Archives

a short guide to their selection,
presentation,

organisation and use.



T A Oleg\(

Co-operative Library Guide -2

ARCHIVES 3 Chy
a short guide to their selection,
presentation, organisation and use.

by Ludwig Schnabl

translated from Swedish by Anne Lamming

International Co—operative Alliance
Working Party of Co-operative Librarians

& Documentation Officers
1980



A_SHORT GUIDE TO ARCHIVES

Preface

Co-operative activities are important elements in the economic
structure in many parts of the world. The .strength of the
movement varies from country to country, but it is a fact that
the co-operative forms of enterprise and the membership
organisations behind them often are important factors in trade,
comnerce and industry. This is not least the case in those
countries which have obtained their independence in the last
thirty years or the economic development of which has, for
various reasons, until now been slow to develop or has been

curtailed.,

The co-~operative movement therefore has a consgiderable role in
creating general welfare; this role also implies a great deal '

of responsibility. Omne of the co-operative responsibilities is
to make sure that there is proper order in organizing and storing
the records of various co-operative societies and orgaﬁizations,
to make %ﬁem easily atcessible, for instance when various
comnittees, managers or research-workers want to become
acquainted with the way in whic£ a matter has been handled or
how certain programmes and important decisions for the future
have been made.

The main purpose of this guide is to creats understanding for the
way papers are handled within the movement., ¢t is meant to be
used in many countries and therefore the details may not
necessarily take into account all considerations applying in all
cauniries, nor further legislation and other rules which are
appropriated in one or several countries. The international
public for which the guide is meant and the restricted number of
pages means that only a selection of general rules for archives
are treated in this publication. The guide ia, however, aimed at
e fairly large and diverye number of persons; officials, elected
members and staffs may find it of interest, It may not have
anything new to give to the manager of National Archives or even
to a head of department; howsver, they could very well read the



guide and discuss it with people responsible for the archives of
co-operatives, such as commissioners, officers, officials, staffs
at various levels, filing clerks and other people who have to
deal with these practical problems. ’

We thank our colleagues within the Working Party of Co-operative
Librarians and Documentaticn Officers who took the inmitiative im
seeking the preparation of this guide. We al=o hope that the

text in this guide will be of help in creating a firmer and more

reliable structure for archives,

London and Stockholm 1979

The author and translator



ARCHIVES TODAY

WHO MAKES DECISIONS IN THE CO-OPERATIVE MOVEMENT?

In the centre of the legal framework within which the co-operative
movement w&rks today are the member organizations at the local,
regional and national level. These have b;en created by us and
in our capacity of producers, consumers and employees; together
we keep these joint ventures going., The independence of the
societies, as regards their decision-making processes, financial
planning, administration, auditing etc., is, however, not
unlimited, Every country has some form of legislation which the

movement has to observe,

Since there is 1eg{$1ation, there are also various public
authorities which to a lesser or greater degree exercise contirol
over the economy éf the country, in- particular co-oﬁerative
activities, In some countries special Co-operative departments
have been created; these are normally part of the ministry that
deals with co-operatives. In various parts of the country this
department often has district officers, such as directors of
co-operatives; regional co~operative officers and others; their

job is to keep in touch with societies in their geographical area.

In many cguntries there are rules for the archives of public
bodies. Where there are such rules, naturally the Co-operative
Department will also follow them, Co-operative societies, however,
are not as strictly bound to all the details of pational archive
rules. Their regular communications with governmental authorities
.impi§, however, that these societies in practise still have to
foilow the most important administrative routines, laid down by

the governmment for archives.



EVERYTHING MUST BE WRITTEN DOWN

The movement is composed of most branches of the econony:
agriculture, handicrafts and industry, -trade and distribution,
various kinds of services, insurance, banking and credit, housing

construction etc.,

There is a lsrge network of communications - between the various
co~operative societies and unions, between the managements of
these societies and with public authorities, The questions and
answers, plans and decisions, requests, work plans, orders,
certificates etc. which through various chamnnels reach the
managements of societies -~ officials, farmers, technicians,
persons in charge of transportation and warehousing, bufers,
accountants,; book-keepers, auditors and others - are so numerous
and so varied that it is not possible to keep them in order

only by remembering things. Verbal agreements are not enough;
there are therefore in most countries laws, regulations and rules
‘for societies which determine that all projects and transactions

rmust be written in order to have legal validity.

THE DIFFERENT TYPES OF DOCUMENTS AND ARCHIVES

Co-operative activities and the flow of papef which reflects it,
can be divided into two main groups. On the one side there is the
group concerning planning, discussion, and decision-making. On
the other side there are the functions, which are mainly financial,
of making calculations, setting prices, invoicing, reporting, and
auditing, DBoth these groups have papers which are quite
characteristic for them: minutes, memoranda, Q;ticles of
association and other official documents, as well as correspondence
belonging to the collections of each member organization (the
Organization Archives); vouchers such as invoices, packing notes,
book~keeping documents and other accounting documentation that
comes within the purview of the chief accountant, This
documentation must be kept in accordance with general mnational
legislation for accountancy and book-keeping documentation (this

is the accountancy archive), The rules for retention and storing



of this type of documentation tend to be different from and quite

independent of thé rules for storing the organiz .-:on archives,

This division normally works well, providing there are not water-
tight compartments between the organizational and the accounting
archives, The accounting documentation ought to be available for
the manager and his staff, if necessary, otherwise important

research on which decision making has to be based may be hindered.

The relationship between organizational and accounting archives
varies gquite considerably. In some countries and in some
organizations they come under different heads of departments;
they may be located in different buildings and co-operation
between them can sometimes be hindefed by various restrictions.
On the other hand there arc examples of integration which go very
far: both types of archives may quite simply be sections' within

a single archival unit and be located next door to each othere.

However, integration must not go further than that. The rooms
musgt be separate and equipped with different types of technical
equirment which relates to the various types of documents stored
in those rooms. The minutes and other documentation on which
decisions are based are of a permanent character and must there-
fore be stored in such a way that they may be kept permanently;
accounting documentation need normally only be kept for a
prescribed number of years. The choice of the physical location
of the two types of archives, packaging, and furnishings; will

vary in each case.

