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My Fellow Citizens:
The State Historical Records Advisory Board's strategic plan that follows deserves the
attention of all South Carolina's citizens. It represents a thorough and far-ranging
assessment of the extent, condition, and needs of historical records in the Palmetto
State. South Carolina is a state rich in documentary resources, reflective of its
important history. A great deal, however, remains to be done to ensure the preservation
and availability of those records and to increase public appreciation of their significance
and usefulness. Contained in this plan are detailed and specific findings and
recommendations that must receive our concerted attention. Effective action on the
plan's findings and recommendations requires increased public and private support.
Only with such combined support can we properly preserve South Carolina's
documentary heritage for the enjoyment, enlightenment, and enrichment of this and
future generations.
I am proud that this plan is being issued as I complete my second year as Governor.
Into the 21st Century: A Plan for South Carolina's Historical Records, 2000-2005 will
serve as a guide and inform our efforts to preserve and provide wider access to our
historical records. My special thanks to the State Historical Records Advisory Board
and to the hundreds of citizens who participated in the development of this strategic
plan.
Sincerely,

Jim Hodges

Foreword

T

he South Carolina Department of Archives and History is the state agency with primary respon
sibility for preserving the tangible aspects of the state's history. Through both the archives and
records management program and the historic preservation program we strive to maintain the original fabric used by citizens and historians to interpret the major events and movements in the state's
history. The preservation of both the documentary and built environment are crucial if we are to
provide future generations with primary resources.

