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I. INTRODUCTION

(3]

Local history for librarians is much like greatness: some of us

are born to it, some achieve }t by looking for it, and some of us find

it in ghe basement in dusty, unlabelled boxes. Whichever way we get it,
.\}f we deal with history in time we can find within the busy schedules a

library maintains, with some planning and organizgtion, we will find we

have a:ﬁuired a real treasure for our lqcal area.% This booklet is

designed to deéine the materials of local history,%and to tell how to deal

with them. It is not designed to be read through %nd remembered. Rather
+ it should be consulted when neéded; for example, uﬂon the arrival of a

wrapped package of gift materials or the opening of a dusty box from

3
)

. downstairs. The first and chief thing to remember is this: DON'T BE

s

AFRAID OF LOCAL HISTORY MATERIALS.
|
_actively seeking materials to fill a need, the first thing to do is to

If there is a ‘collection to organize and use, or if the library; is

R

look at the known history of the area, and then take a thoughtful, slow

look at the materials in hand. At first opportunity, paying no attebtion

N |

to format, condition or source, written material should be read and

pictorial material studied, purely in a spirit of curiosity, If it
answers questions or sparks a desirg to tell others about it, it ‘
; ' |
.
If things fall naturally into groupings, such as schools, or\peque,

3

probably has a placp in local history.

or decades; they can be placed together. They can be left in these |

natural subject groupings, perhaps stored together in files, envelope% or
& !

boxes. History is indigenous. The things that people have considerqd

important enough to save are the things with which to begin a collecfion.

Let this natural grouping take a period of time,' and the subjeé%s :
/

‘ 3
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will clarify themselves. When there are several small boxes or one
file'drawer of material it will be time to go to the first chapter of
this booklet, and to decide how to begin the further organizing of tt@2
local history. It may be that some things, such as newspapers,aor photos,
or school memorabilia are easy and cheap to collect, and very useful. |
On the other hand, it may be that there is really nothing available on
the history-of a particular area. Tﬁen something must be created
perhaps in the forq of tape recordings or reminiscences of old-timers.
This booklet will then proviée some helpful ideas and advice. The
detailed information may be ignored if it is not needed or adapted to

wy
serve the specific local situation. Local history is a form of

p{oneering. Things develop, and adapt, and adjust in thiéltype of
collection as they do in history. The end résult is usually much more
useful and impréssive than the parts and processes. Like time and
‘history, the building of a local collection follows the larger pattern
of growth of the area; it cannot be forced, or hurried, but it can be
_very rewarding and even fun.

|

|
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I1. COLLECTING LOCAL HISTORY--"WHY ME?"

The local public library is the logical place to collect, preserve,
and &isseminate the histo;y of any given area simpiy because it is the
local library. No other agency ‘has the liirary's interest, the overall
view, the close contact with a large segment of the population on a
name to name, person to person basis. The staffz building, and means,
however small all of them are, can bring some order to local history

by adapting existing services and functions to local history needs. The

V

library is also in a position to define its own locale and to put limits

on its collecting. It knows its finanéial base; it probably already

has a long ﬂi;tory in the area; and it intimately knows thg people who

will be bmilding and using the collecting. When it has defined area and

purpose, it needs to look beyond these only to lay or utilize a broad

foundation of fact, to.put the area in context, and to provide perspéﬁtive.
The collectible materials of local history fgll roughly into the

following categories:

Books

Pamphlets

Newspapers s

Periodicals - Periodical Articles

Pictures s
Tape Recordings

Ephemera

Clippings

Manuscript Materials

Memorabilia - J

Maps and Measured Drawings

"Collections". and such items as scrapbooks

Once a library has evinced an interest in collect1ng these things,
they begin to be brought in as gifts. That is where. the material in the
boxes in the basement came from. Once the decision has been conééiously
made to have a local history collection, ‘availability must not b;'the

only criterion for collection. The different kinds of materials have
7 \
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.different values in potential use and in cost of processing and upkeep,
even if the cost is only staff time and lab;¥. Storage space is also a
prime consideration.

