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Unit 2 – Self-Study Questions
1. Define appraisal. Explain why it is necessary to appraise potential acquisitions.
Appraisal is the process of determining the archival value of potential acquisitions, and their suitability to the archives. 

Often, material made available to an archives is not suitable. The appraisal process establishes the suitability of the material. Consideration is given to the
mandate and acquisition policy of the archives, and the volume of the potential acquisition. Large volumes of material require space, personnel and time – resources that are limited.       
2. What is the difference between appraisal for acquisition and appraisal for   

selection.
Appraisal for acquisition can be thought of as the initial appraisal. The archivist establishes if the proposed acquisition meets the criteria of the mandate and acquisition policy, if the provenance is known, if the fonds are complete and in original order, if the records are in acceptable physical condition, if the media is such that the archives can provide access, if there is enough space and adequate personnel to handle the volume, and if there are unreasonable donor imposed restrictions on the records. 
If the collection is accepted after the appraisal for acquisition, the archivist conducts an appraisal for selection.  At this stage, the archivist looks closely at each fonds, establishing if the fonds has records management information, if the records are originals or copies, if the records are unique, and if the physical condition of the records are acceptable. At this stage, the archivist may decide not to keep all fonds or parts of fonds.  
3. What is meant by the “primary” and “secondary” values of archival records?

Primary value of the records is related to the original purpose of the records. Determining the original purpose of an organization’s archival records will provide administrative information, legal information and fiscal information about the organization. 

Secondary value is related to the historical and cultural value of the records. The records, which were originally created for a specific reason, can often be used by researchers to gather information on other topics. As an example, a company’s 
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employee records may be useful in studying the division of work by age and gender.

Often, the secondary value of archival material is of greater importance than the primary value, and archivists will base their acquisition decisions accordingly. Archivists must also estimate the future secondary value of a potential acquisition.     
4. Think of your own family records, or the records of an organization with which  

you are involved. Among them, which records have administrative value? Which

have legal value? Which have fiscal value? Do these values overlap for some 

records?

In my family;
An example of administrative records of value would be the documented schedule of our furnace maintenance.

Our mortgage and my will would have legal value.
Fiscal records would include invoices paid for household expenses, bond and stock certificates and bank statements.

They can overlap, as the furnace maintenance has a fiscal component because there is a fee for this service. Also, the stock certificates are legal proof of ownership, making them valuable as both fiscal and legal records.  
5. Thinking of the same materials, what uses can you see in those records for

others?

Invoices for household expenses could be useful to a future researcher wanting historical information on family expenditures. The mortgage records contain information on the purchase price of the house, which would allow a researcher to establish historical property values if there were other similar fonds available. The stock certificates might be useful to an accountant attempting to establish a company’s stock prices at a certain time for capital gains calculations (I’ve actually had people in our library looking for this type of information).  
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6. What criteria (7) can be used to guide the decision whether or not to acquire

a donation? Which of these should be consulted first?

a) Does the donation meet the mandate and acquisition policy of the archives.?
b) Is the volume of the donation feasible regarding shelf space required?
c) Are there personnel available to process the records?
d) Is the provenance known?                                                                                                   
e) Is there enough documentation available with the donation to establish the original order within the fonds?
f) Is the physical condition of the donation acceptable – is the text legible and are photographs clear enough to be of value? 

g) Are there donor imposed restrictions on the material that impedes accessibility?

                   I think f) should be consulted first. Some items will be too badly deteriorated

                   to be of any use.         

                  a) and b) are the next criteria I would consult. A well written mandate and   

                   acquisition policy are essential in building a useful archives. The donation

                   must meet the requirements of the mandate and acquisition policy. Space is 

                   also a limiting factor that should be considered early in the acquisition

                   process. 
7. You have been offered the records and memorabilia of a local business

person and politician. They contain correspondence, financial records, speeches, reports, whole newspapers, newspaper clippings, two trophies, an antique typewriter, numerous books on political topics, multiple copies of printed handbills and leaflets. Among these materials, which would you say were not archival? Are there any you think could be one or the other? What other appraisal considerations might be presented by this material?

The antique typewriter is not archival. The two trophies are only of value to an archives if the plaques on the trophies provide archival information such as the individual’s or organization’s name, reason for the award, and date. The whole newspapers and numerous books are not archival material unless there are hand written notes annotating the publications. Only one copy of the handbills and leaflets should be kept, assuming these were printed for a targeted audience.

The correspondence, financial records, speeches and reports are probably archival records, assuming they are unique, and there is documentation proving 
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provenance and order. The newspaper clippings are archival because they indicate what the individual or organization considered important at the time.   

8. What is an “Acquisition Policy” and why is it important to have one?  
            An acquisition policy is a document that describes the types of  materials accepted   

             by an archives. It is an official document. It includes endorsement by the parent 

             institution, and clearly specifies the information content to be acquired. An 

             acquisition policy is important because it ensures that appraisal and selection     

             decisions are systematic, meeting the requirements of the archives’ mandate.

             Without a clear and comprehensive acquisition policy, an archives would be 

             vulnerable  to erratic and personally motivated appraisal and selection decisions.  

9. Why is reappraisal sometimes necessary?

Over time, archived material may lose some or all of its value to the archives where it is held. Reappraisal allows the archivist to determine the current value of material already in the archives The archivist first checks that the material being reappraised complies with the current acquisition policy. Some material may have deteriorated to the extent that it is no longer useful. Storage space may be so scarce that material previously of marginal value must be removed to make room for more important material. User statistics may indicate that some material is not being utilized, making it dispensable.         
10. List and explain four methods of de-accessioning materials.  

If reappraisal determines that some material should be removed from the archives, four options should be considered.

a) Transfer, through a donation, appropriate material to another archives, library or heritage centre.

This is a viable option if the material still has archival or historical value, but falls outside of the current mandate and acquisition policy, or if space is no longer available or the material is not being used by the archives’ patrons.

b) Sell items that are being removed from the archives. Some items may 

have monetary value, and if there is a market for them, the archives will be able to generate revenue through sales of unwanted material. Material 
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should be sold through a reputable dealer and it is recommended that funds generated be used to preserve or develop retained archival holdings.

c) Return de-accessioned items to the donor or successors. Although the 

donor should have transferred legal title to the archives, as a courtesy the

archives might consider offering de-accessioned items back. Care should be taken not to insult the donor or create problems when successors have differing opinions regarding who should receive the items.

d) Destroy the material. This is a final option that should only be considered 

after the first three options have been explored, and after considering alternatives such as exhibits and displays or even as samples of archival material for school children during tours. Destruction of material should be carefully documented and witnessed by a second person.    

