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Presenter Notes
Presentation Notes
<EC set up:>
<EC: Enable transcription>
<EC: Give presenters co-host permissions>
<EFP will be progressing slides>
<EC and MK: Watch for access issues (RT and email)>

<start recording>
 
<name: Welcome>
Hello everyone, I’m Matt Gorzalski from Southern Illinois University Carbondale, and I’m thrilled to be joined by Ruth Bryan from the University of Kentucky. I’m pleased to welcome you all to this webinar, The Power of Appraisal: Selecting Archives.
Just a few reminders:
Please ensure your microphones are muted.
We are not enabling Zoom’s AI Companion features during this session, but Otter.ai transcription is enabled. Select Show captions at the bottom of the screen to turn on captions, or from the Show Captions arrow menu you can select view full transcript.
We will be recording the presentation today and will share it along with the slides with all registrants once the captions are added. We will not be recording the breakouts and discussions. 
Questions will be taken at the end of the program and are welcome via the chat box during the lecture or anytime or by unmuting during question and answer periods. If you are unmuting, please also share your video if you are able. It helps those of us who benefit from lip reading.





https://www.flickr.com/photos/magnusdigity/103217554/
https://www.flickr.com/photos/magnusdigity/
https://creativecommons.org/licenses/by-sa/2.0/

Introductions

* Ruth E. Bryan, CA (she/her)

* University Archivist, University
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Again, CARLI is thrilled to have with us today:

<Moderator: Introduction>
Ruth E. Bryan, CA, (she/her) is the University Archivist in the Special Collections Research Center of the University of Kentucky Libraries, Lexington, Kentucky, USA (2011-present). Before UK, Ruth was the Archives Program Manager for the Ruth Mott Foundation/Applewood, Flint, Michigan (2006-2011), and Head of Collections Processing and Encoding for Duke University’s Rare Book, Manuscripts, and Special Collections Library, Durham, North Carolina (2000-2006). A Certified Archivist, Ruth holds master’s degrees in public history from North Carolina State University, Raleigh, North Carolina (2000), and cultural anthropology from the New School for Social Research, New York, New York (1996).

Thank you so much for being with us today to lead this webinar, The Power of Appraisal: Selecting Archives. I’ll hand the presentation over to you.  




Agenda

* What is archival appraisal/selection?

* Factors influencing appraisal decisions
 Potential historical or enduring value balanced with -
* Coststo preserve and provide access
* Type of repository and its documentary mission

* Criteria to use in appraisal/selection

* Q&A on lecture content

* Practicing selection with case studies
e Discussion and Q&A on case studies
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Thanks so much, Matt, and thanks to CARLI for inviting me to present this webinar.  

For today’s webinar, we’ll start off by exploring:

What is archival appraisal? 
Factors influencing appraisal decisions
Selection criteria, mainly focusing on questions you can ask to help with selection.

We’ll end the first part of the webinar, about 50 minutes, with Q&A on the lecture content.  In the second part of the webinar, we’ll be breaking up into small groups to practice archival appraisal using case studies and then coming back together for discussion and questions from the case studies.  We’ll explain more about how that will work when we get to it.  


Reassurance!

* No absolutes
* American archival appraisal allows for flexibility and variability

* You’ve got this!

Created by Graphtend
from Noun Project
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I hope that the main thing you take away from this webinar is reassurance!  Archival appraisal does seem daunting—archivists’ selection decisions impact what researchers and government and company employees will be able to know about the past in the future.  However, you’ll learn in this webinar that there are no absolute right and wrong answers to any appraisal question.  And, the framework American archivists use to approach selection decisions can be applied under many different circumstances, allowing for flexibility and variability.  Appraisal or selection decision-making also comes from experience and from your knowledge of your own institution’s policies, procedures, mission, and culture.  

In other words, it’s okay!  Don’t worry!  You’ve got this!
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* Definition of appraisal
* |dentifying permanent or archival value
* Determining retention period
* Determining market/monetary value
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The Dictionary of Archives Terminology from the Society of American Archivists defines appraisal as: 
“The process of identifying materials offered to an archives that have sufficient value to be accessioned.”  
“The process of determining the length of time records should be retained, based on legal requirements and on their current and potential usefulness.” 
“The process of determining the market value of an item; monetary appraisal.”  

For this webinar we’ll be concentrating on the first and second definitions.  The third definition of determining monetary value is a function that archivists are ethically (and often legally) barred from conducting on archival material being offered to their repository.  


Appraisal or Selection?

* Appraisal = archival function
* Selection = process of identifying enduring value
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The Dictionary’s definitions of appraisal and selection are very similar, so the terms are basically interchangeable.  However, I’ll generally use “appraisal” whenever I’m discussing the function or concept of identifying archival materials of value to the archives and determining retention periods for documents.  I’ll primarily use “selection” whenever I’m discussing the actual process of deciding what to keep and not keep.


Appraisal or Selection?

* Appraisal = archival function

* Selection = process of identifying enduring value

Permanent/enduring
value of content

Appraisal/Selection

Costs of keeping
and providing access
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For the purposes of this webinar then, appraisal and selection are the function and process of identifying the permanent or enduring value of the content of documents offered to or already in the archival repository balanced with the costs associated with keeping and providing access to those documents.
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Archives are:
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Since the function of appraisal takes place in archival repositories on archival material, let’s step back and define “archives.”
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Archives are the location where archival material is stored and accessed…
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…and the organization with staff that stewards and manages archival material…


Archives are:
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Archives are also a profession with standards, certification and education, and ethics and values.
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But, most importantly for this webinar, archives are also the “stuff of history.”


The Stuff of History
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Of course, many more types of things other than archives can be the “stuff of history,” but in this webinar, archives are documents, that is, information fixed in some media—media meaning lots of different physical and digital formats including paper-based, electronic records, photographs, audio recordings, film.


.

The Stuff of History

Records = documents
created by organizations
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Archivists often call documents specifically either records or papers, and I’ll start using those terms along with documents in the webinar.  Records refer to those documents created by organizations…


The Stuff of History

Records = documents
created by organizations

Papers = documents
created by individuals
and families
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…and papers refers to those documents created by individuals and families.


For a primary purpose

The Stuff of History

Families

Individuals

Created or come from

Organizations
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These records or papers are created for a primary purpose:  for example, to manage money or money transactions (like credit card statements or budgets), to communicate, share, or record news, decisions, and events (like emails, meeting minutes, press releases, or reports), or to solidify ownership (like deeds and leases).  But, eventually, that primary purpose ends (for most documents).     


The Stuff of History

Created or come from

For a primary purpose

Families

Individuals

Organizations

Historical/
Enduring/
Permanent
Value

Secondary purpose
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For records or papers to become part of archives, to become the stuff of history, they must go through a selection process, that is, appraisal, to determine if the documents have historical, enduring, or permanent value.  Records or papers selected for inclusion in an archival repository will thus have a secondary purpose, beyond or in addition to the purpose for which they were originally created.  So, appraisal is central to the archival endeavor.  It’s only through this decision-making that documents become archives.


American archival appraisal

Amerean Archival tadie:

READINGS IN THEORT AND PRACTICE

RITTEL BY

RANDALL €. JIMERSON
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A Modern Archives Reader:
Basic Readings on Archival
Theory and Practice, 1984.

Accessioning, Acquisitions, & Appraisal Section

Accessioning, Acquisitions, & Appraisal
Section

Steering Committee Roster

acquisition and appraisal of public records, private papers, and other archival or
manuscript collections.

Please note that this page is undergoing revisions. You might encounter
outdated information that is in the process of being updated.

News & Announcements

Accessioning, Acquisitions and Appraisal Section Annual Report, 2023-24

2024 Election: Candidate Statements

May 25

Are you looking for a meaningful way to engage with your field, support other archivists, and
connect with colleagues without adding a major time commitment to your calendar? This is the
opportunity you've been looking for!

The Section provides a forum for discussion of issues and interests pertaining to the

Nominations Open for 2024/2025 Section Leadership Positions - Nominations Due

SECTION DOCUMENTS

Members' Welcome

Section Leadership

Section Standing Rules
Reports

Meeting Minutes and Agendas
Newsletters

Election Information

RESOURCES

Collection Development Resources
Bibliography

Abandoned Property Laws

Monetary Appraisal of Archival Documents

SOCIAL MEDIA

A&A Facebook Page
A&A Blog
ARA Twitter

SAA Accessioning, Acquisitions, and Appraisal

section:

https://www2.archivists.org/groups/accessioni
ng-acquisitions-appraisal-section
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Thus, appraisal is a necessary archival function.  But, it hasn’t always been central to archival management and there have been many appraisal frameworks proposed and used by archivists in the US over the course of the 20th and 21st centuries.  Although they were published quite some time ago, these two collections of essays, A Modern Archives Reader and American Archival Studies: Readings in Theory and Practice are starting points to explore further.  The Society of American Archivists’ Accessioning, Acquisitions, and Appraisal section is also a good source of information, including a bibliography.


