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FOREWORD

e . o o

This manual is for use in connection with
”MANUAL OF THE SURVEY OF HISTORICAL RECORDS",
SUPPLEMENTS Nose. 4 and 5, in your hands,

and lettors of instruction from Washington,
on file in this officcs

It is to be uscd with roferencc to préparing
draft invontoriocs of county archivos.

This manual is intonded for offiec usc, only,

and is not to be distributed to Ficld Workors.

Waltor Ms Hocfclmon
Stabe Dircctor

Historical Rocords Survey 2
Moy 5, 1937 W.PsAe Projoct 9903  ;
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I 210 26Gi:  The follovriag inforiation should appecr on the title puage
TTTTUTTTT in the scouence shovm: "IUVITTOQY IO w1 COUNTY ARC.IVES
OF' 1 HIUCKY, Prenared by, Listorieal lecords Survey, Division of Tloien's
and irofcssional Srojeets, Works frogress Ldministration, 0. (inscrt
no. oné naze of eounty in eaps), Louisville, dentue'sy, Jistoricol
Qocords Survey, (insert -onth and year)"s. Counties should be arrenged
in olphabetical order cnd nuchered consecutivelye Records found Tor
counties no loager in existonce shoulc be inecluded as 1cll as those for
counties still funotioninze (Supe 4, Arte 6), (Supe 5, Art, 3)

This should come after tho title pepge ond should eontain the
follovring:

ibaterment of purposes of Jurveys

i short history of its activitics in county.

fomcs of supervisor onc orkers.

Acknowledgicnts of assistence from county officials.

tcabers of the cdvisory comuittce, other yrouns end in-
aividuals.

B

1
o
2
D
&
b

G xect dete of owening end elosing of project in counby.
7, 3ricf deseription carcfully describing services rendered

county officials other than listing their rccords, such
as: arransencnt of records, discovery of lost iteus,
sroner shelving of rccords.
6. Due eredit Lo Federcl iriters' froject for assistance Iin
Survey, vorious phascs of this assistance deseribed fully.
{ bignetures of State Jircetor and Jlational Supervisor.
10. I? prelocc rocuires more than onc page, cach page should
bo numborcd with s.0ll Rown nierals. (Pupe 4, ‘rbe 7),
(Sune 5, Arte 5)

3L OF COLPEITS:  This will bo pronarod afier recinder of volwic
TTTTTTTTCTTTSTTST has beon piven its final form and negination. The
toble of contents berins with pope 1 ond gives all titles of remaining
sections of volume with their beginning pages. (Supe 4, Arte 8), (Lete
11/14/36), (Sup, 5, Arte 6)

1. The table of conbents should be divided as follows:

Ay PART A&, County and Its Record System, Seetions of
Part A neod not be numberod,

B. PART B, County Officeos and Thoir Rccords, Scotions of
Part B should bc given a Roman numcrale

C. PART C, Municipal inventorios. (Sups 5, Art. 6), (Lete

4/22/37)

2. Subjoct headings should form a solid paragroph indentod ond
without individual page reforcnccs undor cach goctione (Lot.
1/26/37), (Supe 5, irte 6)

IV PART A: This soction shall be ontitled "(insort name of county) County
and Tts Rooord Systom". It shall be dividod into 4 scctions:

a1+



1V (Continucd)

1. HISTORICAL SKETCH should bc not morc than 2 or 3 pagoes in
longth for average county and should contain:

:I ’

Origin of county.

Name of county.

Boundary lincs; original, changos and prosont.
Barly scttlcoment.

Crecation of its first govornmont, including dato.
(Sup. 4, 4rt. 10), (Let. 4/22/37)

Ercetion of its first courthousc.

First officc holdors.

Othor important facts in county's history. (Sup. 4,
Art. 10)

2. GOVERNMENTAL ORGANIZATION AND RECORD SYSTEM should contain:

die

M,

A concisc ossay on presont system of county governmont,
indienting namo of county soat in first paragraphs (Supe
4, irt. 10), (Sup. 5, Art. 7)

Provisions of statc constitution and laws rolating to
countics genorally and county under considoration, in
particular, should bo summarizcd and quoticd bricfly
with oxoct citntions in paronthesis or footnotes. (Sup.
4, .rt. 11), (Lot. 11/14/36), (Sup. 5, irts 7)

Changes in govermmontal organization oxpleincd.

Chart of county govormmont bascd on cloctorato in
diogrammatic form. (Sup. 4, 4rt. 1105 (Lot 1/46/87),
(Supe 5, arte 8)

Functions and inbor-rclations of various agencios.
Considoration of combination, soparation, duplication
and overlapping of rocords should be givon.

Uniformity of rccord books.

Systems of indexing.

Loosc~leal vs. bound rccords.

Quality of paper and ink.

Binding and rcbinding practicos.

Repair of reccords proscrvod.

Typcs of rccords dostroycds

Legislation or local regulation for preserving or
destroying records.

