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[no author]. “Local Government Records and the Documentation of American History,” Annotation: The Newsletter of the National Historical Publications and Records Commission 23:1 (April 1995). 

Abstract: A brief summary of some examples of the NHPRC’s state regrant projects (large grants to State Historical Records Advisory Boards that are then transformed into smaller sub-grants). The regrant program is described as the primary NHPRC mechanism for funding local records projects. Projects briefly discussed in the article include a regrant to the South Carolina Department of Archives and History that developed local records programs and funded local government initiatives for basic records management programs. Lists projects specific to Charleston County, describes grants provided to state and local entities in Wisconsin, and mentions regrant projects in Alabama and Florida.
[no author]. “Preserving Missouri's Past: the Missouri Historical Records Grant Program,” Annotation: The Newsletter of the National Historical Publications and Records Commission 30:2 (June 2002).

http://www.archives.gov/nhprc/annotation/june-2002/preserving-missouri-past.html
Abstract: The article describes the work of the Missouri Historical Records Grant Program, a $600,000 initiative co-funded by the state of Missouri and the NHPRC. The MHRGP seeks to ensure the preservation of and continued access to the historical records of the state across nearly 400 repositories statewide. The article describes the project work of several MHRGP sub-grantees, including the Missouri School for the Blind and the Vernon County Board of Education.
Armstrong, Thomas F. “Legal Records and Historical Gossip: The Records of the Social Historian,” Provenance. 4:1 (Spring 1986): 16-28.

Abstract: Armstrong discusses court records and their value to the historian of society. He writes that local and state court records, largely untapped by social historians, contain all sorts of valuable information, not least of which is often vivid and important documentation of individual lives, and cites several examples. "It is the collective record of those lives that gives meaning to social history,” Armstrong concludes.

Armstrong-Ingram, R. Jackson; “The Givenness of Kin: Legal and Ethical Issues in Accessing Adoption Records,” Archival Issues.22:1 (1997): 21-35.

Abstract: Municipal and county archivists and records managers will often have in their holdings records relating to adoption, with all the legal and ethical issues that accompany those records. The author of this article notes that "in order to administer access to such records legally and ethically, it is vital for archivists to be acquainted with the basic premises on which adoption is based and how these have changed over time; the records the process itself generates; and the ways in which other types of records may be related to it." This is especially important as demand for access to these records grows, as does dissatisfaction with the lack of access. The author outlines how adoption in the US developed; the central issues involved in adoption records; newer concepts such as "wrongful adoption"; and other access-related issues. The article concludes that archivists must be familiar with the current state of adoption laws and regulations in which they must often act as brokers, educators, or participants in the ongoing access debate.

Arnold, III, Robert W. “The Albany Answer: Pragmatic and Tactical Considerations in Local Records Legislative Efforts,” American Archivist. (Fall 1988): 475-479.

Abstract: Arnold, the public records director for the city of Albany, NY, notes that "a local government records management program must justify and merchandise iteslf and deliver competent service rapidly" and to do so "must have the endorsement of major political decision makers institutionalized through comprehensive local legislation." An NHPRC-funded records survey in 1980 identified problems with Albany's records system and proposed as solutions a central disposition authority, explicit records legislation, a records center, and a centralized joint city-county archives. Arnold talks about the development of effective legislation at the city and county levels and how the separate city and county programs were joined.

Arnold III, Robert W., Julie C. Daniels, and C. Raymond LaFever. University of the State of New York. State Education Department. New York State Archives. Government Records Services. Historical Records and the Local Government Historian 81 (Albany, NY: 2004). (12pp)

http://www.archives.nysed.gov/altformats/ServicesHistRecs/ns_mhr_pub81.pdf
Abstract: New York State has a corps of officially appointed public historians; this publication is geared towards those historians, proposing methods by which they can use their specialized knowledge and interests to support and encourage the development of strong records management and archival programs. Local government historians in New York are, in fact, obliged to do this under the terms of the 1988 Local Government Records Law, and the guidebook examines the law point by point, elaborating on the specific ways that historians can carry out their statutory roles.
Bain, George W. “Local Governments, Volunteers, and the State Archives,” The Ohio Archivists Newsletter. 17(1) (Spring 1986): unpaged.

Abstract: This brief article by the Local Records Specialist at the Ohio Historical Society describes his experiences with historically-minded volunteers recruited to aid state and local records managers with various records projects in southeastern Ohio. On the whole Bain finds that the use of volunteers is beneficial to records work,providing valuable supplementary labor, helping the work get done faste,r and making more people conscious of the value of records and issues associated with them. For cash-strapped institutions, the value of volunteers is particularly clear.

Balon, Brett J., and H. Wayne Gardner.  “Disaster Contingency Planning: The Basic Elements,” ARMA Records Management Quarterly (January 1987): 14-16. 

Abstract: Balon and Gardner use a series of floods at the Regina, Saskatchewan City Hall in 1982-1983 as an instance of a municipality's development of a disaster plan. They describe the steps taken: Preliminary Research, including inspection and evaluation of the site; Risk Assessment; the development of a Preliminary Plan as a contingency; Final Plan Development; and Testing and Approval of the Final Plan. The steps are practical and can be adapted by any records depository.
Balon, Brett J., and H. Wayne Gardner.  “"It'll Never Happen Here": Disaster Contingency Planning in Canadian Urban Municipalities,” ARMA Records Management Quarterly (July 1986): 26-28.

Abstract: This brief article is based on a questionnaire survey by the Records Systems Division of the city of Regina, Saskatchewan in Canada, designed to aid in the development of a disaster plan and to determine the general state of disaster preparedness in Canada. The survey's methodology is described. The findings of the survey indicate the general lack of contingency planning and an overall lack of preparedness. An interesting additional finding shows that Canadian urban areas tend to be more concerned with protecting electronic records than with other forms of records, and with planning for disasters involving the former rather than the latter. The authors suggest some preliminary steps that local governments should take - developing a vital records program, determining their insurance coverage, and establishing contacts with local vacumn/freeze drying facilities.
Brown, Ken W.; R. Steve McDuffie.  “Citizen Access to Local Government Financial Reports,” Government Information Quarterly. 13:2 (1996):133-142.

Abstract: This article presents information on the results of a study suggesting that anecdotes on the individual's inability to obtain financial information on local governments may be a correct indicator of local government information dissemination practices. The article goes on to determine the appropriate manner in which state and local governments should respond to public requests for information.
Burford, Brian Nelson. New Hampshire Local Governments Conference New Hampshire State Municipal Records Board.  “Managing Government Records Into The Future” (New Hampshire Municipal Records Board: November 17, 2005)

http://www.sos.nh.gov/archives/Managing%20Government%20Records.pdf
Abstract: Available as a Microsoft Powerpoint slide show and as a PDF document, this web presentation defines a record, an electronic file, and records management; describes the elements of records management; and explaing the concept of retention schedules. The NH Municipal Records Board is described and its members listed. The state statutes relating to government records and to the Local Government Records Management Improvement Program are described. The value of records and the public's right to know are stressed.
Butchart, Ronald E. Local Schools: Exploring Their History. The Nearby History Series 1 (Nashville: American Association for State and Local History, 1986).  (124pp)

Abstract: One of a series of guides designed for professional and non-professional historical researchers alike intent on studying the history of what the series editors call “the close-at-hand world”. This work is less devoted with the nature of local records than with the research uses to which they can be put and where the records can be found. Management of local records is not considered.

Cox, Richard J. “A Documentation Strategy Case Study: Western New York,” American Archivist 52 (Spring 1989): 192-200.

Abstract: A "documentation strategy" is a archives concept in which archivists and records managers evolve a set of criteria by which society can be best and most effectively documented, and collect the records that best meet those criteria. As of the writing of this article it was still a very new and untested idea; Cox describes an effort by the New York State Archives and Records Administration to experiment with this new documentation approach through a regional test of local repositories in western New York State. The ultimate goal was to better the level of historical documentation for this region. Cox describes the development of a working group and talks about the conclusions it reached and further questions that need answering. The article may be useful for background to those local records repositories that are trying to focus or fashion a collections policy.
Cox, Richard J.  Documenting Localities: A Practical Manual for American Archivists and Manuscript Curators   (Lanham, MD: SAA and Scarecrow Press, 1996). (196pp)

Abstract: Drawing on a wide range of writings from archivists, historians, librarians, and preservationists, Cox summarizes the past decade of discussion concerning practical methodologies of documenting localities.His work is concerned with the  importance of localities in American historical research and archival practice, traditional methods archivists have used to document localities, and case studies in documenting localities.
Cox, Richard J. “Leadership and Local Government Records: The Opportunity of the Joint Committee on the Management, Preservation, and Use of Local Government Records,” The Midwestern Archivist 10:1 (1985): 33-41.

Abstract: Cox opens his brief article by quickly describing the generally sorry state of local government records in the United States both at the time of writing and previously. He notes that strong state archival leadership is the most effective method of improving local records management, but that national leadership is also valuable for promoting strong standards, identifying records most at risk, and establishing comprehensve plans and agendae. Cox then talks about the Joint Committee of the article's title, formed by the American Association for State and Local History (and co-sponsored by several other records-related organizations), which conducted several assessment projects and committed itself to the role of national leadership in the cause of local records. The committee's more recent efforts and challenges are described by Cox.
Cox, Richard J. “The Need for Comprehensive Records Programs in Local Government: Learning by Mistakes in Baltimore, 1947-1982,” Provenance. 1:2 (Fall 1983): 14-34.

Abstract: Cox uses the local historical records program of the city of Baltimore over the previous thirty-five years as an example of a failed program that is on the verge of a successful resurrection. He discusses the history of the program, the city's general lack of commitment to developing an effective program, and poor leadership. The program more recently has seen progress by bringing wider attention to the program and its needs and using the records management system already in place to benefit the city's historical records. Cox concludes by stressing that a successful local records program "supports the efficient management of local government, the cost-savings of current records management, and the cultural benefits of an archives program."
Cox, Richard J.  “The Plight of American Municipal Archives: Baltimore, 1729-1979,” American Archivist 42:3 (July 1979):281-292.

Abstract: Cox is concerned with the generally poor state of municipal archives in the United States, and believes that only a good understanding of the historical development of these archival institutions will provide a full understanding and resolution of this poor state of affairs. He uses as an example the case of the city of Baltimore, of which Cox was at the time of writing the City Archivist and Records Management Officer. Cox describes the development of the city's records program, including the construction of a records office in the 1830s, the increased records management proactivity of the City Librarian starting in the 1890s, and the gradual neglect of the program from the 1920s through the 1970s. The plight is (as of 1979) being somewhat relieved by the creation of the position of City Archivist and by a renewed interest in the history of the city.
Cox, Richard J.  “A Reappraisal of Municipal Records in the United States,” The Public Historian 3:1 (Winter 1981): 49-63.

