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DEPARTMENT ACCOMPLISHMENTS
· In September 2008, the Archives and Records Management Department moved its records and portion of archival collections to a 35,000 sq.ft. warehouse on Marietta Blvd. 
· The staff created and installed the Documenting Design: the Work of Alan Buchsbaum Exhibit. The exhibit ran in January 2009.

· The Heffernan Design Archives (CoA) was transferred to the Archives in September 2008. 

· The archivists and student assistants processed 22 manuscript collections (199.85 ln.ft.) and 17 photographs/architectural drawings collections (22.15 ln.ft/5585 items). Archivists added 93 digital items to Aardvark and added 37 new digital items to SMARTech.
· The Archives acquired 81 collections: 268.3 ln.ft (records and manuscripts); 1.5 ln.ft. (visual materials); 2 ln.ft. (architectural drawings); 146.67 GB (digital files)

· The staff processed 2.23 linear of vertical file materials.
· The Archives created the Georgia Tech Design Archives Advisory Committee with individuals from the College of Architecture. The purpose of the committee is to create an official connection between the Archives and COA for matters regarding the GTDA. One responsibility of committee members is to identify potential collections for GTDA.
· The Digital Collections Archivist Search Committee hired Ryan Speer.

· The Records Management program continued processing and scanning preparations of the Office of Sponsored Programs’ Sponsored Research reports. 

· The Records Management Program accessioned 1140 boxes and destroyed 470 boxes.

STAFF ACCOMPLISHMENTS
Archives--
Christine de Catanzaro, Access Archivist

Processing

2009 goal: 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 22 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 Georgia Tech Ledgers Collection (UA335), the Register of Students (UA351), and the Student Directory (UA352). The Enterprise and the Sibley Manufacturing Company Records (MS331, MS332) represent significant additions to the collections of textile mills in the Southeast.

Description and Management

2009 goal: Work to implement the Archivists' Toolkit resource module. The first part of this work will be accomplished in collaboration with DLD colleagues, to create new stylesheets and customize AT to suit our needs. The second part of this work will entail adjusting to new workflows once the resource module is implemented, and training colleagues, interns and students to use this new system. 
Progress: Early in 2009, we began work on our collaboration with DLD to customize AT and create new stylesheets to suit our needs. We discontinued our work shortly before DLD was disbanded, but as of July 2009, we have begun working again with Systems on the implementation of the resource module.

Outreach

2009 goal: Continue to work with the other archivists to reach out to campus constituencies by identifying collections that may be of interest to the Tech community; continue to actively serve the needs of the Music Department; remain active in the Society of Georgia Archivists; continue committee work for the Georgia Tech Library.
Progress
· Worked with LCC classes, COA classes, Presidential Scholars
· Collaborated with colleagues on the preparation of the Buchsbaum exhibit
· Purchased appropriate resources for Music undergraduate and graduate programs

· Serve on Society of Georgia Archivists Executive Board: Vice-President/President Elect (2008); President (2009)

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

Digital Projects

2009 goal: Continue collaborating with the other archivists in the department to assist in the creation of new digital collections.
Progress: Colleagues are now working with the Digital Collections Archivist to develop a digital collections management system. I worked with the DCA to help identify collections for digitization.

Mandi D. Johnson, Visual Materials Archivist
GOAL: Make steady progress in processing visual materials collections, with help of student assistants and interns
· FY 2009 Visual Materials Collections = 16 collections = 18.15 lf (approximately 5530 items)

· FY 2009 Architectural Drawings Collections/Maps = 1 collection = 4 lf (55 items)

· FY 2009 Total Collections = 17 collections = 22.15 lf

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

GOAL: Help with physical transfer of GTDA (HDA), establish processing plan for materials, begin processing 

· Helped to survey and box the materials and helped to organize the physical transferral of materials to the library

· Helped establish advisory committee to facilitate communications between COA and Archives regarding GTDA

· Assisted in creating a mission statement, determining intellectual incorporation of materials, and policies and procedures for GTDA

· Conducted a collection-level survey of the architectural drawings, helped determine supplies needed, and helped in establishing processing priorities
GOAL: Continue to learn visual materials resources, provide excellent customer service for in-house and remote patrons, and
 incorporate the TRS’ Core Values
· Through continuing work with the collections and in-depth research, became more familiar with the visual materials collections and was therefore better able to assist both on- and off-site patrons  

· Responded to more than 50 reference requests for image searches and publication permissions

GOAL: Keep up with new developments by reading and attending relevant workshops/seminars
· Did extensive copyright research in preparation for a session co-presented at SGA
· Attended online SOLINET workshop, “Mammoth Materials: How to Preserve Posters, Maps, and Drawings”

