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UNIVERSITY OF M

Fifty Years of

Thomas Mann Studies
A BIBLIOGRAPHY OF CRITICISM

By Kraus W. JonNas. A guide to the vast
labyrinth of literature about Mann, this
is a comprehensive survey of the critical
and biographical material that has been
written in the past half-century. The
bibliography lists a total of 3,010 books,
articles, pamphlets, and unpublished dis-
sertations of studies in progress. $5.00

A Letter of the
King of Portugal

Translated by Sercio J. Pacirict This is
the first English translation of a rare his-
torical document, the complete title of
which is Copy of a Letier of the King of
Portugal Sent to the King of Castile Con-
cerning the Voyage and Success of India.
It gives a contemporary account of the
first commercial sea voyages to India by
the Portuguese. Limited, numbered edition
of 1000 copies. Illustrated, $5.00

Occupational Mobility
in American Business
and Industry, 1928-1952

By W. Lroyp WARNER and JAMEs ABFc-
GLEN. This study is based on information
about 8,000 executives in the largest busi-
ness firms of America. The multiple fac-
tors affecting the movement of men from
various occupational and social back-
grounds into business leadership today
are compared with the factors determining
mobility some twenty-five years ago. The
research encompasses all kinds of busi-
nesses and industries in every part of the
country and persons at all levels of top
management. $5.50

1

NNESOTA PRESS

Travels and Traditions
of Waterfowl

By H. AiBert HocHBAUM. A book for
layman and ornithologist alike, one bound
to modify present modes of thinking about
the behavior of birds and the “mystery”
of migration. The varying moods of earth
and sky and the spirit of flight are caught
in words and drawings. Over 70 illustra-
tions. $5.00

The Calvo Clause

By Donarp R. SHEA. A controversial prob-
lem in international law, of particular
importance in Latin American relations,
concerns the Calvo doctrine and the Calvo
clause which derives from it. Mr. Shea
outlines the origins of the clause, presents
the attitudes of the various governments
toward it, clarifies the legal issues in-
volved, and predicts future developments.

$5.50

The James Ford Bell

Collection
A LIST OF ADDITIONS, 1951-1954

By Joun ParkEgR. 393 works listed chron-
ologically and briefly annotated by Mr.
Parker, curator of the collection. A sup-
plement to the catalogue, fesuit Relations
and Other Americana. $3.00

Special Price Reduction
Jesuit Relations and

Other Americana
A CATALOGUE

By Frank K. WALTER and VIRGINIA
Donecuy. This beautifully illustrated cat-
alogue of the James F. Bell collection of
early Americana was first published at
$25.00. It is now $12.50.

At your bookstore, or from THE UNIVERSITY OF MINNESOTA PRESS
Minneapolis 14, Minnesota
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AVAILABLE IN REPRINT EDITION:

Chemical Reviews

Volumes 1-25, 1924-1939, cloth bound set . . . . . $425.00
Volumes 1-41, 1924-1947, paper bound . . . . each 15.00
(Vols. 16, 18, 19, 20, 24, 25, 26, 27. 28, 29

not available separately)

Volumes 42-45, 1948-1949, paper bound . . . . each 17.50

Again Avdgilable:
Volume 1, paper bound . . . . . . . . . . . . 15.00

Ready December, 1955:
Volumes 46-49, 1950-1951, paper bound . . . . each 17.50

Please address orders. and inguiries to
JOHNSON REPRINT CORPORATION
125 East 23 Street
New York 10, New York

LIBRARY BINDING IS

MORE raw mrcic:

The amozing transformation that occurs when Library
materials are bound by Heckman is like magic, but to
accomplish this, many factors are involved.

Thousands of dollars worth of machinery must be acquired
and maintained.

Adequate and sate plant facilities must be provided.
3 Over 100 people must be thoroughly trained to perform
the intricate hand processes that good book binding requires.
The Production department must keep rigid schedules, quality work-
manship and maintain the morale of a highly skilled plant.

