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KENT STATE UNIVERSITY      Fall 2008 

SCHOOL OF LIBRARY SCIENCE--COLUMBUS               Wed. 6:15-8:55 

INSTRUCTORS: Raimund E. Goerler, Ph.D. & Tamar Chute               

 

LSCI 60652 FOUNDATIONS AND ADMINISTRATION OF ARCHIVES 

 

 

Course Description: 

 

 This course will provide an introduction to the purposes, fundamental principals, and 

activities of archives as managers and providers of information services. Topics include 

collection development, records management, the challenges of electronic records and special 

media, and archival administration. 

 

 Note that this course is introductory only.  Students should not expect to find 

professional employment as archivists as a result of this course only. 

 

Objectives: 

 

1. understand the role of archives and records as evidence 

2. appreciate the cultural value of archives, records and historic papers 

3. perceive the similarities and differences in the work of archivists with other information 

professionals such as  librarians and records managers 

4. know the essential principles, functions and techniques required in archival 

administration 

 

 

Teaching Strategy: 

 

 This course will consist of lectures, presentations by specialists in the areas of donor 

relations, governmental records, and special collections cataloging as well as tours of historical 

repositories.  Class discussion and participation is expected and encouraged.  

 

Texts: 

 

Gregory S. Hunter, Developing and Maintaining Practical Archives, 2nd ed. (New York: Neal-

Schuman Publishers, Inc., 2003. 

 

Ham, F. Gerald, Selecting and Appraising Archives and Manuscripts. Chicago: Society of 

American Archivists, 1993. (recommended but not required) 

 

There will be assigned readings available at http://reserves.library.kent.edu.  Password is 

“archives 18”.   
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Student Responsibilities: 

 

1. Students are expected to read the assigned readings in preparation for each class. There will be 

two quizzes based on the readings.  

 

2. Attendance in class is expected.  Students who miss class should notify instructors in advance 

and are responsible for studying materials presented in all classes. 

 

3. Discussion topics will be presented. Many will concern reality-based archival problems. 

Students will be expected to present reasonable solutions and points of view. 

 

4. In addition, students will complete write a term paper of approximately 15 to 20 pages, typed 

and with proper attention to grammar and spelling.  Topics can be a discussion of the archival 

literature centered around a particular area or concern of archival administration. A list of 

potential topics will be distributed. Students should consult with the instructor before beginning 

the research for their papers. The instructors will evaluate the papers according to the following 

criteria: clarity of expression and organization, content, attention to grammar and punctuation, 

and research. 

 

5. Team project. Teams of students will develop a formal proposal (ca. 10 pages) to develop an 

archives and/or submit a proposal to a funding agency.  Evaluations will be based on the 

thoroughness of the proposal, the imaginativeness of the context, and the realism of the proposed 

work; all students on the same team will receive the same grade for the project. 

 

Students will have a choice of one of the following challenges: 

 a. You are an historical agency and are submitting a grant proposal to the National 

Historic Publications and Records Commission.  Develop your proposal imaginatively and 

within the programmatic guidelines of the National Historic Publications and Records 

Commission. 

 

 b. You are the librarian of an institution or organization and are trying to develop an 

archival program.  Describe your organization or institution, develop a proposal and set 

objectives and activities to be accomplished in the first year or two. 

 

 

Method of Grading: 

 

Quiz 1 15% of final grade; Quiz 2 15%; Team Project 15%; Term Paper 25%; Final Exam 25%; 

Participation/Discussion 5%  

 

Students who do poorly on one of the quizzes will have the option of reducing its value and 

increasing the value of the term paper or final.  Such requests must be filed in writing to the 

instructors before the due dates of the term paper or final exam. 