HOVW FILES ARE ORGANIZED

The internal organization of the two types of archives is usually
quite different. One of the most common principles for the
organization of archives is that the documents have to be ranged
and kept in the sequence in which they originate on a given
matter, In the majority of organizations this is done already

at the stage when the matter is being dealt with. When a new

project has been started a file is made from a suitable folder or



a pocket etc. normally made of stiff paper or cardboard, marked
with the name of the project or matter in hand, and the
correspondence put inside it. As the matter progresaes; all
notes, costings, technical and legal advice, incoming and out-
going letters, memoranda, extracts from minutes, reports and
other papers are assembled in this file, normally in
chronological order. Other files, under the same heading, may
follow.

There are current and completed matters. When completed, this is
where the responsibility of the aréhivist starts, It is his job
to look after the files -~ at least those that deal with past
matters. The role of the archivist regarding files varies from
organization to organiiation.

Often the archivist or his filing clerk will have to look after

the job of transportation of current files, and keep current and
old files apart.

FILING SERIES BY TYPE

Files are collections of documents referring to one single matter
at a time. A file can be compared to a serial story, published
in instalments, which, as more and more papers and documents are
added to it, tell the story of the decision making processes of
an organization, its democratic control, its policies, etc. It
should be noted that the documentation collected in files is
heterogeneous; it consists of letters, memoranda, extracts from

minutes, in no set order.

Management financial decisions and transactions will result in
various vouchers, orders, packing notes, invoices, bills, and ’
other statistical material. Together with cash<books, ledgers
and journals, income tax returns, lists of wages and salaries,

etc., these documents are the basis for the calculations of the
financial position of a society or union. As has been stated

already, accounting materials and documents have to be handled

and stored according to a separate set of rules.



The documentation for accounts is normally not organized by
subject or matter, but according to the role of this particular
type of document in the accounting procedures of the organization.
Paid invoices are not spread over a number of files; they are,
instead, organized into homogeneous series. Orders and receipts
are similarly organized, though in separate sequences.

In practice the larger archives contain both accounting archives
organized by series, and files according to subject., Most
archives therefore contain mixtures of materials. The accounting
archives are dominated by series of documentation by type, whilst
the organization archives in the main contain subject files and
series of that kind.

HOW TO TURN A FILE INTO ARCHIVES

Files contain a wide variety of material - letters, memoranda,
printed material such as prospectuées, drawings, maps and other
materials. It may be very bulky and its contents may Have to be
substantially reduced. i

The archivist and his superiors are always confronted by the

question of whether files are to be kept completely untouched
once a matter has been concluded, or whether they may remove

items which have mneither historical nor legal relevance.

In a well-organized office and archive systcm, the files are
treated in a flexible way., It is up to the individual officer iﬁ
charge of a matter to look after the file, add to it relevant
papers that are necessary whilst the work is current., A number
of files like this form a temporary personal archive; this is an
initial step to the real archives,

The file may lack catalogues from manufacturers, travel brochures
and similar bulky material which will be kept as a separate file
of unnumbered, unclassified material, to be destroyed whem it is

no longer needed.
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Vhen a matter has been concluded and the file referring to this
matter is to be sent to the archives there is an important

decision to be made. In those countries where rules and regulations
prohibit 2ll regrouping or pruning of the contents of the file,
there is no choice to be made and a large number of unnecessary
documents will be kept in the archives for allAtuture time, If

the m~rterial can be re-arranged or disposed of, the files may be
dealt with differently before transfer to the archives,

The first step is to take out of the file all the maﬁerial. such
as manufacturers! sales literature, brochures about tools or
materials, catalogues from suppliers, etc., which contain
information that has nlready become out of date, Informgtion of
thie kind should normally be destroyed or, be sent to a suitable
technical library. Duplicate copies of accounting documentation
in the file should also be destroyed. The original documents. will

be available in the normal accounting files.

HOV TO FIND THE CORRECT FILL

The pruning of the files that has been described above, leaves the
basic order of the files untouched, still in chronological order.
When the archives need to be referred to, it is easy to retrisve

the {ile which is marked with the subject.

International experiences have shown that researchers, committee
members aod managers of societies usually ask the archivist for

help to get a vertical picture not on one particular matter but

as a reflection of the whole situation of an organization, a

society, or even with reference to a particular individual.

More than one file may need to be consulted. Suppliers, auditors,
co~operative npioneers, other organizations and personalities are
often mentioned in a number of files, In order to achieve the
full picture we must look in a number of different files. The

serrch should he marie as easy as possgible,
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Each file should be provided with a short “internal minute®
written at the time wvhen the file is closed. The most important
items contained in the file should be described, covering the
main items of the matter, what the position was at the time vhen
the file was-closed and why the file was closed (for instance
the matter may have been shelved, or a new file may have been
opened, or the matter may have beem concluded). This "internal
minute™ should be placed on top of the material contained in
each file,

By keeping internal minutes we therefore do not have to go through
the whole of each file, By reading through this top sheet we

will have an impression of whether the object of the research is
available in the file or not. In additiom to the internal

minute there could be a simple register of firms and persons who
figure in the file, Next to the names should be noted ;he number

of each document in which the names are mentioned.

A most important rationalization is to have a special list of all
the individuals, supplior; and firms which the society ‘or union
deals with and which may therefore be found in various places in
the archives. This list can be either in the form of a ledger
with an alphabetical register'or the form of a card catalogue,
also arranged alphabetically., The ledger or card catalogue should
contain notes of all the relevant files; the alphabetical listings
in the files in turn, assist in finding the correct documents., A
Catalogue or ledger simplifies taking out of the archives anly

the relevant files,

Some readers may consider the above advice absolutely self-evidente.
However, there are still large organizations where this type of
methodical cataloguing has not even beon started or where
" simplifications or proper catalogue cards are not yet sufficiently

completed,
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ARRANGEMENT DY ORIGIN

The catalogue is a tool which helps the archivist to find the
various places in which archival material is available and where
the material together adds up to a profile - either of an
individual, an institution or some other ohjeét for research.
There is still, however, an inconvenience in the gystem; the
archivist uiii have to look in several or sometimes very many
places without heing able in advance to judge how important the
documentation is for the purpose required. This can be
illustrated by a fairly typical case. A well known co-operator
is given promotion and is, for instance, made head of a department.
A journalist is asked to write a quick article about this person
for a daily paper, and comes to the archive to look for his source
material.The catalogue may show that the name of the person
figures in perhaps a hundred different files, By checking care~
fully, at least half of them only contain legal documents,
invitation cards, confirmations of meetings, and similar
documents bearing the name of the person in question. The various
pieces of documentation may be of importance to somebody writing
a detailed biography, but for the example.in hand they are not of
any real importance, The search will qugreatly simplified if
all the paper;, or at least the correspondence, referring to this
particular person, were collected in one place, as is normally
the case with accounting materials, ’

Accounting documents are stored according to their function in a
number of series by type. The principle behind each series is
built up on the firms, organizations or other units which have
issued or received the material. The various suppliers and
customers are kept separated with the series in alphabetical
order, Alphabetical guides within the files quickly refer the
reader to a rarticular letter where the papers of the firm being

stored are arranged in chronological ordere.