Abstract: Cox' article describes "the efforts and failures of municipal officials and theorists, archivists, and historians to manage" American municipal records, the condition of which he terms "a national disgrace". He notes the historical neglect of local government units by their states, the poor financing of records programs by municipalities, weak local records legislation, and the relatively late concern among historians with urban history and the materials that document it. He does, on the other hand, note the success of some individual municipalities - Baltimore, Philadelphia, and New York - in establishing decent programs, as well as the contributions made by the NHPRC to supporting municipal records programs through grants. Cox concludes by stressing the need to convince municipalities of the need for better records management through effective public lobbying.
Cullinane, Jane; Kathy Makover. Connecticut State Archives.  “Choosing What Matters Most,” The CONNservator 5:2 (September 2005): 3-4.  http://www.cslib.org/connservator0905.pdf
Abstract: Two staff members from the CT State Archives write a brief article for town clerks who are looking for new preservation projects to pursue. The authors propose three factors to consider when evaluating a potential project -Impact, Urgency, and Feasibility.

Daily, Daniel.  “The New Hampshire Local Records Education Project at Dartmouth College,” Annotation: The Newsletter of the National Historical Publications and Records Commission 30:4 (December 2002).

http://www.archives.gov/nhprc/annotation/december-2002/new-hampshire-local-records.html
Abstract: This brief piece describes the operation of a NHPRC grant project for local records in the state of New Hampshire, carried out at Dartmouth College. To quote the article, "Since September 2001, the project has sought to provide archival education and assistance to local governments, historical societies, and libraries throughout New Hampshire. So far, the project has reached about 170 local records keepers through workshops, and has awarded professional preservation assessments to 40 New Hampshire municipalities and organizations. As the grant approaches its conclusion in May 2003, workshops and preservation assessments continue." The article also mentions several other local records-related endeavors throughout the state.
Associated grant: NHPRC2001-089
Daly, John. “State Archives and Metropolitan Records: The Case of Chicago,” American Archivist 51 (Fall 1988): 470-474.

Abstract: Illinois State Archivist Daly describes the steps that his institution took from 1983-1986 to assist the city of Chicago and Cook County with the development of records retention and disposal schedules. This major accomplishment after years of moribund relations between the Archives and the city was achieved through, as Daly puts it, "tactics of patience, persistence, and maintenance of a presence in Chicago, together with the aid of a sympathetic mayor and a revitalized county records commission. Daly notes that this case study provides a lesson that state archives should work to build and maintain good relations with agencies in major cities in order to be in place to lend assistance to those large metropolitan areas and their many records problems.

Dawson, E. Murrell.  “The Preservation of Florida's Historically All-Black School Records,” Annotation: The Newsletter of the National Historical Publications and Records Commission 26:2 (June 1998).

http://www.archives.gov/nhprc/annotation/june-98/school-records.html
Abstract: This article describes projects undertaken throughout the 1980s and 1990s to identify and preserve the records of Florida's historically all-black public and private schools from kindergarten to university levels. "Records from these institutions contain some of the most comprehensive documentation of the progress, regress, and perseverance of African Americans." Records include "official and private materials produced and/or circulated between Florida's Superintendent of Education and Supervisor of Negro Schools (positions usually held by white individuals); a Negro director of secondary schools (usually an African-American male); a Negro director of elementary schools (usually an African-American female); and African-American school principals, teachers, and students." The article chronicles how these records became endangered, ironically, during the process of school integration, when the old black schools were finally closed.
Associated grant: NHPRC
Dearstyne, Bruce W. The Management of Local Government Records: A Guide for Local Officials (Nashville: American Association for State and Local History, 1988).  (146pp)

Abstract: A general manual providing help to persons charged with responsibility for local records management, written by one of the foremost authorities in the field. Dearstyne’s book supplies step-by-step guidance through the construction and operation of a successful local records program. This guidance includes laying the legal and administrative foundations, conducting an inventory, appraisal, arrangement and management of active records, and management of inactive records. There are also sections on integrating micrographics and automation into the local records program. A final chapter involves archival records, their value to various user groups and, briefly, steps involved in managing a local archival records program. Concluding sections discuss various resources that local officials can turn to for assistance and list state offices concerned with local government records (current as of 1988). The work as a whole is a very basic, but readable guidebook.

Featherly, Kevin.  “Florida newspapers go to bat for open public records,” ComputerUser.com (March 13, 2002).

http://www.computeruser.com/news/02/03/13/news16.html
Abstract: Featherly reports that a group of Florida newspapers, "fearing that digital-age concern about easy information access is leading state legislators to place official documents out of public view,” placed a number of coordinated editorials in their most recent Sunday papers. "According to the newspapers, bills now under consideration in Florida would keep physicians' and pharmacists' "adverse incident" reports secret, allow police agencies to conceal investigative incident reports if no one is arrested, and allow public officials to meet secretly with prospective contractors bidding for public projects."
Gram, David.  “Access to government records comes at cost,” Boston Globe (March 12, 2005).

http://www.boston.com/news/local/vermont/articles/2005/03/12/access_to_government_records_comes_at_cost/
Abstract: This article focuses on Vermont citizen-activist Laura Ziegler and her recent discovery that the state Department of Corrections had made a policy change and was now charging rather high fees for access to its records. Ziegler claims that the fee is designed to derail critics' attempts to decry agency practices. The article cites several other examples of fee-based roadblocks put up by Vermont's executive branch to prevent researchers from access to records.
Greathouse, Bill.  “Court Records Retention Considerations,” ARMA Records Management Quarterly (April 1989): 8-11.

Abstract: Greathouse was the Records Analyst for Nevada's Local Court Records Project, and so the considerations in his article are specific to Nevada courts; however, his observations have relevance for other local courts records programs, since most courts are like enough in function to have at least some recordkeeping methods and records series in common. Greathouse describes the types of records created by courts. He discusses what special information needs to be taken into consideration when assigning retention periods to these records, and he makes note of the need to preserve permanently certain court records.
Hackman, Larry J. “State Government and Statewide Archival Affairs: New York as a Case Study,” American Archivist 55 (Fall 1992): 578-599.

Abstract: Though the article uses the New York State Archives as an example of how a state record program develops and evolved its scope, policies and programs, it also gives a place to the subject of local records management in the context of a developing state archives program. In the case of New York, Hackman describes the strategies used by the State Archives starting in the 1980s to better address the problems of decentralized local records management. NYSA utilized four major strategies: increasing awareness of records issues among local officials; pressing for the adoption of a new records law that would explicitly outline the records management obligations of state and local authorities; emphasizing the development of local records *programs* rather than singular activities; and proposing expanded greater state services over greater regulation and encouraging regionalization of records activities. The case study is a useful example of how states and localities can cooperate effectively on records management issues.
Holland, Michael E., Douglas P. Allen.  “Guidelines for the Development of Local Government Records Legislation,” ARMA Records Management Quarterly (July 1989): 30-32, 34-36, 45. 

Abstract: The authors are concerned by the general lack of improvement in the development of local records management programs - one reason for this they give as being the poor, or even nonexistent, state of local records legislation. In response, Holland and Allen outline the key elements necessary for developing general and comprehensive local government records legislation. They provide a list of terms that will need to be defined in any legislation. They also note the general statutory provisions, the provisions for records custody, ownership, and access, and the provisions for records retention, control, and disposition that should be included as well.
James, Russell D.  “All Holdings Are Local: Archivists and Local Government Archives,” Journal of Archival Organization 2:3 (2004): 75-81.

Abstract: The article presents the notion that local government archivists are a integral part of the community; they concentrate enough on a small geographic region that they become resident experts on the area's history, politics, and socioeconomic situation. The article goes on to explore the unique features and problems associated with local records identification, appraisal, and preservation.
Jones, H.G. “Clio in the Courthouse: North Carolina's Local Records Program at Age Twenty-Five,” American Archivist. 49:1 (Winter 1986): 41-51.

Abstract: Former North Carolina State Archivist Jones describes the history and development of the state's local records program from 1959, when the State Archives was given authority to inventory, repair, and microfilm deteriorating county records. Jones details the program's accomplishments in its first twenty five years of operation. He specifically does not cite the NC program as a model to follow, because of the differing nature of each state, but he does point out that in his case, a state-financed, well-planned, persistent program managed to overcome the large "paper mountains" that were blocking efficient records management and access.
Jones, H.G. Local Government Records: An Introduction to their Management, Protection, and Use (Nashville: American Association for State and Local History, 1980). (208pp)

Abstract: A work commissioned by the AASLH as an introduction to the world of local public records. Part I is directed mainly at public officials concerned with establishing or improving local records programs. Includes steps on program establishment, including inventory, appraisal and the creation/implementation of records schedules. A section entitled “Coping With Quantity” explores the establishment of a records center as well as issues involved with microfilming records. Several examples of city and county archives are provided. Part II is aimed primarily at researchers. It lists different types of local government entities (i.e. counties, towns) and provides a brief subject analysis of different local record types. Two appendices list the local records services of state agencies and sources of information on archives and records management (both current as of 1980).

Kadooka-Mardein, Jean T.  “The Municipal Archives of the City and County of Honolulu - Its Creation and Collection,” Records Management Quarterly (April 1977): 38-40.

Abstract: The author briefly describes the creation of a municipal archival institution, a combined city-county institution for Honolulu, Hawaii. Highlights of the collections are noted, and the duties of the Municipal Archivist described.
Kammen, Carol; Norma Prendergast. Encyclopedia of Local History. AASLH Book Series (Walnut Creek, CA: Altamira Press, 2000). (539pp)

Abstract: This book is designed as an aid to local and regional historians, providing them with, as the authors put it, "ideas to consider, sources to use, and historical fields and trends to explore." The book defines hundreds of terms useful to local history research, relating to the sorts of topics historians explore and encounter in their research. Types of records, I.e. "local government records,” "court records,” and topics like "archives and local history" relate specifically to local records archivists and managers' work. Appendices offer lists of sources on researching different ethnic groups and religious groups, and directories for state historical organizations and for the National Archives' nationwide facilities.
King, Susan L.  “Moving the City of Charleston's Archives and Records Center,” Records Management Quarterly (October 1993).

Abstract: King, the Records Coordinator for the city of Charleston, SC, shares her experiences in the early 1990s moving the city's archives and records center from several temporary and separate storage centers to a permanent location. She hopes her own trials, tribulations, and lessons learned will aid other records managers and custodians in moving their own records centers.
Klaassen, David. “The Provenance of Social Work Case Records: Implications for Archival Appraisal and Access,” Provenance. 1:1 (Spring 1983): 5-30.

Abstract: Social work case records are a particularly thorny example of the ongoing access vs. privacy debate, since the responsibility for the debate lies with those other than those with a personal stake in the matter (The clients, of course, aren't likely to be aware of access policies.) In order to focus on the larger issues involved in the case record debate, archivists must "analyze the conditions under which the records were created, the purposes for which they were intended, and the assumptions that controlled their development." Klaassen goes on the outline the development of social casework and of case-recording practice, as well as the social work profession's concern with confidentiality. The article concludes by noting the access implications of all this for archivists and archival research.

