

In some instances questions may arise concerning whose duty
it is to list particular groups of records. In such cases the National
Archives representative conccrned should be consulted and an agreement
reached,

IV. SPECIAL RULES TO BE OBSERVED.

The following rules are to be observed in the conduct of the
Survey. The State Supervisor may issue to his local project units ad-
ditional rules to guide their conduct in handling historical and archive
material.

Rule 1 - Documents

The Survey does not contemplats the removal of public records
or histerical manuscripts from their present location. Worizer:s on this
Survey will not transfer any document, photcgrayh, map, etc., from any
place where it is now deposited to any other place, except in accordance
with special instructions issued to carry out a program of the custodian
for rearranging or changing the location of records.

Rule 2 -~ Publicity

Under no circumstance shall any field workers or local projéct
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unit supervisors give publicity to any materials which they may dis-

cover, nor shall they spread information which might receive publici-
ty. When an item of unusual importance is discovered it should be
brought to the attention of - the State Supervisor, giving the circum-
stances of its discovery. The State Supsrvisor will usc his discretion i
in making it public. He shall cooperate with WPA Public Relations of-

ficials in matters of publicity.

Rule 3 - Custodians i

The local project unit supervisor will be responsible for f
arrangements with custodians as to the work to be done, the number of
workers to be accommodated and the privileges to be accorded them.
If any difficulty arises between the workers and custodians, or a
change in arrangements is necessary, the problem should be referred
back to the local project unit supervisor and the workers temporarily
recalled until an adjustment can bc made. 1

Rule 4 - Rules for Field Workers

Bach local project unit supervisor should instruct field
workers on any given assignment that under no circumstances will they
be permitted to do the following, without the general or specific
authorization of custodians: ‘

a) Write on papers or documents, even for the purpose of |
numbering them. \

©) Remove materisls from their filing location in which
they are found.

m

¢) Break seals on any sealed package or other container
of documents or manuscripts.
d) Rearrange bound or unbound materials.
e) Remove folders of manuscript material from file cases
or other containers.
f) Open boxes or other containers whieh are loeked or {
nailed up.
I
g) Copy or abstract any paper or document.
1

h) Attempt to repair documents, papers, containers,
shelves, etc.

i) Smoking by workers and supervisors in rooms where work
is being conducted and in rooms econtaining documents.
is absolutely forbidden. This rule is to be observed
by workers even where custodians or clerks violate it.
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J) Under no circumstances should workers undertalke work i
in damp rooms, or improperly lighted or improperly ; g
heated or ventilated places, or in places where injur-
ious dust is abundant, without taking the necessary
health precautions.

Rule 5 - Physical Labor

Where, in the course of work, the field workers have to 1ift |
heavy packages, untie and tie heavy bundles, or do any other work in- f
volving heavy physical labor, arrangements should be made with the |
custodian for the assistance of a janitor. Where such assistance is
not available, the local project unit supervisor shall arrange for the
assignment of a manual laborer to the project for such work.

NOTE: In addition to the above rules each State Super-
visor may add such rules to guide his workers '
as the local situation may require.

V. INVENTORY FORMS

Most of the data to be collected by the Historial Records Sur-—
vey will be placed on inventory forms to be supplféd to workers. Workers
should fill out these forms in pencil, except where the information is : ‘
first collected on scratch pads and then assembled outside the document '
rooms. The use of scratch pads will depend in part on whether the records
are in proper order.

The general procedure in making an inventory will be as follows.
Workers .shall bezinm with the most important room in which are kept the
records of an agency or department of government, or a subdivision or
bureau thereof. The current or recent records will be listed first.
These are usually in the best order, and from handling them workers will
become familiar with the records of the agency or bureaun. The inventory
work should begin on a particular wall or group of shelves, and every
volume, file box, bundle, or other container should be listed as it is
handlied the first time. Extreme care will be neeessary to insure that
no materials are overlooked.