Framework for this webinar

* “Big tent” philosophy (Frank Boles)
* General appraisal criteria, factors and questions
* Answers vary depending on the context

Selecting & Appraising

Archives ¢ Manuscripts

Selecting and Appraising
Archives and Manuscripts, 2005.

19
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The framework I’m using in this webinar follows the “Big tent” philosophy outlined by Frank Boles in the current Society of American Archivists fundamentals manual on Selecting and Appraising Archives and Manuscripts.  The foundation of this framework is that the appraisal factors, criteria, and questions archivists use can be generalized across all types of repositories, missions, and collection policies, but that the answers and decisions will vary depending on context. 


Framework for this webinar

* “Big tent” philosophy (Frank Boles)
* General appraisal criteria, factors and questions
* Answers vary depending on the context

* Appraisal takes place throughout a
collection or record group’s existence

Selecting & Appraising

Archives & Manuscripts

Selecting and Appraising
Archives and Manuscripts, 2005.
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This framework also allows for appraisal to take place throughout a collection’s existence.


Framework for this webinar

* “Big tent” philosophy (Frank Boles)
* General appraisal criteria, factors and questions
* Answers vary depending on the context

* Appraisal takes place throughout a
collection or record group’s existence

 What to call sets of archival documents?

* Provenance refers to “the individual, family, or
organization that created or received the items”
in a set of documents

Selecting ¢ Appraising

Archives & Manuscripts
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And a note here about what to call sets of archival documents that are usually maintained and described by their provenance, that is by the individual, family, or organization that created or acquired the set of documents.  


Framework for this webinar Y
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Archives ¢ Manuscripts
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In other archival traditions, the word “fonds” is used to refer to “the entire body of records of an organization, family, or individuals…”


Framework for this webinar

* “Big tent” philosophy (Frank Boles)
* General appraisal criteria, factors and questions
* Answers vary depending on the context

* Appraisal takes place throughout a
collection or record group’s existence

 What to call sets of archival documents?

+fonds:—theentire bodyof recordsofan
ation—famity—orindividuats”
* Collection: “a set of archival or (more
commonly) manuscript materials.”
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However, “fonds” isn’t in common use in the United States, so I’ll be using the word “collection” in this webinar. This is an imperfect word, because “collection” is often used only for personal papers or non-institutional records.  But, for now, I’ll be using “collection” to refer to any set of archival materials.





Where appraisal takes place

PSSR
Access and Preservation/
Use Conservation

24
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Archivists appraise documents at any time within a collection’s existence, from the point of deciding whether or not to accept the materials into the repository to accessioning, processing, preservation or conservation, and access and use.


Where appraisal takes place

PSSR
Access and Preservation/
Use Conservation

Collection

Subgroup/Series

ltem

(weeding or micro-appraisal)

25
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In addition, selection decisions can occur at any level of description:  collection, series and subseries, file and/or item level.  Archivists sometimes call selection at lower levels of description “weeding” or “micro-appraisal.”  Parts of a collection might be retained and other parts discarded.


Where appraisal takes place

PSSR
Access and Preservation/
Use Conservation

YES/NO/MAYBE

Subgroup/Series

(weeding or micro-appraisal)

26
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Throughout these collection stages and description levels, the selection decision might be a yes, a no, or perhaps even a maybe.  The repository might choose to accept a collection and then revisit the decision later, either through reprocessing or through reappraisal.  Situations where a “maybe” decision might occur include the need to maintain a positive relationship with the donor or creator; the high historical value of the content versus the challenging format or preservation needs of the documents; or needing to decide in a hurry, for example, because the structure housing the documents will be demolished.  Earlier archivist appraisal decisions can also be revisited either routinely or on an ad hoc basis as repository missions and documentation strategy change, as different formats like audio and video become more fragile over time, or as key stakeholders change.


Where appraisal takes place

ﬂ | Work With “
T Document
cquisition
Creators Collection
Subgroup/Series

Access and Preservation/
Use Conservation

(weeding or micro-appraisal)

YES/NO/MAYBE
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Throughout these stages and levels, it is likely or at least possible that the archivist will be working with the document or collection creator or creators, particularly in organizational or institutional archives.  


Where appraisal takes place

Work With
Document

Creators Collection

Acquisition

Document

Decisions
ltem

Access and Preservation/
Use Conservation

DOCUMENT appraisal decisions YES/N O/MAYBE

(weeding or micro-appraisal)
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Archivists also are responsible for documenting their appraisal decisions, whether in a collection, accession, or donor file or in an accession record or accession binder, or in a finding aid for the collection.


Factors Influencing Appraisal

* Potential enduring/historical value balanced against 2

* Costs of keeping and providing access

* Repository type and documentary mission

29
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This ends the definition portion of the webinar and now we’ll move on to factors influencing appraisal decisions.  I’ll be mentioning two different areas:  the potential enduring or historical value of the documents balanced against the costs associated with keeping and providing access to those documents; and the repository type and its documentary mission.



Appraisal factors: value and costs

A

Value of content Costs of keeping and providing access

Appraisal

30
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While a case can be made that all documents have some kind of archival or enduring historical value, the responsible archivist must balance the value of that content with the costs of keeping and providing access to that individual document and all the documents an archival repository receives and holds. 


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal

Primary values: administrative,
fiscal, legal, operational

31
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As I’ve mentioned, the value that the content of a document has can be considered from two perspectives, primary and secondary.  Documents are created for specific reasons, from individual tax returns, medical records, diaries, and emails to organizational budgets and audits, memoranda, and marketing videos.  Each of these documents has primary value in the day-to-day life of the document creator (whether the creator is an individual, family, or organization), and that value is usually administrative, fiscal, or legal, but could also be generally communicative or operational.  


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal

Primary values: administrative,
fiscal, legal, operational

* Aslong as useful/needed

* Ephemeral

32
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Primary value lasts pretty much only as long as the record is useful or needed by the document creator, so, with a few exceptions, primary value is ephemeral.  Some documents will have very short primary value—for example, most of your credit card receipts before you receive your credit card statement—while others will have very long primary value—for example, the tax exemption certificate for a non-profit organization.  Archivists who also have records management responsibilities for their organization will be involved in evaluating or appraising records for their primary value or for their administrative, fiscal, legal, or operational value to their creators and users within the organization.


Appraisal factors: value and costs

Value of content

Primary values: administrative,
fiscal, legal, operational

Secondary values: strategic,
historical, cultural

Appraisal

Costs of keeping and providing access
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The secondary value of a document refers to the use it can have for people other than the document’s creators, usually after the primary use is finished. 


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal

Primary values: administrative,
fiscal, legal, operational

Secondary values: strategic,
historical, cultural
* |nformational: people, places,
subjects, events 34
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Records or papers contain information about people, places, subjects, and events…


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal

Primary values: administrative,
fiscal, legal, operational

Secondary values: strategic,
historical, cultural
 Evidential: Evidence of actions,
decisions, thoughts, feelings 35


Presenter Notes
Presentation Notes
…and/or evidence of the individual or organization’s actions and decisions, thoughts, and feelings.  These informational and evidential values allow a record to be used for strategic, historical, cultural, and sometimes legal purposes.  


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal

Primary values: administrative,

fiscal, legal, operational \
Secondary values: strategi/
historical, cultural

* |Informational and evidential
values Meeting minutes 36
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For example, meeting minutes record the discussion topics and action items of a group, allowing that group to keep track of what they need to accomplish and who is assigned to carry it out.  Twenty years from the date of the meeting, those minutes also provide information about the people who were involved in that group at that time and evidence of how that group functioned and what its priorities were.  


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal

Primary values: administrative,

fiscal, legal, operational \
Secondary values: strategi/
historical, cultural

* |Informational and evidential
values

Thank you note, 1988, 2028

37
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Your thank you note in 1988 to your grandmother for the gift she gave you conveyed acknowledgment of her generosity and contributed to your relationship with her.  In 2028, that thank you note can also document how teenagers related to grandparents in the United States in the late 1980s.  


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal \&,
Primary values: administrative,
fiscal, legal, operational

couections —
Secondary values: strategic, = -
historical, cultural

* |Informational and evidential
values 38
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Records and papers with secondary value are what makes up collections in archives.


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal

Primary values: administrative,
fiscal, legal, operational

Secondary values: strategic,/ w

historical, cultural
* |Informational and evidential
values 39
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Much of what archivists end up saying “no” to in a collection are those documents whose primary value is finished, but whose secondary value as information or evidence is extremely limited.  A good example is cancelled checks.  There are often a lot of them, so they take up a lot of space, and the payee and amount is often listed in the monthly bank statement or the check register.  The income and expenses are probably listed in the monthly ledger.  The check itself may have some secondary value as an artifact (you could keep a few as samples),…


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal

Primary values: administrative,
fiscal, legal, operational

Secondary values: strategic, /

historical, cultural
* |Informational and evidential
values 40
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…but the entire group probably has no secondary value in comparison to the resources required to keep them.  A side note here:  If there are no bank statements, check registers, or ledgers, at processing, the archivist might choose to keep the cancelled checks in the collection.  This is an example of how specific selection decisions can vary considerably depending on the circumstance, while the overall framework across collections and repositories remains fairly consistent.