Can the same principle be applied even to correspondence files?
In many countries this is the case, It is only whilst a file is

still current that letters are treated in a different waye.



Letters are mostly placed on arrival in the current file, Sut when
the matter has been concluded, the guestion of whether letters
should remain in the file or should form their own series arises,
Correspondence, both that received and that sent out should not

be separated.

THE ACCESSIONS METHOD

The last in the variocus methods of organization that should be
mentioned is yet another way of organizing materials: according
to chronological order of arrival. This method is used in those
parts of regional or natiomal archives, where documentation from
various archival sources, such as affiliated societies,'
subsidiaries etc,, are collected, Quite independently of each
other, these varigus archival sources send in their‘docunents to

1

the central archives, still to be pruned and sorted,

It the principle of origin should be applied on unwieldy
documents, each archival source, society or organization, would
have to have jts own. section im the archives, though in
providing for the future acguisitions from each source much

valuable space would be wasted.

A better system, operated as the material arrives, is to sort out
by archival source, by type of document etc. and list all the
documents, with the years in which the docunents arose and other
relavant information. The material is then packed in suitable
order in parcels weighing not more than 2Kg to 4Kg, Each package
is numbered in sequence. V¥When the material is packaged, the
accessions number of the parcel is noted on the provisional list
that is made, next to each document which is kept in the parcel.
When the packages are placed directly next to each other and

each package has been properly numbered the not from the
provisional list are transferred to the catalogue card referring

to each archival source.
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“or bulky docunients and material which arrives only sporadically
follow the accessions method of archiving. Minute books and
similar material from any given society or productive unit will

therefore be placed in several different places.

In general it may be said that each type of document demands its
own-particular method of storage, depending on the function,
size, legal importance, historical value! etcs .fost’'fTinal
archives therefore work with a different set of methods for

different types of documents.

"THE FILE IS LOST"

The mixed structure of modern archives thefefore also means that
the subject filing system is preserved to a certain extent.
Matters referring to important structural changes, large work
projects, important legal cases, etc., may have such historical
importance for the organization that the papers referring to this
matter should always be kept together., If this is the case the
files are to be left alone once they have been pruned. Letters
that are left in the files may be copied and placed in special

“iles for the correspondence series,

The combination of several archiving methods has two main
purposes. It helps the retrieval of various types of archives,
and it diminishes the risk of single documents or of whole files
being lost. It happens from time to time that a paper on arrival
is miétakenly put in the wrong file., In those countries where
strict subject filing is demanded there are no chances of ever
finding the paper again. The same fate may even befall whole
file volumes which are either improperly stored, wrongly labelled,

or even are added to if the files are not securely tied up.

The possibilities of influencing these conditions are fairly
limited for the archivist. - The archivist is nearly always
confronted with shelves that are overflowing with files, New.
files arrive daily and the archivist is not allowed to prune the

conteﬁts of the files; the archivist then sometimes picks on
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what he may think is the easiest way out: he will take the oldest,
commercially least current files and destroy them entirely, not
being aware of the value of the material that he is destroying.
This material may include unique letters, agreements that have
made history, legal petitions or judgements, changes in structure
of historical importance to the movement, and other valuable
documents.

In other cases one may read that "the file is lost". This
sentence often comes into the law-reports of newspapers to show
that a matter cannot be further considered because the basic
documentation is no longer available, It is distressing that
this can in some places be regarded as virtually unavoidable.

However, there are ways around this, If a varied number of
archival methods are used, and the files are properly pruned the
chances are that when the documents are regroupe& and placed in

archives, the papers that have been wrongly filed are found.

Local archives of societies often are not able to carry out the
methods iécom@ended for pruning and arranging archives, In many
countries there are now regional and national archival authorities
which can help them to get practical information, and in some
cases even carry out detailed work. They can even act as final
archives for the local material after it has been properly pruned

and organized.

ORGANIZATION AND TECHNIGQUES

THE THREE STAGES

The storage and care of documentation is entirely tied up to the
administrative and ordered, routine methods of work. The major
responsibility for keeping material in order is with the staff

of the archives. The pattern of processing documentation may be

as follows:



le The current stage: A matter is started by a question, a

suzgestion or a decision, pieces of paper result, These
are collected in files of various kinds, and in time will

form 2 whole collection, on that sabjéct.

Ze The prepsratory stage: When a matter or programme has been

conciuded, the file is closed, At this particular point -
if not Séfore - the archivist is put in charge of the care
of the material., It is not yet a question of preserving all
the material for the future, The main intention of keeping
the files and the accounts documentation in the required
places is determined by various laws for a given number of
years, and they will need to be available for routine
checking or for various inspections demanded by law, such as
audits,

Je Final archives: The major part of business documentation
neither needs nor should be kept for an indefinite period.
Documents of historical importance should be selected and

transferred to the final archive, the sooner the better.

Know-how and training of staff is very important and the
various types of technical equipmenf equelly so. The longer
the storage periods envisaged, the higher the demands for
rjuatity in the construction of the building, furniture,

containers, and packing of archives.

STORAGE PER10DS

The laws, rules and instructions which regulate the administrative,
accounting and archival routines are a help to the societies in
carrying out their duties, in keeping their accounts in good

order and making sure that all documentation of historical
importance is kept securely. In this connection it may be useful
to describe the various storage periods which are applied to
different types of archival material., Since custom.and rules

vary between countries, the chart below will only indicate

average periods for storage.



Permanent storage

Long-term storage
(10 to 20 years)

Short-term storage
(1 to 5 years)

Balance sheet:

Membership lists and
registers of origimnal
members from the early
yvears of the society

Annual reports

Interviews and material
referring to

individuals (not printed
materiall

Original certificates of
registration, rules,
legal documents referring
to tha society,
ratifications, etc.
Memoranda, research
undertaken at a high
level, and other
documentation which
refers to matters that
have a permanent value

Minutes of the decision
making bodies such as
executives committees,
annual general meetings
and various sub-
committees, working
parties, etc.