Recommendations for needed changes in records system
stated in clear, concise and dignified manner such as:
(1) Yorc or fower sets of records? (2) Should any changes
be madc in use of bound blank volumes for kcoping records
or in usc of loose-loaf rccord books, files, bundles,
sorap-books, cte.? (3) What improvoments should be madoe
in indexing of rccords? (4) Should changes bo made in uso
of papor, ink, typowritor ribbons and othor material in
moeking of rocords? (5) Should changes be made in systom
of binding or filing rccords in proparation for retirc-
mont from currcnt usc? (Sup. 4, irt. 11)

3, HOUSING, CLRE, LND ACCESSIBILITY OF THE RECORDS. Ifost of the
information noccssary for this scction can be obtained from

i

IV, 1=-1V,5,
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IV,3

4.

NOTE ¢
Part A s
Scetion
V. PLRT B¢
1 L]

2

T

the 10HR forms.
quacy of:

IV,3-=V,7.

(Continucd)

It should conbtain o bricf stotoment on ade-

A Housing.

B. Sheclving.

C. Goneral enrc of the rceords. (Supe 4, éart. 12y ok
11/14/36), (Let, 1/26/57)

D. Dlioasurcs of protoction from various hagzarcs.

3. sccossibility of rocords.

F. iccommodations for public in usc of rocords.

G, Obligation of scricusly woll considercd, specific rocom-
mendations for improvements in housing, caorc and accessi-
bility of rocords such as: (1) frc mow shclyos roquired
and if so, just whorc should thoy be placed? (2) Is a now
veult ncedod; sizo, location and approximatc cost? (3)
Should offieicls cxhibit o more gencrous attitude in
doaling with public (Dircetor should so state)? (4) Somo-
timos o rceommondation should be made favoring romoval

Cl

of rcocords to custody of a statc agency. (Sup. 4, Art. 12)

LIST OF (BBROVIATIONS. A list of uniform, Govermment Stylo
abbroviations shoul” bc usad as far as possible. Only
abbreviations uscd in inventory should be included in list,
(Sups 4, arte 13), (Sup. 5, Arte 12)

Ae. hssumptions made in inventory in rogard to condition of
reccord, arrangement, orcss indexing should be given on
pogo with list of abbroviations. (Sup. 5, irt. 12) Sce
also IX,8,a~c. R

Scetions 1 and 2 may bo eombincd if Dircctor thinks desirablo,
3 should bo preparcc vory carofully. (Sups 4, dArte 9)

County Officos and Their Rocords.

and its rceordse (Supe 4, arte 14), (Lot. 4/22/37)

Whore an official scrves in more than ono capaeity the rocords
he ercatos under oach office sholl be listed scparatolys (Sup.
5, Lrt. 10)

The date of ostablishment of cach officc should bo statods
5, irt. 13)

Rocords of subdivisions of an officc should be listoed undor
sub-~scetions of tho main officc.

Ench court should bo given o subjoet heading and its rocords
1istod thorcunceors (Sups 4, irte 14), (Lot 1/26/37), (Lot
4/22/37)

Briof, dobailed statomont of logal stotus and functions of
the officc or sublivision thorcof should immcdiately prcoecco
Ehe 1list of its roecords. This statemont should bo covorod
by onc paragraphe (Supe 4, irte 14), (Lot. 11/14/36), (Lot
4/22/37)

Iny rofcrenco in tho constitution and laws to the obligation
of the officc to koop ecrtain rceords sheuld be suimorized
Art. 14), (Lot. 4/22/37)

Part B shall have o numberced scetion for coch eounty offico

(Sup.

(Snp. 4,

with cxnet citaticns,

3T




v (Continued)

8s Obscloto
by whom succcoce!
officcs (Lot 1/26/3
9+ Rcasons for ulgnlflomvo gops in th, roeor
the courthousc, should be givons t01on-”
’Pficc should be of
nformatio
g‘vcrnnont.l srgeaization, ctee (Supe 4, <irte 149,

V,8--V1I,3,B,

ent should be givon showing

A short stote
Entries should be node under the succoo ing

, (Sup. B, Arte 9)

*fficos.

such Pirean
eoneccrning the
such & chﬁractor as not to Auplieate the
preecling scotions in county history,

n given in
(Sup. 5,

Art. 24)

10, Where
sho nl‘ bo made t2

1/28/

VI PLRT Cs

or tovme

Municipal invontorics. Tho roc 8
be liste:d undor

a basic reeord is not shown os currcut, cross roforcneo
cnbrios cuvering currcnt rccordse (Lot

317)

of cach city ~r t-wm should

Part "C" with o scparatc inlex for cach city

VII CONTENTS OF THE ENTRY:

T4 - NupBar oiXabhe

two

il e

B.

Cs

D.

B.

