
1 



2 



3 



4 



Archivists think about the materials they manage primarily in terms of collections 
rather than individual items. Understanding archival holdings in larger groupings 
makes it easier to summarize the entirety of the materials, and also helps maintain 
the connections between interrelated items. 

5 



The principle of provenance dictates that documents created by different entities 
should be kept in distinct collections according to creator. Do not divide or disperse 
collections based on other factors, do not add materials from other creators into 
collections, and do not co-mingle materials from various creators. A corollary to the 
principle of provenance is that of original order, which dictates that, to the extent 
possible, materials be kept in the order in which their creator kept them. However, 
the archivist’s principal duty is to render archives accessible and useable. In cases 
where there is no discernible original order, or if the original order is impractical, it is 
necessary to impose an order on materials in order to facilitate their use. Archivists 
must use their judgment in determining when and how to impose an order on a 
collection. 
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If a collection is complex, archivists identify logical groupings of materials within the 
whole: series, subseries, and files into which individual items are organized. Archival 
description should summarize the entire body of a collection, and it may also (but 
need not) exist at lower levels in the organizational hierarchy. This is called multilevel 
description. Descriptions given at higher levels are assumed to be valid at lower levels 
unless otherwise specified. For example, unless the date range of a series is 
indicated, it is assumed that the date range of that series is the same as the range for 
the whole collection. 
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Mention tracking environment with data loggers and how showing temp and RH 
inconsistencies can help you get funding. 
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Oversized materials can be stored in acid-free oversized boxes and folders or in 
oversized folders placed into flat files. Archival suppliers include Gaylord, Hollinger 
Metal Edge, and Light Impressions. Tip: Check CraigsList for architecture firms that 
are getting rid of flat files and restaurant supply stores for lower-priced metal 
shelving. 
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