
LIS 652 
Introduction to Archives Management 

Spring 2012 
 
 
Spring 2012: 
Meets Wednesdays starting January 11, 5:00pm – 7:40pm in HL 3F. 
 
Instructors: 
Maja Clark, Collections Manager, Doris Duke Foundation for Islamic Art 
Phone: 792-5506 
Email: mclark@ddcf.org 
 
Dainan Skeem, Processing Archivist, UH Archives 
Phone: 956-3767 
Email: dainan@hawaii.edu 
Office: HL A553B 
Office Hours: By appointment 
 
Dawn Sueoka, Consulting Archivist, Doris Duke Foundation for Islamic Art 
Phone: 734-1941 
Email: shangrilaarchivist@ddcf.org 
 
Course Description: 
Study and practice of archival principles and management theories applicable to all types of 
archives. Includes policy, appraisal, computer applications, ethical, legal, and cultural issues. 
 
Prerequisites: 
None. 
 
Student learning outcomes addressed: 
SLO 1: Understand, apply and articulate the history, philosophy, principles and ethics of library 
and information science and the related professions. 

1b) Demonstrate understanding of the historical context of information services and systems. 
1c) Develop and apply critical thinking skills in preparation for professional practice. 
1d) Craft and articulate a professional identity. 

 
SLO 3: Organize, create, archive, preserve, retrieve, manage, evaluate, and disseminate 
information resources in a variety of formats. 

3a) Demonstrate understanding of the processes by which information is created, evaluated, 
and disseminated. 

3d) Demonstrate understanding of issues and techniques of preservation of physical and 
digital objects. 

 
SLO 4: Evaluate and use the latest information technologies, research findings and methods. 

4c) Apply current research findings to professional practice. 



 
SLO 5: Engage in projects and assignments dealing with multicultural communities and 
representing diverse points of view. 

5b) Demonstrate understanding of the social and cultural context of information services and 
systems. 

5c) Apply LIS principles to meet the needs of Native Hawaiian and Asia-Pacific 
communities and to promote cultural sustainability. 

 
Professional expectations: 
All students in the course are expected to become familiar with and adhere to the Professional 
Expectation posted at http://www.hawaii.edu/lis/students.php?page=profexp 
 
Course objectives: 
This is an introductory course on archives management, enabling students to: 

1. Understand the various types of archival repositories; and their historical development; 
2. Gain practical experience in arranging and describing manuscript collections; 
3. Become familiar with basic resources and standards related to archival management; 
4. Develop a core knowledge of archival management, including fundamental archival 

concepts and terminology; 
5. Understand issues faced by a variety of archival institutions. 

 
Teaching method: 
Primary emphasis is on group projects, class discussion, reading, and critical analysis. Oral and 
written assignments are designed to promote these activities. The assignment due dates are on 
the course schedule. Attendance and constructive participation are required, especially on the 
days that we process manuscript collections in class. 
 
Research methods: 
This course utilizes the following research methods, as selected from “Qualitative and 
Quantitative Research Methods Taught and Utilized in LIS Program Courses”: action research 
by carrying out their own research on a topic of interest and then presenting it to the class for 
further discussion, case study by learning the procedures of archiving and then working together 
to process a typical archival collection, and protocol analysis by maintaining a processing journal 
of their thought processes while carrying out the Processing Exercise. 
 
Requirements (course assignments and scoring): 
Processing Exercise:    40 points 
 Field Survey     5 points (group grade) 
 Appraisal     5 points (group grade) 
 Processing Proposal    10 points (group grade) 
 Finding Aid     10 points (individual grade) 
 Processing Journal    10 points (individual grade) 
Review Essay (5-7 pages):   15 points 
Presentation on Review Essay (10 minutes): 10 points 
Lead class discussion:    10 points 
Quiz on Archival Terminology:  10 points 



In-class arrangement exercise:  5 points 
In-class description exercise:   5 points 
Archives scavenger hunt exercise:  5 points 
      100 points total 
 
Grading Scale: 
100-98: A+ 97-94: A 93-90: A- 
89-87: B+ 86-83: B 82-80: B- 
79-77: C+ 76-73: C 72-70: C- 
69-67: D+ 66-63: D 62-60: D- 
 
Required text: 
Millar, Laura A. Archives: Principles and Practices. New York: Neal-Schuman Publishers, 2010. 
 