E}tlu.

erdry indertol 5 spacos, followed by pericc cnd
aceS e
Full titlo of rccord in caops, fcllowed by spooco and nssign-
and datc.  If o sccsnd lino 4s

c‘ titlo or by comma, Space
' o0 show titlo, datc
1rcctly under first lotter in

(uuf 5, Arte 29)

Variation of titlos

n, Location = this shculd immediatoly f 1low the given
§itlo in parcnthosis and in enps. (Lobe 11/1@/66)

b. BEnwioration of various titles - all titlos of rocord
should be cnuncrated if thoy are 5o lisparato that
identification would be difficulte Bach variation
should be soparated by £ crixad onc SpacCs (Lot

11/14/36)

Whore title “f sorics vories, the curront titloe
‘I

<

| quantity, bepin tho lino
titlc. (Sups &, &rte 20),

C.
should be usod. (Sups 5, irt. 14)
wssigned title: “hﬁrc £itlc fur-ishod is too vaguo or nis-
lowding, on assignoed titlo noy bo accod drmociately f£oti
ing ths title LlVCi in paronthosis ond snall casce Whero

nn bitlo is furnished, on assigned title noy be givon but
closcd in parcontheosis nnc in ctpse (Sup. 4, Art. 20),

(Sups 5, Art. 14)

Abbrovintions cceurring in titleos. These should be

ut, in paroenthesis, imediately £ollowing abbreviations

if not solfwoxplanatorys Srte 14)

(Sups. 5,

ut oclitional spaco should separate
dntoe A poriod should follows (Sup.
(nu“. 5; Arts 18)
corturys Closing cato
digits precccol by a hypher
yoear of con

oF ¢
4, hrt. ?1)
Dates 111 saux
last tw

ning date is »pening

rny be indieatodl by
oxcopt where bogin-
In the lattor case

HRS=-

spclloc




VII

(Continucd)

tho c¢losing ¢
(Supe 5, Arte 16)

Datos “in difforent co::‘b
given in full procedod
Curront datos: Igulcatu
following tho bepinning

is tho actusl bepiming or cnding date. (Sup. 4,

(Lot. 11/14/36),
Record chu,_‘
f* yoar, tho :ionth,
(Si5e By 20, 15)
Mssing records:
Cowr. irt

(Supe

=
.

When ¢
inclus

839
belenss in indented opc
G. HNo dakos if no.daboe is
Jott~ g it (s;:ll or
ho tltlo, Hrecoecod by o
nxtano TCCIOrCs: Ddtbs s

rocord, inéluding prior
‘ivided roforonce to oo
5, .art. 21)

as duping yeare If chwm
day and yoar

os 18356-46

'2 ) AA.,I"t. ° 21 ) s (Sul) LS s .‘Ax.rt

viI,3,B--VII,6,B

oto is pivon in full. (Sup. 4, 4Arte 21),

urics he closing date should bo
L by o hypho"
by two hypho and

dato, oxc“ut w“’r

& poriod

1935 or 1936
Sy 2l),
5, frts 186)

ecurs duriii, eours
} -
an;'o should be Showme

aps occur in rocords, catos na
1ve dates of the rccords which aro
, 1872-93, 1912--. This Info
nivg line following title.
26)

~ftor carcful chcok, tho
S0, ',n‘lt'tc' as shown) shull
o oorc. (Supe b, irts 17)

Tollow

should cover a:itirc sorics of o
or subsoquont records, with a sub-
ch locati n nt olusc »f ontry. (Sup,

4. Quantity ~f rccords: Numbor of veoluncs, filc b'x;,s, bundles,
CEoe, should be soparated fron ocach ¢ sthor by corrin onc onc Spaco.
Vhrds cosipnating quombity in snall casc. Tho t\rr b 3 o
should not bo used alonc, as it may bo intorprotoc noan file

cabinot which oy contain o
A ath (Sul,. 5,5 iy 1852
Nu wbcrjn‘_ and laboelling:
Whore roeord

t: uin vy N Labollins no
E ' consists
¢ both,
f>llows:
c:ntoinere
igaican

( vols.) 3 i"«:ush:ul *bo shown in
o2 labelling

5o of
D. Wher:

sinple

labellix

quantity of ¢ ntainor,
{iven L sother and labe
i1 parenthosis, with fi

nitia 1 lottor of titloe
i itial lc'ttr-r I titlo
e  Breakdown of la bL 1ling
»oybinta (uu &, At
iarts. 27,28)
6. Docscription of contonts:
Ly cte

A
rl1ae

consists o
of ‘throo

an &
(1-6,

> by subjoect hu:‘-. gl

varying nunber ':I‘ Apowors. (Supe 4

0)

y

f ono or othor con-

be

or two volumcs,
given.

or rore volumos, othor
is sinplo, it should
tho quantity of

A
CL.

labelling
i=z) after

slox but thore is 'nly onc quanbity
narenthesis as in the
in "B abivos

¢ is complox but thors 28 ‘c‘n:: NC
inforanbion >n qu m‘t tv should
1ling showm in 2 soparatc parag *r‘.ph

C
rst 1 ne indontcd tw. spacos beyond

and rorainine onos cvon with tho
L ]
should only be shown in indontod

J

22), (Lot. 11/14/36), (Supe 5,

o

n-at

<
acscer I

using o

e g
bl

1Ny

CINIOY Q-

4]

should boe gix

,,

HRS-8




VII

10.

11.

12.

T A Y PRt % o P | ;
VLI,U,L v,...)v,J_B,lu .

1)

(Continuod

whother the rocord dosceribed con~

¢. Tt should be intiegtel
on nrinted

toins oll or o part of the infornatisn shown

formnse.

Narie of county should not be repoatod.

Dosoription should show cloarly whothor sorics consists

~f cdocurients themsclves or o rocord of (docunents.