· Attended SAA Annual Meeting, “Archival R/Evolution and Identities” 

· Attended SGA workshop, “Standards and Best Practices for the Description of Photographs”
· Attended SGA Annual Meeting, “Archives in Focus: Describing, Sharing, and Caring for Photographic Collections”

GOAL: Continue to provide reproductions for patrons and in-house use in a timely manner
· Provided approximately 225 image reproductions for patrons
GOAL: Continue collaborating with the other archivists and performing other archival duties as necessary
· Along with the other archivists performed a clean-up on data within Archivists' Toolkit, creating a more complete, consistent, and useful product
· Helped research, plan, and install exhibit on architect/GT alum Alan Buchsbaum
· Worked regular reference shifts
· Along with co-workers assisted with COA centennial exhibit and installation
· Provided orientations for LCC classes
GOAL: Continue supervising and providing training to student assistants, interns, and paraprofessionals
· Supervised processing of visual materials by student assistants and one Georgia Archives Institute intern
· Revised Visual Materials Processing Manual for interns and student assistants

GOAL: Continue to give archival presentations; become more involved with Society of Georgia Archivists (SGA)
· Co-presented at SGA, “Copyright Basics for Managing Photo Collections”

· Became Administrative Assistant for SGA
OTHER ACHIEVEMENTS:
· Identified images for and produced holiday card for library

· Began involvement with Heritage Emergency Response Alliance (HERA)

· Represented Library at a graduation ceremony
Germaine Schanzmeyer, Library Assistant II
2008-09 Success of Goals
· Indexing The Technique from 1938-1939 updated the TPub database for use by researchers (indexed 1,368 articles).

· Updates to the Vertical Files enriched Archives’ holdings, providing new materials for researchers (added 309 files).

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

· Assisted Archives staff with inventories of books and artifacts and minimal collection processing.
Ryan Speer, Digital Collections Archivist
(hired in March 2009)
2009 Accomplishments (April-June 2009)
· Assumed ongoing duties of Digital Collections Archivist position, including reference service; accessioning of printed publications; recruitment of digital content; loading of digital content into Aardvark and SMARTech repository systems; and other duties associated with the management of digitized archival materials and publication

· Collaborated with Systems department to investigate and deploy new solutions for the creation and management of digital collections and other digitized materials

· Worked with library’s Scholarly Communications and Digital Services department to coordinate scanning of archives collections 
· Member, Content Committee of the MetaArchive Cooperative, which seeks to promote preservation of digital cultural heritage materials through distributed digital preservation.
· Member, Digitization Operations Team, ASERL “Intellectual Underpinnings of the Civil War” digitization project
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 other archivists).

· Arranged the transfer of the archival collections to the off-site storage facility on Marietta Boulevard and transferred the Heffernan Design Archives (CoA) to the Archives.
· Assisted with the research, design, and installation of the Document Design: The Work of Alan Buchsbuam. 

· Created the Georgia Tech Design Archives Processing Plan (archivists started processing collection in Spring 2009). 

· Created the Georgia Tech Design Archives Advisory Committee with Mandi Johnson and individuals from the College of Architecture. The purpose of the committee is to create an official connection between the Archives and COA for matters regarding the GTDA. One responsibility of committee members is to identify potential collections for GTDA.
· Hired Digital Collections Archivist.

· Became a member of the Library Planning Group Committee.

· Became Chair of the Library’s Newsletter Editorial Board and became a member of the Library’s Marketing Committee.
· Elected Vice-President/President Elect (November 2008) for the Society of Georgia Archivists.
Records Management Program--
Kevin Brown, Records Coordinator II

Coordinate records pickups & deliveries

· Contact Casey and Tom (Mail room) to schedule pick up

· Communicate with transferring records customer on any issues regarding boxes, labels, retention series, etc.

· Assist Casey with placing items on incoming shelf (incoming) or the van (outgoing)

· Special Project: moving bound OSP from closed stacks to warehouse 

Process incoming and outgoing records

· Initial check to verify that items and total coincide with email request and / or  Records Transfer Memorandum

· Document transaction in Records Management Handling and/or Sponsored Research Processing
· Label and store item(s) on warehouse shelf

· Email Department records custodian to verify records have been received and/or sent
Process OSP

· Pull records and make copies of stat sheets

· check stat sheet and WebWise to ensure record is not classified

· Enter information into OSP database

· Create folders for reports

· Ship to Karen Manning
Provide reference services 

· Mostly 9-1 Tuesday and Thursday shifts at Archives reference desk
Kirk Henderson, Records Manager II
Records Management
· Organized and coordinated the move of records management holdings from the Ethel St. Records Center location to the new Marietta Blvd. site.  This included the relocation of roughly 9,000 cubic feet of campus records and archival materials.  