From this room workers should go to the room in which the
oldest records of the office are kept. The same procedure should be ,
followed there. The other rooms should then be covered. :

There an Inventory Form does mnot have sufficient space for
an entry, an indication should be made on the Form itself that the
entry is "continued." An additional page or pages of blank paper,
or additional copies of the same Form, should be attached. If blank
paper is used, the name and number of the Form should be given, .and
ths data shonld be ‘recorded under numbers corresponding to those ap-
pearing on the Form. :
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The name of the worker must appear on each Form. ‘The space
at the top of the page may be used for this purpose.

Ten inventory forms will be used in the Survey. The forms
are as follows: (1) WPA Form 10HR, the Building Form, in two pages,
which requests a large amount of data on the buildings and rooms in
which documents are kept: (2) WPA Form 11 HR, the Printed Records
Form; (3) WPA Form 12 HR, the Volumes Form; (4) WPA Form 13 HR, the
Unbound Records Form; (5) WPA Form 14 HR, the Newspaper Form: (6)
WPA Form 15 HR, the Maps and Photographs Form; (7) WPA Form 16 HR,
the Paintings and Statuary Form; (8) WPA Form 17 HR, the Manuscript
Collection Form; (9) WPA Form 18 HR, Individual Record, and (10)
WPA Form 19 HR, Individual Manuscript.

These forms are attached at the back of the Manual. They are
largely self-explanatory, but attention is drawn to the following points:

WPA Form 10 HR - The Buildings Form: Page 1 of this form is to be
filled out for each building.
Page 2 for each room or vault.

("Bureau" as used in this and other Forms means a division, branch,

or other organization within the department or agency of the govern-
ment. By "agency" or "department" is meant the larger organization

of which the bureau is a part.)

WPA _Form 11,HR - The Printed Reeords Form: (a) Where the printed
; records include year books,
directories, and annual re-
ports and these are not in complete sets, it will be necessary to list
them again in filling out Form 3 - The Volumes Form, for the set of
which they are a part.

(b) Line 3 of the Printed Records Form should be filled out
after the following method: 1910~1923, 14 Vols. Lettered A-C, then
numbered 4~14. It is very important to know whether the volumes have
an index, individually or for the set, and whether the index is inside
one or more volumes or in a separate volume. (Line 7+)

WPA Form 12 HR - The Volumes Form: (a) This form is to be used for all
bound or loose-leaf wvolumes, includ-
ing printed records which are part

but not all of a set.

h
(b) Newspaper clippings, letters and miscellaneous material
kept in volumes should be listed on this form. Where cumulative mate-
rial is kept in boxes, later to be collected into a volume, it should
e listed on the Volumes Form, rather than on Form 4 - The Unbound

.Records Form,

WEPA Form 13 HR - The Unbound Records Form; The treatment of this mate-
: rial is the same as that of

Form 3 - The Volumes Form.
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WPA Form 14 HR - The Newspaper Form: This form is to be used for
newspapers, whether bound or un-
bound. There is now nearing com—

pletion an undertaking known as the Union List of Newspapers. In prac-

tically all states the work for this Union Liist has been completed
except for newspaper material in county courthouses.

The Newspaper Form should therefore only be used for records
of newspaper files.in county courthouses until further instructions
are issued.

In listing newspapers the following instructions should be
followed:

a) Only one newspaper should be listed on a form.
b) The exact name and place of publication and the fre-

quency of the paper's publication should be indicated,
using the following symbols:

d daily bw every two weeks
w weekly tw three times a week
sw twice a week iy jrresilan

c¢) The following symbols should be used for monthss:

Ja January May May S September
F February June June 0 October
Mr March July July N November
Swp Apzil Ag August D December

d) Church, labor, trade or house publications, although
not included in the Union List of Newspapers, should
be listed on our forms.

4

WPA Form 15 HR - The Maps and Photographs Form: This form is for the
listing oft (1) Meps;
(2) Thotographs, Photo=~

graphic Negatives; (3) Films.