F. Discontinued record: The yenr and month the series is
discontinued should follow description of record in paren-

. 4hesiss (Sup. 4, irts. 23,24), (Let. 11/14/36), (8up. 5,

Arts. 25,30,31)
Principle of arrangement of record shou

lw}

£2

1d never be overlooked

by , olphe Dy __, OF
ArET 337, (Sup. 4, irt. 25)
This follows arrangumcnt.

and should state whother chron.
numerically by (Sups 6,
Indexing contained in record:

Statc how indoxced, whobthcr by nomo of party, placc or
If morc than onc categery, indicatc the monnor

subjcct.
(Sup. 5, Arte 30)

in which ocach is indexod.
B, In thc absoncc of an index, the words "No indox" should
bo shown in the first drafte (Sup. 5, «rte 37)
¢. Tho term "scparate indox" should not bo uscd to indicato
o scparate in scparate index covers moro

than onc roecord, o soparato
Jaragraph should bec madc aftor the main part of the loss
important ontry and the sc ]

soparate index ontry listod undor
the morco importont rcocorc

ontry. Sco "14" this soction
for Purther cxplonation of sc aratec indexcs. (Supe 4, -rt.
26), (Lotbor 11/14/36), (Sup. 5,

srts. 30,37,30)
Charactor of writing: It should be statcd whether record is
hondwritten, typod or

printed. The worc "gyoed" is profercble
to typowritton or typoscripte (

(Sup. 5, Art. 38)
Condition of rocord:
it is not oxcocllent or gool, oB:
~oor", which moy be furthor oxplained by "pagos bally torn",
"anor brittle", ote. (Supe 4, irt. 28), (Sup. 5, arte 39)
fvcg&gg_ggm?gx_gélggggg.por volume or number of Cocuments or
aagos per file or othor unit: This shoull follow condition
of rocord, Onc spacc shoull soparate tho numoral and. ppe, 10
dicabing average number of POEOSe If thorc is only onc volumo
or file, it is not nccossary to statc an averagce (Supe 4,
irt. 29), (Lot. 11/14/36), (Sups 5, irt. 19)
Size of volumos, filos, othor containors: The
¥oinor mood not bo ropoctod in body of ontry unloss
onc typo of conbaincr is usod for rceord. In lattor
nomes of containecrs in small caso and give sizo for cnch.
“imonsion shovm is hoipght; socond, width; and last, thickmoss,

as follows: 10 x 5 x 4 imensions of contniners vory,
" / n
4. Art. 29), (Lot. 11/14/36),

ox ontry., If o
cross roferonce constituting

This information nced bo showm only when
"Gondition fair, poor, or very

name of thoe con-
morc thon

average sizec may be gGive Sup. &,
(Sup. 5, srte 19,20)

should bo

6

HRS=O

(Sune 4, irte 27),(Lot. 11/14/36) .

casc ropeat
Firs
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VII (Continuod)

B.

111,13,B--VII1I,1,C.

If a1l the roecords of an offico arc in the soame buildling
or room, notation to that cffoet moy be made in introduc-
tory paragraph to the rocords of tho offico and building
or roon Cosignation may bo omittod in ontrye

If a rocord is Copnsitod at thoe housc of an officinl, tho
oxact namc ond address should bo piven. (Sup. 4, arte 30),
(Sups 5, Lrbs. $3,44)

When the originsl of o rocord is doposited in onc office
~nd o sceon. officc reecives o COPy in tho rcgular coursc
of busincss, tho rocorc shoulc be cnberol under both
officcs. Thc ontry undcer the more inpertont offico should
bo com;lotcy the obher cntry should be cbbrovicte! and
should contain o eross rcfercnec to the complote ontry.
Sub-divided loeation rofcrences should show quantity ond
inclusive dabos and should continuc °n somc linc with boly
of ontry. (Sup. 5, arts. 9,45), (Lot. 4/22/37)

14. Scparatc Indox: This should be o scparatc entry and its contonts

shoulc bc doscribed as fully as any sther rocord. (It is not
sufficiont t~ statc "olph. incoxed®.) Tho ontry should irriec-

iotely follow the entry of the recor) it sorves. Title should
bc statod in full, as: "Tntox t2 (insort none of roenred sorvad)
(Sup.

4
]

irt. 26), (Lot. 11/14/36), (Sup. 5, arts. 14,30,38)

VIII GYEHHL@&#PROC?DURE TO BE FOLLOWSD:

1. Preparation of County Inventory:

Withdrew forms not included in inventory, such as 10HR
forms, newspaper, painting, statuary, and individual forms
that do not constitute a rocord cntitled to an cntry.
Baited workers copics should be groupcd by countios and
agoncies within counticse unkrics for cach officc should bo
1istod under a scparatc soctione (Sup. 4, irte 33), {Lob.s
11/14/36), (Lot. 4/22/57)

Officc of issuc = 4ll forms should be listcd under offico
of issuc and numbcrcd consveutivelye (Sup. 4, Arte 20)
(Lo, 11/14/36), (Sup. B, 4re 10)

411 forms covering a particular sot of rocords should be
placcd togothor and consolidated into onc ontry. (Sups. 4,
2 6s 35) -