BOUND Financial structures must be sound to be able to buy raw materials
TO in large quantities, discount invoices and keep collection terms
PLEASE liberal.

YES, Library Binding is more than magic, dealing with Heckman
means assurance of quality bindings and service extraordinary.
Contact Heckman today!

Phone 615, North Manchester

CERTIFIED
UBRARY BINDERY

NORTH MANCHESTER, INDIANA 7
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New and Different Coverage

D

INTERNATIONAL S8, e

I N D E x theatre arts geography

and many other topics

This international guide 1o periodical literature in the

ial sci and h ities now has new and different
coverage. In accordance with a vote of all subscribers, the
following changes were made effective with the June
1955 issve:

® increased coverage of periodicals in the humanities and social sciences

® exclusion of purely scientific, psychological, and foreign languuge periodicals
To bring these changes about, 53 periodicals have been added to the inter-
national. Among the subjects now indexed are: language, literature, anthropology,
archaeology, geography uand history; also, economics, sociology, political science,
labor, public opinion, philosophy, religion, musicology and theatre arts.

The International Index is a quarterly with annvdal and three year cumulations.

WRITE FOR YOUR SERVICE BASIS RATE TO
THE H. W. WILSON COMPANY 950 University Ave.,N. Y. 52, N. Y.

Announcing the Publication of Doy
SLA MONOGRAPH NO. 1 *o'u 2

'.*‘Sﬁ >
LIBRARIES FOR RESEARCH %,

AND INDUSTRY-—-

Planning and Equipment
Margaret E. Hilligan, Editor

Based on the Symposium on library planning and equipment
held at the Cincinnati meeting of Special Libraries Association,
May 1954, this is a project of the Science-Technology Division.

Contains chapters on library planning, a check list for
reviewing layout prints, a bibliography on library planning
and suggestions for expanding within confined areas.

1955, 63 pages, 83 illustrations, 20 floor plans. $3.00

Order from

SPECIAL LIBRARIES ASSOCIATION
31 East Tenth Street New York 3, N. Y.
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Here’s why
a child will use

an adulf

I’ve learned how to make a
child an eager user of the basic reference work. I've learned how
to help his growing mind, his inquisitive spirit.

It’s done by giving him a chance to become an exceptional
adult. It’s done by giving him The Americana when he comes in
for a fact. For, when we give him The Americana, we are saying in
effect. “We acknowledge your rapid approach to maturity.
We know that you will rise to the challenge of a readable,
grown-up encyclopedia.”

The growing child knows and respects quality.

And he respects us for guiding him to a fine, thorough
mature encyclopedia that—though it is written

in clear language—does not talk down to him. Finally.

having been guided to The Americana, having

had its remarkable cross-index pointed out to

him, all of his exceptional qualities respond

to the opportunity to dig into his subject.

I know. I've seen it happen
time and time again.

i,
*
THE NEW 1955
AMERICANA

25,500 pages

60,000 articles

10,000 illustrations

44,000 cross references
280,000 index entries

20,000 pages

completely revised

(1950-1955)
*

The Encyclopedia
A uerrcana

The International Reference Work
2 West 45th Street, New York 36, N. Y.
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Processing and Using Records

In a Business Archives*

STANLEY K. GRAHAM
Archives Department, Ford Motor Company, Detroit, Michigan

N DISCUSSING the processing pro-
I cedures followed at Ford Motor
Company Archives, let me state first
that we do not feel we have the answer
to every problem a company archives
might face. We say only that to the
problems we have encountered we have
evolved the following answers, which
may be of interest in comparing them
with those offered by other institutions.

When an Archives Department is
undertaken by a corporation, authoriza-
tion for the archives should come from
the top executive source, be this a
board of directors, a president, an ex-
ecutive secretary, or any other execu-
tive office. Authorization coming from
the administrative head of the institu-
tion insures the complete cooperation
of all departments within the organiza-
tion, and makes possible the compre-
hensive service that a business archives
should render to the corporation it
serves.