Often a collection of photographs andnewspapers is the most valuable
thing on the list for a small ligrary. Such items are used constantly

and make many friends for the library that has them available.:
~Ephemera is often of marginal research value, but it can be interesting.
Manuscripts, maps and tape recordings are usually more difficult and
expensive to acquire, process, store and service than simpler forms of

’

history materials. However, they may be available when nothing.else is and

are always valuable. ®
Once a3 long thoughtful look at the existing local history collection

has been taken the exgressed needs of the community for mﬁre local

history must be considered. The mext step is to decide which materials,— " ~

or types of material, will provide the most local history for the amount

of time, energy and money available. Base the collection on the already

existing materials and the chosen form of material. The situation may

change--someone may offer an entire 90 year collection of local photo-

graphs, for instance--so that the collection can expand to other types )

of materials, or to greater depths of collecting and interprefing.

Until the situation warrants, however, energy andgfunds should be

expended where they will be of greatest value. There is always an

interest in local matters, but lack of space and staff necessitates value

{ ijudgments. It is far better to have a well-balanced, well-&an;geﬂ,

. well-used collection of bound newspapers.and photographs, in one file

drawer, than several hundred boxes of unidentified, unprocessed, unusable

items. * o
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III. ORGANIZING AND PROCESSING

The materials of local history in a library differ fnom traditional
library materials, and are handled somewhat differently, but the tradi-
tional functions of acquisition, processing and servicing are basic
to both.

BOOKS In an established library the 3ddition of a special collection is
based on an already established collection of books about the state and
region, a file of local newspapers and periodica£ a well guarde;l
collection of books by "local" authors, and books about the immediate
area. These books and periodicals usually cover a geographical area
larger than the defined community, since the collection was- probably
assembled to serve students rgquired to study the state's history.

These books, particularly the earlier ones, are traditionally kept in a
. locked case, and are used only in the library. As new local history or
Tegional travel books are published, it is usually helpful to buy two
copies, one to be circulated, and the other to be placed in the established
collection in the locked case.
This book collection is the basis for any local history collection.
it includes:
A. Standard state and regional histories; as many as possible
B. The old and the new texts for teaching state history
C. Copies of both adult and children's books about life in
the area .
D. Travel and recreational guides
E. Biographies
F. Directories
G. Fiction and non-fiction
Genealogical materials as such are not of great.value in a local

history collection. Emphasis should be on the historical development of

the area; this of necessity means histories of persons and the part they

played in the development. It does not need to be concerned with family

9
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tr;es and interrelationships except where this point was definitive to :
the history of the area. \ , N
) ) Directories of all kinds are espeéially helpful--city, business,
// school rosters, cldz\?osters, church rosters, and telephone books. When ’
the current edition is superseded, the old one should be added to the
locked case. . '
Bpoks and periodicals are always handled by the regular cataloging
J and control systems_in use in the library with the q?Zeption of locking

N~

them up and not allowing the special collection copy to circulates. Some- -t
. < .
times, it is necessary to suspend some book selection criteria to include “

a book by a local author or with a local setting--local interest taking

s precedence over qual?ty.
PAMPHLETS Any pamphlet published in or about the area is a valuable item in‘
,a local istof&_?ollecticni}qhamber of Commerce brochures, the land ‘ ' «;"
pamphleé publisht.ed by thlé re;ilroads in the settlement periods, i

A
advertisements for stores and theatres, catalogs of local merchants o?

farms or ranches, catalogs of schools or academies all contain informationm.

. . \ . . .
if there is serious factual error (and sometimes there is, particularly

»
4

in a prbmotional ;tem),ﬂthe errors should be noted in gpft pencil on

thé item,.with the autﬁority for the correction given; for example, on a
pamphlet promotiné a ski area, if the area was never built because of

lack of snow or lack of funding, the newspaper accounts of the affaif can
be cited--'"See The Egho, Mar. 11, 1966, p. 4." or "John Jones, promoter,
told Mrsi Jim Smith, that 4¢he company folded for lack of money in c
March 1966.' The maps, the photographs, the names and the dreams shown
will ‘hevertheless have contributed something to the local picture.