Duplicatoc sct of rocords - When two sots of samc rccord
arc oxact duplicatos for a part or cntire poeriod, the two
scts should be combincd in onc cntry, as: "43 volse and

.
duplicato sot", but Jistinction shoull be made in deserip-
tion of contonts botwoen original and Cuplicatos (Sup. 5,

411 forms should bec arrangeC un.or subjcet hcadings in

tho oprder in which they will appoor in invoentorye (Sup. 4,
irt. 33), (Lot. 11/14/36), (Sups 5, Arts 22)

In no easc should a rccord bo cntorcd morc than once (ox—
copt as stated undor VII,13D above) ,although tho contents
of some rocords actually give thom o right to a place undou
morc thon onc subjoot hcadings Tho incex will solvo this
problcme. If furthor cross referonce is required, tho
statomont, "Soo also ontrics , " should be placod uncor
such subjecct hoadings bofore tho first numbored ontrys

i




VIII

VIl GucnVITT s

(Continucd)

2o

3

10,

11.

(Supe 4, Lrt. 16), (Sups 5, irt. 9)
Proparation of City Invontory: The municipal inv.ntory shouldl
Tiave tho somo kind of imtrocuctory scctions anc cntrics as
tho county portion of the inventory and should immcdiatoly
follow inlox to county rocoris. (Lot. 11/14/36)
Proparation of Final Indcx: This should bo alphobotical and
r. foronoos shoul. bo mace to all subjeets ond not mercly o

titlo of rocord. (Lot. 11/14/36)

Indox to County Invontory - This should immediatoly follow

listing of counby rccords. (Lot. 11/14/56)

B. Indox to City Invontory = This should immcdintoly follow
listing of city rccorcs. (Lot 11/14/386)

C. Do not eapitalizo omtrics in index. Incdex all significont
words in rccord title an? all subjocts in dosoription of
contonts not incluled in titlc.

Iiaeh agency whosc reeorcs ore ropresentoed in inventory

shall appear in indox followcc by ineclusive numbcrs of
theb aponey's rocord cutrics. (Supe 5, ort. 49)

First crolt of inventorys Draft ontrics for imventory shoulcd

To mado in Griplicato tud doublo=-spaccls Tho origincl should

be cditod rnd submitted to Washington. The seconc copy should

be Toburned to the county for recheck by the district supervi-
sor, who will personally consult with the custodicn to bo
cortain 2ll county rccords have boon includcd end scecuratoly
dosoribed, The third copy should be rotained in the State
offico. (Sups 4, 'rt. 34), (Lot. 11/14/:€)

Soeond or final draft: This droft should ineludo all ncw cn-

Irios 7B o rosult of the rechock nnd all corrcetions m

Washington on first drafts This inventory should be comploto

in overy detnil. 411 writeo-ups and jndex should be submittod

to Woshington for approval bofore boing includod in final

drafte (Sup. 4, Lrt. 35)

Vorification of inventory: No invontory will bo approvec

Washingbon mloss tho Stato Dircotor spocifieally statos

it has boon rochocked against the rocords thomsclvcss

L tv

Roproduction of inventory: Approved inventory o bc put up in
o sing forms Covers moy bo tomporary. (Supe 4, srte 36)

Q .

Statc 1c108 ¢

A. 411 rocords of state agoncics found in tho county archivos
should bc ligtcCe

county

B. All corrcsponicnec bebtweon o stabo ageney an
offieinl shoull b

C. Publishcd stat
arte 38)

1

Tigbods

‘ocuc: e should not be listads. (Sups 4,

omittow

411 church rocords arc to be irom.

sory until othervrizc instructed. (Sup. 4, irt. 40)
A1 menusceript forms )
instruct:

will give titlo, doto

& by name of author,

recording, soolo,

collictions:

Mapss Tho opening ond indonbol 11
ne quantity. Desoription will bo
plecc of publication, publishor, naturc of p
locotion, in order givene (Supe 4, arbe 43)

R A A e
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IX TYPING OF INVINTORY:

1.

G

Blank Pogos:
nro bobwoon the last introductory scection and first officc and
botwoen lost office and indox. (Sup. 5, Lrte 46)

Spacing and. Iargins:

The only particlly blank pogos which should cccur

’

Lis Indonting: Indont the begiming portion of entry; bring
romoinder out to margin. Indontotion is 5 spaces, oXcecpt
subcivisional ontrics such as in Muskogec Intry 224 which
should bo indomtod 7 spacuse (Sups 4, 4irte 19)

B. Doublc spacc: Throughout in first droft oxccpt for "DV,
belovie

¢. Singlec spaco: Throughout In final invontory and Cloublo
spacc botwoen paragraphs cxecpt for "D", bclowe

D. Triplc spacc; Betwoon page hoadings and. firab linc of
rogular matoriale (Supe 4, irt. 19), (Sup. 5, irte 46)

. iorgins: 1 inch on right and loft; 3/4 inch top and
bottom; page number %‘inch from top ond 1 inch from
right odgoe (Supe 4, irte 19)