(1) Maps - The listing of maps requires special attention.
The following information, or as much of it as obtainable should be
given: (a) Date or dates (all dates which appear on the map); (b) Name
of the area {i.e., United States, or Alabama, or Washington County, or
Franklin Township, or Manhattan Island); (c) Type of map (physical,
" political, historical, hydrographic, ethnic, communications, geological,
economic, military, ete.); (d) Title of map (if it has none, copy the
dedication; or insert in "title of subject!" space, in parentheses, what
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you think the map was made to show); (e) Author; (f) Engraver or printer;

(g) Publisher; (h) Place published; (i) Description (colored or blask—and-

white; manuscript, printed, photostat, blueprint, or other facsimile}

mounted or unmounted); (j) Relief (showing hills,. heights, depths, etc.); !

(k) Scale (as indicated on mep, either in figures, say 1:62,500 or €5l555

or in words, recorded in the form 1 inch equals . . . miles, or other
unit of length; if there is no easily ascertained scale, or if the item
is a manuscript map, give size, width by height, inside the lines which
frame the map); (1) Number of the map (if a sheet in a set, etc.):

(m) Number of sheets (if more than one); (n) Whether duplicates are
present (and how many); (o) Any printing, initials, signatures, or other
writing not listed above (do not fail to look on the back of the map).

Types of Maps

1. A physical map shows elevation of land by contour lines,
shading, hachures, or layer tints.

2. A political map contains the boundaries of administrative
and political divisions of a country, State, or sovereignty
(e.g., a map of Alabama showing counties and townships).

3+ An historical map portrays or describes events of past time.

4, A hydrographic map (or chart) is prepared for the use of f
navigators and shows water depths, shoals, rocks, soundings
along ocean coasts, lake coasts, channels, harbors, etc.

5. An ethnic map shows distribution of races and peoples, race
migrations, languages, etc.

6. A communications rap shows railways, roads, telegraph lines,
steamship routes, canals, navigable rivers, airlines, etc.

7. A geological map shows the distribution and sometimes the
structure of rock formations, their geological ages, etc.;
maps showing unconsolidated rocks like glacial formations, |
river deposits, dune sand, beach sand, soils, etc., are also
geological maps.

8. An economic map shows economic regions, natural resources,
exports and imports, agriculture, manufactures.

9. A military map may show trocp movements, fortifications,
campaigns, battlefields, etc.

10. A land tenure map gives data on the change of title to a

tract of real estate,
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It is frequently true that the title of the map will centain
much of the information listed under seweral of the headings given
above. In this case there is no need to repeat the inform tion.

Much of the requested data may have to be placed under "other infor-
mation'". The title should be placed there if it is lnnger than one
i e

The title of the map should be copied in quotation marks.
Omissions of unimportant werds may be made by indicating with three
dots (periods with one space betweern). Any punctuation preceding the
omisgsion should be given before the three dots. All titles in foreign
languages should be copied exactly and without omissions. Care should
be exercised to copy all spelling and capitalization exactly, even
when it contains obvious mistakes.

Cerrespondence files and miscellaneous papers and documents ,
should be glanced through for manuscript maps. Maps printed in news-
paper clippings should be listed, with as full reference as possible y
to the newsparer. Mans in published books or revorts are not to be ‘

listed, unless such books or reports are rare. }

Atlases should be listed by author, title, publisher, date }
and place of publication, and number of plates. The maps in atlases -
should not be listed #mdividually.

Mavs issued by agencies of the Federal Government are not
iel annotations.

(2) Photographs —~ The date, number, general character, and
subject-matter of each group of photographs should be given. The
photographer's name should be given when it is known. C1ld photographs of
a town or city, imvortant wublic or business buildings, historic sites,
or important events, should be noted individuwally. Discretion must be
used in inventorying photographs, since they wiil be found in large numbers.
In case the date or subject-matter of old rhotographs cannot be dis-—
covered from available information, it is advised that custodians or
old residents be consulted.

