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PRE‑REQUISITE: HIS 8153 (formerly HIS 624), INTRODUCTION TO ARCHIVES AND MANUSCRIPTS, OR SPECIAL PERMISSION OF THE INSTRUCTOR, IS A PRE-REQUISITE TO REGISTRATION IN THIS COURSE.

Classes meet at the American Philosophical Society Library, Wood Room, 105 South Fifth Street, Philadelphia, PA 19106.  Enter the building on the south side, via Library Street.  This is a high security building.  Do not wander around the building unaccompanied; those students arriving late for class may find the building locked. 

Required Texts:  See schedule of readings attached. Required readings are supplemented by class handouts.

 Recommended Texts:  A list of recommended readings is attached to this syllabus.  Those entries are the titles most likely to be the source of questions for the Academy of Certified Archivists (ACA) examination.  Those students seeking to attain the designation of Certified Archivist should familiarize themselves with these titles.

Course Description:  This course continues the studies undertaken in HIS 8153 (fomerly HIS 624), Introduction to Archives and Manuscripts, and will emphasize various topics taken from the ACA domains.  These include:

          Domain 1: Selection of Documents (Appraisal)

          Domain 2: Arrangement and Description of Documents

          Domain 3: Reference Services and Access to Documents

          Domain 4: Preservation and Protection of Documents

          Domain 5: Outreach, Advocacy, and Promotion of         

                    Documentary Collections and Archival Repositories

          Domain 6: Managing Archival Programs

          Domain 7: Professional, Ethical, and Legal Responsibilities

This class will operate in seminar fashion, meeting approximately every other week to discuss the readings, and to discuss progress on student projects.  Students should be aware that in order to make the class meaningful, this format will require a good deal of independent study (reading), preparation, and participation. 

  Course Objectives:  This course is designed to provide the student with a more

  comprehensive introduction to the literature and scholarship of the archives

  profession, and a forum to discuss the implications of implementing theory in actual

  archival settings; to help students who wish to take the ACA exam prepare

  themselves; and to expose students to the scholarly or managerial work projects in

  which archivists may be engaged, and to produce a paper or scholarly product of

  entry‑level professional quality.

  Evaluation Summary:

                    Class Participation:     25%

                    Project or Paper:        75%

  Explanation of Assignments and Method of Evaluation:

          1.  Class participation.  Substantive contributions to class discussion

  based on thoughtful preparation (assigned readings), participation in field experiences,

  and the timely completion of homework assignments will bear on the student's grade. 

  25%

          2.  Project Report or Paper.  The project or paper for this class will

  result in a substantive and scholarly product.  This is not the internship class (HIS

  9187), and practical experience will not substitute for a scholarly product.  The

  benchmark for fulfillment of the report or paper requirement will be a thirty to forty‑page,

  scholarly paper, on a topic pre‑approved by the instructor.  Other projects that result

  in scholarly product are acceptable; however, the instructor reserves the right to

  define equivalencies in projects that are not research papers.  Research papers may

  consist of literature surveys, administrative analysis, or original research on an

  archival topic.  Projects in the past have included documentary editing, data base

  construction, user surveys, subject guides, and disaster plans.  Be sure the instructor

  has approved your paper topic or project before you commit yourself to it.

          Once again, this is a history course‑‑you must cite your sources, using

  as a guide either Turabian's Guide to Writers of Dissertations and Theses or the

  Chicago Manual of Style (do NOT use social science‑type notes).  Papers not adhering

  to one of these conventions will be marked down severely.   A bibliography of works

  consulted is mandatory.  In addition to subject expertise, the paper should

  demonstrate the student's understanding of the process of creating a scholarly product.

  75%

  Office Hours:   I will usually be available after class.  I will also be available by

  appointment at the American Philosophical Society Library, Monday through Friday,

  9am to 5pm.  All students wishing to sit for the Certified Archivists Exam, the board

  exam administered by the Academy of Certified Archivists, should make an

  appointment to see me in my office sometime during the semester. 