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal
Primary values: administrative, Money

fiscal, legal, operational

Secondary values: strategic,
historical, cultural
(informational, evidential)
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The costs (or the resources required) for storage and access that archivists must balance with the value of the content of the records and papers in their care include the money required for preservation, equipment, and software, and staff; …


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal
Primary values: administrative, Money

fiscal, legal, operational Space

Secondary values: strategic,
historical, cultural
(informational, evidential)
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…the space to store, work on, and serve digital and physical collections to on-site and remote users;….


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal
Primary values: administrative, Money
fiscal, legal, operational Space
Time

Secondary values: strategic,
historical, cultural
(informational, evidential)
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…the time necessary to carry out and administer all these functions; ….


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal

Primary values: administrative, Money

fiscal, legal, operational Space
Time

Secondary values: strategic, Expertise

historical, cultural
(informational, evidential)
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…the expertise and technical skill required for special formats such as audiovisual and websites; …


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal
Primary values: administrative, Money
fiscal, legal, operational Space
Time
Secondary values: strategic, Expertise
historical, cultural Relationships and

(informational, evidential) support
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…and the relationships and support the archivist will either need to develop or that the archivist might harm by taking one particular selection decision over another.


Appraisal factors: value and costs

Value of content Costs of keeping and providing access

Appraisal
Primary values: administrative, Money
fiscal, legal, operational Space
Time OCLC Total Cost of
Secondary values: strategic, Expertise Stewardship, 2021
historical, cultural Relationships and

(informational, evidential) support
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The 2021 OCLC Total Cost of Stewardship manual outlines a process for quantifying how much stewardship of an individual collection or of a repository will actually cost.


Appraisal factors: Repository types/mission

Value of content Costs of keeping and providing access

Appraisal
Primary values Money
Space
Secondary values Time
Expertise
Repository type Relationships and support

Documentary mission
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So, as I’ve been suggesting, every appraisal decision at every archival stage involves selecting documents by balancing the historical, or enduring value of the content with the costs of stewarding it.  However, the fulcrum between the two sides varies significantly depending on the type of repository and its documentary mission, the second of the two appraisal factors.


Appraisal factors:
Repository types/missions

e 3 different types
* (1 emerging type)
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There are three traditional types of archival repositories, with a fourth emerging one.  Different types of repositories have different reasons for acquiring archival materials, have different documentary missions, and have different stakeholders.


Appraisal factors:

Repository types/missions

* Collecting repository (external)
* Deed of gift

SN KX

Geographic location
Subject

Format

Specific event, individual,
group, or era
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Presenter Notes
Presentation Notes
The first type is the collecting repository, which exists to document a theme external to the organization that established the repository.  That theme is usually based in geography, a subject, a format, or a specific event, individual, group, or era. The legal instrument transferring property ownership to the repository from the prior owner of the documents is usually a deed of gift. 


Appraisal factors:
Repository types/missions

* Collecting repository (external)
* Deed of gift

Geographic location
Subject

Format

Specific event, individual,
group, or era

South Suburban
Genealogical &
Historical Society

SN KX

GENMEALODGICAL and HIZTORICAL KESEARCH LIBRARY

South Suburban Genealogical and Historical
Society, example collecting repository


Presenter Notes
Presentation Notes
In Illinois, the South Suburban Genealogical and Historical Society is an example of a collecting repository, whose mission is “to collect, preserve, and publish genealogical and historical materials and records of southern Cook County and eastern Will County.”


Appraisal faCt0r3: v' Geographic location
Repository types/missions | Subject
v' Format
/\/ Specific event, individual,
* Collecting repository (external) sroup, or era

* |Institutional archives (internal)
* Transfer form
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Presentation Notes
The second type is the institutional archives, which exists to document their parent organization, so is collecting internally.  In this case, since the institutional archives is acquiring records from colleague units in the organization, a transfer form is usually the method for documenting the movement of records from one department to another. 


Appraisal factors:
Repository types/missions

* Collecting repository (external)/

Geographic location
Subject

Format

Specific event, individual,
group, or era

A NENER NN

* |Institutional archives (internal)
* Transfer form

Illinois State Archives, example institutional archives
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Presentation Notes
The Illinois State Archives is an example of an institutional archives, “serv[ing] as the depository of public records of Illinois state and local government agencies…”


Appraisal factors:
Repository types/missions

* Collecting repository (external)/

Geographic location
Subject

Format

Specific event, individual,
group, or era

A NENER NN

* |nstitutional archives (internal)
* Hybrid repository

* External and internal

* Deed of gift and transfer form
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Presentation Notes
The third type is the hybrid repository, which exists to document both its parent organization and an external theme or themes.  Archivists in these repositories will use both a deed of gift and a transfer form.


Appraisal factors:
Repository types/missions

* Collecting repository (external)/

Geographic location
Subject

Format

Specific event, individual,
group, or era

A NENER NN

* |nstitutional archives (internal)
* Hybrid repository

* External and internal

* Deed of gift and transfer form

' Southern Illinois University

Southern Illinois University Carbondale Special Collections Research Center,
example hybrid repository
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Presentation Notes
The Morris Library Special Collections Research Center at Southern Illinois University Carbondale is an example of a hybrid repository.  The documentary mission is to “collect and preserve unique and rare historical materials in selected subject areas…” which include the university. 


Appraisal factors:
Repository types/missions

* Emerging: community archives
* Document the history and culture of a community
* |nitiated and managed outside established power structures
* Collaborative
* May consider different frameworks and questions than in this webinar

ifeitiden,

Created by Gan Khoon Lay
from Noun Project
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Presentation Notes
Community archives are an emerging type of repository that take many organizational forms, collect various types of documents (in many cases copies of the originals), and have many types of participant-archivists, but in general are developed by members of a particular community to document the history and culture of that community.  Many of these community archives were initiated and are managed outside of the established hierarchies and power structures of traditional archives.  Selection for these repositories must by necessity be collaborative and may consider different frameworks, guidelines, and questions than those we will be outlining in this webinar.


Appraisal criteria factors:
Collecting repositories

* Mission statement
* Collection development policy
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Presentation Notes
Archivists working in collecting repositories have a variety of guidelines to consider when making appraisal decisions.  The mission statement and associated collection development policy will articulate the boundaries within which the repository will collect and what the repository might discard.  


Appraisal criteria factors:
Collecting repositories

* Mission statement
* Collection development policy

* Example:
* Historical Society’s mission = preserve and share history of city or county

* Historical Society collection development policy = collect materials in all formats that
document the city or county
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Presentation Notes
For example, a historical society’s mission is often to preserve and share the history of the historical society’s city or county.  The historical society’s collection development policy would thus state that they collect materials in all formats that document that city or county. 


Appraisal criteria factors:
Collecting repositories

* Mission statement
* Collection development policy
* Example: Local Minister Sermon Collection in Historical Society

Sermons Parishioner’s grandparents’
letters not related to the county
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Presentation Notes
An example of a selection decision using the mission and collecting policy could be that the archivist appraising a local minister’s sermon collection finds that it includes a parishioner’s grandparents’ letters that have nothing to do with the county the historical society is documenting.  In this case, the society might recommend those letters be offered to another repository.


Appraisal criteria factors:

Collecting repositories

e Mission statement
* Collection development policy
 Available resources
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Presentation Notes
The available resources in the repository will be a factor in selection decisions whenever an item or a collection is large or has preservation, access, privacy, or copyright challenges.  A collection might meet the collection development criteria, but the costs required to preserve and provide access to it might be out of reach for the repository. 


Appraisal criteria factors:
Collecting repositories

* Mission statement

* Collection development policy

* Available resources

* Example: Military postcards in Military History Archives

" NAAL RESERVE
8 ™ COAST GUARD

Created by gus igdam
from Noun Project
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Presentation Notes
For example (a fairly extreme one to illustrate the point), an avid military postcard collector might offer to a military history archives his 5-filing cabinet postcard collection.  This collection fits the archives collection development policy, but the bottoms of 3 of the filing cabinets, which had been stored in a garage, might have gotten wet.  While the postcards in those drawers are now dry, they are also moldy, and the archives has no money for mold remediation.  In addition, the archives might only have space for one filing cabinet.  The repository might select the most unusual, rare, or high-research value, non-moldy postcards at the acquisition stage, and then at processing the archivist might encounter others that are also moldy.  At that time, the archivist would need to further decide whether to spend the time wiping or otherwise remediating the mold or to discard the effected postcards.


Appraisal criteria factors:
Collecting repositories

* Mission statement
* Collection development policy

* Available resources
* Ownership transfer arrangements (i.e. purchase, deed of gift, etc.)
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Presentation Notes
Ownership transfer agreements like a deed of gift or a purchase agreement transfer the property ownership of the collection or item from the current owner to the repository. 


