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ABSTRACT

All professions need a certain level of standardization and ethnics. This paper attempts
to highlight some basic forms of standard to he adhered to at any level of Archival
management. Archives being a form of management, the collection preservation,
description and accessibility of the records by 'he Archivist, creating agents and users
are very crucial. The methods may not be totally the same for all creating agencies but
could be seriously similar. Standardization has therefore become a must even in the
Archives profession whether from the government, higher learning

corporate organization individual/personal collection.
INTRODUCTION

It is a known fact that standardization is essentid for even the crudest profession.
Technica co-operation "Can only be successful if dl parties involved attribute the same
meaning to the same words. When using terminology in, for instance, finding aids, users
are made to realize the specific meaning of technica terms. There is a purpose for
keeping archives by creating agencies e.g:

1 by the government officers,
2. by individud' or corporate citizens:

3. by researchcenl
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There are people responsible for the physical and intellectual control of records: these
people have different responsibilities and communicate, in most cases without seeing
each other or speaking to cach other. even without knowing cach other. The
communicate i most cases mowriting., be o legslation, instructions, catalogues, lise

letter or printed publications. The making of Nnding aids. sample fist oe, beconn

mevitable in standardization ol archival practices,

FINDING ALD

Finding aid 15 1the oo alonee of card catdogue me Bbswamship, Ieocamies el
description of the material as arranged in the arclnves,

1t could be listings by solume niwmbers, by authors or by topies. 1t could be Kept on fine
or manually in book Torm or cabinet format.

As long as records management at the administiative level is weak or failing, archivists
will have to go on carrying the burden of ¢leaning up the mess. They will have to go on
doing the sorting for transfer to cither archives or for the destruction. In both cases they
will have to make sample (class) list in arder to be able to prove what has been retiined
and what has been disposed of.

(a) Items for destruction or disposal ~hould be  should be sorted under the koon
supervision of a qualificd archivist who ascertiins that the document 1o be destoned o

disposed ol docs not survive destruction. This is done betore any Bsting: conld be connied

out.

b) Disposal should be arranged i such aoway that none of the docoments wo b
disposed of, survives destruction.

(¢)  Though more effective ways of making sample lists could be thought ol there is

no need to produce these, as the preparation of sample lists s part of the traning

of new archival stalT.

(d) In order to give more information to users. additional findings aids has o be
prepared. These additional findings ands way not be as adequate as they should
be.
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(¢) In some cases, les showded | s B INOTS apPropriaiie Wad L as i

files themselves contain no order
(f) It should be considercd that the setual g of class systems should be mproy ed

Inventories of all records should he created by ane archives ereating-=agency or ol

Examples of from Wisconsin historical sociery tlindings aid and Texco State Archives

and manuscripts are shown below:
WISCONSIN HISTORICAL SOCTHETY FINDINGS ALDS

l. Title: Brown County (Wi, Kegistration of Deeds: Vital Statistios

Records, 1820 - 1936

Creator: Brown Counpty (V) e ol Deeds
Abstract: Manage bicth d il thicites Tor Brossn conntey

filed from 1820 10 1930, Series i Serwes 50, and Series 52 coninm

the originals filed prior o 1908 swhich are indexed intile volumes in
Series 47, Series 48, and Scries 44,

2. Title: Wisconsin. Circuit Court (Fond du Lae County):

Naturalization Records, 15411974
Creator: Wisconsin. Circuit Cowt (Fond du Lae County).
Abstract: Records of mturalization poococdings in the Cireuit Court of Ford du 1o
County. 1844 - 1974, and in the Mupics o Comt ol Ripon. 1856 - 1906, Reconds meluds
indexes to Declorations o tatention. Vit ad Onders Admiting 1o Citeen g
(1844 1974); declarations ol Intention (- T9 73 Pettions CERAE - 1970 Cortiheates
of Natural.cation (1884-1903); Orders Adnutting to Citizenship (1844-1852); Onder
Granting and Denying Citizenship (1929 - 19742 and Repatriations (1940-1965).
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Findings aids listed above will also assist rescarchers i locating records ol interest.