 (INCLEMENT WEATHER:  Weather conditions may be sufficiently severe to cause the cancellation of class.  If the University is closed because of inclement weather, class is cancelled, despite the fact that this class does not meet on University grounds.  You can determine class status in several ways:

1. The University's weather hotline, 215-204-1975.
2. Broadcasts on Temple University's radio station WRTI-FM (90.1 FM).
3. The Temple University Web site’s home page (www.temple.edu). 
4. Other media outlets, including KYW radio (1060 AM) and local television stations.

5. When in doubt, check your e-mail for a message from me, or call me.

Disability Statement: This course is open to all students who meet the academic requirements for participation.  Any student who has a need for accommodation based on the impact of a disability should contact the instructor privately to discuss the specific situation as soon as possible.  Contact Disability Resources and Services at 215-204-1280 in 100 Ritter Annex to coordinate reasonable accommodations for students with documented disabilities. 

Statement on Academic Freedom:  Freedom to teach and freedom to learn are inseparable facets of academic freedom. The University has adopted a policy on Student and Faculty Academic Rights and Responsibilities (Policy # 03.70.02) which can be accessed through the following link: http://policies.temple.edu/getdoc.asp?policy_no=03.70.02.  

Policy on Academic Honesty:  Temple University believes strongly in academic honesty and integrity. Plagiarism and academic cheating are, therefore, prohibited. Essential to intellectual growth is the development of independent thought and a respect for the thoughts of others. The prohibition against plagiarism and cheating is intended to foster this independence and respect. 
Plagiarism is the unacknowledged use of another person's labor, another person's ideas, another person's words, another person's assistance. Normally, all work done for courses -- papers, examinations, homework exercises, laboratory reports, oral presentations -- is expected to be the individual effort of the student presenting the work. Any assistance must be reported to the instructor. If the work has entailed consulting other resources -- journals, books, or other media -- these resources must be cited in a manner appropriate to the course. It is the instructor's responsibility to indicate the appropriate manner of citation. Everything used from other sources -- suggestions for organization of ideas, ideas themselves, or actual language -- must be cited. Failure to cite borrowed material constitutes plagiarism. Undocumented use of materials from the World Wide Web is plagiarism. 
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Note: all readings are on reserve at the APS Library, if you choose not to buy any book.  However, these materials must be used in the Library during regular operating hours (9 a.m. – 5p.m, M- F).

Assigned Books
Baker, Nicholson.  Double Fold: Libraries and the Assault on Paper, Random House, New York, NY, 2001.

Cox, Richard J. and Wallace, David A., editors. Archives and the Public Good: Accountability and Records in Modern Society, Society of American Archivists, 

Westport, Connecticut: Greenwood Press, 2002.

Cox, Richard J., ed.  Lester J. Cappon and the Relationship of History, Archives, and Scholarship in the Golden Age of Archival Theory.  Chicago: SAA, 2004

Gaddis, John Lewis. The Landscape of History: How Historians Map the Past, Oxford University Press, Inc., New York, NY, 2002.

Harvey, Miles. The Island of Lost Maps: A True Story of Cartographic Crime, Random House, New York, NY, 2000.

Herring, Mark Y.  Fool's gold; why the Internet is no substitute for a library. McFarland & Co. 2007. 

Levy, David M., Scrolling Forward: Making Sense of Documents in the Digital Age, Arcade Publishing, Inc., New York, NY, 2001.

Note: other books and articles are assigned thoughout the schedule. Read carefully.
September
3  Housekeeping and discussion.  Internship review. 

For Next session read:  Nicholson Baker, Double-Fold (Vintage Books, 2001).

17  (Preservation)  Double Fold Discussion.  Cox-Baker debate.

For next session read: Miles Harvey, The Island of Lost Maps: A True Story of Cartographic Crime.  
Also Read:  Rich Cox, ed.  Lester J. Cappon and the Relationship of History, Archives, and Scholarship in the Golden Age of Archival Theory.
October

1  (Security) Discussion of Harvey.
SUBMIT ONE PARAGRAPH: TOPIC FOR FINAL PAPER

For next session read these hand-outs, or visit on the web: 
Cory Doctorow.  Metacrap:  Putting the Torch to Seven Straw men of the Meta-utopia. http://www.well.com/~doctorow/metacrap.htm
Moritz, Thomas.  The Cutural Commons. http://www.getty.edu/research/scholarly_activities/first_draft/fd6_web1.pdf
Also read:

Scrolling Forward: Making Sense of Documents in the Digital Age by David Levy (2002). 