Appraisal criteria factors:
Collecting repositories

e Mission statement
* Collection development policy
 Available resources

* Ownership transfer arrangements (i.e. purchase, deed of gift, etc.)
* Who owns copyright
* Privacy restrictions
* Confidentiality restrictions
* Discards
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Presentation Notes
This legal instrument will hopefully have several areas that help guide selection decisions, including stipulating who owns copyright in which part of the collection; whether the donor or seller imposes any privacy or confidentiality restrictions on all or parts of the collection; and whether and how a repository may discard portions of a collection that are out of scope or surplus.  


Appraisal criteria factors:
Collecting repositories

* Mission statement
* Collection development policy
* Available resources
* Ownership transfer arrangements (i.e. purchase,
deed of gift, etc.)
* Who owns copyright
* Privacy restrictions
* Confidentiality restrictions
* Discards

* Example: Jones family papers in the Western e
Historical Society
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Photo by Umberto Cofini on Unsplashss



Presenter Notes
Presentation Notes
For example, the Western Historical Society acquired 20 boxes of the Jones family papers, a local three-generation ranching family, because the collection met their collection development policy.  But, at processing, it turned out that one third of those boxes were filled with popular magazines, which are present in many libraries, are not rare and unique, and for which the repository would not own copyright.  The terms of the deed of gift should allow the Western Historical Society to discard those magazines and either recycle them or return them to the donor.

https://unsplash.com/@umbe?utm_content=creditCopyText&utm_medium=referral&utm_source=unsplash
https://unsplash.com/photos/stack-of-white-books-lEOogB2xh1M?utm_content=creditCopyText&utm_medium=referral&utm_source=unsplash

Appraisal criteria factors:
Collecting repositories

* Mission statement

Collection development policy

Available resources

Ownership transfer arrangements (i.e. purchase, deed of gift, etc.)
Politics and relationships

Example: Mayor’s personal papers in Anytown Historical Society

Created by Gofficon
from Noun Project
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Presentation Notes
Sometimes, politics and relationships can have an impact on selection decisions.  This can happen in lots of different ways.  Here are three scenarios, but there are lots more.  First, a collecting repository may accept a collection with little historical value from a well-known or influential individual or family to build goodwill with that influencer.  That good will might eventually assist the repository in obtaining extra financial support or in attracting a group of funders. For example, the Anytown Historical Society decided to acquire the personal papers of the long-serving mayor to build their relationship and influence with him, even though the vast bulk of the collection is unorganized newspaper clippings with very little local historical value.  


Appraisal criteria factors:
Collecting repositories

* Mission statement

Collection development policy

Available resources

Ownership transfer arrangements (i.e. purchase, deed of gift, etc.)
Politics and relationships

Example: Donor interference in collection decisions and archivist pressure
to comply
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Presentation Notes
In a second scenario, if a collection is accompanied by preservation and processing funding from the donor, the donor may feel they have also purchased the ability to weigh in on archival decisions about the collection, including selection.  The archivist may feel pressure to comply with the donor’s wishes, even if they run counter to the archivist’s professional judgement and the institution’s general collection development policies. 


Appraisal criteria factors:
Collecting repositories

* Mission statement

Collection development policy

Available resources

Ownership transfer arrangements (i.e. purchase, deed of gift, etc.)
Politics and relationships

Example: Collaboration on joint appraisal with communities

atiieliditi

Created by Gan Khoon Lay
from Noun Project
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Presentation Notes
In a third scenario, in a different take on politics and relationships and selection, if the repository has records that come from underrepresented or marginalized communities within their specific collecting context, collaborating with those groups to develop joint appraisal and selection guidelines can be an important step in developing trust with members of those communities and perhaps even repairing relationships damaged by racism, colonialism, and other oppressive and discriminatory beliefs and practices that mainstream/majority archives often have participated in. 


Appraisal criteria factors:
Collecting repositories

* Mission statement

Collection development policy

Available resources

Ownership transfer arrangements (i.e. purchase, deed of gift, etc.)
Politics and relationships

e Cultural protocols/property rights and repatriation requirements

67


Presenter Notes
Presentation Notes
This is a good opportunity to say that everything I’ve described so far (and going forward) are Western or European-centric approaches to record ownership, selection, and use.  However, especially for records about and by Native Americans, the context of creation and use may also have culturally-specific protocols for what and how to select and discard them.


Appraisal criteria factors:
Collecting repositories

* Mission statement

* Collection development policy

* Available resources

* Ownership transfer arrangements (i.e. purchase, deed of gift, etc.)
* Politics and relationships

e Cultural protocols/property rights and repatriation requirements

https://www2.nau.edu/libnap-p/

68


Presenter Notes
Presentation Notes
It is incumbent upon archivists working with these records in non-tribal organizations to educate themselves on the specifics, especially referring to the Protocols for Native American Archival Materials.  In addition, the Native American Graves Protection and Repatriation Act of 1990 requires that institutions that receive federal funding return Native American cultural objects to lineal descendants and culturally affiliated tribes and Native Hawaiian organizations.  These cultural objects can include records. 


Appraisal criteria factors:
Institutional archives

e Mission statement
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Archivists working in institutional archives also have a variety of guidelines to consider when making appraisal decisions.  Some of these guidelines overlap with those for collecting repositories, including the archives mission statement; … 


Appraisal criteria factors:
Institutional archives

e Mission statement
e Resources available
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Presentation Notes
…the resources available for stewarding the records; …


Appraisal criteria factors:
Institutional archives

e Mission statement
e Resources available

* Politics and relationships
* High-level officers or founders
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…the politics and relationships around the transfer of the records (which in this case is likely to include the expectations of high-level officers or founders of the organization or in the government entity);…


Appraisal criteria factors:
Institutional archives

e Mission statement
e Resources available
* Politics and relationships

e Cultural protocols and repatriation
requirements
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…and Native American and other underrepresented community cultural protocols and repatriation requirements.


Appraisal criteria factors:
Institutional archives

Mission statement

Resources available

Politics and relationships

Cultural protocols and repatriation requirements

Records retention schedule(s)
* Kinds of records created and used
* How long they should be kept for primary value/retention period
* What happens after they reach their retention = disposition
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Institutional archives-specific guidelines may very well include a records retention schedule, a document that describes the kinds of records created and used by an organization. The schedule indicates how long those records should be kept to fulfill their primary value, also called their retention period; then should describe their disposition, or what should happen to the records once they have reached their retention.  For example, the records schedule can help address questions such as, “Should general ledgers be kept for 3 or 5 years, then destroyed or kept?”


Appraisal criteria factors:
Institutional archives

e Mission statement
e Resources available
* Politics and relationships

* Cultural protocols and repatriation
requirements

* Records retention schedule(s)

* Federal, state, and local law (examples)
* Americans with Disabilities Act
* Family Medical Leave Act
* Family Educational Rights and Privacy Act
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Retention schedules for public organizations are often based in Federal, state, and/or local law.  Even if the organization does not have a retention schedule, there may be applicable laws that will guide selection, mainly dictating the length of time that records with primary value should be kept.  For example, the Americans with Disabilities Act and the Family Medical Leave Act both include record keeping guidelines.  Educational institutions that receive funding from the US Department of Education must follow the Family Educational Rights and Privacy Act, which also includes guidelines on which student-related information can be disclosed, to whom, and how long student records need to be kept. Records schedules and laws with records keeping guidelines often also include statements about who can have access to the information contained in the records and when access can be granted.  


Appraisal criteria factors:
Institutional archives

SOCIETY OF Join/Renew Bookstore Courses Annual Meeting Donate SAA Connect Login
1) Amoriese —
Archivists

Promoting the value and diversity of archives and archivists.

About Archives * About SAA ¢+ Careers + Education ¢ Publications * Advocacy * Membership
Records Management Section
° M : : Records Management Section
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Steering Committee Roster Annual Reports
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The Records Management Section encourages discussion of current issues in Mi”UﬁES
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e PO llt I C S a n d re lat I O n S h I p S importance of collaborative efforts between archivists, records managers, and other RECORDS MANAGEMENT

information professionals. The section works with SAA to promote proactive and RESOURCES
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* Family Medical Leave Act

* Family Educational Rights and Privacy Act .


Presenter Notes
Presentation Notes
The Society of American Archivists’ Records Management Section is a place to start to find information about managing active and inactive organizational records.


Appraisal criteria factors:
Institutional archives

Best Practices for Records Management

Steering Committee Roster

Our intention is to provide workflows, quick introductions, and examples of policies and
procedural documentation for records managers. This list is not exhaustive or
prescriptive.

If you have documentation you would like to add to this list, please email us at
saarecordsmanagement@gmail.com.

Records Retention Schedules:
= North Carolina Community College System
+ University of North Carolina System
+ Simmons College
= Dartmouth College
+ University of Michigan
+ Functional Schedule for State Agencies (NC)
= RDAs for State Agencies/Universities/Colleges (AL)
+ State Agency and Local Government Records Retention Schedules (WY)
+ General Records Schedules for Local Government Agencies (NC)
= Retention Schedules for Local Government Entities (WA)
+ State Retention Schedule (TX)
+ Certified State Agency Schedules (including universities) (TX)
= Local Government Retention Schedules (TX)

SAA Records Management Section “Best Practices for Records Management” list of example records schedules
https://www2.archivists.org/groups/records-management-section/best-practices-for-records-management,


Presenter Notes
Presentation Notes
The SAA Records Management Section website also includes a list of example records schedules, among other resources.