 

Tardiness in completing assignments on time will result in the reduction of one letter grade. 
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A = 94 –100 (awarded for excellent scholarship; excelled in demonstrating knowledge) 

A- = 90 - 93.9 

B+ = 87 - 89.9 

B = 83 - 86.9 (for good performance; solidly met expectation of instructors) 

B- = 80 - 82.9 

C+ = 77 - 79.9 

C = 73 - 76.9 (denotes weak but still acceptable performance) 

D = 60- 69.9 (represents poor performance) 

F = below 60 (failure) 

 

 

Instructors Contact Information: 

Please feel free to contact either instructor if you have any questions.  Office hours will be 

arranged as needed either at the OSU Archives or before/after class. We encourage students to 

ask questions and meet with us before, during, and after class. 

Raimund Goerler – 688-8447; goerler.1@osu.edu 

Tamar Chute – 292-3271; chute.6@osu.edu  

 

 

SPECIAL NOTICES 
 

(1) Technological Competencies 

Students must be familiar with basic computer operations (e.g., copying and printing files, 

moving among directories and subdirectories), logging on to a network, using a modem and/or an 

Internet Service Provider, and using a word processor. 

 

(2) Students with Disabilities 

In accordance with University policy, if a student has a documented disability and requires 

accommodations to obtain equal access for a course or workshop, he or she is responsible for 

notifying the instructor at the beginning of the course or workshop in which an accommodation is 

required.  Please note that it is necessary for the student to first verify his/her eligibility for 

requested accommodations through the Office of Student Accessibility Services (SAS) located 

on the ground floor of the DeWeese Health Center at the Kent Campus (330-672-3391).  To do 

this, he or she must schedule an appointment with an SAS staff member and provide the SAS 

office with appropriate documentation of his or her disability.  Upon verification, the SAS staff 

member will present the student with "accommodation letters" to give to his or her instructors. 

 

(3) Policy on Incomplete Grades 

A complete statement on INCOMPLETE grades is available upon request.   In summary, it states 

that the student must be earning a “C” (2.0) grade or better and be unable to complete the work 

before the end of classes due to extenuating circumstances.  The student must initiate the request, 

provide appropriate documentation, and make arrangements to make up the incomplete work.  

For undergraduate students, Incompletes must be made up by the end of the following semester, 
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and for graduate students, Incompletes must be made up within one calendar year, or an 

extension granted, otherwise a default grade of “U” will be assigned. 

 

(4) Cheating and Plagiarism 

Both cheating and plagiarism are prohibited.  One area that many students may not realize as 

cheating is the following.  "Using a substantial portion of a piece of work previously submitted 

for another course or program to meet the requirements of the present course or program without 

notifying the instructor to whom the work is presented."  See the University Policy Register for 

additional details on cheating or plagiarism: 

http://www.kent.edu/policyreg/archive.asp?ChapterID=4 – see section 3342-3-07. 

 

 

Lecture/Assignments/Activities: 

 

August 27—Class Organization: discussion of course objectives; History of Archives; 

Kinds of Archives; Differences and similarities with libraries 

Assignments: Hunter, 1-17; Steven Hensen, “Revisiting Mary Jane or, Dear Cat”; Judith M. 

Panitch, “Liberty, Equality, Posterity?: some Archival  Lessons from the Case of the French 

Revolution,” (Reserve). 

 

September 3—Getting a Position in the Field (guest lecture by Shannon Kupfer, 

Digital/Tangible Media Cataloger State Library of Ohio); Basic Principles/Terminology of 

Archival Administration (continued); Basic Requirements for Archival Repositories 

Assignments: Hunter, 21-49, 359-371 

 

September 10—Collection Strategies; Oral history; Appraisal (from evidential to 

functional) 

Assignments: Hunter 51-82; Moss, “Oral History” in Managing Archives and Archival 

Institutions. (Reserve); Appendix I & II from Donald Ritchie, Doing Oral History, 207-215 

(Reserve). 