Pamphlets should be placed in the protective cardboard covers used

tratitionally in libraries, providedithey can be used without damaging the ~

(3
.
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pamphlefé. ‘The item is then cataloged as a monograph and can begplaced{,,
in the regular local history collection. If it cannot be placed:ﬁn a
cover, it should be slipped into an envelope to protect the proba&ly

fragile outer leaves and placed in the ephemera file. Sometimes

N -
envelopes--file size acid-free ones are best--contain several pamphlets

i

on closely related subjects. The photographs in pamphlets are often not

available anywhere else, and are therefore valuable for historical study,

but since they are usually printed by,a half-tone or screenfﬁg process A

théy are often not good for reproduction.

NENSPAPERS The real backbone of any purely local history collection is a file

of local newspapers, either original or on microfilm.. If a library does
not own such a file this should\be the first acquisition. The library
should thoroughly explore the possibility of the existence of a file
elsewhere in the area. Pub11shers are required to ma1nta1n f11es, but
efte;, since they q? not w1sh to provide reference service, will donate
them to the liﬁrary with an ongoing subscription. Often they will

loan them for microfilming. Newspapers on microfilm are available from
the State Historical Society of Colorado, which has tge largest e

collection of Colorado newspapers in existence. The Society-also has a

list of otherdnewspaper collections in existence. A good bibliography of

" Colorado newspapers is:

J
Ochlerts, Donald A Guide to Colorado Newspapérs, 1859-1964.
o Denver, Bibliographical Center for Research, Rocky Mountain
Region, 1965, $15.00.

This is an excellent reference tool for libraries. It lists all known
Colorado newspapers by county, town, and date, and shows where files exist.
If a file of newspapers exists which is not on microfilm the State

| .
Historical Society w111 assist in microfilming them. The Sdciety sells

pos1t1ve copies of a11 the papers they have on file. For additional




infdrnation,‘see below Jnder "Migro-filming."

Care shpuld'be exercised to collect files of advertising newspapers

-

that .are distributed free in a community. Several cop1es of special

issues of the local paper, .such as anniversary 1ssues, should be secured

) . . . 4

to place in the ephemera file as well as the newspaper file.
PERIODICALS  Magazines or journals published in a locale or dealing with it

7+ should be acquireﬁ, whether they are literary, business, advertising, or

< N - B »

In Colordﬂg\fhis would inclgde:

-

!
mining journals, farming journals--anything that is apt ‘to’ mention the

s

are noted on the article.

PHOTOGRAPHS Materials in a picture collection can be of several kinds: prints,

AND 1
PICTURESK - negatives, glass plates, slides, clippings, nitrate film, picture

\ books, postcards, albums, sketches, or paintings. Pictures are usually
Ethe easiest of local history materials to collect, because almost every

\

family has p1ctures that were of interest to g?em at a part1cu1ar time,
\

§

nd cameras have been very common sincé the beg1nn1ng of the century.
very town also had its photographer, or one that visited on schedule.
*  Prints and negatives of plctures, are often still in possession of the

owner, usually the photographer h1mse1f whether amateur or professional.

anything else. The publications of the state university, state historical

society, local colleges and schools, and other groups should be dollected.

?

Colorado Magazine quarterly State Historical Society of Colorado

- Colorado Quarterly " University of Colorado
Colorful Colorado " Both published by Merrill W. Hast1ngs
Colorado Business monthly. 7190 W. 14 Avenue

Denver, CO 80015

Magazines of special interest in the area, such as skiing magazines,

locale or the area should also be subscribed to, and if the files are not
to be kept, the magazines should be clipped for articles of.!ocaf interest.

i\ The articles may be dropped in the ephemera file after the sgurce and date
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1f the owner will not give the picture -he will ofteﬁ_ioan the picture, or

2
J &&

better yet, the negatjve, for copying. If the person who made or collectgd

A
the p;cture is no longer a11ve the younger members of the fam11y are

usually del1ghted to give the collection to the library in the 1nterests

of gaining space and prestige. ' The most ‘important thing about collecting

pictures is securing identification of the persons and places depicted,

A .

and esta@lishing a date for the picture.