Appraisal criteria factors:
Institutional archives

If no retention schedule, start with surveying

Determine types of records created by the organization
And why records are created

* Determine how long each type of record should be retained

 Summarize or classify into records series
* With description, retention period, and disposition

Archives and Records Management Division
Kentucky Department for Libraries and Archives

STATE AGENCY RECORDS State University Model
RETENTION SCHEDULE A. General Records
“U01 OO Correspondence_OffiCia l” Series aR:;g:ssc.lr-::teion Fu.nch'.on and Use _
. . uo100 g:é:;p&q dddddd :gzi::;-;sr::f:ijr::\r::is. standards in curriculum, 3 |:er|‘:e sssss 5 at:l.-‘an Svents ints mistory. |t documents major changes in poliy anclor procedy ?
from the KY State UnlverSIty MOdel ssssssssssssss Universities should consult legal counsel regardi ing open records matte rs.
Re COrdS Re ten tion SCh e dule Contents Series contains: Memoranda, letters, reports, activities, event announcemants



Presenter Notes
Presentation Notes
If the organization doesn’t have a retention schedule, it’s a good idea to start one.  The archivist would start by surveying what types of records are created by the organization and talking with employees about why they create those records and how long they use them or need to keep them.  The archivist would then summarize or classify those records into records series, each with a description, a retention period, and a disposition. 


Appraisal criteria factors:
Institutional archives

Records Retention Scheduling: A Procedural Guide

Contents
1. Introduction
1.1 Definitions
1.2  Legal Requirements
1.3  State Libraries, Archives, and Records Commission
1.4  Summary of the Process
2. Records Inventory
21  When to Conduct an Inventory
22  Participants
3. Records Retention Schedule
3.1 The Records Series
3.2 Contents of the Retention Schedule
3.3  Types of Retention Schedules
Records Description and Analysis
Retention Schedule Approval
Administrative Regulations

Retention Schedule Distribution

o N o v s

Timeline

Appendix A: Records Description and Analysis Form and Instructions

KDLA, "Records Retention Scheduling: A Procedural Guide,” 2021.
https://kdla.ky.gov/records/Documents/Retention_Scheduling_Guidelines_November%202021.pdf
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The Kentucky Department for Libraries and Archives has a useful procedural guide for records retention scheduling, but Illinois probably has something like this, too.


Appraisal criteria factors:
Institutional archives

Most uniq ant records
* Pyramid of records significance @ == A/ N
or value

* Selection decisions take place:
* Atrecords transfer

* With records creators
* During further processing

79


Presenter Notes
Presentation Notes
As demonstrated in the pyramid of significance on this slide, once the primary value of organizational records has ended, it is often the case that the most voluminous and routine records can be discarded—especially because they are often summarized in other records—while the most unique and significant records are the ones that tend to have secondary (historical, cultural, strategic) value.  These selection decisions can and should take place at the time the records are transferred to the archives or perhaps even with the records creators in their offices and/or during further processing, description, or digitization. 


Appraisal criteria factors:
Institutional archives

Most uniq ant records
* Pyramid of records significance @ == A/ N
or value

* Selection decisions take place:
* Atrecords transfer

 With records creators
* During further processing

80


Presenter Notes
Presentation Notes
A good example of a voluminous and routine record are invoices and receipts.  These routine financial documents are usually only needed for reconciling monthly ledgers.   


Appraisal criteria factors:
Institutional archives

ijcant records
blications
* Pyramid of records significance @ == A/ N

or value
* Selection decisions take place:
* Atrecords transfer

 With records creators
* During further processing

Most unique
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Good examples of unique and significant record is the meeting minutes of the top officers of the organization or single copies of organizational publications. 


Appraisal criteria factors:
Institutional archives

ijcant records
blications
* Pyramid of records significance @ == A/ N

or value
* Selection decisions take place:
* Atrecords transfer

 With records creators
* During further processing

Most unique
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Typically, only about 5% of the total records created by an institution may have enough secondary value to be worth the costs of preservation and permanent maintenance.


Appraisal criteria factors:
Institutional archives

Most uniq ant records
* Pyramid of records significance @ == A/ N

or value Area ous, not

ed
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A challenging area of selection for institutional archives is the middle section in the pyramid of significance:  what about types of records that may be somewhat voluminous but perhaps aren’t usually summarized elsewhere?  


Appraisal criteria factors:
Institutional archives

Most uniq ant records
* Pyramid of records significance @ == A/ N

or value Area of
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For example, for an organization that has an active public presence, both in news media as well as on the web and on social media, there will be a large number of press releases in a variety of formats and lengths.  Depending on resources and expertise, retention schedules, and on mission statement, some or all of these records might be kept permanently or discarded after a period of time.


Appraisal criteria factors:
Hybrid repositories

* See both collecting repositories AND institutional archives!
* Documentary mission and collecting policy

Created by lzwar Muis
from Noun Project
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Archivists working in hybrid collecting and institutional archives face both the excitement and challenge of having a broad array of guidelines to consider when making appraisal decisions.  In this case, both documentary mission and collecting policy will provide significant guidance,…


Appraisal criteria factors:
Hybrid repositories

* See both collecting repositories AND institutional archives!
* Documentary mission and collecting policy
* Records retention schedule

Created by lzwar Muis
from Noun Project
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…as will the records retention schedule (if there is one), …


Appraisal criteria factors:
Hybrid repositories

* See both collecting repositories AND institutional archives!
* Documentary mission and collecting policy
* Records retention schedule
* Resources

Created by lzwar Muis
from Noun Project
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…not to mention the available resources, …


Appraisal criteria factors:
Hybrid repositories

* See both collecting repositories AND institutional archives!
* Documentary mission and collecting policy
* Records retention schedule
* Resources
* Laws, restrictions, and donor agreements

Created by lzwar Muis
from Noun Project
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…any applicable laws, restrictions and donor agreements, …


Appraisal criteria factors:
Hybrid repositories

* See both collecting repositories AND institutional archives!
* Documentary mission and collecting policy
* Records retention schedule
* Resources
* Laws, restrictions, and donor agreements
e Cultural protocols

Created by lzwar Muis
from Noun Project
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…and cultural protocols. 


Appraisal criteria factors:
Hybrid repositories

* See both collecting repositories AND institutional archives!
* Documentary mission and collecting policy
* Records retention schedule
* Resources
* Laws, restrictions, and donor agreements
e Cultural protocols
* Politics and relationships

Created by lzwar Muis
from Noun Project
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Presentation Notes
Politics and professional and community relationships with collection and record group stakeholders internal and external to the repository may also play a role in selecting what to keep and what to discard.


Appraisal/selection criteria:
General considerations to start with

1. Institutional repositories: Are the documents designated for
permanent retention?

Collecting repositories: Do the documents fall into the
collection policy?

91


Presenter Notes
Presentation Notes
Now that we’ve explored appraisal criteria factors, no matter what the documents being appraised are, the repository type and documentary mission, and when appraisal is taking place, there are questions archivists routinely ask every time they make selection decisions.  Answers to these questions can change with each situation, even within repositories.

First, for institutional records, are the documents identified for permanent retention, or, for collecting repositories, do they meet the collection policy?  


Appraisal/selection criteria:
General considerations to start with

2. Who, when, where, what/why?
v'"Who (creators)
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Then, turning to the who, when, where, and what.  For example, are the creators or compilers of the documents important or underrepresented individuals or groups within the context of the repository documentary mission?  


Appraisal/selection criteria:
General considerations to start with

2. Who, when, where, what/why?
v'"Who (creators)
v'"When (dates/age)? Rarity?
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Presentation Notes
Are the documents old and thus especially rare or come from a less well-known period in the life of the individual, family, or organization?  


Appraisal/selection criteria:
General considerations to start with

2. Who, when, where, what/why?
v'"Who (creators)
v'"When (dates/age)? Rarity?
v'"What (key activities, events, locations, people)
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Presentation Notes
Do the documents contain information about key activities, events, locations, and actors? 



Appraisal/selection criteria:
General considerations to start with

2. Who, when, where, what/why?
v'"Who (creators)
v'"When (dates/age)? Rarity?
v'"What (key activities, events, locations, people)
v'"What (planning, decisions, outcomes)
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Presentation Notes
Do the documents contain evidence of individual, family, or organizational planning and decisions, and outcomes?



Appraisal/selection criteria:
General considerations to start with

2. Who, when, where, what/why?
v'"Who (creators)
v'"When (dates/age)? Rarity?
v'"What (key activities, events, locations, people)
v'"What (planning, decisions, outcomes)
v'"What (function, mission, role, community)
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Presentation Notes
For institutional records, do they contain information about the organization’s function, mission, role, or community?  



Appraisal/selection criteria:
General considerations to start with

3. Isthe information summarized in another format?

4. How complete are the documents?
v'Gaps in dates or content?
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Presentation Notes
Third and fourth, is the information in the documents summarized elsewhere in other types of documents?  Are the documents complete or are there gaps in dates or content? 