 

September 17—Appraisal Continued; Readings; Team Project Sign Up  

Assignments: Boles “Black Box” (Reserve). * Greene, Mark “I’ve Deacessioned and Lived to 

Tell About It: Confessions of an Unrepentant Reappraiser.” (Reserve) 

 

September 24—Relations with Private Donors and Collection Development; Guest lecture 

Lucy Caswell and visit to Cartoon Research Library; Acquisition & Accessioning 

Assignments: Hunter, 87-109; Caswell “Grief and Collection Development.” Library 

Acquisitions: Practice and Theory. Vol. 11, 1987: pp.195-199. (Reserve)  Trudy Huskamp 

Peterson, “The gift and the Deed,” in Daniels, 139-145 (reserve); Gary M. Peterson and Trudy 

Huskamp Peterson “Law and The Three A's: Acquisition, Appraisal and Accessioning” in Gary 

M. Peterson and Trudy Huskamp Peterson, Archives & Manuscripts: Law. Chicago: Society of 

American Archivists, 1985 (Reserve). 

QUIZ 1 
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October 1—Basic Records Management; the Skupsky method; vital records 

Assignments: John Dogjka and Shela Connenn “Records Management as an Appraisal Tool in 

College and University Archives,” 19-29 (Reserve). 

 

October 8—Archival Arrangement and Description; Term Paper Topic Decision Needed 

Assignments: Hunter, 113-154; Mark A. Greene and Dennis Meissner “More Product, Less 

Process: Revamping Traditional Archival Processing,” (Reserve); Rita L. H. Czeck, “Archival 

MARC Records and Finding Aids in the Context of End-User Subject Access to Archival 

Collections,” (Reserve); Daniel V. Pitti, “Encoded Archival Description: The Development of an 

Encoding Standard for Archival Finding Aids.” (Reserve); Pam Hackbard-Dean and Christine De 

Catanzoro, “The Strongest Link: the Management and Processing of Archival Collections.” 

 

October 15—Cataloging Archival Collections (guest lecture Beth Whittaker); Access Issues 

Assignments: Hunter, 207-232; Mary Jo Pugh, “The Illusion of Omniscience: Subject Access 

and the Reference Archivist,” in Daniels (Reserve); Hirtle, Peter “Recent Changes to Copyright 

Law: The Digital Millennium Copyright Act. (Reserve); William Maher, “Between Authors and 

Users: Archivists in the Copyright Vise” (Reserve). 

 

October 22— Photographs; A-V Preservation and Access; Tour of OSU Archives 

Assignments: Hunter, 285-317; Nancy E. Malan, “Organizing Photo Collections: An 

Introspective Approach,” in Daniels, 181-186; Gerald J. Munoff. “History of Photographic 

Processes.” in Mary Lynn Ritzenthaler, Gerald J. Munoff, and Margery S. Long Administration 

of Photographic Collections. Chicago: Society of American Archivists, 1984 (Reserve). 

 

October 29— Electronic Records as an Archival Challenge: the theoretical issues 

Assignments: Hunter, 237-278; David Bearman “Functional Requirements for Record Keeping” 

(Reserve); Linda J. Henry, “Schellenberg in Cyberspace,” (Reserve); Margaret Hedstrom, 

“Descriptive Practices for Electronic Records: Deciding what is Essential and Imagining What is 

Possible,” (Reserve); David Bearman, “New Models for Management of Electronic Records,” 

(Reserve). 

 

November 5— Electronic Records: the view from the trenches and strategical 

considerations (Dan Noonan, OSU electronic records manager and archivist) 

QUIZ 2 

 

November 12—Archivists in a business setting lecture and tour of Nationwide Archives by 

Nationwide Archivist Steven Hausfeld 

 

November 19—State Archives lecture and tour, State Archivist of Ohio Jelain Chubb 

 

December 3—Team Project due; Term Papers Due 

Archives and Public and Media Relations; Archivists and Ethics 

Assignments: Hunter, 351-355, 371-373, 381-390; Elsie Freeman Freivogel, “Education 

Programs: Outreach as an Administrative Function,” in Daniels, 281-288. (Reserve); Nancy E. 

Loe, “Avoiding the Golden Fleece: Licensing Agreements for Archives” (Reserve). 
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December 10--Final 

 

 

 

 

 