Collections of letters
referring to leaders
and picneers of the
movement, and other
correspondence relating
to the development of
the movement

Other remarkable
documentation and also
historical pictures,
photographs, films,
tape recordings and
articles to be placed
in a museum

Books of accounts

Invoices to and from
trading partners outside
the movement

Youchers referring to
financial transactions
between the society and
others

Memoranda, reports,
inquiries and suggestions
referring to projects
within various depart-
ments .

Letters which wholly or
partly deal with the
organization of various
matters, but after the
legally prescribed time
do not have historical
importance; to be kept
for 10 years

Orders
Offers (five years)

Invoices referring to
internal transactions
(e.g. between depart-~
ments of the
organization)

Youchers referring to
internal transactions
{one year)

Work programwesg for
smaller units and
progranime superficial
small surveys

Minutes of departmental

‘meetings and similar

meetings, where
decisions are not
binding

Letters regarding
detail in the work or
which simply confirm
minor matters; any
decisions based om the
information in these
letters may be found
in other vouchers,
invoices or receipts
available in the
accounting archives



- 18 =~

THE PRUNING PROCESS

The chart contains very different storage times, to which the
three different columns only give a schematical frame., In
addition it ccntains a number of different documents of varying
kind and value. Deciding what is of historical value may be
particularly difficult for local societies to determine. The
separation of correspondence into historically vainable material
and less important material demands experience, judgement, and
perhaps also a fair anount of couragel It is better done by

"professionals” at the regional or national archive level.

The local societies, however, can undertake valuable preparation
for pruning regardless of where the pruning is to be undertaken.
Bids, offers, and inveoices, which are normally arranged by year,
should be packaged and labelled with the year they refer to and

also the year in which they may be destroyed. ’

Subject files are different since they contain both material to

be destroyed and material which will be kept in the archives.

The societies can empty out their intermediate archives quite
regularly and send everything that has to be pruned to regional
or national final archives where the final sorting is undertaken.
An alternative is that the national pruning expert should visit
the variocus intermediate archives and with the help of the people
in the local society undertake the pruning there. This can
sometimes mean savings are made on transporting material; the
material is straight-away divided up into that which is to be
sent to the final archives, and that which is to be disposed of.
Archival material, to be preserved, should be transported in

containers which will withstand the jourmney.

District auditors or district officers, who are used to helping
the societies in many different administrative and managerial
duties, can help with elementary advice on archives. Problems
which are difficult to solve can always be referred to the

national archival institution.



REGXONAL ARCHIVES STRUCTURE

It may be apparent from the previous chapters that the situation
of co-operative archives shows many similarities in different
countries, even though there are national differences, The
similarities include the division into local, regional, and
national archives, staffed by people with higher qualifications,
and with increasing authority and powers, as the archive's

importance grows.

An intermational inquiry showed that this graded archive structure
is used successfully in a number of different countries. The
archive and pruning routines which are in use within the VdK,
the consumer co-operative organization of the Gerwan Dewmocratic
Republic, may be mentioned as an example of this structure. The
three steps mentioned (current files - intermecdiate archive -
final archives) look as follews within the VdKk: ’

‘
The movement of a document through the orgnnization starts within

the various so called "Aktfuhrende Stellen”, i.e. units$ which

have an obligation to organize_ and look after the subject files
and similar matgrial, as long as it is nceded in the current
work, When it is no longer needed, the next stage is the

intermediate archive. There are such intermediate archives within

each unit of the organization, which takes over all material which
is no longer needed in the current work. Each delivery of
documentation from the responsible official to this intermediate
archive is accompanied both by a list which -ontains the papers

in their original chronological current numiering, and by another
list where the same papers are organized in subject order. The
intermediate archive has the duty of sending archival material of

a permanent nature to the fimal archives,

The final archives has to "receive and store archives of a

permanent economic and social value, and store it under proper

climatic conditions in order to preserve the paper'”.
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tach unit within the VdK has an obligation to keep its own
intermediate archives. But only some of the larger organizations
and productive units within the movement have their own final

archives (as a rule this is at the regional level),

Destruction of material which has not gone to the final archives
is undertaken within the VdK by the intermediate archives, With
the help of directives on the lines of the schedule in a
previous chapter stating the varying periods that each type of
document ought to be kept, combined with accessions lists, the
material which is ready to be destroyed is identified, and a
list is established of this material. The list is submitted to
the management of the final archive responsible for the
intermediate archives; after receiving permission from the final
archives for the destruction of material, the material that has

been sorted out is sent toc a paper mill to be re-cycled.

There is a similar procedure for sorting out material in
regional intermediate archives; however, permission for destruction
of documents has to be sought directly from the mational
organization VdK. A

The consumer co-operative movement in the GDR at present has
approximately two dozen regional final archives within
organizations of productive units; these are geographically
dispersed fairly evenly throughout the country. In each of these
final archives there are approximately ten sub-ordinate,
intermediate archives which work in the smaller units within the
region. These intermediate archives feed the final archives

with historical documentation.

MARKING AND LABELLING

What is then hidden inside a file, a box, or a package? This has
to be shown clearly on a label or at least be clearly written on

the package., I@lustration 1 shows various examples,



Suspended folders have thin label holders at the top edge.
Labels stuck into these holders can only contain one line -
normally the subject and the running number, Suspended folders
are open at the top provide inadequate space for bulky items,
and so have limited applications., They are used for current

£filing, or for frequently used intermediate archives.

The bulk of archival material is, however, stored in containers
with broad backs, mostly in files or in boxes. These boxes
give space for more detailed texts; the labels can give details
of the source (such as the name of the society or department),
the general heading for the type of series with any sub-heading,

dates of the material, retention period, date it may be destroyed.

Illustration 2 shows a minute book. The label on the minute book
acts as the identification only during the time when the minute
book is being used; When the minute book has been‘finished and
is sent to the final archive, it should be packaged {(preferably
together with similar books from the same society). The backs

of these packages should only need a running number, as mentioned

above, It illustration 3 an example of this is shown.