Appraisal/selection criteria:
General considerations to start with

3. Isthe information summarized in another format?
4. How complete are the documents?

5. Format(s), condition(s), and their requirements?
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Fifth, turning to the type and condition of the documents:  What are the format or formats of the documents?  


Appraisal/selection criteria:
General considerations to start with

3. Isthe information summarized in another format?
4. How complete are the documents?

5. Format(s), condition(s), and their requirements?
v'Containers or storage?
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Presentation Notes
Will they require regular or unusual or expensive containers or physical or electronic storage?  


Appraisal/selection criteria:
General considerations to start with

3. Isthe information summarized in another format?
4. How complete are the documents?

5. Format(s), condition(s), and their requirements?
v'Containers or storage?
v'Migration to newer formats?
v'Technological expertise required?
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Presentation Notes
Will they need migration to newer formats or technological expertise to review and manage? 


Appraisal/selection criteria:
General considerations to start with

3. Isthe information summarized in another format?
4. How complete are the documents?

5. Format(s), condition(s), and their requirements?
v'Containers or storage?
v'Migration to newer formats?
v'Technological expertise required?
v'Does format impede access without reformatting?
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Presentation Notes
Will the format impede providing access to the contents for researchers or users without extensive reformatting? 


Appraisal/selection criteria:
General considerations to start with

3. Isthe information summarized in another format?
4. How complete are the documents?

5. Format(s), condition(s), and their requirements?
v'Containers or storage?
v'Migration to newer formats?
v'Technological expertise required?
v'Does format impede access without reformatting?
v'Dirty, dusty, moldy, insect/rodent damage?
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Are they very dirty or dusty, moldy, or have insect or rodent damage?


Appraisal/selection criteria:
General considerations to start with

s the information summarized in another format?

3
4. How complete are the documents?
5.
6

. State of organization and existing description/labeling?

~ormat(s), condition(s), and their requirements?
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Sixth, are the documents already somewhat or completely organized and labeled or described, or are they in shambles?


Appraisal/selection criteria:
General considerations to start with

s the information summarized in another format?
How complete are the documents?

~ormat(s), condition(s), and their requirements?
State of organization and existing description/labeling?

N o O s~

Clear chain of custody and copyright ownership; any access and
appraisal restrictions?
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Seventh, is there a clear chain of custody or are there concerns or problems about the current ownership or authenticity of the documents?  Are there any problems with copyright, that is, will the repository be able to at least allow research use of the collection? Have the donors or creators requested or demanded restrictions or closure? Does the deed of gift allow the archivist to weed within the collection?


Appraisal/selection criteria:
General considerations to start with

s the information summarized in another format?
How complete are the documents?

~ormat(s), condition(s), and their requirements?
State of organization and existing description/labeling?

N o O s~

Clear chain of custody and copyright ownership; any access and
appraisal restrictions?

8. Privacy, confidentiality, cultural patrimony concerns?
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Eighth, do the documents include content that might be subject to federal or state laws or repository-specific policies regarding privacy of information? Are there Native American or colonized peoples’ documents that need to be repatriated?


Appraisal/selection criteria:
General considerations to start with

9. What storage, staff, and expertise is available?
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The final three questions:  What resources does the repository have right now or expects to have in the future to support the management of the documents being appraised?  Is there available storage, technology, and staff with the necessary experience and expertise to steward the collection and to provide research access to it?  


Appraisal/selection criteria:
General considerations to start with

9. What storage, staff, and expertise is available?
10.What relationships need to be considered?
11.What are my biases and blind spots?
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What impact will a yes, no, or maybe appraisal decision have on any stakeholder or booster relationships or relationships with key internal departments or external communities or community members?


Appraisal/selection criteria:
General considerations to start with

9. What storage, staff, and expertise is available?
10.What relationships need to be considered?
11.What are my biases and blind spots?
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And, finally, what are my own biases and blind spots that might be keeping me as the archivist from valuing a document appropriately or seeing a key relationship or stewardship opportunity.


Summary: Appraisal definition

* Appraisal = archival function

* Selection = process of identifying enduring value

Permanent/enduring
value of content

Appraisal/Selection

Costs of keeping
and providing access
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So, to summarize what we’ve covered so far in the webinar, archival appraisal and archival selection are the function and process of identifying the permanent or enduring value of the content of documents offered to or already in the archival repository balanced with the costs associated with keeping and providing access to those documents. Thus, appraisal always takes place within a specific context.


.

Summary: Appraisal Definition

For a primary purpose

Created or come from

Families

Individuals

Organizations

Historical/
Enduring/
Permanent
Value

Secondary purpose



Presenter Notes
Presentation Notes
Archives are made up of documents (or records or papers) created by or coming from individuals, families, or organizations.  They are created for a primary purpose, but that primary purpose ends for most documents.  For records or papers to become part of archives, they must go through a selection process, that is, appraisal, to determine if the documents have historical, enduring, or permanent value.  Records or papers selected for inclusion in an archival repository will thus have a secondary purpose, beyond or in addition to the purpose for which they were originally created.


Where appraisal takes place

Work With
Document

Creators Collection

Acquisition

Document

Decisions
ltem

Access and Preservation/
Use Conservation

DOCUMENT appraisal decisions YES/N O/MAYBE

(weeding or micro-appraisal)
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Appraisal and selection occur at any time during a collection’s existence.  And, appraisal takes place at multiple levels of description within a collection. Throughout these collection stages and description levels, the selection decision might be a yes, a no, or a maybe.  Earlier archivist appraisal decisions can also be revisited either routinely or on an ad hoc basis.

Throughout these stages and levels, the archivist may be working with the collection creator or creators, particularly in organizational or institutional archives.  Archivists also are responsible for documenting their appraisal decisions.


Summary:
Repository types/missions

* Collecting repository (external)/

A NENERN

Geographic location
Subject

Specific event, individual,
group, or era

Format

* |Institutional archives (internal)
* Hybrid repository

South Suburban
) Genealogical &
/ Historical Society

South Suburban Genealogical and
Historical Society, example
collecting repository

ILlinois State Archives,
example institutional
archives

e Southern Illinois University

Southern Illinois University Special
Collections, example hybrid
repository
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The on-the-ground selection decisions archivists make on and within individual collections at their various life stages will always be case-specific, depending on the repository type and documentary mission. 

We’re focusing on three traditional types of archival repositories in this webinar:  
-The collecting repository, the institutional archives, and the hybrid repository.  


Summary: appraisal criteria questions

* Records retention schedule/Collection development policy
* Who (creators)

What (age, rarity, information/contents)

Format, condition, completeness, state of organization
Donor requirements

Legal, privacy, cultural patrimony issues

Stewardship resources

* Stakeholder relationships

* Biases and blind spots
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Finally, there are general appraisal questions you can start with to help your selection decision-making.  These questions cover topics such as the records retention schedule and collection development policy; who the creators are; the age, rarity, and information, or contents of the documents; the documents format, condition, completeness, and state of organization; if there are any donor requirements, or legal, privacy, or cultural patrimony issues; what stewardship resources exist; what stakeholder relationships need to be considered; and what biases and blind spots the archivist might have. 


Summary: appraisal criteria questions

* Records retention schedule/Collection development policy
* Who (creators)

What (age, rarity, information/contents)

Format, condition, completeness, state of organization
Donor requirements

Legal, privacy, cultural patrimony issues

Stewardship resources

* Stakeholder relationships

* Biases and blind spots
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Answers to these questions will differ with each appraisal situation, but you’ll be asking these same questions over and over.  This is what we’ll be practicing in our case studies discussion coming up in the next hour of the webinar. 


Q&A
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But first, let’s take a few minutes to see what questions or comments you-all have so far.


Example Case Study

* County Military Museum and Library postcard collection
* Goto linkinthe chat or here: https://bit.ly/40Exf1g
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Before we explain the case studies you-all will be working with and how the breakout rooms will work, we’re going to jump into an example case study to demonstrate how to consider the various appraisal criteria and general questions.  Members of the CARLI webinar planning team will demonstrate brainstorming this case study of a postcard collection being offered for donation to the County Military Museum and Library.  

Go to the link in the chat or type in the link on the slide to go to the main case study Google doc.  This doc has links to all the breakout room discussion case studies and to the example case study.  This will also give you-all the ability to experience the Google doc format we’ll be using for the breakout sessions.

https://bit.ly/40Exf1g

Navigating the Case Study Discussion
Sessions

e 30 minutes

« Zoom breakout groups (10 or less
people depending on attendance)

”®
* Automatically assigned

e Countdown clock starts at 28
minutes (with 2 minutes left)

What the breakout room joining window looks like.
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So, now it’s your turn to discuss some appraisal case studies using information from the webinar.  We’ll do this in small groups for about 30 minutes.  Martin will be grouping all webinar attendees into Zoom breakout rooms.  You’ll be automatically assigned into groups of 10 or less people depending on how many attendees there are.  It may take us a minute or two to get everyone assigned.  You can see an example of the breakout room join window on the slide.  At 28 minutes, you’ll see a countdown clock for the last 2 minutes of the discussion time, so you can wrap up your conversations.  