Koplowitz, Bradford. “The Oklahoma Historical Records Survey,” American Archivist. 54 (Winter 1991): 62-68.

Abstract: The state of Oklahoma found in 1984 that it had no coordinated records management program for its local governmental offices; it took no action towards developing such a program, but in 1989 it did initiate a project to create a guide to "early-day" (1898-1907) county and municipal records. Koplowitz describes the development and distribution of a statewide survey sent to county and municipal offices, as well as the survey's findings. The project resulted in the production of a comprehensive records guide. Koplowitz notes that this state survey exemplifies a reasonable, low-cost alternative to a more typical heavily grant-funded records survey, a point that local records programs strapped for cash might want to take under consideration.
Lanning, Kaye.  "Starting An Archives": A Decade Later,” Provenance 1:2 (Fall 1983): 35-44. 

Abstract: Lanning's article is a sequel of sorts to the 1972 Georgia Archive article "Starting An Archives" by David B. Gracy II, in which Gracy described some of the planning and preparation steps required to start an archives. Lanning uses these lessons in helping to establish, in 1983, a local archives for the town of LaGrange in Troup County, Georgia. Lanning describes the planning process, the establishment of the physical facility, the hiring of an archivist, and the introduction of automation as well as the use of public relations.
Lee, Thomas F. “Records Control in Local Government Using INMAGIC and SearchMAGIC Software,” Records Management Quarterly (January 1992): 22-24, 57.

Abstract: The author is the senior records officer and archivist for the New York State MTA, an local government agency of the state that generates a great many paper records. The MTA automated its records program in compliance with the state's Local Government Records Law which mandates that each local government shall "promote and support a program for th e orderly and efficient management of records." The MTA uses two software packages - INMAGIC and its search-only version SearchMAGIC - to automate and maintain records control. Lee describes the features of INMAGIC as well as the data structures and report formats created for the use of the program, and concludes by discussing how these software packages lend support to the MTA records program.

Levine, David. “Social Service Programs: Appraisal of State and Local Records,” Provenance. 1:1 (Spring 1983): 31-39.

Abstract: Levine uses the underlying principles of general archival appraisal and applies them to the universe of social service files, to assist archivists faced with the problem of what to do with these sorts of records. Archivists must ask whether the information in the files is useful for research, how much of the available information is necessary for adequate documentation, how easily the data can be drawn from the records, and whether the information is unique or can be statistically summarized or otherwise found elsewhere.
Margry, Peter Jan. “Collective Management in Dutch Regional Archives,” American Archivist 56 (Winter 1993): 76-83.

Abstract: Margy describes a records management initiative in the Dutch province of North Brabant that resulted in the formation of a collective archives management network among every municipality in the province; this network, or "streekarchief,” has helped smaller, underfunded municipal archives to share funds and resources. The article goes on to weigh the advantages of a centralized vs. a decentralized regional archives, and notes the considerations that must go into developing a regional archives. Although the specific example described in the article is a foreign one, local records repositories seeking closer cooperation with other facilities can make use of the more general discussion that follows the example.
McLaughlin, Martin J. “Local Public Records in Archival Networks,” The Midwestern Archivist 6:2 (1982): 142-148.

Abstract: McLaughlin discusses how regional networks such as area research centers or regional depository systems can contribute to the preservation of local government records. He presents some reasons why local records might be placed in these regional centers, problems with maintaining archival standards, and some other brief areas of possible concern.
Mims, Julian L. III. Records Management: A Practical Guide for Cities and Counties (Washington, DC: International City/County Management Association, 1996).  (191pp)

Abstract: A fairly detailed guidebook written by a former local records manager and archivist. The book is designed by its author “exclusively for local officials” in any form of local government across North America. Mims has taken pains to make flexibility a virtue and thereby render the book useful across a wide variety of types of local governments to many different sorts of records managers. The guide discusses establishing a records management program (including inventory, scheduling and appraisal), the role of the records center, and the management of an archives program. Space is also devoted to vital records programs, disaster control, and issues associated with an active records program such as forms and correspondence management. Concluding chapters deal with technological applications in records management, considerations of high-impact communication, and the political environment surrounding records management. Throughout the book helpful hints and examples of real-life local records management situations help the reader to stay grounded in practicalities.
Neal, James H. “Local Records in Distant Lands: Volunteers to the Rescue,” Provenance 4:1 (Spring 1986): 29-38.

Abstract: This article relates a project by volunteers from Tennessee to conduct a survey of local government records in the Turks and Caicos Islands. Neal describes the recruitment of volunteers and the work undertaken during the course of the project. His larger point is that this sort of volunteer-driven project can be duplicated elsewhere - he himself applied the same sorts of work processes to a Tennesee county archives project - and used to jump-start local archives projects.
Nelson, Jared.  “Historic county court records to be housed in genealogy center,” Times Leader Online: The E-News Source for Princeton and Gladwell County, Kentucky (April 30, 2005).

www.timesleader.net/articles/stories/public/200504/30/0003XXcc_news.html
Abstract: Nelson writes that the George Coon Public Library in Princeton, KY will acquire a large set of records from the Caldwell County Circuit Court Clerk's office, some of which date back to the early 1800s.
Phillips, Faye. Local History Collections in Libraries (Englewood, CO: Libraries Unlimited, Inc., 1995). (164pp)

Abstract: A university librarian has written this manual as a practical and comprehensive guide for the administration, collection and maintenance of local history collections in libraries. An introductory chapter explains the nature of local history collections - their scope, their formats, and the places they can be found. Other chapters involve the development of a collection and acquisition of new items (archival appraisal is briefly touched on); making the collection accessible through cataloging, arrangement, and description; and advice for collections preservation and security. Phillips also discusses reference and access issues, public relations and outreach, and general information on administering a collection. There are four appendices: the first is an example of a collection policy statement; the second is a mock documentation strategy; the third a records inventory example; and the last an appraisal checklist. The book overall is a good general introduction to local history administration, for collections with published and primary material alike.

Pizer, Laurence R. A Primer for Local Historical Societies (Nashville, TN: American Association for State and Local History, 1976). (122pp)

Abstract: Pizer's book is a brief introduction for those seeking to establish a historical society on the local level. It covers a number of topics, including establishing the society's scope and priorities; initial organization; financing; publicity; tours; and preserving historic buildings, among others. A two-page chapter involves the establishment of a historical library, and another brief chapter talks about collecting historical material as a beginning project. Appendices list suggested state/provincial resources and NARA regional facilities, and another gives the criteria for having a site registered on the National Register of Historic Places.
Earlier editions: 1976 edition ed by Dorothy Weyer Creigh, published by AASLH, 1976.

Price, Eugenia. “What Would I Do Without Georgia Archives and Archivists: A Novelist's Perspective on the Use of Local Records,” Provenance 4:1 (Spring 1986): 10-15.

Abstract: Best-seeling Georgian novelist Price writes briefly about how various archival repositories in Georgia helped her in the writing of several of her historical novels set along the southeastern Georgia coast. She pays fulsome tribute to the archives and archivists with which she has worked.

Schweninger, Loren.  “County Court Records and the South's Peculiar Institution,” Annotation: The Newsletter of the National Historical Publications and Records Commission 30:3 (September 2002).

http://www.archives.gov/nhprc/annotation/september-2002/peculiar-institution.html
Abstract: The brief article describes a project by UNC-Greensboro's Race and Slavery Petitions Project to publish, in a microform edition, approximately 15,000 county civil cases relating to slavery throughout the South. The project's sources and end products are listed, and the article makes a point to mention the value of these previously obscure county records. As the article puts it, "(c)ounty court petitions offer a remarkably rich and diverse documentary record concerning race and slavery. They reveal, as do few other primary sources, a local perspective of the South's "Peculiar Institution." They also tell us about the conflicts inherent in a system of human bondage, and especially about the struggles of women and children- both slave and free- who found themselves facing seemingly insurmountable difficulties...The value of these documents to scholars, students, and general readers of the humanities cannot be overemphasized. They reveal not only what southerners were saying, but also what they were doing; not only what happened to slaves, but how slaves responded to their condition."
Comments: Schweninger described the R&SP Project in greater detail in the June 1998 issue of Annotation.
Silverman, Adam.  “Clerks prepare for restrictions on vital records,” Burlington (VT) Free Press (November 14, 2005).

www.burlingtonfreepress.com/apps/pbcs.dll/article?AID=/20051114/NEWS01/511140309/1009&theme=
Abstract: Silverman's article describes the activities of Vermont city and town clerks in reaction to the federal Intelligence Reform and Terrorist Prevention Act; the act requires increased protection for vital records such as birth certificates. It could result in the closing of Vermont's traditionally open records to interested parties and mean increased security requirements at government offices. Clerrks across the state describe the impact that the law will have on their work.
Stark, Bruce. Office of the Public Records Administrator; Connecticut State Archives.  “A Word From the Archives,” The CONNservator 3(2) (August 2003): 2,5.  http://www.cslib.org/connservator0803.pdf
Abstract: The CT Assistant State Archivist, in a regularly published column, briefly relates an experience of his processing court records from the town of Hartland. He points out that court records are an important but underutilized resource. By describing these 19th-century court records in more detail, he reveals their value as sources of local history research.

Warner, Jr., Sam Bass. “The Shame of the Cities: Public Records of the Metropolis,” The Midwestern Archivist 2:2 (1977): 27-34.

Abstract: Warner uses Lincoln Steffens' famous line about urban poverty to describe the current (1977) state of municipal public records: disorganized, neglected, and often disposed of without thinking. However, Warner proposes that the real problem with urban archives is that they are not documenting the essential issues and their public consequences that affect everyday urban American life. Instead historians and archivists have become "prisoners of their record sources,” "comfortable with the classic concerns of famous politicians, leading families, reformers, and the patronage of high culture". Warner follows the philosophy of Howard Zinn in championing history that is useful to the public at large - he suggests that this can be accomplished with American urban history if historians and archivists cooperate in establishing urban archives that specialize in particular areas of real concern. "A few well-managed and well-funded specialized archives which completely and aggressively cover their specialities for their own metropolitan region will suffice" to produce accurate histories. Archivists must actively collect current as well as past materials, and they must recognize the importance of photographs in enhancing the full meaning of the written records they collect. The specialized archives that result from these efforts should be systematic, comprehensive, be metropolitan in scope rather than be limited by a city's traditional political boundaries, and be sure to include groups normally left out of the documentation process.
Weimers, Leigh.  “San Jose's archives now have two homes,” San Jose Mercury News (October 31, 2005).

www.mercurynews.com/mld/mercurynews/1304595.htm
Abstract: San Jose is currently embroiled in some confusion over the custody of its records. Weimers describes the situation - a private company, History San Jose, was contracted in 1998 to house all of San Jose's records going back to its founding, yet the city government has no plans to abandon creating a records management program of its own and maintain custody of all records from 1998 onwards.
Weinberg, David M. “The Impact of Grantsmaking: An Evaluation of Archival and Records Management Programs at the Local Level,” American Archivist 62 (Fall 1999): 247-270.