Offico or Scetion Hoadings: Thoso should be conberod on poge

Pageo Hoa

and capitalizod but not undorscercle DBach officc sh-ul? be
preecded by & Roman numcrals (Sups 5, srts 47)
138 2

As 4t top loft margin, on samc line with page numbor, tho
namoe of the office or introductory scction should be
stated in lower casc and not undorlincds

B. In casc o now officc or scction begins in middle of pago,
its nomc, rather than that of offico or scetion continuod
ot top of page, shall bo uscd as pagc hoading,

C. Triple spacc botwoon pogo hoadings ond Pirst linc of
rogular matcricl. (Supe 5, iLrte 46)

Subjeet Hondings: Thosc shoulcd be in lower casc, contcrecC on

poge, not underlined, ond scparatod by 2 spacos from ontry thoro-
undors (Lot. 11/14/36), (Sup. 5, &rt. 47)

a

Ls Under ocach officc, subjoct hondings covering basic rocords
should be placcd first as ncarly as possiblc. (Lct.ll/ld/SG]

Sub-Headings uncor subjocts should como’ oven with margin, shoul!
be proogdodﬂhnﬁ followod by couble space, and should bc undor-
linccs (Sup. 5, isrte 47) S
Capitalization should be kopt at a minimum,
Stylc Manual pagos 16-25). (Supe 5, drt. 48)
wbbreviations:

Soo Government

L. Only stondard cbbreviations should bo uscc.

B. Unless abbreviation of a word is uscd froquontly oncugh ©
worrant its inclusion in list of cbbroviaticons, spoll the
wor® out in fulle. (Lot. 4/22/37)

¢. Tho followini abbroviations should always bec uscd in
‘cseription of ¢ mbtents:

alphe = alphabotical or alphabotically
arr. - arant
overs =

AYrongos cpr oyl

QAverago

ot HRS-12
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IX (Continuod)

¢.C. =~ courthouso(abbroviation usc’ in
locatiom rofor nes omly)
chrone. - chronological or chronolopgically

N e s no ento
Nno. - nuriboer

5 - nuubors
Po e o]

18

hip

-  yalume

r-lwwos. (Lot 11/14/36), (Sup.5,irts.s2,

43)

9. Citotions: No sstorisk or numbor should proecde o eitation k&
Ihe roforonco iimoliatcly f£ollows the material for which it
sorvess Tho nane of author shoulld appear first, followed by
title, the lattor unlorscoroCe (Lot &/22/57)

1

2
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INDEX TO MAKE-UP OF PROPOSED INVENIORY

fAbbreviations
General
In titles
List of
Not usod
Of locations
Uscd
Uscd only
Accossibility of Rocords
ALgeneios
Functions of
Statc
Arrangoment
Of forms
Of rceord
sssumption of
Prineiplec of
Assigned title
Lsterisk not usecd
Lverago
Number of puages
Siz
Basic reccords
Cross rcference of
Subjcet headings
Binding practioccs
Blank pages
Boundory lincs
Bundlcs
Number of
Sizc of
Cnpitalization
Kept ot minimum
Not uscd
of title
Carc of rocord
Contercd on pnge
Offie: hoadings
Scetion headi:
Subjoct hoc
Changes in
Gov!tl.Orgoanization
Charactor of Writing
Chart of Co. Govornmont
Church rccords

Citations
n

City Inventory
Index to
Proparation of
Colloctions, Manuscript
Combination of rccords

X, 8, A=C.
VII,2,D.
IV,4.
1X,8,B.
VII,13,A.
TR0
IV,4.
IV,3,B.

1v,2,E.
VIII,3,A.

VIII,1,B.

IV,4,A.
VIT 1,

VI 8.0.0.
IX, 9.

FITT1,
ViI,12.

7v,10.
IX. B A
Iv,2,K.
IX,1.
R

VII,4.
VII,12.
X By
X 7i
YI1I.5,0:
VII,2,A
1V,3,C.

Complex labelling
Condition of record
Assumption of
Consolidation of entrics
Constitution and laws
Refercunce to
Contents
Deseription of
Of ontry
Tablc of
Corrospondence
County
Governmont, Chart of
Invontory, Index to
n
Namec of, not rcpoatod
Offices and Thcir Rocords
Scat
Courthousc, First
Court rccords

Scparato subjoet hcadings

Cross-indexing of rocord
Lssumpbion of
Cross-rcforence
Basic rocords
Scparate index
Subjeet hoadings
Curront titlc usod
Date
Not given
Of rocord
Offico cstoablished
Dotios

Currcnt

In difforent conturiocs

In same contury
Doscription

Of contents

Of entry

Proparation of

v11,5,C,D.
VI 103
IV,4, A,
YITT 1,05

Vs

VII,6,i-F
VII,1-14.
I11,1-2.

V1II,8,B.

17,2,
VIII,3,d
VIII, 1A%
V1I,6,D.
V,1-10.
V.2, &
IV,1,F.

V,5.
IV,4,4.

v,10.
VI1.8.6:

VI11,1,6.
iz 280

V11,3,G
YII.3, A1
Vs
v11,3,D.
V1i:5,0.
V1I,3,B.

VII,6,h

Record of or documents VII,6,T.