Whenever possible, acquire both negative and print.- Ownership of

picture rights lies in the n&ative rather than the print. It is also

much’eQ§iér to develop-detail of a photo from a negative ‘than from the
process of copy{ng the print, for a copy negative and then making a third -
generation print from the cop} negative. ‘Each step in the photographic

process loses 10% of the detaﬁl and sharpness of a photo, so the original

negat1ve is particularly valuable. Slides can be made from photographs,

and prints can be made from slides, but- neither have the qual1t1es of

I
good photography--clarity and sharpness~-so that a negat1ve is to be

treasured.
/

Photos and even negatives come into a collection in various sizes,
t . - '

put if prints are borrowed to be’copied, or a collection of negatives is

‘being built, a size for each must be decided upon. Negatives reproduce

. well and are least expensive in the 4' x 5' size. Prints ordinarily come

in 4' x 5', 5' x 7', or 8' x 10'. In prints the 5' x 7' has the
advantages off optimum clarity with economy; there is considerable loss
of detail in a 4' x 5! print, and 8' x 10' prints are expensive.

Print and negative should always be kept together until identified

and marked with a negative number. Ball point pens that are filled with

inﬁia ink are now available, and are very helpful. Never use anything
but a soft (#2) pencil to write on the back of a print. A ball point

»
.2 /
e’ 4 /

/
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pen, typewriter or hard pencil breaks the finish of the print.

. Identification of the photo should include names, places, dates,
details, name of photographer, name of donor, and any other fact that
can be found. If there are differences of opinion about these things
each should be fully recor&ed. In newspaper offices the identification

or caption of a photo is usually typed on a slip of paper and glued or 8

taped to the photo, but in a library such ideh{ification too often

\ becomes‘ torn off and lost \\
) The back of a pr1nt when it is properly 1denti§1ed should look
like this:
Subject Englewood 1926129
heading
Broadway 3400 block Identification
Looking north Ca. 1924
- Taken during Englewood Days L -Photographer
} Celebration by John Doe .
gift, 1972 from Pearl White Donor
J. Doe's granddaughter .
Neg. # , Neg. #111 Slide #23 Library stamp Slide ¥

.The negative number--given to each negative in numerical succession as

M

it is acquired--is placed:

; 1. In the lower left hand corner of the negative on the
- nonemulsion or shiny side with the india ink marker,
2. On the outside of the negative envelope, along with the
rest of identification,
3. In the lower left hand corner of the reverse of the print.

If there is also a slide of the photo this should be noted on the back
of the print, giving the slide number. HC

¢

NOTE: The negative number is the only key between the negatives, prints,

and slides.
The negatives are fxlég in numer1ca1 order, each in a small ' .
envelope, while the prints are filed in folders or envelopes by subject,

® ) o
.
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and in groups of 10-25 because a researcher usually wants a number of
prints to study for detai'~

The subject heading: .naer which the prints are filed are the same
ones used in the rest of the local history collection. Establishing
headings will be discussed under processing materials. This subject
heading system is self-indexing. The numerical system serves as &
control system, protecting against loss, and giving inventory control.

~ Both systems are open-ended. Any number 6f prints or negatives can be
.added at any time, and prints can be placed in the collection without
negatives. Negatives should never be numbered and filed without a print
for reference.

Slides are numbered in sequence as they are acquired, apd are filed
in numerical order. Notes of slides are made on the prints, which again
are used as the reference key. If a slide exists for which there is no
print, an index card should be made on which all the information,
including slide number and negative number if any is given. This index
card is dropped into the folder or envelope of prints so that the
researcher or librarian will realize that the slide exists.

Photographic prints can be cleaned if they are soiled by gently
rubbing with an art gum or pink pearl eraser over the entire surface
of the print. This should be done before, the photo is sent to be
copied as a matter of routine.