· Worked with the Library’s Digital Services unit to develop processing methodology for scanning sponsored research reports in paper form.  This program is ongoing.

· Trained new Records Coordinator II on records management practices and procedures. 

Exhibits and programming
· Collaborated with GT Archives staff on the planning, design and installation of the exhibit, Documenting Design:  The Work of Alan Buchsbaum.  

· Collaborated with GT Constitution Day planning committee to develop lecture plans and exhibit materials to commemorate Constitution Day.

· Facilitated the installation of the exhibit, The Art of the Book, which was designed and planned by HTS Museum Studies students.

Artifact collection

· The bulk of the Julian Harris collection has been re-housed in acid free boxes and labeled.

· The 7th floor storage area has been reorganized.  Shelving relocated from the 3rd floor Archives storage area has been used to accommodate collections.

· Re-housed and labeled a large portion of the Julian Harris artifact collection in the Library’s 7th floor storage space.

Professional development
· Attended ARMA national conference in Las Vegas, NV, October 2008.

· Completed additional AIIM ERM (electronic records management) coursework, receiving a certificate for completion of the AIIM ERM Specialist program (December 2008).

· Regularly attended meetings of the local ARMA chapter where presentations focused on electronic records management and e-discovery issues.

Reading Room Statistics
Records Center Operations
FY2008-2009
Archival Materials added:

Catalogued/processed materials added:

22 manuscript collections (199.85 linear feet)

1 architectural drawing/map collection (4 linear feet/55 items)

16 photograph collections 18.15 lf (approximately 5530 items)
Uncatalogued materials added:
Accessioned collection: 81 collections


268.3  linear feet (records/manuscripts)


1.5 linear feet (visual materials)


2 linear feet (architectural drawings)


146.67 GB (digital files)

Vertical files: 2.23 linear feet

Total linear feet: 274.03

Total digital files: 146.67 GB

Aardvark (Archives’ dark archive)

Communities created: 1

Digital collections added: 42

Individual new digital items added: 3340 (485.4 GB)

SMARTech:

Communities created: 0

Digital collections added: 1

Individual new digital items added: 37

Monographs:

Titles: 242

Size:  29.38  linear feet

Serials:

Titles: 3

Volumes: 34

Size: 2.60 linear feet

Reference Services/Used Materials:

Registered researchers:

Students: 535

Faculty/Staff: 48

Others: 70

Total Researchers: 653
Research requests answered by archives staff:
Georgia Tech users: 29

Non-Georgia Tech users: 58

Total research requests:  87

Type of materials used:
Type of collections used in the Reading Room:

Architectural drawings: 16

Artifacts: 10

Digital Collection (include Aardvark): 11

Facilities campus plan database (access in Archives’ Reading Room): 47

Heffernan Design Archives Digital Collection: 11

Manuscript and University Archives collections: 101

Monographs (Archives-general collection and rare books): 178

Photograph collections: 50

Serials: 155

Sponsored research reports: 6 (doesn’t include statistics from SMARTech)

Vertical files: 140


In-house circulation: 

Monographs: 7

Oral histories (Living History Program): 20

Serials: 0
Sponsored research: 0

Miscellaneous statistics:

Number of copies made: 1875

Number of scans/digital photos produced: 157

Heffernan Design Archives high-res from Aardvark for students: 36

Number of prints created: 0

Number of virtual users:

Virtual collections (total page hits):

Finding aids









69,081

Fulton Bag and Cotton Mills







23,671

Georgia Tech Advertisements







9,986

Georgia Tech Photograph Collection






N/A

Georgia Tech: Telling It Like It Was






14,659

Griffin Photograph Collection






N/A

Illustrations & Mensuration of Solid Geometry




21,060

National Security for the 21st Century





6,509

Photographic Atlas of Selected Regions of the Milky Way



18,415

Photographs of the Historic American Building Survey—Georgia


40,726

Splendid Growth: Architectural Drawings of the A. French Textile Building
10,629

Thousand Wheels Are Set in Motion






17,513

Witness to the Holocaust







36,492

Total










315,938
Records Center Operations (Records Management)
Accessions:

Boxes: 1140

Accessioned set: 243

Destructions:

Boxes: 470

Accessioned set: 89

Retrievals: 188
Sponsored research reports:

Received: 295

Scanned: 80

Processing to SCDS( CAM: 119

Note:  We have transitioned to sending only two pallets per month out via our current destruction vendor, Iron Mountain.  This, in part, accounts for the drop in overall destruction activity.  A roughly two month hiatus due to the relocation of collections to a new facility also accounts for the lower totals.  We are currently working to address a backlog of material due and approved for destruction.
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