Abstract: This article analyzes how NHPRC grants impact the long-term survivability of local government archives and records management programs, using a sample of 49 local government programs that were awarded grants by NHPRC between 1978-1994. The study was undertaken in order to try and learn how and why certain programs survive while others decay and eventually cease altogether. It uses the grant applications and reports themselves as data, together with data gathered from a survey of the local entities as well as an evaluation of program activity evidence based on specific criteria (I.e. evidence of the entities' Web presence, existence of grant-funded final products, etc). The article notes what aspects of the local government records environment impact the public value of records programs, and goes on to evaluate NHPRC grant impact on programs and conclude by proposing methods by which local government archivists and records managers can best leverage support from their superiors and by which federal funding agencies can most effectively appropriate their funds to local governments.
Association Publications
American Association for State and Local History.  Developing a Records Management Program, National Information Center for Local Government Records Technical Leaflets 101 (Nashville, TN: AASLH).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
American Association for State and Local History.  Developing An Archives Program, National Information Center for Local Government Records Technical Leaflets 102 (Nashville, TN: AASLH).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
American Association for State and Local History.  Should Local Governments Microfilm Their Records?, National Information Center for Local Government Records Technical Leaflets 103 (Nashville, TN: AASLH).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
American Association for State and Local History.  Files Management: Selecting a System, National Information Center for Local Government Records Technical Leaflet 104 (Nashville, TN: AASLH).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
American Association for State and Local History.   Basic Preservation of Local Government Records, National Information Center for Local Government Records Technical Leaflet 105 (Nashville, TN: AASLH).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
American Association for State and Local History.  Inventorying Local Government Records, National Information Center for Local Government Records Technical Leaflet 106 (Nashville, TN: AASLH).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
American Association for State and Local History.  Records Retention and Disposition Schedules, National Information Center for Local Government Records Technical Leaflet 107 (Nashville, TN: AASLH).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
American Association for State and Local History.  Records Center Operations, National Information Center for Local Government Records Technical Leaflets 108 (Nashville, TN: AASLH).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
American Association for State and Local History.  Developing a Vital Records Program, National Information Center for Local Government Records Technical Leaflet 109 (Nashville, TN: AASLH).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
American Association for State and Local History.  Micrographics, National Information Center for Local Government Records Technical Leaflet 110 (Nashville, TN: AASLH).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
American Association for State and Local History.  Environmental Controls, National Information Center for Local Government Records Technical Leaflet 111 (Nashville, TN: AASLH, ).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
American Association for State and Local History.  Machine-Readable Records, National Information Center for Local Government Records Technical Leaflet 112 (Nashville, TN: AASLH).

Abstract: Written in the mid-1980s, National Information Center for Local Government Records Technical Leaflets provide in-depth analysis of a particular facet of records management.
ARMA International.  Essential Elements of Local Government Records Management Legislation (Prairie Village, KS: ARMA International: U.S. Legislative and Regulatory Affairs Subcommittee, revised 2000.)

Abstract: This second edition will assist local and state government records professionals, policy makers, and legislators in updating their laws and policies to establish comprehensive records management programs that reflect the accepted principles of the profession and provide a solid foundation for program development. The "essential elements" include  general provisions; administrative responsibilities and program management: access to records; legal custody of records; records retention and disposition; archival programs; storage of inactive records; microimaging; legal remedies/penalties; vital records; and program funding.
International Institute of Municipal Clerks. Chubb, Jelain; Amelia Winstead. Establishing Records Retention. IIMC Records Management Technical Bulletin No. 4 (San Dimas: International Institute of Municipal Clerks, January 2000).

Abstract: The fourth of six extremely brief (the longest no more than six pages) overviews of basic records management practices, co-produced by IIMC and the National Association of Government Archivists and Records Administrators. The bulletins are designed for the use of municipal clerks or other local records managers. This bulletin touches on the concept of the records schedule and talks about how to determine a record’s retention period and includes a sample “Certificate of Records Destruction.”

International Institute of Municipal Clerks. Gladwell, Diane. Funding Your Records Management Project. IIMC Records Management Technical Bulletin No. 2 (San Dimas: International Institute of Municipal Clerks, January 2000).

Abstract: The second of six extremely brief (the longest no more than six pages) overviews of basic records management practices, co-produced by IIMC and the National Association of Government Archivists and Records Administrators. The bulletins are designed for the use of municipal clerks or other local records managers. This bulletin is designed to help the reader make a pitch to obtain funding for any sort of records management project. This bulletin provides suggestions for developing one’s case, pursuing funding, and seeking advice as well as some relevant “facts you can use.”

International Institute of Municipal Clerks. McGee, Laura; Rachel Hernandez; Ammie Taylor Janet Taylor. International Institute of Municipal Clerks.  Records Management Resources: An Annotated Bibliography for Local Governments (Pasadena, CA: International Institute of Municipal Clerks, May 1987) (46pp)

Abstract: The IIMC Records Management Committee produced this bibliography for the use of its member municipal clerks. It comprises published local, provincial and state records management and records retention manuals, listed alphabetically by state and within the state alphabetically by locality name. All items in the bibliography date from the late 1970s through the mid-1980s.
International Institute of Municipal Clerks. Miner, Pam; Karen Goldman. Identifying and Locating Your Records. IIMC Records Management Technical Bulletin No. 3 (San Dimas: International Institute of Municipal Clerks, January 2000).

Abstract: The third of six extremely brief (the longest no more than six pages) overviews of basic records management practices, co-produced by IIMC and the National Association of Government Archivists and Records Administrators. The bulletins are designed for the use of municipal clerks or other local records managers. This bulletin briefly discusses the record inventory, provides tips on conducting one, and includes a sample inventory form.

International Institute of Municipal Clerks. Mull, Steve. Making Your Records Management Program Successful. IIMC Records Management Technical Bulletin No. 6 (San Dimas: International Institute of Municipal Clerks, January 2000).

Abstract: The sixth of six extremely brief (the longest no more than six pages) overviews of basic records management practices, co-produced by IIMC and the National Association of Government Archivists and Records Administrators. The bulletins are designed for the use of municipal clerks or other local records managers. This bulletin outlines steps for making a records management program a vital part of government administration. It identifies the elements of a successful program, provides a performance checklist, and gives some suggestions on how to build support.

International Institute of Municipal Clerks. Townlee-Porter, Carrie. Developing a Records Storage System. IIMC Records Management Technical Bulletin No. 5 (San Dimas: International Institute of Municipal Clerks, January 2000).

Abstract: The fifth of six extremely brief (the longest no more than six pages) overviews of basic records management practices, co-produced by IIMC and the National Association of Government Archivists and Records Administrators. The bulletins are designed for the use of municipal clerks or other local records managers. This bulletin notes what criteria to use in selecting a storage site and outlines considerations for choosing the records to be sent to storage. Includes information on appropriate storage boxes and shelving units plus guidance on how to manage records in the storage area. One page is given over to steps on disposing of records.
National Association of Government Archivists and Records Administrators. Johnson, A.K. Jr. A Guide for the Selection and Development of Local Government Records Storage Facilities. NAGARA Local Government Records Technical Publication Series No. 1. (New York: National Association of Government Archivists and Records Administrators, November 1989).

Abstract: The first of a series co-produced with the International Institute of Municipal Clerks and the National Association of Counties, designed to provide local governments with basic principles and instructions for local records management. This guide, very briefly, outlines the factors to consider in selecting an appropriate records facility.

National Association of Government Archivists and Records Administrators. Mims, Julian L. Using Microfilm. NAGARA Local Government Records Technical Publication Series No. 5 (New York: National Association of Government Archivists and Records Administrators, February 1992).

Abstract: The fifth of a series co-produced with the International Institute of Municipal Clerks and the National Association of Counties, designed to provide local governments with basic principles and instructions for local records management. This guide, very briefly, outlines the subject of microfilm as a local records management tool. The issues here, presented as a series of questions to the reader, include choosing which records to film, the basic steps involved in microfilming, the characteristics of a successful microfilming system, to whom the filing will be assigned, and financial considerations. Other issues briefly touched upon include where to go for help and how to sell the concept of microfilming to others. A brief glossary, a checklist, and several examples of micrographics-related documentation follow.

National Association of Government Archivists and Records Administrators. Smith, Harmon. Protecting Records. NAGARA Local Government Records Technical Publication Series No. 4 (New York: National Association of Government Archivists and Records Administrators, March 1992).

Abstract: The fourth of a series co-produced with the International Institute of Municipal Clerks and the National Association of Counties, designed to provide local governments with basic principles and instructions for local records management. This guide, very briefly, lists considerations involved in ensuring the security for a local records program. Topics covered include vital records protection, disaster planning and recovery, and the various physical threats to records such as light and temperature. A brief glossary and procedural checklist complete the manual.

National Association of Government Archivists and Records Administrators. White, Kenneth. Applying Computer Technology to Records Systems. NAGARA Local Government Records Technical Publication Series No. 6. (New York: National Association of Government Archivists and Records Administrators, March 1992).

Abstract: The sixth of a series co-produced with the International Institute of Municipal Clerks and the National Association of Counties, designed to provide local governments with basic principles and instructions for local records management. This guide, very briefly, discusses the considerations involved in introducing computers to a local records management system. A brief glossary of computer terminology is included, as are steps on defining system requirements, choosing appropriate software and computers, vendor selection, and negotiating contract specifications with a vendor. Also briefly discussed are other automation considerations such as access and privacy, legal issues, and media life/hardware obsolescence. Necessary system safeguards and steps in converting from a manual to an automated system are briefly touched upon. Issues involved with optical disk (imaging) systems are also discussed. Though the guide dates from 1992, the information is, while scanty, not system- or software-specific and therefore still has general value.

National Association of Government Archivists and Records Administrators. Stephens, David O. Daily Management of Records and Information (The). NAGARA Local Government Records Technical Publication Series No. 3 (New York: National Association of Government Archivists and Records Administrators, November 1991).

Abstract: The third of a series co-produced with the International Institute of Municipal Clerks and the National Association of Counties, designed to provide local governments with basic principles and instructions for local records management. This guide, very briefly, outlines how to provide appropriate day-to-day management of local records. Information given includes underlying causes of poor system management, different types of filing systems, types of filing equipment, and procedures for good daily system operation and maintenance. Also provides steps for managing an inactive records program and the uses to which automation can be put in a records management program. This work contains almost lmost no detail or elaboration of information.

National Center for State Courts. Dibble, Thomas G. National Center for State Courts. 

A Guide to Court Records Management (Williamsburg, VA: National Center for State Courts, 1986).