TAPE A One of the more fecent and more successful.tools for collecting
RECORDINGS ‘
local history is the tape recording. wghe inclusion of tapes in a
collection greatly expands and enhances the entire callection. It
explains pieces of memorabilia; it fills in details of episodes; it gives
_'diffe;ing viewpoints; and it brings an entirely new human dimension to

the facts of history. T
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Tapes are made either on cassettes or on tape reels. The cassettes
and cassette recorders are small and easy to use, while the reel tapes
and machines are harder to han&le. The cassette recorders are usually
not as expensive as the big reel machihes, but the cassette tapes are
more expensive than reels. Since it is fairly easy to erase a reel
recqrding while using it, it is wise before ptanning a tape recording
collection to decide not to let the original tape be playcd. Make a
copy of the origiﬁal or master tape for reference, and store the
original. It should be stored in a wooden case as metal cases produce
magnetic reactions in tape that can destroy sound images.

After the acquisition of a recorder and some tapes the next ) -
problem to be faced is selection of the interviewer and the interviewee.
The interviewer must be familiar with the history of the area so ‘that he
can keep the conversation going unobtrusively, and so that he does not
overlook important leads; stofytellers sometimes are so.familiar with
their material that they leave out important details. It is the job
of the interviewer to draw out these details. Often memory plays tricks
on the interviewee, and the interviewer should be knowledgeable so that
there can be discussion of the facts as they are recorded elsewhere. The
basic written materials in the local history collection should be firmly
in the interviewer's mind as an outline on which to record oral history.
The interviewee must have some knowledge of the subject on which he is
speaking, and should be selected to fill gaps in local history, such as
details about churches or business or special subjects. Oft?n having two
or more persons incerviewed at}the same time mzkes an interesting tape,
because one person's recollections stir the second person's. Persons
who have been ~ctive in the community should be asked about their

Ps i

3.
e
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° activities, and officials should be asked to report their version of
events during the time they served. Brief transcripts or resumes should
be made of the tapes quite soon after they are made and copied. These
serve as indexes to the subjects of the tapes, and can be scanned by
the researcher to see if it is worthwhile to listen to the tape itself,

A file of cards listing the tapes as thef are acquired should also be
Keg; as a catalog for the use of the public.

The master or original tape should be removed from storage and
rewound at least once a year to prevent the formaéion of magnetic sputs
from one area of the tape to another causing erasure or distortion of the
sound. The copy tapes should aiso be rewound if they have not been used.
Some very important current events, such as speeches, celebrations, etc.
may be taﬁed and included in the collection--but they should be very
special occasions. Sdch tapes are no; ordinarily considered oral history.

EPHEMERA Much valuable local history material is embodied in the type of -
material called ephemera; materials which were produced to be used once
and tﬁrown gway. Many pamphlets fall into this class, but they can
usually best be handled as monog;ephs. Ephemera is used to class such
thirgs as programs, menus, organizational reports, handbills, funeral and
sales notices, wedding announcements, sales slips, advertisements and

posters, ballots, report cards... any item used to pass information on

U

from person to person, and particularly one that mentions names, places,

dates. Ephemera is often printed on very poor quaiity paper; it usually

has been folded and exposed to dirt and weather, and often the year is not

given if a date is mentigned.” Any identification or.dates should be
pencilled lightly cn the back after the item is cleaned and straightened.

Tae items are then placed in envelopes or folders in a filing case,




CLIPPINGS

-14-
&> . ’ . .
arranged by subject. Here they are protected, available, and in the

\

course of time, since items can be continually added, extremely in-

LY

-

formative. .

Clippings are an especially valuable type of ephemera. These can
be clipped by a staff member or volunteer, or they can be given to
the library by someone who clipped them at home. Sometimes as gifts
they come singly, sometimes shoved into an envelope, sometimes pasted
into scrapbooks. It is fortunate when ‘they are either loose or pasted
into scrapbooks on a purely subject basis, because then they are easier
to straighten, protect, and include in the ephemera file.

A clipping file from the local paper maintained in the library, with
each clipping id~ cified by newspaper, date and page and arranged by
subject can serve as a good index to local history, and also to the

-

local newspaper. The important thing about clippings is to make sure
that source§ date, and subje~t are noted. aod that the clippings are
p*oeected from ‘wear and tear by being placed in folders, envelopes, or
by ooonting.