Of wmaps
Destroyod rocords
Diagromm:tic form of

County Government
Discontinued

Offico

Rocord

Distribution of first droft

Docunents or rocord of

5 , Publishod stato

Doublc spacing
Draft inventorics
Duplicatec sct of recorcs

S

VITI 1.
IV,2 M.

TV, 2, D

V,8.,

VII1,6,F.
VIII,4.
VEL6;
VIII,8,C
B, 28,0

VIIL,1,¥

B
e
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Dupliocation of rocords
Eaech court
i Separatc subjcots
Barly sottloment
Edited forms greupcd
|Editing first draft
Intrics
Consolicated
Indonted
Under cach offico
Intry
Contonts of
Numbcr of
Undor two offices
Bnumcration of
Subjoet hecadings
Extant rocords
Filo boxecs
Numbor ef
Sizc of
Term of, not uscd
Final
Draft
Index
Pirst
Courthousc

Draft of iuventory

Govornmo::t

Office Helders
Forms, Arrongoment of
ull t.itl
Functions

Of offico

)it various ageneics

Gaps in rocords
Rcasons for

Goneral Proccdurc

Govornment, First

| Governmental Orgmnization

n

Grouping of cdite! forms

Headings
Introductory
Offico »r Scotion
Pago
Sub
Subjoot
"

n
1

IHistorical Sketeh
Housing of rccords

Recommendat!ons for

Indonting
Entrics
Five spooccs

IV,2,F,. Index

City Inventory
V., B, Contained in rccord
SRR County inventory
VIII,1,H. No
VIII,4. Of all subjocts ,

Prcparatior of final
VIIT,1,D. Separate
IX,2, 0.
VIII,1,B. 4

Indexing

Vi, l-14. Each off'ico
ViI,1. Method of indcxing
VII,13,D. Name of Party

Placc
VII,6,B. Significant worls
VII,3,H. Subjecet

Systoms of
VI, 4. Introductory Headings
VIi,12. Inventory
Vii,4. Approved

City
VIII,b. “
YILI,3,4~Ds County

Final draft
B 0 S Pirst draft of
VIiT,4. Index to city
IV,1,E. U eounty
IV 1, G Roprocduet ton. of
VIIT,1,B. Typing of

VT2 ke Vorification of
Issuc, Offiocc of

QUAES Laballing

VIII,3,B.
VII,8.
VIiI,3,4,
V1I,8,B.
V1i1,3,C.
VIII,3,4-D.

Covering one rceord VII,14.
two rocords VII,8,C.

VIII,3,D.
VII,8,i.
VII,8,h.
VII,8, k.
VIII,3,C.
VII,8,A.
17,2, H.

IX,4,A.

VIII,6,7.
VI.
VIII,2.
VI11,1,A-G.
VIII,5.
J111,4.
V1I1i,3,B
VI ILin.
VITL,7
1X,1=2%.
VITI,6.
VIEIE 4 04

T2y Complex VIiI,5,C-D.
VII,3,F. Goneral VII,b,imli.
v, 9. Locution of VII,5,E.
VIII,1l-11. Simple ViI,5,B.
IV,1,E. Whon not nceded VII,5 i
IV,2,4=0. Legal Status
Rl B Functions of officc V,6.
Legislation for
IX, 4,4 Proscrving or destroying IV,2,4.
IX,3. List of abbrovistions Iv,4.
IX,4,B. Listing of rccords
IX,6. Under onch oi'ficc V,2.
1125 Location
VIII,1,F. Abbreviation of VIT,13,h.
IX,5, 4 Of lebolling ViI,5,E.
VII,6,B. Of rccord VII,13.
IV,1,A=H. Omittod VII,13,B.
IV,3,4 Reforonce VII,3,H.
1V, 3,G " VIL, 13,00,
lisnuseript colleetions VIII,1O0.
X, 2,40 Maps, Deseription of T
VII,1. Margins X,2,8.
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liethod of indexing
lisleading title
Missing records
Iunicipal inventories
Nome of

County

Not repoated
Party indoxed

No
Dato
Indox in first draft
Title

Number

Not uscd

Of bundloes

Of cntry

Of filc boxcs

Of scection

Of volumcs
Numbcring

And labolling

Of ontriocs
Ohligation to kcep rocords
Office

Datc cstablished

Discontinucd

Headings

Indoxcd

Of issuc
Officials

First

Holding two officos
Omission of

Location rcfercnce
Omittcd rccords

Church

Hanusoript
Organization,Govornmental

Changes in
Origin of ocounty
Overlapping of rccords
Page

First

Headings
Pagos

Ivorago numbor

Blank
Part

VII,3,G.
V1I,8,B.
Vir2,0.

IX,9.
VI 4,
Viri.
Il
Y.l

VII,4.

VI1I,5,A=E.
VIIi,1,cC.
V,7.

v,3.
v,8.

I8,

VII1,3,D,
b1 S o

IV,1,6
o

VII,13,B.

VIII,O.
VIIT,10.
V.2,
Iv,2,G.
IV,1,A.
1v,2,F.

TTE,
IX,4,B.