Besides photographs in government buildings and manuscript
collections, it is expected that occasionally vrivate vhotogravh
collections will be discovered. Ingquiry should be made concerning
them. Photographers frequently keep large collections of photographs
of local residents. The Research Editor should investigate the his-
torical value of such collections before they are listed. ;
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(3) Pilms = In listing films, the width of the roll should
be given in millimeters (usually 16 or 35 mm.) and the length in feet.

The subject matter, the date of exposure, the condition
of the film and the name of the'person who made the exposure, if known,
should be recorded.

YPA Form 16HR - The Paintings and Statuary Form: The main purpose of
this form is the lisgt-
ing of portraits and

portrait busts on display in public buildings. In the supervisor's

discretion, however, collections of paintings, etchings, etc., may be
inventoried, and statues in public places may be listed. The guiding
principle should be the historical value attaching to such materials.

The date of a statue is the date of its unveiling.

WPA Form 17HR - The Manuscript Collection Form; The local project unit
* supervisor will have to

: list places where such
manuscript collections are available and issue special instructions on
the care and manner of making an inventory of them.

Under "analysis“of contents of collections", the general
character of the collection's contents should bte given and the sub-

Jects concerning which the collection contains information.

Special Forms, WPA Forms 18HR and 19HR: These forms are to be uged only

upon speiial instructions.

WPA Form 18HR, The Individual Record Form, is for the listing .
of individual items in public records, such as an isdividual deed, will,
birth certificate, or other document. '

WPA Form 19FR, The Individual Manuscript Form, is for the list~

" ing of individual letters or other papers in a mamuscript collection,

Diaries wherever fouund should be placed on this forimn, In counting pages:
of manuscript, count each side of the paper on which writing appears.
In indicating size (line 4), the folleowing cymbols may be used:

fo — folio (very larees)

40 ~ guarto (2bout 9% Hy 12 inches)
80 ~ octavo (about 6 by 9% inches)
120 ~ duodecimo (about 5 by 7% inches)

The symbols to be used in line 9 require explanation.. T E
a letter s written in the author's own hand, and signed by him, the
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letters A.L.S. (autograph letter signed)should be used. If the
letter is written by someone else, but signed in the author's own
hend, the letters L.S. (letter signed) should be used. If the
author wrote the letter but failed to sign it, use the letters
A.L. (autograph letter). The same principle applies to documents
(D.) and drafts (Df.)

Care must be exercised in placing this information on
the forms. It should be given only when there is no doubt about
the author's handwriting or signature. It is hetter to have no in-
formation under this heading than to have information which is in-
correct.

As manuscripts are being examined for the first time, a
separate form should be made for any item which is judged to be
worthy of copying. These forms should bear a notation "to be copiedl,
and should be kept separate. They should be given to the supervisor.
He will use them as ' basis for whatever copying it may be deemed
desirable to underteke. Arrangements for copying, if any, will be
made with the custodian by the local unit project supervisor.

Information Not to be Certain types of information collected
Listed on Inventory Forms: by the Survey are not to be recorded on

inventory forms. When copies of cata-
logues of manuscript collections or government archives are obtained,
these should be submitted to the local unit project supervisor in.
the form in which they are aveilable. If copies are not available,
the form in which they shall be made will be decided by the local
project unit supervisor. Tliey may be typed on regular typewriter-
size sheets, or photographed, or placed on cards, depending on the
nature and size of the catalogue, The same applies to catalogues of
maps, and to indices of filing systems.




WPA Form 10HR Cont'd

THE BUILDINGS FORM

Page 2 of 2 pages

pe of building:

oom or vault number and location:

hort title or abbreviation of room or vault, if any:

ureaus having records in this room or vault:

(Approximate size of room or vault) .(number and approximate size of doors & windows)

(Material, and general condition of floor, ceiling, and walle)

(Ventilation, atmospheric conditions -~ temperature, dust, soot, dampness, ete.)

(Linear feet of shelving) (1ocation of shelving in the room or vault)

(how shelving is constructed - material, etc.)