Where there is reason to write the identification of the items
straight on the papers around the package, this labelling
technique must be used consistently on the whole series. This is
particularly the case for collections of portraits, and material
referring to individuals; this is usually contained in small
envelopes, The smaller envelopes (illustrat-ons 2 and 4) show
that the marks refer to the name of the person {(or society) and
the place, The coétents of the envelope (photographs of‘
individuals, annual reports, and by-laws) will be shown by the
printed contents, and by the shape and'colour of the envelopes.
In the final archives these various envelopes are used as internal
signals of recognition for the various series; e.g. blue
envelopes with only the name of the society will contain annual
reports, brown envelopes will contain memorial publications,

etcs These are routines which will develop and differ from

archive to archive.
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Series of larger envelopes should be properly labelled, however,
It depends on the contents and on the detail given. The type

of label that has been chosen for each series should be pasted
consistently in the same place on each .envelope, which gives
this very varied series of texts a stable appearance, (see

illustrations 1 and 4)

A SCHEME FOR ARCHIVES

Accounting and archive rules usually prescribe that documents
which are of importance to the movement must be preserved in an
organized manner, This text has given a number of examples of
how this demand can be met. Systematic arrangement, prdper

labelling facilitate searches and organization considerably.

An archive must have intermal rules on which its structure is-
determined; it is necessary to know how many and what type of
series of files have been formed, what names they look like
physically, and where they are located. The basic document which
gives the main items on the structure of the archives is called

a scheme for archives (please see illustration 5).

The archive scheme describes the various series and their sub-
groups in systematic order. In some cases close definitions
are also given., In a special columm the various locatiomns of
the series are also given (the town, the building, the

department, the room).

Given the background of the éiversity of activities of the
co-operative movements in five continents it will be very
difficult to find an intermationally applicable archives scheme,
The most suitable archive structure for an organization is

usually found by studying the organization's own enterprises,



ACCESSIONS LISTS

When an organization has decided to adopt a legally acceptable
and properly structured archives scheme, the next object will be
to build out a network of detailed guides which will lead to the
documents which have to be found. So-called "accessions lists"
play an important role. Whether the method used is subject
filing, type series or a combination of both systems, it is
necessary for all incoming archival material to be written down

in some sort of chronological order.,

Some archives keep just one ledger in which all the memoranda,
files, minutes, legal documents etc. are entered in chronological
order without any attempt at grouping the various types together.
This method means that for instance one subject, or series, or
individual, or archival source must be specified for each new
note, The work, however, can be simplified and the‘ledger; cdn
become more lucid if the chronological lrdgers are divided up
into different lists: there can, for example, be a chronological
list of all the minute books of societies, there can bé another
list of hicro{ilms that have been received, another one for

subject files, and one for tape recordings.

Examples from about a dozen national co-operative archives show
that the average number of series into which they are organized
is approximately twenty. Something over half of these series
are what may be called national specialities; ji.e, these were
demanded by legal or organizational peculiarities of the country

or the organization.

In nearly all organizations, the following will usually be found:
(1) minutes of the national organization; (2) files by subject;
(3) archival material referring to local societies, originating
from local societies; (4) minutes of local societies;

(5) annual reports of local societies; (6) press cuttings;

(7) photographs; (8) microfilms; (9) tape recordings.



As the materials vary in size and form they must be kept in
yeparate containers, furniture and areas. Each series, however,
dees not ﬁ%cessurily demand a separate accessions list, .In the
case of the minutes of a national co-operative organization,
collected receipts for delivered documents in turn become a

sort of accessions list,

In denling w{th material from the local societies, these are to a
large extent kept in rows »f boxes or envelopes, in alphabetical
order, labels on the boxes or envelopes clearly show which
society is kept in the containers, and this shows that the

latest annual report or simiiar material is to be added to the
collection when it arrives, When it does so, this will be noted,
but not in a special accessions list, but rather om the special

cataloegue card for that particular society.

In pructise, chronological lists are of practical use only in’
regard to subject files, microfilms and tape recordings. For all
these categories it seems that the most natural manner of
organizing is to allot a running number and note the date order.
Tllustration 6 shows a register sheet from a list containing
isolated records. The running number, the names of the main
persons concerned, and the place and time for the event, and
possihly some indication of the contents are noted on this

register.,

In the list of packages containing the material from societies,
there are, however, as we may see only two types of information:
there are the numbers in proper order of the packages, and the
names of the societies whose documents are kept in packages.
This is quite enough, since a researcher who wants to know in
detail what type of material is kept in the packages would not
look at the accessions list but at the catalogue card referring

to the society.



LYI3TS OF SUBJECTS AND NAMES

Press cuttings and photographs which directly and unequivocally
can be referred to a specific society have their given place in
series dealing with just societies; they are normally stored in
the envelope marked with the name of the unit in question. The
catalogue card will indicate materials dep&sited. if the words
'tcuttings! ’'illustrations' etc. have been written on the
catalogue card then any person looking for such material need
only open the cuttings or photographic-box containing the

specific material.

It is definitely not worthwhile registering in lists or even on
catalogue cards every single photograph or cutting. If any
person wants to read articles about a specific society or search
for one illustration or the other about its work they will have
to go through all.the variable material., Some preliminary help,
however, may be given to such researchers., It is poss{ble to
make alphabetical lists of all the persons and subjects about
whom or which il;ustrations or articles have been collected in

the archives,

Problems arise when additional cuttings or photographs are
received references to them are put in an appendix and not in
their proper alihabetical place., The whole list should then be
re-organized .nd re-written. We would not recommend the use of
catalogue cards in this connection; cards are easy to organize
alphabetically but looking through a few sheets of typed paper is

much easier.

THE _CATALOGUES

Two main parts of the reference system of an archive have now been
described: (a) the archiwve scheme, which gives a picture of the
division into groups of the archive; and (b} the lists in either
alphabetical or running order which indicate whether certain
material is available in the archives or not. The archive

scheme and the lists give only general references, £Or precise



indications of where a particular document is to be found, it is
necessory to have a catalogue organized according to definite

criteria,

These criteria are principally ({a) the name of the author of
thie document in question, (b) the title of the document,

(¢} the socicty within which the document has been produced,

(d! the subgéct area which the document deals with, It is
cvident that an archive which has an author catalogue, a title
catnlogue, a society or source catalogue ought to be able to
give optimal scrvice to all the visitors who come to the archive
to look for any documentation, and have even the slightest idea

what they are looking for.

Catalogues answering to the description given in the previous
paragraph ought to consist of cards or loose-leaf systems,

where each of these cards or loose leaves may be devoted to

only one single unit. There is one exception to this rule: the
society catalogue where the rule observed is normally "One sheet
of paper -~ one archival source', Since these sheets must list
all the documents recceived from the organization or the society
in question, they must as a rule be larger than the small card
catalogues which are used in the author-, title- or sub ject

catalogues.