GUIDELINES FOR RESEARCHIERS

A standard Finding, List should be able to pade the rescarchers on how the bist is to b
operated Such puide will reduce the archivist iers ention m the use of the hra by

researchers The tollowing cuides relate to Texas State Archive:

“Visitors to the Texos Stoic beliives are asked o read the gadelines: fov covean !
Every rescarcher is vesponsible for assisting i the preservatton of the docaetene
deposited in the Texas Stae Avchives. Our rudes ave intended o procect “and proser v
these materials to ensure that the information they comtain is available for subscgin i

VIisITOrs,

Records of the legislative and excecutive branches of staie covernment and local

government records held by the State Archives are subject o the provisions of Chapter

352 of the Texas Government Code, also knonvvrr s the Public Information Act. The 1o

makes records open Jor rexcarch with certain excepiions

Archives,

(il) NATIONAL GUIDE

This is making o guwde 1w the lstone records ol an organization o be aadied. oo
ide will fit into the framework of existing Pl tor g workdwide puide on the soneees
guide will fit into the framework of existing Plan | I ade pand 1

of history ol member states.

The standards tor Nigerian guide is being developed the National 1ibrary of Migeria
Experts have been engaged to draw up goides for the country. A national guide stipulates
standards which have been accepted intemnationally 1t preseribes descriptive levels and

practice for documents For any national guide o aceepted internationally there must be
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series of national workshops. seminars. consultations or round table meetings 1o discuss
items to be included in the cuide.

A national guide also stipulates standardizaton of deseriptive levels and practices. \
national guide could also serve as pilot-project tor the introduction ol word-processing
the archival prolession. Ny investment e sach o cuide woukd be useless unless

guide is updated properly and regubarly

(iii) ACCESS

Access regulations, which are rules goverming use ol materials should meet the needs ol
the country.

The guide should possibly cover archives and manuscripts kept by all public archives,
at the federal, state and local level: archives ol other public bodies, such as city
archives and other local government archives railways companies. trading socicties and
so on; by librarics, museunt and university: i private ownership, or churches. mosques
and other religious, bodies. and also by trade, mdusiry and commerce A gaide of this
kind is supposed to be the tradition in the profession and the vse of more or Jess
standardized practice at all fevels.

Standardization of archival practice also has to doowith the adherence o o b

principles, namely the principle s ol provenance and original order

Provenance refers to the context i which records have heen covated, teccived.,
maintained and used in the conduct of business. The principles ol origmal order require
us 10 maintain records on the order in which they were kept when in active use. These

two principles make the archival profession so interesting and so complicated.
I. PROVENANCE (RESPECT DES FOUNDS)

Provenance refers 1o the context in which records have been created. received.,
maintained and used in the conduet o) business. Archives of every creating
entity have 1o be maimained scparately from those of others. They have 1o be
maintained :‘:-,c;'ull':n\'{_\ thereby respecting the natural body of documents (el by
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the ereating agent, This principle Keeps records on the basis of their

organizational origins.
ORIGINAL ORDER

The principles ol onginal order reguire us to maintain records on the order in
which they were kept when i active nae This presupposes that achive
should be retained in their ortgmal orgamzanonal pattern or stracture amd i

their onginal Gilhng arangement

LEVELS OF ORGANIZED RECORDS

1. Archive/record group

2. Sub-group

3. Series

4. Folder

5. ltem by No. Or Alphabet
These groups of records are named “archive groups™ or “record groups™
They are the largest physical units established in archival institotions, They
generally comprise the vecords accimulbated by ancentity that has separate or distinet
functional responsibilines An "archival sub-groap” cotprises the recond

cumulated by a division ol the larger organizational anii,

Within a "sub-group", records are maimained in "series”. Series may consist ol
folders or items. ltems can be Joose or bound documents, or any other form of
documents. Flowever, archival groups may well have more than one folder. The
same applies to subgroups. The reason lor this is simple. Administration may
change, or may continue the record series, or may decide to split them into two or
more series or groups. With ‘original ordet”. archives should be retained in their
original organizational pattern or structure and i their original Hilling arrangement
in order to preserve all relavonships with mdividual series. thereby enhancing then

evidential value. Evidential value refers 1o the value of reconds o providing
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authentic and adequate proof of agency's organization and function. I many
instances it is impossible to establish what the original order was or (o reconsteuct
when there is distortion. misplacemient or defacement. In that case it s up o the

archivist to jealously guide the original order

CONCLUSION

In summary, cvery professional archivist should aspire to operate under a level
of standardization. This will help to maintain order but deplete inconsistencies in the
system. It will ease collection, retention, deseription. presentation and retrieval. If
standards are not applied the records may not only be mismanaged discrepancies will
abound in the record which can result in a very serious professional hazards in locating
records even when*those records have alwady been collected. It is therefore no
gainsaying that maintaining a standard in all forms of archives is a must for the

Archivist.
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