Abstract: The purpose of this publication is, as the editors state, "to assist court managers in viewing and planning records management programs in the context of the overall court environment." The first chapter defines and documents case processing procedures, including what records tend to be generated at each procedure. Other chapters involve the management of recordkeeping in courts, forms management, filing systems, inactive storage, records scheduling through appraisal, and the uses of micrographics. Also considered are supporting technologies such as photocopiers and fax machines. The appendix contains examples of some typical record forms used in court procedures.
State Publications
Alabama.  Department of Archives and History. “Depositing Local Government Records in an Off-site Storage Facility,” Government Records News 3(2) (August 1998). http://www.archives.state.al.us/ol_pubs/govrec34.html
Abstract: This article provides some brief guidance for local governments that are facing the problems of decreasing space and increasing numbers of records. The article discusses the Local Government Records Depository Agreement and how local governments can make use of it to dispose of their records.

Alabama. Managing Local Records In Alabama: The Local Government Records Program (Montgomery, AL: Alabama Department of Archives and History - Local Government Records Section, 2002).  http://www.archives.state.al.us/ol_pubs/localgovrecprog.html
Abstract: This brief informational leaflet is a quick introduction to the state of Alabama's local records program, providing some Alabama local records facts and information on the services ADAH local records archivists can provide to local governments.
Alabama. Procedures For Implementing A Local Government Records  Deposit Agreement. Procedural Leaflets (Montgomery, AL: Alabama Department of Archives and History - Government Records Division, October 1998).  http://www.archives.state.al.us/ol_pubs/localrda.html
Abstract: This leaflet details the deposit agreement, a contract between a local government agency and an off-site records repository. Instructions are provided on evaluating and selecting permanent records repositories, on authorizing and preparing a deposit agreement, and on renewing the agreement. A draft agreement is provided, as is a repository inspection checklist.
Earlier editions: The original 1998 edition lacks an inspection checklist.
Alabama.  Procedures For Loose Records Preparation By County Project Volunteers. Procedural Leaflets (Montgomery, AL: Alabama Department of Archives and History, June 2001).
http://www.archives.state.al.us/ol_pubs/looserep2.html
Abstract: This leaflet describes "procedures..intended to assist local volunteers in preparing loose county records for microfilming by the Genealogical Society of Utah (GSU)." The microfilming program was performed on behalf of the ADAH.
Alabama.  Records Destruction Procedures For Local Governments. Procedural Leaflets (Montgomery, AL: Alabama Department of Archives and History, October 2000).
http://www.archives.state.al.us/officials/destructionproc00.html
Abstract: This ADAH leaflet provides some general guidelines that local Alabama governments should use when disposing of their scheduled records once their retention periods have expired.

Alaska. Records Management for Small Communities, Alaska Division of Community Advocacy.  http://www.commerce.state.ak.us/dca/LOGON/admin/admin-records.htm#intro
Abstract: This web page is a product of the Alaska Department of Commerce's "Local Government Online" site, and its information provides some basic records management guidance to local government authorities. Relevant state records statutes are listed, as are the duties of the records management clerk, the types of records that need to be retained, and other sources of information available for consultation.
Arizona. Records Retention and Disposition for Arizona Counties (Phoenix, AZ: Arizona State Library, Archives and Public Records: Records Management Division, February 2002) (89pp)

http://www.azlibrary.gov/records/pdf/County_RD.pdf
Abstract: Most of this manual is given over to a series of retention schedules for records common to Arizona counties, but the opening sections provide some basic records management information concerning inventory, appraisal, and scheduling. One chapter identifies those historical county records of permanent value. Another chapter concerns the records destruction process.

Arizona. Records Retention and Disposition for Arizona Municipalities (Phoenix, AZ: Arizona State Library, Archives and Public Records: Records Management Division, May 2002) (65pp).  http://www.azlibrary.gov/records/pdf/Muni_RD.pdf
Abstract: Most of this manual is given over to a series of retention schedules for records common to Arizona municipalities, but the opening sections provide some basic records management information concerning inventory, appraisal, and scheduling. One chapter identifies those historical municipal records of permanent value. Another chapter concerns the records destruction process.
Arizona. Records Retention and Disposition for Arizona School Districts (Phoenix, AZ: Arizona State Library, Archives and Public Records: Records Management Division, May 2004) (37pp)

http://www.azlibrary.gov/records/pdf/RetSched.pdf
Abstract: Most of this manual is given over to a series of retention schedules for records common to Arizona school districts, but the opening sections provide some basic records management information concerning inventory, appraisal, and scheduling. One chapter identifies those historical district records of permanent value. Another chapter concerns the records destruction process.
California. Local Government Records Management Guidelines. California Archives and Museum Division. Records Management; City Clerk's Association of California (Sacramento, CA: California Secretary of State, August 1999) (67pp).  
http://www.ss.ca.gov/archives/locgov/localgovrm6.pdf
Abstract: In California the Local Government Records Program is administered by the State Archives under the authority of the Secretary of State; it is empowered to establish guidelines for local government records management. This manual defines the program, describes the basic principles of records management, and lists RM resources. The attached guidelines include an index that matches record type to appropriate category and a schedule for common city records.

Comments: The paper version of these guidelines includes a retention schedule for common county records (June 2002), but it can only be obtained through contacting Gladwell Governmental Services through its attorney: Kevin D. Hughes, Esq., Tisdale & Nicholson, LLP.

California. The Historical Records of County Government in California (Sacramento, CA: California State Archives, no date) (81pp)

http://www.ss.ca.gov/archives/pdf/corecdsmanrev.pdf
Abstract: This manual, funded by a grant from NHPRC, was written in order to assist California counties with the identification and preservation of their historically significant records. The manual has entries describing each county office (e.g., Assessor, Clerk, Recorder) and within those divisions lists alphabetically the records series each office creates or has responsibility for. The content and arrangement for each series is described as well. Three appendices follow: the first two are brief histories of the county government and the court systems and help set the record series in historical context; the third appendix summarizes sections of the California State Code governing county records disposition.

Colorado. Colorado State Archives Colorado School District Records Management Manual (Denver, CO: Colorado State Archives, June 24, 2005).

http://www.colorado.gov/dpa/doit/archives/rm/schools/index.htm
Abstract: The manual consists of schedules for the general or common types of records that may be found in Colorado's school districts. An attached index links the record seres title to the appropriate schedule number.

Colorado. Davis, Molly J. Colorado State Archives. Model Municipal Records Retention Schedule (Ft. Collins, CO: 2001).

http://www.colorado.gov/dpa/doit/archives/rm/MunicipalRMM/entire_file1.htm
Abstract: The Model Municipal Records Retention Schedule was prepared by a records management consultant on behalf of 11 Weld County, CO municipalities. It is intended to provide a comprehensive records retention schedule for most records common to any small, growing Colorado municipality and is not intended to cover all specialized records retained by larger municipalities.
Florida.  Bureau of Archives and Records Management. “Frequently Asked Questions on Public Records,” Technical Bulletin. 16(4) (October-December 2002): 2-5.  http://dlis.dos.state.fl.us/barm/techbull/Oct-Dec02.PDF
Abstract: The article asks and answers eleven FAQs about public records in Florida, basic questions that mightlikely be asked by a local records manager unfamiliar with the records management universe.
Earlier editions: An earlier version of these FAQs was published in the Technical Bulletin, October-December 1998, pages 4-5, and in the January-March 1999 issue, pages 5-6.

Georgia.  Common Records Retention Schedules for County Governments. Managing Public Records 2 (Atlanta, GA: Secretary of State, Department of Archives and History, 1984) [unpaged].

Abstract: This is the second of a series of handbooks produced by the Georgia Secretary of State's office for use by local officials in improving and maintaining an effective records management program. This volume comprises a set of common retention schedules designed for use by counties.

Georgia. Common Records Retention Schedules for Municipal Governments. Managing Public Records 3 (Atlanta, GA: Secretary of State; Department of Archives and History, 1984) [unpaged].

Abstract: This is the third of a series of handbooks produced by the Georgia Secretary of State's office for use by local officials in improving and maintaining an effective records management program. This volume comprises a set of common retention schedules designed for use by municipalities.

Georgia. Historical Records: Considerations for Local Government Officials. Archival Advice 10 (Morrow, GA: Georgia State Archives, 2005) (2pp)

http://www.sos.state.ga.us/archives/pdf/records_and_information_management_services/AA10HistoricalRecords.pdf
Abstract: This brief informational leaflet defines an "historical record" (that is, a record of permanent value) for Georgia's local government authorities. It goes on to suggest reasons why local officials should be concerned with preserving these records, and provides some short instructions on how to conduct an historical records inventory and what scale of values records managers should use in scheduling records for permanent retention. There are some notes on how to secure and preserve these records, as well soms suggestions on how the historical records management process can be facilitated.
Georgia.  Local Government Handbook: Using Common Records Retention Schedules. Managing Public Records 1 (Atlanta, GA: Secretary of State, Department of Archives and History, 1984) (39pp)

Abstract: This is the first of a series of handbooks produced by the Georgia Secretary of State's office for use by local officials in improving and maintaining an effective records management program. This volume addresses the application of common records retention schedules to local government records. Appendices include the text of the Georgia Records Act, a sample records management ordinance, an explanation of vital records, a records format conversion table, and a list of additional sources.

Georgia. Record Keeping Requirements for Records Stored In Georgia's County Offices. Archival Advice 9 (Morrow, GA: Georgia State Archives, no date) (2pp)

http://www.sos.state.ga.us/archives/pdf/records_and_information_management_services/AA9CourthouseRecords.pdf
Abstract: This brief informational leaflet explains Georgia state requirements for the maintenance and care of government records stored in county courthouses and other buildings. The relevant portions of the Georgia Records Act are cited and proper storage requirements described. The piece concludes by mentioning some other considerations for county officials: offsite storage, disaster preparedness, and records duplication.

Illinois. State Archives. Guidelines for Using Electronic Records (April 2001).
http://www.cyberdriveillinois.com/departments/archives/records_management/electrecs.html
Abstract: These guidelines were created in response to a 2001 amendment to the Local Records Act allowing local government agencies to reproduce public records in a digitzed format. They are currently accepted as "best practice" by industry and are endorsed by the Local Records Commissions, the Governor’s Office on Technology, and the Secretary of State as State Archivist. They do NOT specify how a local government is to accomplish electronic record keeping and do not preclude agencies from transferring imaged records to other media or maintaining microfilm copies for long-term preservation purposes. A glossary and a list of imaging/e-documents websites are attached.
Illinois. State Archives. A Summary Guide to Local Governmental Records in the Illinois Regional Archives (Springfield, IL: Illinois State Archives, no date) (265pp)

Abstract: The State Archives administers a system of Illinois Regional Archives Depositories (IRAD) to manage the archival records of local governments. Local governmental records in the IRAD system are listed in this guide, which is periodically updated. The guide is made up of two parts: one listing local governmental records in the IRAD by county and the other listing them by title.