Ford Motor Company Archives was
established by a directive from the
president’s office, and started with a
clean sheet of paper four and one-half
years ago.

Archives Responsibility

In commenting upon the archives re-
sponsibility, the origin of that respon-
sibility may be reached in terms of a

* Based on a paper presented before a
meeting of the Financial Division at the SLA
46th Annual Convention, Detroit, Michigan,
June 14, 1955.
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three-point “pseudo-syllogism”. One can
easily appreciate that it takes a formid-
able amount of paper work to buy raw
materials, fabricate these into sub-as-
semblies, assemble a completed car, and
sell the finished product. It takes an
equally dismaying amount of paper
work to conduct any business, and if
we may embark upon the syllogism,
our point of departure is that some of
this material is worth saving. If it is
worth saving, that is so only because it
will prove to be useful. In order to be
useful it must be readily accessible and
it is to make this third point a fact that
a business archives exists. The concept
represented by this basis for the exist-
ence of Ford Motor Company Archives
is one of active service to every de-
partment within the company. It is not
a concept that may be compared in any
degree to a museum function.

While the archives program is har-
moniously integrated with the records
retention program followed by Ford
Motor Company, it is entirely autono-
mous. The archives responsibility is one
that rests upon historical, non-current
records of the company. Both terms are
used because every document that may
be quite historic is not necessarily non-
current. It is easy to conceive a labor
contract signed yesterday that will have
far reaching historical implications for
Ford Motor Company, but certainly
yesterday’s contract must be consid-
ered a part of current files. Records
that come to the Archives Department
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are records ostensibly ten years old or
older. A cut off date of ten years has
been selected because this enables every
department within the company to meet
the obligations imposed upon them by
appropriate statutes of limitation. Thus,
few if any statutes of limitation would
make it mandatory for a department to
retain as current files any records ten
vears old or older. So much for the
non-current aspect of the records. The
term, “historical,” is used in addition to
this because all non-current records are
not at all historical. The best example
of such records is offered by shipping
invoices, purchase notices, and em-
ployee time cards.

Because the Archives Department is
an operating department of Ford Motor
Company, the bulk of records assigned
to it are records that have been cre-
ated by various departments within the
company. At the present time it holds
approximately 7,000 shelf feet of rec-
ords. This is equivalent to roughly 1,750
two-drawer file cabinets. At least 70 per
cent are Ford Motor Company records,
20 per cent personal papers, and 10 per
cent records that have been deposited
with us by outside companies. Of the
personal papers the most spectacular
are those of the late Henry Ford, Edsel
Ford, and Mrs. Henry Ford. The other
personal papers that have come to Ford
Archives include diaries, memoranda,
and notebooks kept by former Ford
officials who are now being interviewed
in the course of conducting Ford’s Oral
History program.

Transfer and Preparation of Records

In completing the transfer of any rec-
ords to the Archives Department, a
rather formal accessioning procedure is
followed. One copy of the accession
form goes to the transferring person or
official, while the other copy remains
in our file. This form provides for a
record of the person from whom the
accession was received, and his position
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within the company or his address if he
is not associated with Ford Motor Com-
pany. The date of the transfer, the ac-
cession number (the accessions are
numbered consecutively as they are re-
ceived), and a description of the rec-
ords within that accession are noted on
the form. Other items noted include a
paragraph on the arrangement of the
records, whether or not the records are
indexed, restrictions to be observed, if
any, the signature of the archivist and
the signature of the transferring indi-
vidual, a paragraph appraising the rec-
ords, and provision for a paragraph
showing the relation between these rec-
ords and other accessions already held
by the Archives Department.