With the help of illustration 7 it will be demonstrated how the
latter three catalogues worke The first illustration shows a
card the text of which is introduced by the name of the author,
The card is part of the author catalogue, where the cards of all
the worlks of the author in question are placed together
alphabetically., If a visitor tc the archives wishes to have an
overview of the works of thias particular author the staff of the
archives would therefore look in the author catalogue, where all
the cards concerning him are kept together., The notation in the
upper left corner indicates where the work is kept, whilst the
signs on the right indicate the subject arcas which are treated
by the author im this particular document; the markings form
part of the internai code used in this particular archive.
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The next card is somewhat different; the title of the document
is given before the name of the author. This card belongs in
the title catalogue, which is used by all the people who wish
Just to get hold of this particular work, whose title they

know, Otherwise the card is organized in the same way as the

previous one.

The number of subjects listed on the catalogue card would
determine how many copies of the card have to be produced. The
caxrd shown in illustration‘7 will be catalogued under the name
of the author, under the name of the title, and under the one
subject listed for this particular card. This gives a total of
three cards: one in each of the author-, title- and subject
catalogues, However, if the book were to have to refer to seven
different subjects, which would be mentioned on the card, then it
will be necessarylto put seven different cards in the subject
catalogue under thé various classified headings. Iﬁcluding the

author - and title card this would give a total of nine cards.

This system of cataloguing has been particularly developed within
libraries, It has been described here in detail because the

me . hods which.are so important in dealing with archives are
clearly expressed here, For use in small or principally type
series archives the cataloguing can be simplified by drastically
cutting down the number of subjects listed on the card. One or
two main subjec:s ought to suffice, the rest may be left out.

In archives it should further be unnecessary to go into detailed
classification using letters and numbers. Instead a thesaurus
ought to be prepared listing the subject areas covered in the
archive. There need not be more than some dozen main subject
areas, each with about four sub-areas., It is then necessary to

adhere strictly to these words when making out the catalogue cards.

The societies’ catalogue (or in more general terms the source
catalogue) consists of cards or sheets of suitable size, The
leading words arranged alphabetically consist of the officially
registered names of the units (the societies or productive units,
etc.) from which the archival material mentioned on the card

originated,



The text of the card must be absolutely clear and unambiguous;
¢ven so it is not always possible to keep strict order. There
may be sometimes twentyfive years between receipt of maferial
from some societics; it cannot therefore be demanded that the
cards referring to a socicty should be kept open for notes
about such irregular receipts of archival material, Sometimes
2 larte consisnment of minutes or books of a society will have
been cntered-on the card, and when the card has been filled up
further notes will have been made on the back, and extra cards
may have been added; if the disorder is too apparent, and the
notes difficult to read, it would be necessory to have the

card rewritten.

Cards should be of 2 standard format, at least 10 by 15
‘centimetres (four inches by six inches). In order not to squeeze
the text too much and not to make continuation cards necessary,
the material from the societies is given only in summary form.

It ought, however, to be specified in detail in some places;

this can be done on large society sheets, organized in the same
way as the society cards. The detail given on the society

sheets can be as great as is mnecessary, and will lead the

rescarcher to the correct item straight away.

BUI LDING Uup AND EQUIPPING THE

ARCHIVE

THE LIFE SPAN OF PAPER

A well stored document can be likened to a fruit seed which is
contained in several protective covers, Nature has so
organized it for plants which can only live under specific
conditions regarding for example, temperature, humidity, light,
etc. Paper, too, is a sensitive material, which has many
natural enemies: dust, heat, damp, bacteria, mould, insects,
sunlight. In addition there is the risk of accidents, such as

for instance fire and floods,.



Since ithe protective shell for archival material is not grown
biologicalily, 3t is necessary to construct it., How many shells
and what materials sre ussd, depend partly on the particular
conditions that are necessary for paper, The humidity of the
air plays a key role: it ought to be bvetween fifty and sixty
per cent, If it is higher therc is a risk of btiological attacks;
and if the air is too dry, the paper will become brittle. Nor
ig it a good thing if the relative humidity is ailowed to go
from one extreme to the other. The binding agents that are
present in paper are dissolved by humidity, and then if the air
is too dry they will be dried out, or lose their binding

properties by chemical deposition,

The temperature of the archive should also be kept fairly
constant, The ideal is 17 degrees Celsius at a stable humidity
of the air of 55 per cent, However,; we have the possibility
through technology to make perfect archive air with‘the help

of thermostats, hygrostats, cleaning filters and high pressure
air pumps. A pure climate for\archives can be achieved )
regardless of the heat, humidity and dust conditions that prevail

outside."But‘air-conditioning‘plants are extremely expensive.

HOW _TO CONSTRUCT AN ARCHIVE BUILDING

Most archives will have to make deo without very sophisticated
technical equipment in order to ensure a reasonable climate for

archival material,

The ideal figure given of 17 degrees Celsius and 55% humidity
locally have a certain margin of tolerance., If the temperature
were to go down to 10° or rise to 30° there is no harm donej;
this under the cohdition that the air humidity has not been too
much affected. With humidity tolerance is less: under no
condition must it rise above 60%; however, drying out to 35% or
40% is less of a danger - at least for fairly limited periods.



Crie of the most effective weapons against unnecessary loss and
damage to paper is good planning of buildings, Even if the
changes of temperatwre in the place where the archives are
located should be as extreme as a jifférence of 40° between
night and day out of doors, there is still a chance of keeping
a relatively even temperature inside of the archives - provided
that none of the six sides of the archives (floor, ceiling and
four walls) is in direct contact with the ocutside air. The
archives (at least in the case of the final archives) should be
the core of a building, surrounded by a protective zone, an
outer ring of other offices. An attic or upper floor prevents

unnecessary heat or cold penetrating from above,

The archive itself should always be located on the ground floor
in order to use the coolness which the floor of the ground-floor
rooms normally transmits evenly during the day. The advice Qf
an expert builder should be sought about suitable materials,
insulation, damp-proofing, etc. In very hot climates the
archives floor may be located somewhat below ground level, This

will help to protect the room from excessive heat.

As the weight of documents varies between 500 and 15,000
kilograms per square metre, ground floor locations are
advantageous. In a number of countries there are still no
filooring materials that can take such a load on a floor above
sround level, Only the direct contact with the ground on a
concrete base preferably, will be a guarantee against buildings
collapsing. Varnishing of the concrete floors will help to

reduce dust,

YENTILATION

In hot weather, keep doors to the archive room closed. Short
periods of circulation of fresh air are mnecessary but in places
where the air contains numerous insects, dust, etc. the.

ventilators should have filters.



