Unit 3 Self Study Questions

1. Name four means by which archives may acquire archives. 

· donation

· transfer 
· purchase

· loan

2. Define “accession”, and explain how it is not equivalent to “fonds” or collection.

An accession is an item, a fonds and/or a collection acquired by an archives at one time from a single source. An accession may be part of a fonds, or it may include several fonds.  

3. What is the purpose of each of the following forms?

a.) Deed of Gift

This legal document transfers ownership of donated archival material from a 

legitimate owner   to a specific archives. It is a form signed by both parties

that includes the date of transfer, a description of the donation (including condition), and any restrictions. The procedure for disposal of unwanted material should also be included. Generally, material should not be accepted without the completion of  a 

Deed of Gift form. 
b.) Loan Agreement

Although long term loans are not recommended, it may be necessary to “borrow” a collection, often to make copies if the owner is not willing to donate the material. A loan agreement should always be completed. It should include contact information, a description of the collection, reason for the loan and, when the loan is returned, signed acknowledgement by the lender.     

c.)  Temporary receipt

Required to acknowledge the acceptance of a short term loan (i.e. for archival appraisal, value appraisal etc.).

d.) Accession Record

The accession record provides details about the material acquired in one accession by the archives. The archivist assigns an accession number derived from the date and order received, donor information, location of the material in the archives, administrative/biographical information, contents (including non-archival material), the extent or physical size/space requirements of the acquisition, restrictions, the custodial history if the donor is not the creator, and the date a letter of acknowledgement was sent to the donor.    

4. What is the purpose of the “ Accession register”, and the “Donor File”?

     The accession register is a record of all of the individual accessions in the archives.

      It is usually a searchable database of the accession forms. The accession register can 

      be used as an administrative tool (i.e statistics, contact info) or as a reference tool 

      (i.e. locating items in the archives). The Donor File is a listing of potential donors, 

      and dates and descriptions of past associations or communication with these potential 

      donors. It is used to identify and acquire desired donations.      

5. Using the scenario following (in the self-study guide), and the “Accession Record”    

     From the ANLA text, fill out a sample record.

ARCHIVAL COLLECTION ACCESSION RECORD

Accession No.: 2001.122                                                     Date: Nov. 1, 2008  
Date Received:   2001                                                           Location: Aisle 1 Row 3
Donor: Richard Murray
Mailing Address: 45-6050 Silverdale Street
                              Duncan BC X0X 2X0

Telephone: (250) 555-3567                                                     E-mail:

Accession Title: Nov. 1/08 Donald Murray Accession
Provenance: Donald Murray
Administrative/Biographical Information:

Items related to Donald Murray 1908-1981

Donated by his son Richard Murray on behalf of the Murray family.

Donald Murray was a prominent businessman in the community. He 

also served as a municipal alderman.

According to Richard Murray, his father was born in Edmonton Alberta in 1908.
He married Adelaide Jacobson when he was 21 years old. In 1932, their son Richard was 

born. The Murray family moved to Duncan, BC in 1934 and opened their business, Murray Nurseries. Donald served as a city alderman from 1946-1950. He retired in 1973.

The box contains records dated from 1935 to 1985.  

Contents:

Textual Records – correspondence, diaries and personal papers                               

Approx  163  Photographs                                                                                                                                                                                               and 32 slides 

8 Books/Publications on flowers
1 Museum Artifact – trophy
Christmas cards received

 Ephemera – political pamphlets & brochures 
Extent:  One meter

Series Titles and Descriptions:    Correspondence – Includes personal and professional
                                                                                   correspondence 

                                                     Journals and Diaries – Personal journals and diaries

                                                     Photographic Images – family photos, business related 

                                                                                           photos, political campaign 

                                                                                           photos and colour slides of

                                                                                           flower shows.  
Restrictions:  None

Acquisition Information:  

                              Donor:                                Richard Murray

                              Department/Institution

                              Owner:                                Murray Family

                              Date Acknowledged:          Oct. 24,2008  

                              Archivist:                            Tom Power

6.What is the purpose of the archivist’s first examination of the fonds, in preparation

    for arranging the materials? What tasks are undertaken during the examination?

     The accession should be examined methodically, with care being taken to not

      change the order of the items.  

    The initial examination of the fonds determines the physical condition of the fonds 
    and the existence of an original order. The accession should be examined methodically,

    one accession at a time, with care being taken to not change the order of the items.  

    The archivist should first remove anything from the accession that causes deterioration,   

    then put everything in proper archival quality folders and boxes. The physical appraisal 

    should include removal of paper clips, staples, rubber bands, string and scotch tape if

    it can be removed without damaging the item. Newspaper clippings should be removed

    or separated with acid-free paper. Acid free file folders should replace the original 

    folders.   
7. What are the five levels of arrangement identified in the text? Offer a brief explanation 

     of each.

8. What is the significance of “respect des fonds” and “original order” for the process of 

     arrangement?

9. What is the purpose of the separation form?

10. When is it acceptable to impose an order on materials, and how might an order be 

       established?

11. Using the scenario provided above, suggest an arrangement for the Murray records,  

      by identifying the fonds, and a number of series.

FONDS:

SOUS-FONDS (if present – explain)

SERIES:

SUB-SERIES (if any)

FILES

ITEMS: (identify #’s of items where it is relevant – other materials are only arranged to the file level)

NON-ARCHIVAL MATERIALS:       