After the material has been acces-
sioned, work on the physical prepara-
tion of these records is begun. First, the
records themselves are cleaned. Many
of the records received have been stored
at factory areas for well over a decade,
and one can imagine the condition in
which they might appear. The most
extreme example is provided by records
that were sent to us from the apple cel-
lar beneath a barn on one of Henry
Ford’s farms. The National Archives
and some of the older or elaborate and
long-established state archives employ
a vacuum chamber. Here the records
are cleaned and subject to a vacuum
for as long a period as six hours. Some
even go to the extent of introducing a
poison gas into the chamber after rec-
ords have been subjected to this vacu-
um. This procedure completely kills all
insect life and any larva that might
exist and damage the records. A com-
promise device that is practical and
satisfactory is nothing more elaborate
than a household vacuum cleaner.

After the records have been cleaned,
new file folders of low acid stock are
provided wherever necessary. It is at
this point that any fragile documents
are removed and given special treat-
ment. Some fragile documents are in-

SPECIAL LIBRARIES



serted within acetate envelopes. Others
that merit more elaborate considera-
tion are sent away to be professionally
laminated. In laminating these records,
the paper itself is completely de-acidi-
fied so that it will last for many a
decade. After the new file folders have
been provided, and steps are taken to
insure preservation of the more fragile
documents within the accession, it is
sometimes desirable (and I would un-
derline that phrase) to regroup the
records within the accession itself. To
use an example, one might have re-
ceived records from the secretary’s of-
fice covering the years 1921 through
1925. Within each year the secretary
may have maintained a subject file, an
alphabetical file, branch reports, and
personal correspondence. From the
standpoint of the user, it may be ad-
vantageous to rearrange this material
so that all the subject files covering the
period 1921 through 1925 are brought
together. These, then, may be followed
by the branch reports covering the
same five-year period. Branch reports
may be followed by alphabetical files,
and finally the personal correspondence
may be set aside covering the same
five-year period. This procedure is quite
distinct from that which would allow
anyone to draw material from one ac-
cession and place it with material on
the same subject that might be found
in another accession.

Filing of Records

Maintaining provenance within any
group of records should be insisted upon
inasmuch as it might be important for
someone to determine at a later date
the jurisdiction any office exercised,
and the length of time that office en-
joyed the jurisdiction in question. If
one were to remove a subject area from
accession “A” and move it into acces-
sion “B” he would no longer have an
accurate appraisal of the purview that
office might have enjoyed for even so
brief a time as one or two years. It is

NOVEMBER 1955

far more satisfactory to retain all rec-
ords within the accession in which they
are received and to bring related ma-
terials together on a subject basis by
means of record guides and other find-
ing aids.

Once new file folders have been pro-
vided the records are boxed. Boxes used
by Ford Archives are selected because
they included these features: they are
put together with metal staples so that
no glue or mucilage exists to attract
insects of any type; the box is covered
with foil both inside and out and this
provides it with fire-resistant and heat-
resistant qualities that afford the rec-
ords with maximum protection; with
the cover closed, the box is completely
dust-proof, and the tab by which boxes
may be removed from the shelf is
mounted in such a way that dust can-
not enter nor can the tab itself be
pulled off.

Next, the boxes are labeled, and on
the label are included the name of the
accession, the accession number, the
box number within that accession, and
the inclusive file headings that one may
find within the box.

Before records are shelved an in-
ventory of the accession itself is pre-
pared. The inventory is a listing under
the name and number of the accession
that includes the box number and with-
in that the complete list of file head-
ings to be found within each box.

Cataloging of Records

At the time the boxes are shelved,
two cards are entered in an accession
catalog. One is a numerical entry ac-
cording to accession number; the other
is a subject entry. The subject entry is
one selected from a list of subject head-
ings that is based upon the functional
divisions of the Ford Motor Company.
Of course each subject heading list pre-
pared by any company establishing an
Archives would be unique to that com-
pany. We found through trial and error
that our most successful subject head-
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