Indiana. Guide to Preservation and Destruction of Local Government Public Records (Indianapolis, IN: Indiana Commission on Public Records. County Records Program, [no date].  http://www.in.gov/icpr/county/preservaprint.html
Abstract: This guide was prepared by the Indiana State Archives and is geared towards local and county officials needing assistance with records management. The text of the Local Government Records Law is given, setting forth the duties and responsibilities of all participants in the local government records process. After this specific procedures are laid down, including those for submitting a records destruct request, for using a retention schedule, and, for circuit court clerks and county commissions on public records, instructions for accepting these requests or schedules. The guidelines provide suggestions for proper storage and preservation of records, and for dealing with micrographics or electronic records. Also discussed briefly are the need for disaster planning and a vital records program, for balancing confidentiality and public access, and for obtaining funding for records projects. The responsibilities of historical and genealogical societies are also mentioned.

Indiana.  Imaging and Public Records - Basic questions and answers for local and county government officials (Indianapolis, IN: Indiana Commission on Public Records, no date).
http://www.in.gov/icpr/records_management/pubs/imaging.html
Abstract: This informational brochure describes the basic questions to raise and the issues to consider when applying digital imaging to a local or county records management program. It does not detail what everyone, everywhere must do to construct a successful imaging program.
Iowa.  Peterson, Becki. Iowa County Records Manual (Iowa City, Iowa: State Historical Society of Iowa, 1987) (260pp)

Abstract: This NHPRC-funded publication is designed to assist county government officials in the management of their records. It has two sections; the first, smaller section is a group of narrative chapters that describe several aspects of records management: general steps, inactive records storage, appraisal and retention of permanent records, the establishment of a county records ordinance, and micrographics. The bulk of the manual is given over to examples of retention schedules for county offices that counties can use and adapt to their own retention needs.
Iowa. Records Management for Local Government (Des Moines, IA: State Historical Society of Iowa, Iowa Historical Records Advisory Board 2003).

http://www.iowahistory.org/archives/advisory_services/ihrab/management_local_government.html
Abstract: This web page very briefly tries to provide local goverments with motives for and the benefits of instituting a records management program, and lists the basic steps involved in a records management program. In conclusion, the Iowa Historical Records Advisory Board offers help and specific resources, including the use of its Resource Library. This resource library can be found at http://www.iowahistory.org/archives/advisory_services/ihrab/resource_library.html.
Kansas. Kansas Local Records Management Manual (Topeka, KS: Kansas State Historical Society, 2005) (110pp).  http://www.kshs.org/government/records/localgovt/localrecordsmanual.htm
Abstract: The KSHS' Local Records Program designed this manual specifically to aid local officials carry out their records management responsibilities, describing "methods that can be used in any office to better manage public records." An introduction defines records, the records life cycle, and public records. Subsequent chapters concern how to undertake a records inventory; how to appraise and schedule records; creating a vital records program; information on disaster recovery; micrographics programs; guidelines for digital imaging; and the Kansas state laws that apply to public records. There are several additional appendices. The first is a sample inventory form. The second is a brief bibliography of local government information resources. The third lists information resources for micrographics, and the last two are resource lists for e-records and digital imaging and for disaster planning/recovery. Included at the end is a general records schedule for common local records.

Kansas.  Dragosani-Brantingham, Justin. Kansas State Historical Society. (no date) (10pp)

Municipal Records Retention and Storage, Kansas State Historical Society - Government Records and Records Management.  http://www.kshs.org/government/records/localgovt/municipalrecordsretentionandstorage.pdf
Abstract: This web presentation is one of a series of electronic slide shows designed to assist local officials with their records management. This slide show deals specifically with retention and storage issues, including development of a schedule, the records inventory, appraising historical records, and applicable state records laws. Some sample records series retentions used for developing a specific municipal records schedule are provided.
Comments: A similar, though shorter, form of this show can be found at http://www.kshs.org/government/records/retentionsheduling.pdf under the title "Retention Scheduling".
Kansas.  Dragosani-Brantingham, Justin. Kansas State Historical Society. (2005) (48 slides)
Municipal Records Management, Kansas State Historical Society - Government Records and Records Management. http://www.kshs.org/government/records/localgovt/municipalrecordsmanagement.pdf
Abstract: This web presentation is one of a series of electronic slide shows designed to assist local officials with their records management. This show is a basic introduction to records management concepts, but also includes references to specific Kansas state law dealing with municipal records. Steps on surveys, scheduling, and disposition are included, as is material on automation and digital imaging.
Michigan. Records Management Services. Frequently Asked Questions About E-mail Retention for Local Governments (Lansing, MI: Michigan Historical Center. Records Management Services, 2005) (5pp)

http://www.michigan.gov/documents/hal_mhc_rms_local_FAQ_125543_7.pdf
Abstract: This brief guide is designed to assist local governments in Michigan that create, receive and manage electronic mail to follow existing management procedures. It consists of basic FAQs concerning e-mail and its management in the local government office environment.
Michigan. Records Management Services.  Frequently Asked Questions About Electronic Records for Local Governments (Lansing, MI: Michigan Historical Center. Records Management Services, 2005) (4pp)

http://www.michigan.gov/documents/hal_mhc_rms_electronic_records_125548_7.pdf
Abstract: This brief guide is designed to assist local governments in Michigan that create, receive and manage electronic records to follow existing management procedures. It consists of basic FAQs concerning e-records and their management in the local government office environment.

Minnesota. County Auditor Records. Government Records Information Leaflet 6 (St. Paul, MN: Minnesota Historical Society. State Archives Department, 1999) (2pp)

http://www.mnhs.org/preserve/records/infoleaf6.pdf
Abstract: Many historically significant records in Minnesota were generated by the office of the County Auditor. This brief leaflet identifies some of the most valuable series of auditor records, records that may be eligible for transfer to the Minnesota Historical Society.
Minnesota. Law Enforcement Records. Government Records Information Leaflet 5 (St. Paul, MN: Minnesota Historical Society. State Archives Department, 1999) (2pp)

http://www.mnhs.org/preserve/records/infoleaf5.pdf
Abstract: Many historically significant records in Minnesota were generated by sheriffs' offices and police departments. This brief leaflet identifies some of the most valuable series of law enforcement records, records that may be eligible for transfer to the Minnesota Historical Society.

Minnesota. Municipal Records. Government Records Information Leaflet 4 (St. Paul, MN: Minnesota Historical Society. State Archives Department, 2000) (2pp)

http://www.mnhs.org/preserve/records/infoleaf4.pdf
Abstract: Many historically significant records in Minnesota were generated by and remain in the custody of cities. This brief leaflet identifies some of the most valuable series of municipal records, records that may be eligible for transfer to the Minnesota Historical Society.
Minnesota. Public Library Records. Government Records Information Leaflet 7 (St. Paul, MN: Minnesota Historical Society. State Archives Department, 1999) (1pp)

http://www.mnhs.org/preserve/records/infoleaf7.pdf
Abstract: Many historically significant records in Minnesota were generated by public libraries throughout the state. This brief leaflet identifies some of the most valuable series of library records, records that may be eligible for transfer to the Minnesota Historical Society.
Minnesota. Records of Heritage Preservation Commissions. Government Records Information Leaflet 9 (St. Paul, MN: Minnesota Historical Society. State Archives Department, 1999) (2pp)

http://www.mnhs.org/preserve/records/infoleaf9.pdf
Abstract: Many historically significant records in Minnesota were generated by heritage preservation commissions. These commissions were usually housed in city planning or community development departments. This brief leaflet identifies some of the most valuable series of commission records, records that may be eligible for transfer to the Minnesota Historical Society.

Minnesota. Records of Public Health Care Facilities. Government Records Information Leaflet 8 (St. Paul, MN: Minnesota Historical Society. State Archives Department, 1999) (2pp)

http://www.mnhs.org/preserve/records/infoleaf8.pdf
Abstract: Many historically significant records in Minnesota were generated by public hospitals, nursing homes, and other health care facilities throughout the state. These facilities existed in counties, municipalities, and special districts. This brief leaflet identifies some of the most valuable series of health care facility records, records that may be eligible for transfer to the Minnesota Historical Society.

Minnesota. Records of the County Superintendent of Schools. Government Records Information Leaflet 3 (St. Paul, MN: Minnesota Historical Society. State Archives Department, no date) (2pp)

http://www.mnhs.org/preserve/records/infoleaf3.pdf
Abstract: Many historically significant records concerning Minnesota schools were generated by the office of the County Superintendent of Schools. The office existed from 1851-1970, and now many of these records can be located in the files of various other local offices. This brief leaflet identifies some of the most valuable series of CSS records, records that may be eligible for transfer to the Minnesota Historical Society.

Minnesota. School District Records. Government Records Information Leaflet 2 (St. Paul, MN: Minnesota Historical Society. State Archives Department, 1999) (2pp)

http://www.mnhs.org/preserve/records/infoleaf2.pdf
Abstract: Many historically significant records in Minnesota are in the custody of school districts. This brief leaflet identifies some of the most valuable series of school district records, records that may be eligible for transfer to the Minnesota Historical Society.
Minnesota. Township Records. Government Records Information Leaflet 1 (St. Paul, MN: Minnesota Historical Society. State Archives Department, 1999) (2pp)

http://www.mnhs.org/preserve/records/infoleaf1.pdf
Abstract: Many historically significant records in Minnesota are in the custody of towns and townships. This brief leaflet identifies some of the most valuable series of town records, records that may be eligible for transfer to the Minnesota Historical Society.
Minnesota. Watershed District and Soil and Water Conservation District Records. Government Records Information Leaflet 10 (St. Paul, MN: Minnesota Historical Society. State Archives Department, 1999) (2pp)

http://www.mnhs.org/preserve/records/infoleaf10.pdf
Abstract: Many historically significant records in Minnesota were generated inside the county and regional offices of these districts. This brief leaflet identifies some of the most valuable series of district records, records that may be eligible for transfer to the Minnesota Historical Society.
Missouri. Local Records Preservation Program. (no date) (107 slides)
Prservation Concerns in Planning a Records Center, Missouri State Archives. Local Records Preservation Program. http://www.sos.mo.gov/archives/localrecs/conservation/RecordsCenterPlanning.pdf
Abstract: This web-based slide show is geared towards local officials throughout Missouri facing the twin problems of increasing numbers of records and decreasing amounts of space for them. Among these records are likely to be those of permanent historical value, for which the typical low-cost offsite warehouse storage center may not be appropriate. Therefore a local government may have to build its own records center or convert an existing space to suit records preservation needs. This presentation provides preservation recommendations on the following topics: site selection, structural issues, environmental control, storage and shelving systems, use policies, disaster prevention and security, and planning strategies.
Nevada. Local Government Retention and Disposition (Nevada State Library and Archives, Government Records Management, 2005) (111 slides)
http://dmla.clan.lib.nv.us/docs/nsla/records/PDF/LocalGovtRetentionandDisposition.pdf
Abstract: This slide show teaches local government officials and records managers how to create retention schedules, including the processes of inventorying and appraising records.