Additional required readings will be assigned throughout the course. 
 
Technology Integration and Requirements 
In this course, you will be expected to accomplish the following: 
• Conduct online searches to develop content for presentations and instructional plans. 
• Compose written documents such as research papers and finding aids using word processing 

applications. 
• Create multimedia presentations using PowerPoint or other presentation applications. 
• Post work online using the UHM Laulima system and engage in peer critiquing sessions 

using the same system. 
• Input basic finding aid data into Archivists’ Toolkit, an open source archival management 

system. 
 
Guidelines for assignments: 
Note: All written assignments should be typed, double-spaced, and set in 12-point font with 
standard margins. 
 
Processing exercise (40 points total): 
 

Field Survey (5 points [group grade]): Please turn in a folder-by-folder description of 
the contents of the boxes. For each folder, include the label text (if applicable), the date 
range, and a summary of the contents. Please also note any potential preservation 
concerns, e.g. mold, rusted fasteners, acidic newsprint, etc. 
 
Appraisal (5 points [group grade]): Please complete the appraisal form provided. 
 
Processing proposal (2-3 pages, 10 points [group grade]): Please describe your plan 
for processing the collection. Include the following information: collection title, creator 
name, extent of collection, description of present arrangement and condition, description 
of proposed series and subseries, preservation concerns, 
wedding/separation/deaccessioning recommendations, supplies needed. Be sure to 
provide justification for your recommendations. 



 
Finding aid (10 points [individual grade]): Please follow the format provided by the 
Bishop Museum Library and Archives. 
 
Processing journal (3 pages, 10 points [individual grade]): This is your chance to 
reflect on the experience of processing. Which parts of the process were challenging? 
Which decisions were difficult to make and why? What would you do differently in the 
future? Please cite specific examples. 

 
Review essay (5-7 pages, 15 points): 
For this assignment, you will be writing a review essay similar to those found n American 
Archivist, so please begin by familiarizing yourself with recent essays. You must choose a topic 
related to archives, but feel free to be creative (for example, recent AA review essay topics have 
been photography and science; secrecy; and the literature on momory). Some expamples of 
topics are indigenous archives, archival ethics, archives and objectivity, archives and social 
justice; and, less theoretically, Web2.0, Greene and Meissner’s “More Product, Less Process” 
approach to processing, archival appraisal, specific types of archives (e.g. labor archives, 
religious archives, museum archives), etc. 
IMPORTANT: Your topic must be approved by the instructors by Wednesday, February 8th. 
 
Your paper must include the following sections: 
 

Introduction: Explain your topic and why it is relevant to archivists. 
 
Literature review: Please choose between 3 and 5 books or journal articles (articles 
must be from American Archivist) to review. How you structure this section is up to you, 
but you must summarize and evaluate each source. 
 
Conclusion: The blulk of your grade will be based on your conclusions. Some questions 
to get you started are: How do the books and/or articles relate to each other? What are 
their common themes, and where do they diverge? How do they function within the 
braoder archival literature? What are your won original opinions about the material you 
have presented? How might archivists apply these ideas to their everyday work? 

 
 
Presentation on review essay (10 minutes, 10 points): 
Please share your research with your colleagues. You are encouraged to provide a handout with 
the citations you included in your essay AND/OR to use PowerPoint. 
 
Lead class discussion (10 points): 
Each student will sign up for a class session in which they will lead the class discussion. You 
will be expected to come prepared with insights/questions/arguments that will reinforce the 
session’s topic. 
 



Course Schedule: 
Session# Date Topics Assignments 

1 1/11 Introduction 
• Review syllabus 
• Sign up to lead a particular 

week’s discussion 
• Difference between libraries, 

archives and museums 
• In-class activity: Organize a 

collection 

Due: Introduce yourself on 
Laulima, 1/11 
Due: Respond to peer’s 
posting, 1/14 

2 1/18 History of Archives profession 
• Different types of archives 
• In-class activity: Scavenger hunt 

Millar, Chapters 1 and 2 

3 1/25 Selection, Appraisal, and Acquisition 
• Introduction to processing 

collection 
• In-class work on field survey of 

records 

Millar, Chapter 6 

4 2/1 Selection, Appraisal, and Acquisition 
• Guest speaker: Carol Silva, 

Records Manager, State of 
Hawaii 

• Continue in-class work on field 
survey of records 

Eastwood, Terry, "Towards a 
Social Theory of Appraisal," 
The Archival Imagination: 
Essays in Honor of Hugh A. 
Taylor, edited by Barbara L. 
Craig, Ottawa, Canada: 
Association of Canadian 
Archivists, 1992, pp. 71-89 
 