- 31 -

FUORNISHINGS Aol FIUNNITURE

I

Furniture in which th< archive's dosuments are placed also
protects them. Other =2quipment for racking, re-packing, and
cpening of parcels that arrive in the archives will be useful.
In {his connection, a large tabls is verv useful, It needs to

be sitrong or to be suitably strengthened.

Farniture used for storage is mostly shelving. Shelves for
eruhives should be open and airy without dividin w2lls in the
horizontal plane, or between the vertical sections. To accomuvodiiia
the weight of archives shelves should have diagonal bracinge.
Thickness of the shelves should not be less than 20 millimetres:
the length of the shelves {the length between the vertical
partitions should according to the weight be placeé on them - be
kept between BO and 125 centimetres, and the depths of the shelves
should be not less than 30 centimetres, If possiblé, shelves -

should be adjustables

Open shelves are very practical from the peint of view of keeping
the archives well aired. There are, however, many situations in
whitii closed cupboards are to be preferred, especially where the
air is verv dusty or where the changes in climate so affect the
indoor climate that the limits given for temperature and humidity
are exceeded by that. Original documents, small items that belong
in a puseum section, films and records on tape must always be kept
in cupboards where they are protected from light, dirt, and from
people who should not get at the material.

Cupboards with drawers meant for final archives are principally
available in two main types; there are catalogue cabinets, and
so called archive cupboards with either deep or shallow drawers.
The first type is meant for card catalogues, the second one for
archival material arranged in files or (which is cheaper and
easier) in envelopes which are stored upright. The depth of
these drawers is therefore between 25 and 28 centimetres.
Shallow drawers which are 10 to 12 centimetres deep are usually
used for small boxes and similar covers which contain for
instance micf;fiim, photographic slides, or other small visual

material, such as cassettes, but not larger tapes.



COMPACT SHELVING

Passages between archive shelving take up more than half the
available floor space., Moveable shelves use space much better,
Such shelves have to be supplied with a set of precision made

wheels, which work in runners sunk into the floor.

Compact shel#es increase the protection against fire; since they
are closely packed. A big disadvantage is the price - they are
costly fittings,

STEEL OR WOOD

Furnishings and furniture can be of steel or wood. In damp areas
steel rusts quickly. Timber suffers under difficult climatic
conditions; it expands when exposed to damp; cracks if exposed to

very dry conditions.

Timber treated with modern chemicals will protect it against

insects, rot, fungus, bacteria, etc.
Steel cases will not burne Though in the event of fire, steel
around the book cases on fire may become so hot that they are

distorted,

Damaged wooden shelving can easily be¢ repnired.

THE INNERMOST SECTION

The files, boxes and other storage materials, which cover the
various documents, have been mentioned several times above; here
we will only make a summary survey of what is available, and

give some illustrations. The choice of packaging depends on the
function, size, material, current use, and frequency of documents,
The only thing that is important within the archives is that the
meanas of packaging is used consistently within the various series.

If it has been decided, for instance, that the annual reports of



affilisted societies should be kept in a certain type of blue
box, standing on its end, then this principle should not be

abandoned.

The personal temporary archives which have been described above,
and which some officials are allowed to keep with them in their
oiffices, is an area we will not go into. it is ur to these
officials to keep their documents apart whilst they are dealing
with a current matter. But archivists are still responsidle for
the packaging as being the administrators of intermediate
archives or of filing cabinets. Thin files, with or without
hanging arrangements (preferably containing protective edging)
become more and more common in offices. Later they will go to
the archives once the matter is no longer current and the
archives have to take over the material. It is then time to
move the material from hanging files or other open covers to
some type of packéging that gives better protection; such as

snvelones or boxes of a suitable thickness,

The main object of such changes is to stop loose items: from

falling out of the files.

The previously described administrative phases may also be
mentioned whilst having regard to packacing. The ;}ficial
dealing with a current matter is keen to be able to get out
current documeunts easily which is why he holds on to these open
files or folders which are easy to grip hold of and look through.
The staff of the intermediate archives is primarily interested
in keeping proper order in the very varied material which they
have to look after, Secure fastenings and containers for the
paper, careful separation between the series, but uniformity of
the types of packagings within those series, are the guidelines
at this stages In the intermediate afchives virtually all means
of storage meet the needs, except perhaps the most extreme ones,
Those that are totally open are rather too dangerous, whilst
packages that have been tied up with string are difficult to
open when necessary; they are unnecessary, beside, particularly

with regards to material that is eventually to be destroyed.



The final archives naturally do not either make any concessions
as to the demand for ordur, but in addition there is the demand
for optimal physical protection of all the material that is to

be preserved for the future, The varieus'covers have to be as

air and dust-tight as possible, even if this implies difficult

packaging procedures, Envelopes, parcels, cartons and special

boxes are the main groups that are to be used at this point,

AUDIOVISUAL MATERIAL

Tapes, films, slides, negatives, are becoming more and more
usual in archives, Storage demands are different from paper.
Magnetic tapes, for instance, are very tolerant as far Ss
temperature goes; but they need to be stored in relatively dry
air., When they are not in use they should be placed in'thein
proper boxes; if there is Some form of inner protection like -
polythene bags etce. it is good extra protection, The play-
back equipment can be damaged by dusty tapes.

Photographs and f£ilm normally‘can be stored in ordinary air
conditioned "archival air", provided it is black and white film.
Colour photographs, however, changé their values in damp air,

and prefer the ordinary air of any offices In general,
photographic material should be kept in total darkmess.

Unreliable colour, badly developed films, or other techmnical
ingsufficiencies may mean that there are flaws in photographs which
quickly get worse when the material is exposed to more light.

Some large archives have micfofilm and microfiche (microform)
which are used to reduce to one fiftieth the original that has
been photographed. Storing this very spacesaving material ought
to be undertaken according to the principles which apply to all
other black and white film, The demands on keeping the material
away from dust are particularly high in this case. Just one
particle of dust can make a whole word illegible or make

scratches on the film surface.



Considering how fragile all these materials are, it is under-
standuble that the manufacturers usually provide films, tapes,
cassettes, etc., with fairly expensive special covers, often
made from hard synthetic materials. These particular boxes and
packages should be used in the archives; they normally represent

the best cover for the contents,.

A FINAL WORD

This is a short guide to archives, For any omissions please
make allowances, The intention has been to give a description
of the most important items and practical problems in archival
work, in a strictly limited amount of space. My thanks for
advice and experiences from éolleagues in many countries, From
this wealth of experience, I have tried to offer different

alternatives, weighing the disadvantages of one against another,

For anyone who wants to start a thorough-going job of organizing
archives, this guide can only serve as an introduction to the

subject.