Nevada. Nevada Local Government Records Manual (Carson City, NV: Nevada Department of Cultural Affairs. Nevada State Library and Archives. Local Government Records Management, 2003).
http://dmla.clan.lib.nv.us/docs/nsla/records/manual/man-toc.htm
Abstract: This manual is designed to aid local goverments with the better management of their records. It contains excerpts from the NAGARA Principles for Local Government Records as its jumping-off point. The manual details how to establish and implement a records program how to appraise and schedule records, and how to establish a records center. There are three "exhibits" in the book - a sample local records ordinance, a sample records inventory worksheet, and a table of cubic feet equivalents. Other topics discussed include vital records, micrographics, and imaging systems. A short resource list is included, as is a list of potential "problem areas". The relevant state statutes and administrative code sections pertaining to records in Nevada are quoted. There is also a list of 5 records categories for local records managers to follow, categorizing records by their value. Attached to the manual are the common records retention schedules for Nevada local government records.

New Jersey. New Jersey Local Records Manual (Trenton, NJ: New Jersey Department of State. Division of Archives and Records Management, 1986). Revised: 1998. (88pp)

http://www.njarchives.org/links/pdf/local-manual.pdf
Abstract: This manual is a guidebook for local governments in New Jersey seeking guidance on records management. The opening chapter introduces the Division of Archives and Records Management and its duties and services, and defines a "public record". The manual covers the following topics: the basics of records management, how to properly store records, apparaising and managing archival records, micrographics, files management, vital records, disaster recovery, forms management, e-records, and management of sound recordings.
Comments: Note that this manual has officially become obsolete with the adoption of the revised N.J.A.C. 15:3. It may eventually be included in a single Records Managment Manual, but may still be utilized as a basic records management resource.
New York.  Administration of Inactive Records Local Government Records Technical Information Series 49 (Albany, NY: University of the State of New York. State Education Department. State Archives and Records Administration. Local Government Records Services, 2005). (64pp)

http://www.archives.nysed.gov/altformats/ServicesGovRecs/ns_mgr_pub49.pdf
Abstract: This manual provides local governments with guidance on the steps and procedures necessary to ensure efficient and effective operation of an inactive records storage program.
Comments: Note that the PDF version of the document contains only pages 1-21, and no illustrations.
New York. Appraisal of Local Government Records for Historical Value 50 (Albany, NY: University of the State of New York. State Education Department. New York State Archives, 1996). (45pp)

Abstract: This publication is geared towards local government officials. It seeks to provide a general understanding of how to identify, evaluate, and select records that have ongoing historical value.
New York. A Basic School Filing System (Albany, NY: University of the State of New York. State Education Department. Office of Cultural Education. State Archives, 1972) (78pp)

Abstract: This manual provides for local New York school administrators an effective filing system and is designed to help school staff with installing the system in their schools. The filing system outline can be adapted to serve the purposes of any school.

New York. Documenting the Community: Suggested Records-Related Activities for Local Government Historians Local Government Records Technical Information Series 30 (Albany, NY: University of the State of New York. State Education Department. New York State Archives. Government Records Services., February 16, 1996).

http://www.nysm.nysed.gov/services/documenting.html
Abstract: As the guidance suggests, "this publication suggests ways local government historians may use their specialized knowledge and interests to encourage and support records management and archival programs adequate to the needs of local governments."
New York. Guidelines for Off-Site Storage of Inactive Local Government Records Archives Technical Information Series 42 (Albany, NY: University of the State of New York. State Education Department. New York State Archives. Government Records Services, 1996). (10pp)

http://www.archives.nysed.gov/altformats/ServicesGovRecs/ns_mgr_pub42.pdf
Abstract: This leaflet provides assistance to local governments with establishing effective policies and procedures for off-site storage of their inactive records. Though designed for use in New York, its advice can be adapted for use by any local government.
New York. An Introduction to Geographic Information Systems (GIS): A Reader for Local Governments. Local Government Records Technical Information Series 47 (Albany, NY: New York State Archives and Records Administration, 1995) (99pp)

Abstract: This document is a compilation of articles written between 1990-1993 relating to geographic information systems in local government. They provide an introduction to GIS technology and its myriad uses in local government, in some cases using specific case studies to illustrate the point. The introduction itself gives the anthology's primary purpose as being "to inform local government records management officers about activities taking place in various local government functional departments that will result in the creation of electronic records."

New York. Intrinsic Value of Local Government Archival Records 36 (Albany, NY: University of the State of New York. State Education Department. New York State Archives, 1994). (4pp)

Abstract: This brief publication was produced by the NY State Archives to explain the characteristics that give records intrinsic value.
New York. Managing Local Government Records: A Manual for Local Government Officials in New York State (Albany: New York State State Archives, 1985).  (105pp)

Abstract: A self-described “basic introduction to all aspects of records management.” This manual was written for local records management authorities in New York, but its principles and advice can be applied to local records programs elsewhere. The guide provides very basic information on initiating and maintaining a records management program, the necessity for systematic retention and disposition procedures, and conducting an inventory. Records controls are also very briefly discussed (i.e. filing systems, indexing, vital records and public access). Other topics briefly touched upon include the administration of inactive records at a records center, records microfilming, and managing an archival records program. Lists of additional sources of information, including publications, conclude the manual, although most of these sources apply primarily to New York. A short glossary is at the end.

New York.  Records Retention and Disposition Schedule MU-1, for Use By Cities, Towns, Villages, Fire Districts (Albany, NY: University of the State of New York. State Education Department. State Archives and Records Administration, 1988) (212pp)

Abstract: This document is exactly what the title suggests - a collection of retention schedules for records common to the listed types of local government organizations in the state of New York.

New York. Arnold, Robert W.; Julie C. Daniels; C. Raymond LaFever. Historical Records and the Local Government Historian (New York: Association of Public Historians of New York State, 2004).
Abstract: A brief publication designed to provide ways in which public historians can encourage and support records management and archival programs among local governments. The publication stems from New York’s “Local Government Records Law” of 1988, which clarifies the records-related responsibilities of public historians. These divide into three areas: Programs, Records, and Research. The Programs area lists ways in which historians can support a good records program. The Records area discusses how the historian can encourage the collection and preservation of non-governmental records by different repositories. The Research area discusses how historians can carry out and encourage research and use of historical records. Though designed for use in New York, the suggestions here can apply equally in other states or localities.
Earlier editions: New York State Archives and Records Administration. Documenting the Community: Suggested Records-Related Activities for Local Government Historians. Local Government Records Technical Information Series No. 30. February 16, 1996. http://www.nysm.nysed.gov/services/documenting.html.
New York. Bartowski, Gloria A. University of the State of New York. State Education Department. State Archives and Records Administration. Local Government Records Services. Fundamentals of Managing Local Government Archival Records. Local Government Records Technical Information Series 40 (Albany, NY: University of the State of New York. State Education Department. State Archives and Records Administration. Local Government Records Services, 1995) (21pp)

Abstract: This technical leaflet provides local governments with a general understanding of archival principles and activities, that they might be better positioned to manage their archival records and make them available to the public. The manual explains why archival records are important and notes several options that a local government might use in managing records. It lists the core archival activities and describes them at greater length - identifying archival records, providing storage and a stable environment, preserving records, arranging and describing them, making them publicly accessible, and offering outreach and public programs. A glossary of archival terms completes the manual.

New York. Broderick, Warren F.  Land Use Information in Local Government Records Local Records Information Leaflet 33 (Albany, NY: University of the State of New York. State Education Department. New York State Archives and Records Administration,   (14pp)

Abstract: Broderick's leaflet identifies which local government records in New York contain land use information, and where these records are typically located. The leaflet arranges the records by functional area, listing the records, what information they typically contain, and where they might be found.
New York. Broderick, Warren.  Retention and Disposition of Library and Library System Records Archives Technical Information Serie 6 (Albany, NY: New York State Archives and Records Administration, 2000).

http://www.nysarchives.org/a/nysaservices/ns_mgr_pub6.shtml
Abstract: This leaflet provides guidance to local libraries and library systems requiring assistance with the management of their records.
New York. Daniels, Julie C. University of the State of New York. State Education Department. State Archives and Records Administration. Destruction of Records. Local Records Information Leaflets 38 (Albany, NY: University of the State of New York. State Education Department. State Archives and Records Administration, no date) (8pp)

Abstract: This leaflet describes the necessary elements for a local records destruction program, including the role of the records retention schedule, questions to consider when selecting a method of records destruction, and considerations when destroying non-paper records.
New York. Filiaci, Anne; James Tammaro. University of the State of New York. State Education Department. State Archives and Records Administration. Local Government Records Services. Records Management Consultants for Local Governments. Local Government Records Technical Information Series 44 (Albany, NY: University of the State of New York. State Education Department. State Archives and Records Administration. Local Government Records Services, 1993) (8pp)

Abstract: Consultants with relevant expertise can be of great value to local governments with little or no experience with records management, and can also offer advice and assistance in specific projects undertaken by those governments. This leaflet provides guidance for local governments in New York that are considering hiring a consultant (or, more specifically, seeking consultants through grants from the state Local Government Management Fund). It offers items to consider before hiring a consultant (Does your program really need one? What value does a consultant have?), advice on writing a job specification for a consultant and on conducting the selection process, and reporting requirements for the consultant herself.

New York. Kline, Laura S. New York State Archives and Records Administration. Local Government Records Services. Administration of Inactive Records. Local Government Records Technical Information Series 49 (Albany, NY: New York State Archives and Records Administration. Local Government Records Services, no date) (61pp)

Abstract: Once an inactive storage facility has been chosen and developed (see No. 48 in this series), a local government must administer effectively and appropriately an inactive records management program. This manual describes the stages and processes necessary to administer such a program - transfer, accessioning, locator systems, access/retrieval, reference services, disposition, reporting, automation, equipment, and facility maintenance. Also mentioned is the importance of disaster recovery, costs, and program review. Appendices list suggested readings, provide relevant sample forms, and include some sample local government records manuals and manual excerpts.