15   (discussion, computers and archives; digital information).  

For next session read:
Cox, Richard J. and Wallace, David A., editors. Archives and the Public Good: Accountability and Records in Modern Society, Society of American Archivists, 

Westport, Connecticut: Greenwood Press, 2002.

Also read:
Fool's gold; why the Internet is no substitute for a library.  Herring, Mark Y. McFarland & Co. 2007

29   Discussion: Archives role in democracy; cultural memory; accountability.  

Copyright and intellectual property.  The value of the Internet for archivists.  NPR debate.  

For next session read:
Gaddis, John Lewis.  The Landscape of History: How Historians Map the Past (2002)

November
5    Discussion of Gaddis

For next session read:
YOU PICK THE READING (book length)  FOR NEXT SESSION.

Break Time:

Cathy Alter.  Eat The Document.  In Timothy McSweeney’s More Ephemeral Problems.  http://www.mcsweeneys.net/1999/12/14document.html
Factual Error Found on the Internet.  

http://www.theonion.com/content/node/27836
19 (Discussion of your readings.)

December

3  Guest Lecture: Anke Timmerman, PhD, A case study in Diplomatics.  The job market; the CV; credentials; marketing yourself.  The ACA exam
10  FINAL PAPERS DUE!!  No exceptions, the semester ends the day before!!  Holiday Party at Levitt’s house. 712 S. Sixth St.  Turn papers in there.
SUPPLEMETAL READING LIST

ACA EXAMINATION BIBLIOGRAPHY 

Selected Readings

We have compiled this list of selected readings to assist you in preparing for the Academy of Certified

Archivists examination.

You should note this list of sources is by no means a complete bibliography of archival works. It contains

only the most traditional and widely available publications. For a more extensive list of current archival

references, we advise you to consult the notes and bibliographies of the books and journals listed.

In compiling this reading list, we intended to provide candidates with a significant—but not

overwhelming—list from which to study. In providing this list, we cannot guarantee passage of the

examination; however, candidates should have an idea of the types of sources from which the vast

majority of questions were selected.

Archival classics

Archival literature builds from a list of “classics.” These set the tone for much of the

development of the field in the twentieth century and are integral to our professional identity.

Candidates should be at least aware of such contributions and their authors.

■ Selected Writings of Sir Hilary Jenkinson. Edited by Robert Ellis, Peter Waine with a

new introduction by Terence M. Eastwood. SAA Archival Classics Series. Chicago:

Society of American Archivists, 2003.

■ Muller, Samuel, J. A. Feith, and R. Fruin. A Manual for the Arrangement and Description

of Archives, New York: H. W. Wilson Co., 1898, 1968. SAA Archival Classics Series.

Chicago: Society of American Archivists, 2003.

■ Norton, Margaret Cross. Norton on Archives, Carbondale, Illinois: Southern Illinois

University Press, 1975. SAA Archival Classics Series. Chicago: Society of American

Archivists, 2003.

■ Posner, Ernst. Archives in the Ancient World, Cambridge, Massachusetts: Harvard

University Press, 1972. SAA Archival Classics Series. Chicago: Society of American

Archivists, 2003.

■ Schellenberg, Theodore R. The Appraisal of Modern Public Records, Washington:

National Archives and Records Service, 1956.

■ Schellenberg, Theodore R. Management of Archives, New York, Columbia University

Press, 1965. Reprinted 1981.

HANDBOOK FOR ARCHIVAL CERTIFICATION

■ Schellenberg, Theodore R. Modern Archives: Principles and Techniques, Chicago:

University of Chicago Press, 1956. SAA Archival Classics Series. Chicago: Society of

American Archivists, 2003.

General sources: journals

Journal articles are at the heart of the modern development of archival theory and practice.

Candidates should be aware of the leading archival periodicals and as professionals will

be expected to keep abreast of this literature.

■ American Archivist; published semi-annually by the Society of American Archivists,

Chicago, Illinois. Examination candidates should be especially familiar with the articles

published over the past ten years in the American Archivist.