Vil 1le
iE ot

111,1,A.
IV,1l~4h.
f17.1.B:
V,1-10.
111 3.0,
Vi,

Partially blank pages
Place indexed
Preface
Preparation of
City inventory
County inventory
Pinel index
Prineiple of arrangement
Proccdurc, General
Protection of reccords
Provisions of constitution
Public usc of rccord
Published statc documonts
Quantity of rocoords
Rochaock of inventory
Rcocommendation for
Changes in rocords
Housing
Rocord, arrangcment of
Changes in
Condition of
Datc of
Described

%15
ViI,8,A.
11,1-10.

VIIE, 2»
VIII,1,A=G.
VIII,3,A=D.

VLTS

VIII,1=11.
1V,3,D.
1V,2,B.
1V,3,F.
VIII,8,C.
VII,4.
VIII,6.

2,0
1V,3,G.
VIT 75

VII,3,E.
V11,10,
VII,3,A.

Completc or partial VII,6,C.

Discontinued
Divided by subjects
Indexing containcd in
Location of
Overlapping of
System

Rccords

V11,6,F.
VII,6,B.-
VII,8.
VIT,15.
1V,2,F.
IV, 2.

Assumption of arrongement IV,4,A.

1"
n
Church
Combination of

of condition IV,4, ..
of cross indox IV,4,..

VIII,O.
Iv,2,F.

Continucd in anothcer officc V,8.
Cross rofogence of basic V,10.

Destroyod
Duplicatc sct of
Duplication of
Extant

Gaps in

Housing,Carc,ccossibility 1V,3,4=G

In offiecials homes
Listing of
Loosc=1lcaf vs. bound
lMissing

Not currcnt, Basic
Obligation to keccp
Of or documonts

Of subdivisions
Omittod

Prcsorvod

-] 3=

Iv,2,i.
vII1,1,E.
V,2,F.
V1I,3,He.
VII,3,F.

VIT, 1805
V.2

T2 i
VII,3,F.
v,10.

Vo
VII,6,E.
V,4.
VIII,9,10.
IV,2:ks
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Rocords (Cont.)
Protection of
Public use of
Quantity of
Reasons for gaps in
Recommendsiions for

Changes in
Repeair of
Scparation of
Subjeect headings of

Basic
Undosr sub=-secctions
Uniformity of

Referonce
Congtitution & Laws
Subdivided location

1] "

Removal of rcecords

Recommendations for

Ropair of rceords proscrved Iv,3,L.

Roproduction of inventory
Socond
Draft of invontory
Linc in titlo
Scetion
Hoadings
Numbor
Separatoe
Indox
One rccord
Two rocords
Subjcet heading
Bach court
Scttlcmont, Early
Shelving of rcoords
Significant words indoxed
Simplc labelling
Singlc spacing
Size
Average
Bundles
Filc boxcs
Volumes
Skotch, Historical
Spacing and lMargins
Spneing
Double
Single
Triplc
State
Agencios
Documents Published
Subdivided location
1" 1n
Subdivisions
Functions
Rceords of

Sub-headings IX,6. ’
Iv,3,D. Subject headings
Iv,3,F, Basic records IX,5,A.
Vii,4, Each court Vb
¥, 94 Forms under VITE A E. g
General IX%,5. I
Iv,2,0. Described in entry Vii,6,B. 8
iv,2,L. Table of contents II11,2. i
IV, 2,5 Sub-sections, Records under V,4.
Table of contonts VII,1=2. B
IX,5,A. Terms not uscd f
V,4. Alph¢ indexed VII,14. ‘;
1v,2,G. File VII,4. f
Separatce Indox ViI,8,C. ‘
V,7e Title VIiI,2,A-D. {
VII,3,H. Abbreviated VIL, 2,0 i
V1I,13,D Assignod VIT, 2580, E
Currcnt ViIL;2,B.6. i
Iv,3,G. Enumcrated ViLI;25Bbs i
Full VII,2,A.
VIII, 7. iislecading ViIi,2,C.
Not givon Vii,2,Ce
VIII,5. Pago T.
VII,2,A. Scparate Index ViI,14.
Serics varics Vii,z,B,c.
IX,3. Variation of V11,2,B,a=c
V,1. Triplc spacing IX,2,D.
1" n IX_,4’C-
Typing of inventory IX,1-2E. £
V11,14, Underlining IX,5;9. E
Vii,8,Cs Uniformity of rcecords Iv,2,G. :
Variation of titlo V1iI,2,B,a=c
v,5. Verification of inventory VIII,6.
iv,1,D. Volumecs i
Iv,3,B. Mumber of VII,4. B
Vi11,3,C. Sizoc of VII,12. b
V1I,5,B. Writing, Charactor of VII, O i
1X,2,C. k
P
VIL A2, b
THEa T
VII,12. ’
VII,12. i
Iv,1,A-H. E
0.2
T%;2.8,0,
1%, 2, 0x
X, 2, 0.
RAR
VIII,8,A. 3 ii‘m “"Y >
VIII,8,C. tRSITY OF KENTUCKY
VII,3,H. e
ViI,13,D. 350023
V,6.
V,4.
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This book may be kept
FOURTEEN DAYS

A fine of TWO CENTS will be charged for each day
the book is keot over time

Jon 1299
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