One staff member should be responsible for the ephemera files.
Volunteer help is especially desirable in collecting ephemera and
cl1ppings, but some one person must be responsible for the plac1ng of
the material in the file, and retrieving and collating it. If this is
not. done with consistant care the file w111 become either a jumble or
a skeleton, stripped of items that flesh it out. The decisions about

subject headings and filing must also be made by this person, because of

knowledge of relationships to other materials and needs.

MANUSCRIPTS The category of manuscript materials covers such items as memoirs, '

diaries, journals, reminiscences, school essays, club minutes, business

records and collections, church records, collections of letters, and




-15-

memorabilia. Each item is usually the only one in ex{Stencé, a&g:&f
usually handwritten,/although the phrase covers typed, or.even mimeographed
materials. These materials are often the most valuable parts of a

local history collection, but they pose special problems in ownership,
processing, and serviéing. Sets of records, such as the secretary's

papers ‘or the president's papers of a church, school, club, business,

civic 'group, political party, or other community organization are very
special materials, and they require special places and room for stdrage.
They need to _be kept together as a unit, and éhey are processed and

serviced with special techniques. They are usually worth all the care

Sometimes a donor gives materials and wishes them kept &pg&ther
as a collection. If they are about one subject the request may be easy to
grant, but the decision about what to do with the material\hnd ho; it
. should be handled must rest with the librarian. If the shbject matter
| varies widely the collection would probably be most useful.if distributed
with other related material‘in the local history collection.
Gifts of matgrial which do not deal with the local area should be
declined. To~be included in a local history collection the material
must illuminate the life in the locale rather than the interests of the
local donor. ‘
«~MEMORABILIA Memorabilia takes many forms, but usually it is small souvenir
B obiects. Printed material, such as menus, programs, or sales slips,
may be included in the ephemera collection. Do not hesitate to refuse
items that more properly belong in a museum. Libraries deal with
documentation and not with objects. A written policy statement as a

first step in a local history program can simplify the acquisition ’

and caring qu/a collection.
-9
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MAPS AND Both area and small localized maps are of great importance in
MEASURED
DRAWINGS local history. Of special interest are the sketch maps which

ot

local people draw showing locations that never appear on larger commercial

maps. These may be farms, ditches, tram routes, buildings and other

geographic details fhét are subject tb change of ownership or structure.

Some small maps show up in pamphlets or on sales handbills or advertising \\\\
posters. | '

Artisan's or.artist's sketches of building;, parks, farms or houses
and architect's plans contribute a great deal to knowledge of a locai
scene. Often these hand drawn sketches are on poor quality paper, or
the plans of a buiraéf-are'ée;y\crude and have been work and weather
ﬁorn. They are well worth saving however, along with state, city, gas
company and travel maps. ‘

Maps and drawinés should be cleaned, straightened and stored flat.
If they are subject to much use they should be framed or moug;éd.

COLLECTIONS Sometimes a locsl person gives a mass of materials’}n”;any formats

to the library. Ifgthe subject of the collection ;§xﬁ6;ogenous,'it is
usually wise to keep the coiiection together,'ﬁtdied in a Hollinger
or other storage box, and cataloged or indek;& as the "Smith Colleétion"
unde; the proper subject heading or héédings.- If it.covers more thag
three subjects at the most, this plan would not be feasible.
FINALLY,

A basic book collection, newspapers, photographs and some ephemera
can give a local history colléction a personalized identity that is

available to a community in no other way. If there is an absolute lack
of printed or written materials on the area, a taping program may be the
only means of securing the facts and flavor of the local history. The

important points to record in local history, either in print or in words

Q or pictures are people's names, place names, dates and a sense of

0
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immediacy. These are the very stuff--the warp and woof--of h1sto?x
While the materials were being collected aﬁa analyzed and put

together with the other items related to them in subject if not in
format, the librarian will have been finding strengths, weaknesses,
gaps, and problems. The need for policy statements, and procedure
guides will have become apparent. These should be formulated in a
looseleaf notebook as the process continues. They can be based on the

facts given here or in other sources, but they can and must be adap