Boles, Frank and Julia Marks 
Young, "Exploring the Black 
Box: The Appraisal of 
University Administrative 
Records," The American 
Archivist, Vol. 48, No. 2, 
Spring 1985, pp. 121-140 

5 2/8 Reference and Access 
• In-class work on appraisal form 
• Guest speaker: Alice Kim, 

Graduate Research Assistant, 
UHM, Chronicling America 

Due: Field survey of records 
 
Millar, Chapters 8-9 
 
Long, Linda J., "Question 
Negotiation in the Archival 
Setting: The Use of 
Interpersonal Communication 
Techniques in the Reference 
Interview," The American 
Archivist, Vol. 52, No. 1, 
Winter 1989, pp. 40-50 



6 2/15 Tour of State Archives www.statearchivists.org 
http://hawii.gov/dags/archives 

7 2/22 Arrangement 
• In-class arrangement exercise 
• Compiled field survey/inventory 

handed out 
• In-class work on processing 

proposal 

Due: Appraisal form 
 
Millar, Chapters 5 and 7 

8 2/29 Tour to Shangri La http://www.shangrilahawaii.org 
 
Wythe, Deborah, Society of 
American Archivists. Museum 
Archives Section. “Museum 
Archives: An Introduction,” 
Chicago: Society of American 
Archivists, 2004. Chapter 2. 

9 3/7 Arrangement 
• Terminology Quiz 
• In-class work on processing 

proposal 

Schellenberg, T.R.: “Archival 
Principles of Arrangement,” A 
Modern Archives Reader, 
edited by Maygene F. Daniels 
and Timothy Walch, 
Washington, D.C.: National 
Archives and Records 
Administration, 2002, pp. 149-
161 
 
DACS statement of principles 
 
Meehan, Jennifer: “Making the 
Leap from Parts to Whole: 
Evidence and Inference in 
Archival Arrangement and 
Description,” American 
Archivist, Spring/Summer 
2009, pp. 72-90 

10 3/14 Issues of theory and politics in archives 
• Structuring of memory and 

knowledge 
• Indigenous archives 
• In-class discussion: Developing a 

processing plan together 

McKemmish, Sue, Anne 
Gilliland-Swetland and Eric 
Ketelaar, “’Communities of 
Memory’: Pluralising Archival 
Research and Education 
Agendas,” Archives and 
Manuscripts, Vol. 33, May 
2005, pp. 146-174 

11 3/21 Review Essays 
• Presentations 

Due: Review essays 

 3/28 SPRING BREAK (no class)  



12 4/4 Review Essays 
• Presentations 

Due: Processing proposals 

13 4/11 Preservation and Management 
• Physical plant/disaster planning 
• Security 
• Management 
• In-class work on foldering, 

arranging 

Millar, Chapter 4 
 
O’Toole, James M., “On the 
Idea of Permanence” American 
Archival Studies, edited by 
Randall C. Jimmerson, 
Chicago, IL: The Society of 
American Archivists, 2000, pp. 
475-494 

14 4/18 Description 
• Finding Aids 
• MARC/EAD/Archivists’ Toolkit 
• In-class Archivists’ Toolkit 

exercise 
• In-class work on foldering, 

arranging, finding aids 

Light, Michelle, and Hyry, 
Tom, “Colophons and 
Annotations: New Directions 
for the Finding Aid,” The 
American Archivist, 
Fall/Winter 2002, pp. 216-230 

15 4/25 Legal issues 
• Ethics 
• Copyright 
• Archives as a profession 
• In-class work on foldering, 

arranging, finding aids 

Millar, Chapter 3, pp. 45-63 
 
Danielson, Elena S., “The 
Ethical Archivist,” Chicago: 
Society of American 
Archivists, 2010 
 
Hirtle, P.B., Hudson, E. and 
A.T. Kenyon, “Copyright and 
Cultural Institutions: 
Guidelines for Digitization for 
US Libraries, Archives, and 
Museums,” Cornell, Cornell 
University Library, 2009 

16 5/2 • Debrief/discussion of processing 
exercise 

Due: Finding aid, processing 
journal 

 
 
 