Navigating the Case Study Discussion
Sessions

* The breakout room number
will be in the top left-hand
corner.

* Click on “Ask for help”
under “More” if needed.

* Breakout room chat will be
lost once you leave the room.



Presenter Notes
Presentation Notes
In the breakout room, you will see the number of your room at the top left-hand corner, as you can see in the screen shot on the slide.  You’ll need this number to go to the case study discussion Google doc for your group.  I’ll explain the Google doc shortly.

If you need to ask us for help, you can click on “More” at the bottom of the Zoom screen, then choose “Ask for help.” Also, Matt and I and other CARLI planning group members will be popping in and out of breakout rooms to offer ideas and assistance as needed.

And, just a note that any text you put in the chat during the breakout room time will be lost once you leave the breakout room.






Navigating the Case Study Discussion
Sessions

7 Case Studies:

« J3faculty papers

3 organizational/institutional records
* 1 mixed
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Within your breakout group, you’ll have the opportunity to discuss up to 3 appraisal case studies.  There are 7 total case studies, randomized across 15 breakout rooms.  There are 3 case studies about faculty personal papers (for a history professor, a philosophy professor, and a geography professor).  There are 3 case studies about organizational or institutional records (for the university events office, the chemistry department, and for a utility company) and there is 1 case study that is mixed about a chaplain’s personal papers and chaplain office records.  


Navigating the Case Study Discussion
Sessions

€ Utility Company Records Case Study

e ac h b rea kout gro up h as Document tabs . Description:

You are one of six professional archivists and librarians in the Special Collection and Archives
&) Breakout Room One:.. @ department (SCA) of the academic library at Public University, a 4-year public research

a C a S e St u d G O O le institution. As the manuscripts archivist, you are responsible for acquiring, managing the
preservation and processing for, and assisting with reference questions on the non-institutional

Utility Company Records ...
records collections. SCA is a hybrid repository with a broadly-written collection development

d | Description: policy focusing on collecting archival and rare materials documenting the city and state, the
O C u I I I e nt ° university, and supporting faculty research topics. SCA is led by a director, and there is a
Appraisal criteria quest... university archivist, a rare books librarian, a reference archivist, and an education and outreach
archivist, as well as two full-time staff assistants who are available to work on projects assigned
. Additional Notes/thoug... by the director. You also employ 2-3, 10-hour/week student employees. You are currently in the
] 3 C a S e St u d I e S ) midst of a backlog project reappraising and discarding or accessioning 100 linear feet of
History Professor Papers... unaccessioned manuscript collections and additions received in the last 20 years.
Description:

About 30 years ago, one of your predecessor archivists managed the donation of selected
Y T b l f Appraisal criteria quest... records from Utility Company, the regional provider of gas and electricity. The records primarily
a e O C O n e n S comprise about 7000 black-and-white photographic prints and negatives of their residential and
Additional Notes/thoug... commercial customers, along with 12 cubic feet of their customer log books, dating from
1912-1967. The collection retains the order in which it was received (by location and then by
. Geography Faculty Phot... customer name) but does not have a complete inventory and many of the images have not been
o h tt D S ° // b I t lV/4 O EXf 1 g fully re-housed from their original, acidic sleeves. It is used for research occasionally by
¥ ° ° 7 =) Description: geography faculty and graduate students or is accessed by archivists on behalf of individuals
and neighborhood associations researching their house, street, or neighborhood.

Example breakout group Google doc.
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As I mentioned, each breakout group has a Google document for their group that contains the descriptions of their 3 case studies.  I’ll explain shortly how to get to that doc, but for those who have 2 screens and want to go to the documents now, the link is on the slide or in the chat.  Each breakout group Google doc has a table of contents on the left-hand side to make it easier to move from one case study to another.

https://bit.ly/40Exf1g

Navigating the Case Stud

Sessions

* Case study
description

y Discussion

&

Document tabs

B Breakout Room One: ...

Utility Company Records ...

| Description:

Appraisal criteria quest...
Additional Notes/thoug...

History Professor Papers ...

Description:

Appraisal criteria quest...

Additional Notes/thoug...

Geography Faculty Phot..

Description:

Utility Company Records Case Study

o Description:

You are one of six professional archivists and librarians in the Special Collection and Archives
department (SCA) of the academic library at Public University, a 4-year public research
institution. As the manuscripts archivist, you are responsible for acquiring, managing the
preservation and processing for, and assisting with reference questions on the non-institutional
records collections. SCA is a hybrid repository with a broadly-written collection development
policy focusing on collecting archival and rare materials documenting the city and state, the
university, and supporting faculty research topics. SCA is led by a director, and there is a
university archivist, a rare books librarian, a reference archivist, and an education and outreach
archivist, as well as two full-time staff assistants who are available to work on projects assigned
by the director. You also employ 2-3, 10-hour/week student employees. You are currently in the
midst of a backlog project reappraising and discarding or accessioning 100 linear feet of
unaccessioned manuscript collections and additions received in the last 20 years.

About 30 years ago, one of your predecessor archivists managed the donation of selected
records from Utility Company, the regional provider of gas and electricity. The records primarily
comprise about 7000 black-and-white photographic prints and negatives of their residential and
commercial customers, along with 12 cubic feet of their customer log books, dating from
1912-1967. The collection retains the order in which it was received (by location and then by

. customer name) but does not have a complete inventory and many of the images have not been

fully re-housed from their original, acidic sleeves. It is used for research occasionally by
geography faculty and graduate students or is accessed by archivists on behalf of individuals
and neighborhood associations researching their house, street, or neighborhood.

Example breakout group Google doc.
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In the body of each Google doc are the 3 case study descriptions…


Navigating the Case Study Discussion

Sessions

* Case study
description

* Appraisal criteria
questions

* And a place for
group notes

&

Document tabs

B Breakout Room One: ...

Utility Company Records ...

| Description:

Appraisal criteria quest...

Utility Company Records Case Study

Description:

You are one of six professional archivists and librarians in the Special Collection and Archives
department (SCA) of the academic library at Public University, a 4-year public research
institution. As the manuscripts archivist, you are responsible for acquiring, managing the
preservation and processing for, and assisting with reference questions on the non-institutional
records collections. SCA is a hybrid repository with a broadly-written collection development
policy focusing on collecting archival and rare materials documenting the city and state, the
university, and supporting faculty research topics. SCA is led by a director, and there is a
university archivist, a rare books librarian, a reference archivist, and an education and outreach
archivist, as well as two full-time staff assistants who are available to work on projects assigned

&

Document tabs

E Breakout Room One: ...

Utility Company Records ...

Description:

Appraisal criteria quest...
Additional Notes/thoug...

History Professor Papers ...

Description:

Appraisal criteria quest...
Additional Notes/thoug...

Geography Faculty Phot...

Description:

Appraisal criteria quest...

Lol Ihiotacosl

leverage existing relationships for the acquisition of this collection (or portions of it) or perhaps

to support the current collection?

Appraisal criteria questions:

Question

Notes on possible responses

1. Do the documents fall into the collection
policy?

2. Who, when, where, what?

-Are the creators or compilers of the
documents important or underrepresented
individuals or groups within the context of the
SCA documentary mission?

-Are the documents old and thus especially
rare or otherwise rare?

-Do the documents contain information about
key activities, events, locations, and actors?
-Do the documents contain evidence of
individual, family, or organizational planning
and decisions?

dent employees. You are currently in the
or accessioning 100 linear feet of
ceived in the last 20 years.

5 managed the donation of selected

as and electricity. The records primarily

nts and negatives of their residential and
customer log books, dating from

was received (by location and then by

ry and many of the images have not been

used for research occasionally by

d by archivists on behalf of individuals

B, street, or neighborhood.

3. Is the information in the documents
summarized elsewhere in other types of
documents?

Example breakout group Google doc.
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And, for each case study, a table listing the appraisal criteria questions along with a place next to each question for group notes.  It’s up to each group whether they choose one person to take notes, whether many want to take notes, or if the group wishes to take notes at all.

If you would like to keep a copy of the notes, download or make a copy of the Google doc for yourself at the end of the webinar.  Or, email one of us and we can make a copy for you.

I would also suggest that since each case study is fairly robust, each group might just want to dig into the first one listed in your Google doc and then dip into the other two if time and your interest permit.


Navigating the Case Study Discussion
Sessions

CARLI "The Power of Appraisal: Selecting Archives™ Webinar, 1/31/2023
Appraisal Case 5tudies for Discussion Breakout Groups

* Central Google doc from which all OSSO g

= ‘fou will be taken to a document that has:
= The description of 3 case studies for discussion

t h e b re a ko Ut ro 0 m d O C S a re li n ke d : ;E;E::Lif;?d” appraizal criteria questions with space for typing E

= Space for additional notes.
= ou will have about 30 minutes for discussion. A countdown clock to the final &
minutes will start at 25 minutes into the discussion pericd.