Other essential journals include:

■ Archival Issues, semi-annual journal published by the Midwest Archives Conference.

■ Archivaria, semi-annual journal published by the Association of Canadian Archivists.

■ Provenance, annual journal published by the Society of Georgia Archivists.

General sources: books and pamphlets

As demonstrated by the growing quality of the submissions for the SAA’s annual Waldo

Gifford Leland Award, American archival monographs are entering a renaissance.

Candidates will want to be aware of this growth, especially in relation to newer electronic

arenas. These general sources cover more than one domain. The general readership

charge obviously continues as part and parcel of your professional careers.

■ Bearman, David. Electronic Evidence, Pittsburgh: Archives and Museum Informatics,

1995.

■ Bellardo, Lewis J. and Lynn Lady Bellardo, compilers. A Glossary for Archivists,

Manuscript Curators, and Records Managers, Chicago: Society of American Archivists,

1992.

■ Cook, Michael. The Management of Information from Archives, 2nd edition. Aldershot,

UK: Gower Publishing, 1999.

■ Cox, Richard J. Managing Institutional Archives, Westport, Connecticut: Greenwood

Press, 1992.

■ Daniels, Maygene and Timothy Walch, editors. A Modern Archives Reader, Washington:

National Archives and Records Administration, 1984.

■ Dollar, Charles M. Authentic Electronic Records: Strategies for Long-Term Access,

Chicago, IL: Cohasset Associates, 1999.

■ Ellis, Judith, editor. Keeping Archives, 2nd edition. Port Melbourne: D. W. Thorpe and

Society of Australian Archivists, 1993.

■ Hunter, Gregory S. Developing and Maintaining Practical Archives: A How-To-Do-It

Manual, 2nd edition, New York: Neal-Schuman, 2003.

■ Jimerson, Randall C. editor. American Archival Studies: Readings in Theory and

Practice, Chicago: Society of American Archivists, 2000.

■ Kenney, Anne R. and Oya Rieger. Moving Theory into Practice: Digital Imaging for

Libraries and Archives, Mountain View, CA: Research Libraries Group, 2000.

■ Kissel, Eleonore and Erin Vigneau. Architectural Photoreproductions: A Manual for

Identification and Care, New York: Oak Knoll Press and the New York Botanical Garden,

1998.

■ Maher, William J. The Management of College and University Archives, Metuchen,

NJ: Society of American Archivists and Scarecrow Press, 1992.

■ O’Toole, James M. Understanding Archives and Manuscripts, Chicago: Society of

American Archivists, 1990.

■ Robeck, M.F., G.F. Brown and D.O. Stephens. Information and Records Management:

Document-Based Information Systems, 4th edition. Glencoe, New York: Glencoe, 1995.

■ Safaddy, William. Managing Electronic Records, 3rd Edition, Prairie Village, KS:

Association of Records Managers and Administrators, 2002.

■ Skupsky, Donald S. Legal Requirements for Information Technology Systems,

Englewood, CO: Information Requirements Clearinghouse, 1997.

■ Stielow, Frederick. The Management of Oral History Sound Archives, Westport, CT:

Greenwood Press, 1986

■ Wythe, Deborah, editor. Museum Archives: An Introduction, Chicago: Society of

American Archivists, 2004.

■ Yakel, Elizabeth. Starting an Archives, Chicago: Society of American Archives and

Scarecrow Press, 1994.

Domain 1: Selection, Appraisal and Acquisition

■ Boles, Frank. Archival Appraisal, New York: Neal-Schuman, 1991.

■ Fleckner, John A. Archives and Manuscripts: Surveys, Chicago: Society of American

Archivists, 1977.

■ Ham, F. Gerald. Selecting and Appraising Archives and Manuscripts, Chicago: Society

of American Archivists, 1993.

Domain 2: Arrangement and Description

■ Describing Archives: A Content Standard. Chicago: Society of American Archivists,

2004.

■ Dooley, Jackie. Encoded Archival Description: Context, Theory and Case Studies,

Chicago: Society of American Archivists, 1998. [Originally published as American

Archivist, vol. 60, nos. 3 & 4.]