(Linear feet of (a) bound volumes; (b) unbound materials-depth of file boxes, etc.;

(c) newspapers; (d4) miscellaneous)

(Condition of crowding, room for expansion with and without new shelving)

(Lighting - type, whether good or poor)

(Accommodations for users — amount and character of space and equipmeﬁt)

—G@proximate percentage of the bureau's records are in this room or veault)

(Custodian's estimate of additional space and equipment necessary for the proper
housing of the records in this room or vault)




Name of State

- WORKS PROGRESS ADMINISTRATION
SURVEY OF STATE AND LOCAL HISTORICAL RECORDS 1936
HISTORICAL RECORDS SURVEY

THE PRINTED RECORDS FORM

lezve this space blank)

WPA Form 11HR

ounty: City or town:

gency or department:

ureau

itle of set of records in which publication appears (if

any) s

itle of publication:

H‘ates, total volumes, and volume numbering or lettering:

issing volumes, by numbers and dates:

erage number of pages per volume:

farage height, width, and thickness of volumes:

ndexings

ndition of printing, paper, binding:

Location by dates and volume numbers:

Hajor subjects covered:

—.

Other information:




eave this space blank

WORKS PROGRESS ADMINISTRATION WPA Form 12HR
SURVEY OF STATE AND LOCAL HISTORICAL RECORDS 1936

HISTORIGCAL RECORDS SURVEY
Name of State Page 1 of 2 pages

THE VOLUMES FORM

jounty

City or town:

CEAVR

ncy or department:

ﬁxact title:s

(Indicate variations of title, if any)

ates, total volumes, and volume numbering or lettering by years:

flssing volumes, by numbers and dates:

ct description of contents; summary of forms used; and general remarkss

Ndexings

ature of

recording by years:

(Handwritten, typescript, print, photostat, etc.)

Lﬁinding:

leather ( ), cloth ( ), peper ( ): Condition is: excellent ( ),

good ( ), fair ( ), poor ( ), very poor ( )

Condition

00ndition

of writing: excellent ( ), good ( ), faded ( ), illegible ( )

of paper: excellent ( ), good ( ), poor ( ), very poor ( )




WPA Form 12HR Cont'd
THE VOLUMES FORM

Page 2 of 2 pages

—
e

i8izes

(Height, width, and thickness, and average number of pages, by uniform groups)

location by dates and volume numbers:

(Buildings and rooms or vaults)

Subtitle divisions by dates and volume numbers:

0ther information:




WORKS PROGRESS ADMINISTRATION WPA Form 13HR
SURVEY OF STATE AND LOCAL HISTORICAL RECORDS 1936
HISTORICAL RECORDS SURVEY

Name of State

THE UNBOUND HECORDS FORM

(1eave this space blank)

‘Gounty: City or town:

figency or department:

Bureaus

Exact title, if any:

i Dates, total numbers, numbering and lettering (vy years) of file boxes, bundles,etc.:

iDates of obvious gaps:

§izes of file boxes, bundles, etc., by uniform groups:

i Iypes of records included;

‘Indexing:

ilondition of writing, paper, and containers:

ilocation by dates and numbers of file boxes, etc.:
; (Buildings end rooms or veults)




WORKS PROGRESS ADMINISTRATION WPA Forin 14HR
SURVEY OF STATE AND LOCAL HISTORICAL RECCRDS 1936

HISTORICAL RECORDS SURVEY

Name of State

THE NEWSPAPER FORM

City or Towm:

Weency or department:

fureaais

jeme of other owner, if any:

feme of building:
(Street address)

(Neme of paper) (place of publication)

| (Frequency of publication) (dates of publication)

lates covered by holdings of the above:!

Dates for which bound:

Dates for which unbound but arranged:

jDates for which loose?