New York. Kline, Laura S. New York State Archives and Records Administration. Local Government Records Services. Developing an Inactive Records Storage Facility. Local Government Records Technical Information Series 48 (Albany, NY: New York State Archives and Records Administration. Local Government Records Services, 1994) (20pp)

Abstract: This manual is designed to assist local governments with relocating their inactive records to an appropriate facility. It addresses the concerns that records managers need to consider: costs, physical structure, security, space considerations, environmental conditions, safety, and operation. A case study for a fictional NY municipality is presented as an example of the facility selection and development process. Some suggested readings are listed.
New York.  Kline, Laura S.  Developing an Inactive Records Storage Facility Local Government Records Technical Information Series 48 (Albany, NY: University of the State of New York. State Education Department. State Archives and Records Administration. Local Government Records Services, 1995). (20pp)

http://www.archives.nysed.gov/altformats/ServicesGovRecs/ns_mgr_pub48.pdf
Abstract: This guidebook provides information to local government authorities seeking guidance on setting up an inactive records storage facility. It covers the various considerations with which local governments must grapple, including costs, environmental conditions, and physical structure, among others.
New York. Kowlowitz, Alan. niversity of the State of New York. State Education Department. State Archives and Records Administration. Guidelines on Needs Assessments and Feasibility Studies for Local Government Records Management Improvement Fund (LGRMIF) Records Creation and System Design Grants. Technical Information Series 51 (Albany NY: niversity of the State of New York. State Education Department. State Archives and Records Administration, no date) (5pp)

Abstract: This brief leaflet was written for local governments seeking LGRMIF Records Creation and System Design category grants. The grant guidelines require that in most cases a needs assessment and feasibility study must be conducted and submitted before the awarding of a grant. This leaflet provides guidelines on these assessments and studies.
New York. White, Ken.  What To Look For In A Computer Vendor Contract. Local Records Information Leaflet 28 (Albany, NY: University of the State of New York. State Education Department. New York State Archives and Records Administration). (3pp)

Abstract: This publication provides assistance to local government records officials that are preparing a vendor contract - the leaflet is a broad overview of important computer contract issues.
New York. White, Ken.  Computer Assisted Retrieval Systems. Local Records Information Leaflet 16 (Albany, NY: University of the State of New York. State Education Department. New York State Archives and Records Administration., no date). (5pp)
Abstract: This leaflet provides local government records managers with information on the subject of CAR (Computer Assisted Retrieval), including benefits, disadvantages, and whether or not a program should use CAR.
New York. White, Ken.  Suggestions for Choosing Computer Software. Local Records Information Leaflet 27. (Albany, NY: University of the State of New York. State Education Department. New York State Archives and Records Administration). (14pp)

Abstract: White's leaflet is geared towards assisting local government records officials who are planning to automate records and considering purchasing appropriate software. Appendices include checklists for systems requirements, software packages, and vendor criteria.
Ohio. Local Government Records Handbook (Columbus, OH: Ohio Historical Society. State Archives of Ohio, January 2000). (17pp)

http://www.ohiohistory.org/resource/lgr/LGRHandBk04262001.pdf
Abstract: This manual provides basic records management guidance for local governments in Ohio. Topics discussed include steps on how to schedule and dispose of records, records storage, micrographics, machine-readable records, and disaster preparedness and recovery. Also included are a list of helpful websites, and a list of the Ohio Network of American History Research Centers. Appendices include brief guidelines for microfilm and for computer tapes.
Ohio. “Managing Electronic Mail: Guidelines for State of Ohio Local Governments” (Ohio State Archives, Ohio Electronic Records Committee: October 5, 2000) 

www.ohiohistory.org/resource/lgr/LGRemail.htm
Abstract: These guidelines provide and explain requirements, guidelines, and best practices for e-mail messages created by Ohio local governments.
Ohio. Ohio LGRP Electronic Records Management Guidelines (Columbus, OH: Ohio Historical Society. Local Government Records Program, 2004).

http://www.ohiohistory.org/resource/lgr/LGRERguidelines.html
Abstract: Adapted from the State of Kansas' ERM Guidelines, these guidelines provide local governments with advice and assistance on managing electronic records, making them accessible, and distinguishing short-term records from archival records of long-term value.
Ohio.  Ohio County Records Manual (Columbus, OH: Ohio Historical Society. State Archives of Ohio. Local Government Records Program, 2000). (113pp)

http://www.ohiohistory.org/resource/lgr/CountyManualRevision05.11.2000.pdf
Abstract: This manual lists many different Ohio county record series and provides suggested retention periods, as calculated by the Ohio State Archives.
Ohio. Ohio Municipal Records Manual (Columbus, OH: Ohio Historical Society. State Archives of Ohio. Local Government Records Program). Revised: January 2000. (41pp)

http://www.ohiohistory.org/resource/lgr/Munimanual2.2001.pdf
Abstract: This manual is designed for the use of Ohio municipal government officials seeking to establish and/or maintain a records management program. After a very brief introduction to records management program basics, the manual consists of lists of common Ohio municipal records series and their suggested retention periods as calculated by the Ohio State Archives.
Ohio. Ohio Township Records Manual (Columbus, OH: Ohio Historical Society. State Archives of Ohio. Local Government Records Program., December 1990; revised: June 2000). (27pp)

http://www.ohiohistory.org/resource/lgr/Township2.2001.pdf
Abstract: This manual lists many different Ohio township record series and provides suggested retention periods, as calculated by the Ohio State Archive
Oregon. E-Mail Policy Manual for Local Government (Salem, OR: Oregon. State Archives, Oregon Association of Municipal Recorders Records Management Committee, 2005). (69pp)

http://arcweb.sos.state.or.us/recmgmt/train/erm/email/emailman405.pdf
Abstract: These guidelines are designed to aid local authorities in Oregon with the proper treatment of electronic mail, including its retention and disposition.
South Carolina. General Records Retention Schedules for County Records (Columbia, SC: South Carolina Department of Archives and History. Archives and Records Management Division, 1993) (24pp)

Abstract: These schedules encompass common records for twelve offices and functions across South Carolina counties.
South Carolina. South Carolina Local Government Records Manual (Columbia, SC: South Carolina Department of Archives and History, 1993) (87pp)

Abstract: This primer was designed by the state of South Carolina for local government officials and records managers to help fulfill their recordkeeping responsibilities. It adequately covers the basics of records management, including inventory, scheduling, forms and files management, micrographics, electronic records, and inactive records storage. Other chapters deal with vital records and disaster recovery, and an additional chapter deals specifically with archives and its own particular issues, such as appraisal and processing.

Texas. “Not for Sale: Local Government Records,” The Local Record: A Quarterly Newsletter of the State and Local Records Management Division. (Spring 2000). http://www.tsl.state.tx.us/slrm/recordspubs/localrec/lr0002.html
Abstract: This uncredited article responds to some recent attempts to sell Texas local government records on an online auction site. The article explains what state laws prohibit this sort of activity, and stresses the responsibility of the local government records manager or archivist to protect the records in their custody.

Texas. Inventorying and Scheduling Records Local Government Bulletin C (Austin, TX: Texas State Library and Archives Commission, May 1998). (24pp)

http://www.tsl.state.tx.us/slrm/recordspubs/locpdf.pdf
Abstract: This bulletin provides guidelines to local governments in Texas for inventorying, appraising, and scheduling records; these guidelines include statutory requirements, information on the records schedule, and records appraisal values.
Texas.  Suggested Policy Model for Establishing a Records Management Program by Ordinance, Order, or Resolution for Large Local Governments Policy Model 2 (Austin, TX: Texas State Library and Archives Commission. State and Local Records Management Division). Revised August 1998. (10pp)

http://www.tsl.state.tx.us/slrm/recordspubs/pm2pdf.pdf
Abstract: This policy model follows the requirements of the Texas Local Government Records Act that each local government establish a records management program by ordinance, order, or resolution. This model is, obviously, designed for use in Texas, but it could be adapted for use by localities in other states.
Texas. Suggested Policy Model For Establishing A Records Management Program By Ordinance In A Small Municipality Policy Model 3 (Austin, TX: Texas State Library and Archives Commission. State and Local Records Management Division). Revised August 1998. (5pp)

http://www.tsl.state.tx.us/slrm/recordspubs/pm3pdf.pdf
Abstract: This policy model follows the requirements of the Texas Local Government Records Act that each local government establish a records management program by ordinance, order, or resolution. This model is, obviously, designed for use in Texas, but it could be adapted for use by localities in other states.
Texas. Albin, Mary Ann. “How to Identify Record Copies,” The Local Record: A Quarterly Newsletter of the [Texas]State and Local Records Management Division. (Spring 1999). http://www.tsl.state.tx.us/slrm/recordspubs/localrec/lr99spr.html
Abstract: Albin seeks to help local government records managers figure out the sometimes knotty problem of figuring out which copy of a record is the true "record copy,” that is, the official record. She notes that "the record copy is the official record or most important copy of the document retained by the department responsible for maintenance and disposition of the record." All other copies are convenience copies. She describes the records management officer's responsibilities for determining which documents are record copies and how all copies should be managed.

Texas. Burns, Sam. “Records Management and the Public Information Act,” The Local Record: A Quarterly Newsletter of the [Texas] State and Local Records Management Division. (Spring 2000). http://www.tsl.state.tx.us/slrm/recordspubs/localrec/lr0002.html
Abstract: This article states that "an active and continuing records management program is your best defense in handling open records requests properly,” and that a local records manager in Texas is best prepared for the issues accompanying an open records policy by understanding the Public Information Act and its relationship to a local records program. Burns goes on to explain the basics of the open records policy and follows by describing the ways in which existing management tools (I.e. schedules, inventories) can aid in filling open records requests. Accompanying this article is a smaller, uncredited one entitled "Steps for Improving Your Ability to Respond to Requests". It provides some advice, obviously, on how to more efficiently answer records requests.

Texas. Drake, Steve. Texas State Library and Archives Commission. “Implementing Retention Schedules,” The Local Record: A Occasional Newsletter of the [Texas] State and Local Records Management Division. (July 2002). The Local Record, Texas State Library and Archives Commission
http://www.tsl.state.tx.us/slrm/recordspubs/localrec/lr0207.html
Abstract: This is a five-paragraph article that seeks to make the important point that whereas some local governments believe that their records management programs are complete once a records schedule is in place, it's important to be aware that the schedules have to be *implemented* as well as created. Drake argues that the implementation of the schedule is the heart of the records management cycle.
West Virginia. West Virginia County Records Management Manual (Charleston, WV: West Virginia Division of Culture and History. West Virginia State Archives, September 2003).

http://www.wv.gov/Offsite.aspx?u=http://www.wvculture.org/history/index.html
Abstract: As the guide itself states, "a responsible and effective records management program assures the retention and protection of the public records created by or for or on behalf of the State of West Virginia. The County Records Management Manual is intended as a guide for all employees in the state's 55 counties who share in the creation, maintenance, and disposition of records." Topics include the definition of a record, retention and disposition schedules, filing practices, records controls, filing equipment, records reformatting and duplication, and procedures for destroying, storing, and transferring records. Also discussed are records preservation, disaster preparedness, and electronic records. Several appendices are included.
Wisconsin. Creating a Collection Development Policy for Local Historical Records in Public Libraries (Wisconsin Association of Public Librarians; Wisconsin Historical Records Advisory Board, April 1998).
Abstract: A product of an NHPRC-funded Best Practices Project. This guide is a useful practical document for libraries and other institutions developing local history collections. The guide defines “records,” lays out the steps in creating a collection policy, and explains the nature and contents of a policy. Includes brief introductions to archival appraisal, acquisition, deaccessioning, and outreach. Appendices include a brief glossary and bibliography, as well as information on the Wisconsin Area Research Center Network.
Survey Data

New York.  State Archives and Records Administration; NYS Forum for Information Resource Management.  Local Government Records Management Survey (December 1996).

Abstract: The document comprises the results of a survey undertaken in 1996 by the New York State Archives of records officers in local governments (BOCES, cities, counties, school districts, towns, and villages). The survey asked a number of questions designed to help the State Archives and the Local Government Records Advisory Council learn how they can assist local officials in building better local records management programs.
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