■ Fox, Michael J. and Peter Wilkerson. Introduction to Archival Organization and

Description: Access to Cultural Heritage, Los Angeles: Getty Information Institute, 1998.

Available at: http://www.schistory.org/getty/about_index.html.

■ Miller, Fredric M. Arranging and Describing Archives and Manuscripts, Chicago: Society

of American Archivists, 1990.

Domain 3: Reference Services and Access

■ ALA-SAA Joint Statement on Access: Guidelines for Access to Original Research

Materials, August 1994. Available at: http://www.archivists.org/statements/alasaa.asp.

■ Cohen, Laura B., editor. Reference Services for Archives and Manuscripts, Binghamton,

NY: The Haworth Press, 1997.

■ Pugh, Mary Jo. Providing Reference Services for Archives and Manuscripts, Chicago:

Society of American Archivists, 1992.

Domain 4: Preservation and Protection

■ Fox, Lisa. Preservation Microfilming: A Guide for Librarians and Archivists, 2nd edition,

Chicago: American Library Association, 1996

■ Jones, Maggie and Neil Beagrie. Preservation Management of Digital Materials: A

Handbook, London: British Library, 2002. Available at: http://www.dpconline.org/

graphics/handbook/

■ Reilly, James M. Storage for Color Photographic Materials, Albany: University of the

State of New York, New York State Education Department, New York State Library,

New York State Program for the Conservation and Preservation of Library Research

Materials, 1998.

■ Ritzenthaler, Mary Lynn, Gerald J. Munoff, and Margery S. Long. Archives and

Manuscripts: Administration of Photographic Collections, Chicago: Society of American

Archivists, 1984.

■ Ritzenthaler, Mary Lynn. Preserving Archives and Manuscripts, Chicago: Society of

American Archivists, 1993.

■ Weilheiser, Johanna and Jude Scott. An Ounce of Prevention: Integrated Disaster

Planning for Archives, Libraries, and Records Centers, Landham MD: Scarecrow Press,

2002.

■ Wilhelm, Henry. The Permanence and Care of Color Photographs: Traditional and

Digital Color Prints, Color Negatives, Slides, and Motion Pictures, Grinnell, IA:

Preservation Publishing Co., 1993.

Domain 5: Outreach, Advocacy, and Promotion

■ Casterline, Gail Farr. Archives and Manuscripts: Exhibits, Chicago: Society of American

Archivists, 1980.

■ Finch, Elsie Freeman. Advocating Archives: An Introduction to Public Relations for

Archivists, Metuchen, NJ: The Society of American Archivists and Scarecrow Press,

Inc., 1994.

■ Kalfatovic, Martin R. Creating a Winning Online Exhibition: A Guide for Libraries,

Archives, and Museums. Chicago: American Library Association, 2002.

■ Pederson, Ann and Gail Farr [Casterline]. Archives and Manuscripts: Public Programs,

Chicago: Society of American Archivists, 1982.

Domain 6: Managing Archival Programs

■ Kurtz, Michael J. Managing Archival & Manuscript Repositories, Chicago: Society of

American Archivists, 2004.

■ Society of American Archivists Task Force on Institutional Evaluation. Evaluation of

Archival Institutions, Services, Principles, and Guide to Self Study, Chicago: Society

of American Archivists, 1982.

■ Trinkaus-Randall, Gregor. Protecting Your Collections: A Manual of Archival Security,

Chicago: Society of American Archivists, 1995.

Domain 7: Professional, Ethical, and Legal

Responsibilities

■ International Council on Archives. Code of Ethics, Adopted by the General Assembly

at its XIIIrd session in Beijing (China), September 6, 1996. Available at: http://

www.ica.org/biblio/code_ethics_eng.html

■ Peterson, Trudy Huskamp and Gary Peterson. Archives and Manuscripts: Law, Chicago:

Society of American Archivists, 1985.

■ Benedict, Karen, editor. Ethics and the Archival Profession: Introduction and Case

Studies, Chicago: Society of American Archivists, 2003.

■ Lipinski, Tomas A. Libraries, Museums, and Archives: Legal Issues and Ethical

Challenges in the New Information Age, Landham, MD: Scarecrow Pres, Inc., 2002.