Hlerged with or succeeded by: Date:

‘Successor to:? Date:

! location, by years:

(Room and vault nemes or numbers)

i0ther information:




WORKS PROGRESS ADMINISTRATION
SURVEY OF STATE AND LOCAL HISTORICAL RECORDS 1936

HISTORICAL RECORDS SURVEY

WPA Form 15HR

Name of State

| TEE MAPS AND PHOTOGRAPHS FORM
{[eave this space blank)

City or townm:

: gency or department:

Bureau s

bne of other owner, if any:

e of building:

(Street address)

tem or items:

(Msp or maps, photographs, etc.)
irea. covered, title, or subject:

(Number of items or pages) (date or dates) (size or sizes)

Indicate by an x whether: printed ( ), engraved ( ), black-and—white ( ),

colored ( ), blue-print ( ), photostat ( ), mounted ( ), framed ( ),

relief (), shaded ( )

Blf map, also indicate:

(Scale) (type of mep - physical, political, etec.)

(Condition of writing or other work) (of paper, film, etc.)

(Artist, author, etc.) (publisher or engraver, if any) (place of publication)
;:hcation:

(Rooms and vaults)

$0ther information:




SURVEY OF STATE AND LOCAL HISTORICAL RECORDS 1936
HISTORICAL RECORDS SURVEY

Name of State

THE PAINTINGS AND STATUARY FORM

WORKS PROGRESS ADMINISTRATION WPA Form 16HR

City or town:

(Street address)

tem or items:

(Paintings, etchings, drawings, statues, etc.)

[itle or subject:

(Number of items) (date or dates) (size or sizes)

[ndicate by an x whether: oil ( ), watercolor ( ), engraved ( ), erayon ( ),

pen-and-ink ( ), photostat ( ), mounted ( ), framed ( ),

marble ( ), bronze ( )

fondition of work:

rtiste

(Publisher or engraver) (place of publication)

Wlocationt
‘ (Rooms and vaults, corridors, parks, etc.)

}0ther information:




WORKS PROGRESS ADMINISTRATION WPA Form 17HR
SURVEY OF STATE AND LOCAL HISTORICAL RECORDS 1936
HISTORICAL RECORDS SURVEY

Name of State

THE MANUSCRIPT COLLECTION FORM

City or town:

lNlame of owner or holders:

Plame of buildings

(Street address)

:ihme of collection:
Binclusive dates, total numbers, numbering and lettering (by year) of volumes,

files, bundles, etec.:?

Wiissing material, by numbers and dates:

Sizes

(Approximate gize of volumes. files, boxes, bundles, etc., by uniform groups)

i‘Location by dates and units (volumes, etc.):
1 (Room or vault names or numbers)

¥ fistory of the collection:

0l \nslysis of the contents of the collection:




WORKS PROGRESS ADMINISTRATION WPA Form 18HR
SURVEY OF STATE AND LOCAL HISTORICAL RECORDS 1936
HISTORICAL RECORDS SURVEY

Name of State

THE INDIVIDUAL RECORD FORM

f{leave this space blank)

| County: City or town:

¥ igency or department:

W Bureau.:

¥ Yane of building:
' (Street address)

M Room or vault name or mumbers:

| Name of item:

M Title of record in which it appears:

';Volume and page, file number, or other exact reference:

¥ Date or dates:

] Quantity of item:
‘ (Number of pages, etc.)

§ Nature of recording:

¥ Condition of writing, paper, binding:

‘*Summary or description of the item:




(—* WORKS PROGRESS ADMINISTRATION WPA Form 19HR
SURVEY OF STATE AND ILOCAL HISTORICAL RECORDS 1936
HISTORICAL HECCRDS SURVEY

Name of State

THE INDIVIDUAL MANUSCRIPT FORM

¥ [Leave this space blank

il

3 County e City or town:

Name of owner or holder:

|

.}Name of building:

1 (Street address)

Date or inclusive dates:

¥ Prom: To
‘ (Author) (addressee)

8 fritten from:

(Place of origin)

i Yunber of pages: Size of pages_

Summary of contents, or general description:

Name of collection and volume and page, or other exact reference:

|
) Room or vault name or numbers

, Nature of recording:

(Handwritten, typescript, or other)

§l Symbol as to authorship, signature, etc.:

7

(See instructions: A.L.S., L.S., etc.)
l Other information:







