Archives and Records Management

Annual Report, 2009-2010
Submitted by Jody Lloyd Thompson, Department Head

Reading Room Statistics & Records Center Operations
Archival Materials added:

Catalogued/processed materials added:

16 manuscripts collection (193.45 linear feet)

1 architectural drawing/map collection-addenda (.015 linear feet/1 item)

11 visual materials collection (99.95 linear feet/7646 items)

Donated (uncatalogued) materials added:
Accessioned collection: 108 collections


119.4  linear feet (records/manuscripts)


109.0  linear feet (visual materials)


1 linear feet (architectural drawings)


262.55 GB (digital files)

Vertical files: 1.19 linear feet

Total linear feet: 231.91

Total digital files: 262.55 GB

Digital items and collections added:
	
	Aardvark
	SMARTech
	Omeka

	NEW ITEMS
	4078
	479
	2835

	TOTAL BITSTREAMS
	8466 (1.1 TB)
	791 (7.88 GB)
	2836 (15 GB)

	      BORN-DIGITAL 
	505
	346
	176

	      DIGITIZED
	7961
	445
	2660

	              PHOTOGRAPHIC
	5114
	
	2584


	              NON-PHOTOGRAPHIC
	258
	62
	76

	              BOUND VOLUMES
	12 (2589 bitstreams)
	20 (383 bitstreams)
	


Monographs (includes science fiction):

Titles: 2084

Size:  50.25  linear feet

Serials:

Titles: 1218

Size: 18.54 linear feet

Reference Services/Used Materials:
Registered researchers:

Students: 460

Faculty/Staff: 31

Others: 53

Total Researchers: 653

Research requests answered by archives staff:
Georgia Tech users: 44

Non-Georgia Tech users: 68

Total research requests:  112

Type of materials used:

Type of collections used in the Reading Room:

Architectural drawings: 43

Artifacts: 0

Digital Collection (include Aardvark): 4

Facilities campus plan database (access in Archives’ Reading Room): 50

Heffernan Design Archives Digital Collection: 15

Manuscript and University Archives collections: 75

Monographs (Archives-general collection and rare books): 200

Photograph collections: 54

Serials: 98

Sponsored research reports (doesn’t include statistics from SMARTech): 11

Vertical files: 90


Miscellaneous statistics:

Number of copies made: 1047

Number of scans/digital photos produced: 183

Number of prints created: 2

Number of virtual users:

Virtual collections (total page hits):

Finding aids









72,157

Fulton Bag and Cotton Mills







25, 784

Georgia Tech Advertisements







8, 543

Georgia Tech Photograph Collection (April-June only)



1,189


Georgia Tech: Telling It Like It Was






10,345

Griffin Photograph Collection






N/A

Illustrations & Mensuration of Solid Geometry




18,197

National Security for the 21st Century





4,124

Photographic Atlas of Selected Regions of the Milky Way



18,658

Photographs of the Historic American Building Survey—Georgia


41,149

Splendid Growth: Architectural Drawings of the A. French Textile Building
12,477

Thousand Wheels Are Set in Motion






13,453

Witness to the Holocaust







39,410

Total










265,486

Records Center Operations (Records Management)
Records accessions

Boxes: 1505

Records groups: 201

Record retrievals:  173

Records destructions

Boxes:  949

Records groups: 149

Destruction costs (Iron Mountain): $4246.15
Sponsored research reports processing

Bound reports scanned:  454

Unbound reports scanned: 139

STAFF ACCOMPLISHMENTS

Archives--
Christine de Catanzaro, Access Archivist

Processing

2010 goal: I plan to continue to make steady progress in processing collections that are of significance to our users, through processing myself, and through continuing to train student assistants in processing.
Progress: With the help of interns and student assistants we were able to complete the processing of or make additions to 16 manuscript collections this fiscal year, excluding visual materials collections. We added a total of almost 200 linear feet to our processed collections, a figure that represents significant progress in making our collections available to our researchers. Several of these newly processed collections contribute to the documentation of Tech history, including the Bobby Dodd Papers (MS380) and the finding aids for various Georgia Tech publications (UA390, UA391, UA392, UA393). The processing of Series 4 of the Fulton Bag and Cotton Mills Records (MS004) represents a significant addition to the collections of textile mills in the Southeast.

Description and Management

2010 goal: In 2010, my goal is to work to implement the Archivists' Toolkit resource module, and to more fully implement the names and subjects modules. This work will be accomplished in collaboration with Systems colleagues and my colleagues in the Archives. This work will also entail adjusting to new workflows once the resource module is implemented, and training colleagues, interns and students to use this new system.

Progress: In the summer of 2009, we again began work on our collaboration with Systems to implement the resource module of AT and create new stylesheets to suit our needs. During early 2010, working with the Digital Library of Georgia staff we decided to implement XTF as our stylesheet, search and indexing tool. At the time of writing this report, our work with Systems is nearly complete and we are almost ready to launch the new system. In addition, I have ingested 227 finding aids into the resource module of AT, I have created about 1,000 name authority files and 300 new subject files, and I have entered locations for about 200 processed collections.  Our work on AT is well on its way to completion.

Outreach

2010 goal: In 2010, I would like to continue to work with the other archivists to reach out to campus constituencies by identifying collections that may be of interest to the Georgia Tech community, to serve their needs by making available collections of significance in their fields. In addition, I will continue to actively serve the needs of the Music Department on campus by providing appropriate library resources for their new and emerging programs. I also plan to remain active in the Society of Georgia Archivists and the Society of American Archivists, and continue my committee work for the Georgia Tech Library.
Progress
· Worked with LCC classes, Astronomy/Physics classes, ODK Honor Society

· Purchased appropriate resources for Music undergraduate and graduate programs

· Serve on Society of Georgia Archivists Executive Board: President (2009); Past President (2010)

· Served on CAPCR (voting member 2008-2010); Newsletter Sub-Committee (2009-present)

Digital Projects

2010 goal: Continue collaborating with the other archivists in the department to assist in the creation of new digital collections.
Progress: I worked with the Digital Collections Archivist to help identify collections for digitization.

Mandi D. Johnson, Visual Materials Archivist
Make steady progess on the processing of GTDA visual materials collections, following the established processing plan 

· Processed the Alan Buchsbaum Visual Materials DV001 
· A student is working on the GT Institutional Drawings collection, providing basic description for the items and numbering previously uncataloged items.

Continue processing visual materials collections, with help of student assistants and interns
· FY 2010 Visual Materials Collections = 7 collections = 7.9 lf /approximately 2211 items 

· FY 2010 Architectural Drawings Collections/Maps = 1 addenda = .05lf (1 item)

· FY 2010 GTDA Collections = 1 collection & 1 addenda = 95 lf (approx. 5435 items)

· FY 2010 Total (all visual materials collections) = 11 = 99.95 lf  (includes Alan Buchsbaum Visual Materials)

· All were tagged in EAD and posted to the Archives website

Handle reference requests regarding images; provide reproductions for patrons and in-house use
· Responded to approximately 58 reference requests for images

· Provided approximately 237 image reproductions for patrons
Other achievements
· Produced a finding aid for the GT Photograph Collection, creating intellectual access for 20 linear feet of photos, approximately 6000 images
· Located image of library for potential Cat’s Meow piece
· Identified images for and produced holiday card for library

· Archival and rare book demonstrations/orientations for LCC classes and President’s Scholars
· Mold Prevention and Remediation webinar; lunch/learn at GA Archives re: McKinnon map conservation work; HERA program on insurance/appraisal/recovery
· Vice-President LFO/Chair of PAC
· Continued as SGA Administrative Assistant
Germaine Schanzmeyer, Library Assistant II
Statistics
· Indexed The Technique articles; entered in TPub (MySQL database) = 1,299

· Subject and Personality clippings added to Archives’ Vertical Files = 191

· Fulfilled Research Requests for external patrons = 14

· Georgia Tech web-based events information added to Vertical Files = 38

· Georgia Tech dept. announcements/brochures added to Vertical Files = 48

· Inventory  Gift Book collections = 0

Success of Goals
· Indexing The Technique from 1939-1941 enhanced the TPub database for use by researchers.

· Updates to the Vertical Files enriched Archives’ holdings, providing more materials for researchers.

· Quality and rapid service was given to patrons when responding to their research requests.

2010-11 Goals


· Assist in minimal processing of archival collections.

· Learn to submit data into the Archivists Toolkit.

· Increase awareness of Georgia Tech publications available in Archives by indexing The Technique and entering data into the TPub database.

· Process patrons’ research requests and assist with reference services.

· Increase awareness of Archives’ Vertical Files by indexing obituaries found in local newspapers and reviewing campus event articles.

Ryan Speer, Digital Collections Archivist
(hired in March 2009)
SELECTED GOALS

1. Bring the Omeka digital collections platform into production use; continue to migrate older collections to the system; continue to add new materials and new collections to the system.

Placed new digital collections portal in production:

· employed Omeka open-source platform for new system

· transferred four existing digital collections to new platform

· added substantial new materials to two of those collections (photograph and oral history collections)

· created Georgia Tech Historic Buildings & Landscapes exhibit

· planned for addition of Georgia Tech Artifacts collections (in progress)

2. Mount rare book exhibits in the Neely Room.

Curated and installed (with Kirk’s assistance) two exhibits

· H.G. Wells first editions

· 1950s science fiction books and magazines

3. Continue to add epublications, master copies of digitized items, and miscellaneous materials to SMARTech, Aardvark, and print collections
	
	Aardvark
	SMARTech
	Omeka

	NEW ITEMS
	4078
	479
	2835

	TOTAL BITSTREAMS
	8466 (1.1 TB)
	791 (7.88 GB)
	2836 (15 GB)

	      BORN-DIGITAL 
	505
	346
	176

	      DIGITIZED
	7961
	445
	2660

	              PHOTOGRAPHIC
	5114
	
	2584


	              NON-PHOTOGRAPHIC
	258
	62
	76

	              BOUND VOLUMES
	12 (2589 bitstreams)
	20 (383 bitstreams)
	


· 143 new printed publications, 31 unique titles (3.55 linear feet)

4. Collaborate with external digital project teams to preserve and publicize GT Archives materials

Interfaced with external digital projects teams:

· representative to the Association of Southeastern Research Libraries (ASERL) shared digital collection project, “Intellectual Underpinnings of American Civil War”

· Archives liaison for the MetaArchive Cooperative, a LOCKSS based distributed digital preservation network [http://www.metaarchive.org]

Jody Thompson, Department Head

Accomplishments

· Worked with faculty, graduate students, and students on instruction and research through archival collections relating to the GT curriculum (along with archivists).

· Worked with the Capital Planning and Space Management in the creation of a website for historic buildings and landscapes digital collection in compliance with the state’s Historic Preservation Division.

· Became a member of the Library Planning Group’s Steering Committee.
· Managed and edited the Library’s faculty newsletter in Fall 2009 and Spring 2010.
· Became a member of the Library’s Science Fiction Task Force and created document for creating a library-wide committee for the collection. 
· Became a mentor to a library faculty member.

· Acquired two large architectural collections: Joseph Amisano and Henry Smith collections.
· Elected President of the Society of Georgia Archivists.

Goals for 2010-2011

· Acquire more architectural collections for inclusion in the Georgia Tech Design Archives (GTDA).

· Promote research and instruction through archival collections relating to the HTS curriculum

· Supervise the process of more GTDA collections by archivists

· Oversee the creation of more digital collection in Omeka
· Work with the Science Fiction Task Force/Committee to promote the science fiction collection with faculty and student
· Oversee the conversion of Archivists' Toolkit and EAD Publisher with Systems department

Records Management Program--
Kevin Brown, Records Coordinator II

Accomplishments 2009-2010

Records management

Registrar’s Office file relocation:  Coordinated move of material prior to renovation of office spaces.

Facilities Design & Construction:  Coordinated relocation of building construction drawings and documents in association with Facilities consultant.

Records retrievals:  coordinated and fulfilled all retrieval requests

Records transfers:  coordinated all client records transfers with Library courier, Casey Bowens.

Records destruction:  coordinated destruction with vendor, Iron Mountain.  Responsible for issuing Request for Destruction forms to clients.

Sponsored research processing

Reports processing:  Continued ongoing processing of unbound reports material.  In collaboration with Scholarly Communications and Digital Services, set goals to evaluate, prepare and process 30 reports per week.

Restricted report relocation:  Continued ongoing relocation of restricted material from Archives closed stacks to off-site warehouse, thereby increasing Archives’ on-site collection storage space.

Bound reports scanning:  Initiated a project to scan older bound copies of sponsored research for inclusion in Smartech repository.  To date, 454 titles have been scanned.

Archives

Reference services:  provided reference services in Archives’ reading room.

Professional development

Education:  Completed degree, July 2010.

Internship:  completed internship with Georgia Tech Archives.

Kirk Henderson, Records Manager II

Accomplishments 2009-2010

Records management

Registrar’s Office file relocation:  Coordinated move of material prior to renovation of office spaces.

Facilities Design & Construction:  Coordinated relocation of building construction drawings and documents in association with Facilities consultant.

Sponsored research processing

Office of Sponsored Programs:  Continued negotiations to establish electronic transfer of reports material.  System changes to facilitate expected in FY2011.

Scholarly Communication and Digital Services:  Collaborated to establish workflow enhancements for report processing.

Bound reports scanning:  Initiated a project to scan older bound sponsored research reports for inclusion in the Smartech repository.  Sought approval and clearance from GT Office of Sponsored Programs.

Exhibits

Make an Impression!  Friends of Dard Hunter member’s exhibit:  Exhibit hosted in association with Robert C. Williams Museum of American Papermaking.  

The Other  H.G. Wells: Selections from the Edwin B. Feldman Collection:  Designed and installed all interpretive graphics and artifact mounts in collaboration with Ryan Speer.

Astounding Science Fiction!:  Designed interpretive graphic for display of science fiction magazines chosen by Ryan Speer.

Historic American Buildings Survey Collection:  Collaborated with Mandi Johnson to select and reproduce photographs from this collection; designed exhibit graphics.

Papermaking: An American Revolution:  Facilitated installation of museum studies student exhibit.

Professional development

Coursework: Completed AIIM Email Management Practitioner certificate program (10 CEU)

Seminar: Attended Atlanta ARMA 2010 Winter Seminar: Email Archiving & Records Management 2.0 (6.5 CEU)

CRM maintenance:  Above cited coursework facilitated maintenance of certification.

Design work:  Designed logo for Society of Georgia Archivists.

Outreach / publicity:  

Radio interviews:  Twice interviewed for the Library’s “Lost in the Stacks” program, speaking on archives’ collections and exhibit activities.
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