As the volume of material we are charged with preserving grows, and as its medium changes from
paper to electronic format, Into the 21st Century: A Plan for South Carolina's Historical Records, 20002005, provides us with the roadmap that will ensure the availability of primary documentary evidence in the future. Access to this original material will allow future citizens to reach their own
conclusions about events without having to rely on secondary interpretations.
At the same time Into the 21st Century is being published, we are completing a plan that will guide the
historic preservation program for the next several years. Over the past two years, hundreds of citizens
have participated in SC SHRAB and historic preservation focus groups. These citizens have given us
the information we need both to address the issues that concern them and to see that the programs
we oversee are meeting their needs. One resounding chorus we heard from these focus groups was a
genuine concern about preserving our historical resources and a strong interest in having more
citizens learn about the history of South Carolina.
We have incorporated the results ofboth of these plans into the agency's strategic plan. This plan will
chart our course in the coming years.

~~~
Rodger Stroup
Director of the South Carolina
Department of Archives and History
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Executive summary

F

rom mid-1998 through mid-2000, the South Carolina State Historical Records Advisory Board
(SC SHRAB) conducted a strategic planning project to establish priorities and goals for improving
the management of, preservation of, and access to South Carolina's historical records for 2000-2005.
Funded by the National Historical Publications and Records Commission, a branch of the National Archives,
and the South Carolina Department ofArchives and History, the project included ideas and suggestions from
over one thousand South Carolinians. Areas investigated and analyzed included state and local government and non-government repositories of historical records such as historical societies, museums, libraries, colleges and universities, and churches. Based on the findings, the board also developed statements
for a new vision and its mission, roles and functions, and funding priorities (see pages 65-67).
This is much more than a plan for the SC SHRAB. It is South Carolina's plan for advancing historical
records programs and preserving our documentary heritage. As such, it requires cooperation and collaboration from all the state's historical organizations and institutions and from the widest range of the
state's citizens and leaders.

Findings
By employing consultants, on-site and mail surveys, and meetings of task forces, focus groups and others,
the SC SHRAB gathered a great deal of information about the condition and needs of historical records
in South Carolina. Though conditions and needs vary, the board identified the following common themes:
Funding/ Resources
Access
Preservation
Education and Training
Information Technology/Electronic Records
Visibility

The State Plan: elements and performance
The board identified six equally important priorities and developed related goals and objectives for
each. It also listed possible activities for each set of goals, set objectives, and established indicators for
measuring performance. It will review progress regularly and will disseminate the results widely through
its annual report and other reports.

PRIORITY A: Educate the public on the importance and significance of historical records
Goal: Increase public awareness, support, and understanding of archiYes and records
management
Objective 1: Cultivate understanding of the significance of historical records among those who
create and use them
EXECUTIVE SUMMARY
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Out of sight out of mind: Too often South Carolina's records are in danger of becoming unavailable for future use
because they are improperly stored and unprotected. SCDAH.
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South Carolina's professional associations provide regular trainingfor beginners through advanced levels in archives
and records management. This was taken during a session at a SC Public Records Association meeting. SCDAH.

Objective 2: Increase awareness of archival and records management programs
Objective 3: Promote coalition building in support of historical records programs
Possible activities include establishing a hotline for archival advice, promoting and supporting Archives and Records Management Week celebrations, creating an archives advocacy group, educating
state and local political leaders, and conducting workshops and promotional activities.

PRIORITY B: Increase financial support for South Carolina's historical records
Goal: Seek the resources necessary to address the needs of historical records
Objective 1: Pursue the financial resources that enable the SC SHRAB to continue as a granting agency
Objective 2: Increase the number of grant proposals from South Carolina institutions
Possible activities include identifying non-public sources of support, creating a historical records
preservation fund, providing an annual update of the state of South Carolina's historical records,
and conducting workshops on writing grant applications.

PRIORITY C: Increase archival education/training and program development
Goal: Enhance the knowledge and skill of those who work with historical records
Objective 1: Promote and support educational and training opportunities for those with historical
records responsibilities
EXECUTIVE SUMMARY
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Microfilming is a proven way to preserve
historical records. Though scanning or
digitizing records can make them more widely
available, the medium is not long lasting.
Property processed and stored microfilm will
last hundreds of years and requires only
magnification and a light source for reading
the filmed images. SCDAH.

Objective 2: Improve coordination of and collaboration among outreach and training programs offered
by professional associations, universities, and the SCDAH
Objective 3: Promote professional standards
Possible activities include creating a master training calendar, developing a mentoring program, purchasing and distributing technical literature, making effective use of new information technologies,
supporting the state's professional associations in addressing archival education matters.

PRIORITY D: Ensure the preseiVation and accessibilrtyofSouth Carolina's historical records
Goal 1: Improve the documentation of South Carolina history, espedally regarding under-

documented subjects and sodalgroups
Objective!: Identify the significant gaps in historical documentation of the state's history
Objective 2: Support and encourage the collection, preservation, and use of historical records
for under-documented groups, organizations, and communities
10
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Records centers like this one for Charleston
County are an important feature of a welldeveloped records management program. They
provide for the low cost storage of inactive but
still useful or necessary records, therelry freeing
up more expensive office filing cabinets and
floor space. Despite the advent of the computer,
paper records are increasing in volume each
year in both the government and private
sectors. Several of South Carolina's county
governments operate records centers.
Charleston County.

Possible activities include a comprehensive study of South Carolina's historical records documentation,
an increase in grants and other support to projects that address under-documented groups and subject
areas, promotion of oral history programs, projects to preserve and make accessible historical records,
and microfilming of records in small and at-risk repositories.

Goal II: lmproYe the public knowledge of and access to

South Carolina's historical records

Objective 1: Make the availability of historical records more widely known
Objective 2: Encourage use of nationally-recognized standards to provide wider access to historical records