° = fou may choose one, two, or all three case studies to discuss. €
[ ) h tt ° // I t l /4 E Xf 1 = [Each groug can decide whether one persen or many in the group will be note =
° ° takers, or you may choose to take no group notes.
L) C 4 =

= [If you'd like to keep a copy of your breakout group discussion document, please
make 3 copy for yourself or download a copy. E
= The last 20 minutes of the webinar will b= an opportunity for participants to shars
reflections on the following questions:
How did the discussion flow in your group?
What appraisal criteria were usaful in discussing the case studies or that
you think will be useful in your work?
Were there ideas or approaches that surprised you?
What takeaways do you have so far?

. Example Case Study: County Military Museum and Library postcard collection

. Breakout Room Discussion Documents (click on your breakout room number):

= [Breskout Room 1

200 Meeting - Room 1 ini v EresioutBon

S Workplac
025

Breakout Room 4
= [Breskout Room 5
= Breakout Room &

= [Breskout Room 7

Where meeting room number can be found
(along with the link to the central Google doc) What the central Google doc looks like. .-


Presenter Notes
Presentation Notes
All right, we’re almost to the end of the explanation of how the appraisal case study discussion will work.  The final piece is to explain how to get to the Google docs for each group.  Go to the link on the slide or in the chat.  This is the central document from which all the breakout room Google docs are linked.  It should look familiar, because we used it just a bit earlier to get to the Military Museum and Library postcard case study.  

Once you’ve joined a breakout group, click on that Breakout Room number to get to the case study discussion document for your group.   Remember that the room number will be in the top left-hand corner of the Zoom screen.  The link to the central Google doc will also be in that top-left hand corner (although I don’t have a screen shot for it).

https://bit.ly/40Exf1g

Navigating the Case Study Discussion

Sessions

* Has case study
discussion steps

* Includes full group
discussion questions

CARLI “The Power of Appraisal: Selecting Archives” Webinar, 1/31/2025
Appraisal Case Studies for Discussion Breakout Groups

How to use this document:
¢ Click on the link below for the breakout room you've been assigned to.
e You will be taken to a document that has:
o The description of 3 case studies for discussion
o For each case study, appraisal criteria questions with space for typing
discussion notes
o Space for additional notes
e You will have about 30 minutes for discussion. A countdown clock to the final 2
minutes will start at 28| minutes into the discussion period.
You may choose one, two, or all three case studies to discuss.
Each group can decide whether one person or many in the group will be note
takers, or you may choose to take no group notes.
o |f you'd like to keep a copy of your breakout group discussion document, please
make a copy for yourself or download a copy.
e The last 30 minutes of the webinar will be an opportunity for participants to share
reflections on the following questions:
o How did the discussion flow in your group?
o What appraisal criteria were useful in discussing the case studies or that
you think will be useful in your work?
o Were there ideas or approaches that surprised you?
o What takeaways do you have so far?

The discussion steps in the central Google doc.
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The central Google doc also has the explanation for the steps in this case study discussion and includes the reflection questions we’ll be using for the full group discussion for the last portion of the webinar.


Questions about Case Study Discussion

Sessions

e Gotolinkinthe chat or here:

https://bit.ly/40Exf1g
* Any questions?

* Going into breakout groups now...

CARLI "The Power of Appraisal: Selecting Archives™ Webinar, 1/31/2023
Appraisal Case 5tudies for Discussion Breakout Groups

How to use this document:
= Click on the link below for the breakout room you've been assignad to.
= ‘fou will be taken to a document that has:
The description of 3 case studies for discussion
For each case study, appraisal criteria questions with space for typing
disgussion notes
= Space for additional notes.
= ou will have about 30 minutes for discussion. A countdown clock to the final &
minutes will start at 25 minutes into the discussion pericd.
= fou may choose one, two, or all three case studies to discuss.
= [Each group can decide whether one person or many in the group will be note
takers, or you may choose to take no group notes.
= [If you'd like to keep a copy of your breakout group discussion document, please
make 3 copy for yourself or download a copy.
= The last 20 minutes of the webinar will b= an opportunity for participants to shars
reflections on the following questions:
How did the discussion flow in your group?
What sppraizs] criteris were useful in discussing the case studies or that
you think will be useful in your work?
Were there idess or approaches that surprised you?
What takeaways do you have so far?

. Example Case Study: County Military Museum and Library posteard collection

= County Military Museum and Library posicard collection

. Breakout Room Discussion Documents (elick on your breakout reom number):

- put Room 1
= Bresko om 2
= Bresko om 3

akout Room 4
= Breakout Room §
Breakout Room §

eakout Room 7

Go to this central Google doc: bit.ly/40Exf1g
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So, we’re at the end of the explanation for how the small group breakouts will work.  Do you have any questions about the process?  If you haven’t switched over to the main Google document yet, go ahead and do so now.  Click on the link in the chat or type in the link above from the slide. 

OK, Martin will be setting up the breakout groups now.

https://bit.ly/40Exf1g

Q&A

* Any unresolved questions or comments from the lecture portion
of the webinar?
>—Q

L=

Created by Denis Sazhin
from the Noun Project
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Q&A

* How did the discussion flow in your group?

* Were there any case studies that were easy or difficult to work
through?

* Were there any case studies that were particularly on point or far-
fetched for you or for your group?

Created by Denis Sazhin
from the Noun Project
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<Q&A Elizabeth and Martin will help moderate chat> 



Q&A

* What appraisal criteria were useful in discussing the case studies
or that you think will be useful in your work?

P—Q

L=

Created by Denis Sazhin
from the Noun Project

128



Q&A

* Were there ideas or approaches that surprised you?

>—<

L=

Created by Denis Sazhin
from the Noun Project
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Q&A

* What takeaways do you have so far?

>—<

L=

Created by Denis Sazhin
from the Noun Project
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Reassurance!
* You’ve got this!

* Ruth E. Bryan
e ruth.bryan@uky.edu

* Matt Gorzalski
* mgorz@siu.edu

Ruth with lots of stuff of history!
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<Thank yous> 
Thanks to all of you for participating in this webinar on appraisal.  And, remember, there are factors and questions to take into account that we’ve explored here today, and you’ve practiced with appraisal case studies.  Hopefully, you’ve got a handle on appraisal now, and you can do it!

At the end of the slide deck is a bibliography of the resources I mentioned in the webinar, plus the CARLI creative commons license statement for the webinar.


<Matt>
Thank you, Ruth, for taking time to share your knowledge and research with us today on developing an archives. Also, thank you to everyone for joining and sharing your questions and comments. 

Everyone will receive an email shortly with links to a survey and also a reminder of where the recording will be made available. 

Have a wonderful rest of your day everyone!




mailto:ruth.bryan@uky.edu
mailto:mgorz@siu.edu

Resources

Boles, Frank. Selecting and Appraising Archives & Manuscripts.
Chicago: Society of American Archivists, 2005.

Daniels, Maygene F. and Timothy Walch. A Modern Archives Reader:
Basic Readings on Archival Theory and Practice. Washington, DC:
National Archives and Records Service,1984.

Kentucky Department for Libraries and Archives. “Records Retention
Scheduling: A Procedural Guide,” 3 Ed., November 2021.

Kentucky Department for Libraries and Archives. “Kentucky State
University Model Records Retention Schedule.”

Jimerson, Randall C. American Archival Studies: Readings in Theory
and Practice. Chicago: Society of American Archivists, 2000.

Weber, Chela Scott, et al. Jotal Cost of Stewardship: Responsible
Collection Building in Archives and Special Collections. Dublin, OH:
OCLC Research, 2021.
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https://kdla.ky.gov/records/Documents/Retention_Scheduling_Guidelines_November%202021.pdf
https://kdla.ky.gov/records/Documents/Retention_Scheduling_Guidelines_November%202021.pdf
https://kdla.ky.gov/records/RetentionSchedules/Documents/State%20Records%20Schedules/KYUniversityModel.pdf
https://kdla.ky.gov/records/RetentionSchedules/Documents/State%20Records%20Schedules/KYUniversityModel.pdf
https://doi.org/10.25333/zbh0-a044
https://doi.org/10.25333/zbh0-a044

Resources

* Society of American Archivists Accessioning, Acquisitions &
Appraisal Section

* Society of American Archivists Dictionary of Archives Terminology.

* Society of American Archivists Records Management Section.

 Protocols for Native American Archival Materials

* Native American Graves Protection and Repatriation Act
* lcons are from the Noun Project

* Unless credited, all photographs were taken by webinar planning
members.
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https://www2.archivists.org/groups/accessioning-acquisitions-appraisal-section
https://www2.archivists.org/groups/accessioning-acquisitions-appraisal-section
https://dictionary.archivists.org/
https://www2.archivists.org/groups/records-management-section
http://www2.nau.edu/libnap-p/
https://www.nps.gov/nagpra/
https://thenounproject.com/
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Except where otherwise noted, this presentation “The Power of
Appraisal: Selecting Archives” is © 2025 by Ruth E. Bryan and is licensed
under an Attribution-NonCommerical-Sharealike 4.0 International
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