There is a rich literature available on all the matters that
have been discussed above. Further information can be
obtained through the ICA Working Party of Librarians and
Documentation Officers which can also refer the reader to
advanced archives within the co-operative movement. It may be
worth contacting thosg archivists or even visgiting them to

study their methods.

And finally: Good luck!}
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ILLUSTRATED APPENDIX
to "A short Guide to Archives"

Preface to the illustrated appendix

Just as the brochure itself, the pictures selected for this
appendix are to be regarded as a proposal of principle. The
main aim is to elucidate the preceding text here and there
(cf. reférences to the respective pages)., As for the aids and
equipment shown in the pictures, not all of them are available
in younger states. Organizafions, schools, documentalists,
administrators and others interested in using the original
edition are therefore free to pick and choose, add or change

what they like according to resources or judgement.

There are no copyright restrictions in.a legal sense; on the
contrary this piece of work is a farewell gift to international
co-operation and to all popular movements concerned. Those who
intend to base their own publications entirely or partly on the
original edition of the "Guide" are, however, asked to inform
the representative or the writer about their intentions, The
reason is that on the international level a general edition is
planned and if these plans are implemented some work on the
local level might be superfluocus.

Ludwig Schnabl
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Illustration 1

various examples

Hanging folder* have thin label-
holders at the top edge. The labels
can only contain one line.

Boxes with broad back give space
for more detailed texts.

Department
Working group
Subject(s)

Year of origine

Year the mate-
rial may be
desti

The rounded label with its
particular pattem of text
indicates the series
“'Special Documents™*

The label with dar-" comr.*"
and the way in which te.
text has been written, indi~
"wcate that the envelope be-
® longs amongst the archival
material of societies.



Illustration 2

Harking and labelling-

The label on the front of the minute book has" been given a text by the
chairman of the society. The number underneath the text has been added

by the final archive and indicates in which parcel the book is to be stored,
stored.

Avdelning rereo.vai v

Sometimes there is C
Bn»lani

reason to write the
identification of
the items straight
on the envelopes.
Faturally, this la-
belling technique
must be used con-
sistently on the
whole series.
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In the final archives, certain material
which is not used frequently can be
packaged in brown paper, which is cheap
and keeps the dust off. Please note the
punctual nutaberin® of the packages.

Illustration 1



Jllustration 4
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In a picture library or -archive each
subject (person, shop, group, factory etc.)
should have its own envelnpe. The enve-
lopes are stored, in alphabetiéal order,

in open boxes. The labels indicate the

contents clearly.




Illustration 5

Documents

(of various origines) to be
stored within the organiza-
B tion for periods stipulated

by law
Series Subject files
arranged by type containing letters, documents etc.,
classified and according to matters

/ T~ ~

Main series, e.gz. Special series, e.g. A  Production

I [ B  Purchase

¢ Sales

1. Correspondence I HMinutes (board) D Insurance
2. Copies of orders IT FMinmutes {executive) 2 Juridical matters
3. Invoices " IIT General meetings 20 Civil law
4. Vouchers IV Certificates 21 Estate law
5. Confirmations V Contracts £2 Pinancial
- - = - - - = = law

T ~
Short-term storage Long—termjstoraze Long—termlstorage
in accordance with or permanent or permanent
law siorage storage
Central lrchives IF inal archive l
(Intermediate a.)

The plan for tne archives and the introductorv schedule should have
a structure which corresvonds to the organizatiorn 3% the society or
firm in guestion. The illustration only zives an -utline and is not

meant to be followed in detail!l



Illustration 6
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Accession 1ist of packages containing societies
Package
Kames of the societies
maber
5444 Klagshamne Trading Company, Klagshamn
5445 » - L2 -
5446 L] L] L -
5447 Arlov's Retail Co-op Society, Arlow
5448 - L] " L
5449 ~ L] L] Li
5450 Saleby Workers Society, Saleby In the list of pack-
5451 P - " gages, there are
5 only twc types of
5452 "Victory” Co-op Society, Malmd informations there
5453 ’ are the numbers in
- " " proper order of the
5454 N " " packages, and there
are the names of the
5455 Lomma Co-op dairy, Lomme societies whose do-
5456 " " " cuments are kept in
5457 "Own House" Fousing Co-op the packages.
5458 " " "
5459 Co-operative Bakery Ros,
5460 "Phenix", Consumers as
5461 Ystads Retail Co—op .
5462 " "
A list .
5463 Osby Consumars ccession lis
containing imolated records
SﬁéAw__
. g . .
Tape Yain person Place Time Content
| 7
239 Carl Gruveman Aabenraa, Dk {12/11-74
240 Willy Pabst Gera, ODR 06/03-75
241 A B Rauter Wien, Austria |25/04-75
242 Adolf Leocdolter Salsburg, Au. | 05/02~76
243 W P ¥aikins ‘Moreton W OB | 22/03~77
244 Fridolf Olsson Stockholm, 3 | 27/10-77
245 Filip Larsson Vaggeryd, 8w [ 03/12-77] A more
detailed
246 Laszlo Szilagyi Budapest, Hu | 23/01-77 acoassdon
l:st -
247 | Sven Thomsen Copenhagen Dk | 02/02
——



, Illustration

A 11754 Kp 3352 351 31211
Watkins, W. P.,

The International Co—operative
Alliance 189_5 - 1970

London 1970
385 pp., index

A 11754 Xp 382 331 312l

Ths International Co-operative
Allianoce 1895 - 1970

Watkins, ¥W. P.,
London 1970
385 pp., index

Subject card and author card from a main
catalogue. In the top left hand cormer

is an indication of where the book is
located (the series and the running mumber). In the top right hand corder
is the classification (here indicating views of the International co-opera-
tive movement). The following text on the card indicateés title, author,
place of publication, year and number of pages.

The author caprd is similar to the subject card, apart from the introduction
of the text. Author and title have changed places.

Boxes for archives may
be obtained in various
/ shapes and models. The
box illustrated is
folded out of one cut
peace of cardboard.
The inconvenience of
this type of box is
that the top sheets of
paper may be damaged
by the edges of the

carton.




Illustration 8

Documents with charge to
ve kept only for a limited,
time may be stored on open
shelves with easy access.

Documents of historical
or legal importance, suoh
as minutes of executive
meetings) must be stored
in locked, secure cup-
boards.
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