Possible activities include publishing a statewide directory of historical records repositories; increasing media coverage of archival issues; promoting and disseminating information on archival descriptive practices and establishing online access; increasing number, frequency, and quality of
workshops on description and automated access; promoting wide dissemination of historical records
through new information technologies; and involving groups that either don't use or under-use
archival materials.

EXECUTIVE SUMMARY
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Goal Ill: Improve the preseiVation of historical records
Objective 1: Promote the use of nationally-recognized standards for the care, maintenance, and
preservation of collections
Objective 2: Encourage collaborative projects to improve the preservation of historical records
Objective 3: Foster educational opportunities to improve preservation knowledge and skills

Possible activities include developing a state preservation plan, promoting development of institutional preservation and disaster plans, disseminating minimum standards for records storage, developing a collaborative approach to conservation and preservation services, including preservation
and conservation in archival training and education, and increasing the amount and quality oflocal
government historical records microfilming.

Goal IV: Promote the establishment and/or improvement of records management programs
Objective 1: IdentifY needs, establish priorities, and develop strategies for records management programs
Objective 2: Support and promote the establishment of a local records management improvement fund

Possible activities include expanding/ constructing a new State Records Center, creating state and
local government advisory committees, providing funding and other support for the establishment
of records management programs, promoting Records Management Week, publicizing and disseminating records management technical literature and standards, and ensuring that records managers
and others are aware of the archival impact of new information technologies on recordkeeping.

PRIORITY E: Address the challenges posed by the proliferation of information
technology and electronic records
Goal: Encourage and promote the effective management of electronic records
Objective 1: Promote educational opportunities for those who are responsible for creating,
identifying, managing, and using electronic records
Objective 2: Encourage information-sharing on standards and best practices for managing
electronic records
Objective 3: Promote public awareness of the problems in managing electronic records over time

Possible activities include developing and conducting educational workshops, conducting pilot projects,
adopting recordkeeping requirements for electronic records, developing guidelines, and providing help.

PRIORITY F: Ensure a productive and visible State Historical Records Advisory Board
Goal 1: Secure staff support adequate for the work of the board and the achievement of the

goals and objectives of the state plan
Goal II: Continue the board's role in strategic planning
Objective 1: Monitor and report progress on the state plan goals and objectives
12
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The SC State Historical Records Advisory Board meets at least three times a year to deal with a multitude of
historical records matters. The Board serves as the states central advisory body for planning, reviews grant proposals
submitted to the NHPRC fly South Carolina institutions and organizations, conducts a grants program funded fly
the state and the NHPRC for records within South Carolina, and engages in a variety of educational activities, both
independently and in conjunction with other organizations. SCDAH.

Objective 2: Annually review the plan and adjust as circumstances warrant
Possible activities include distributing the state plan as widely as possible, developing annual work
plans based on the state plan, and developing and distributing annual and other special reports on
South Carolina's historical records

Goal Ill: Collaborate with other organizations and institutions in support of historical records
Objective 1: Promote information-sharing, cooperation, and concerted action
Objective 2: Encourage programs and projects that address key elements of the state plan
Possible activities include establishing a consortium of historical records repositories, securing grants
and other support for state plan-related programs and projects, supporting and co-sponsoring-archival
training sessions, promoting the NHPRC grants program and the board's funding priorities, and establishing an archival awards program.
EXECUTIVE SUMMARY
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Affidavit dated 22 November 1792 from james Beard. It supports his petition asking
for compensation for losses he and his family sustained for their support of the
Revolutionary War. Records of the Comptroller General, Accounts Audited for
Revolutionary Service, AA378. SCDAH.
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Introduction

S

outh Carolina's historical records lie in places ranging from colleges and universities, state agencies
and local governments, private sector organizations and businesses, historical societies, churches,
libraries, and museums, to the attics and basements of individual citizens. These historical records
have been and will continue to be important for a wide range of purposes, including family history,
community studies, public relations and publicity, business development and infrastructure improvements, government policy promulgation, and academic research of all kinds. For the past twenty-five
years, the South Carolina State Historical Records Advisory Board (SC SHRAB) has served the state's
citizens by planning for and supporting efforts to preserve our rich documentary heritage and make
it more accessible. Into the 21st Century: A Plan for South Carolina's Historical Records, 2000-2005 builds
on past accomplishments in the Palmetto State and charts new territory for everyone interested in
the future of its historical records.
Information on the Board's activities and the state's historical records conditions and needs are
detailed in the following pages. It should be noted here, however, that this state plan for 2000-2005
follows two previous SC SHRAB plans, Preserve or Perish: On the Future ofHistorical Records in the Palmetto
State ( 1988) and Palmetto Reflections: A Plan for South Carolina's Documentary Heritage ( 1994). During the
Board's recent two-year planning process, it became apparent that conditions outlined in the two
previous assessments have improved significantly. Much of that improvement is described in this
plan. At the same time, much remains to be done and new challenges and opportunities have arisen,
most notably the impact of new information technologies on long-term preservation and access.
Into the 21st Century takes a fresh look at the landscape of South Carolina's historical records. It
represents the most extensive investigation ever undertaken by the SC SHRAB and has produced its
widest-ranging plan. It involved over a thousand South Carolinians; employed many surveys, task
force and focus group meetings, and consultant studies; and covered the state's variety of historical
records repositories. Into the 21st Century charts the course for action over the next several years not
only by the SC SHRAB but also in concert with the state's other organizations, groups, and individual
citizens.
Into the 21st Century is not just another publication to gather dust on a shelf. It is a call to action with
specific recommendations formulated and approved by some of South Carolina's most interested
citizens. It takes a fresh look at South Carolina's historical records landscape and distinguishes itself
from other plans by containing performance measures. The SC SHRAB will review and report on
progress annually; promote, coordinate, and act in partnership with other groups for action on the
plan's goals and objectives; and make adjustments as changing circumstances warrant.

Roy H. Tryon, Chairman
SC State Historical Records Advisory Board
September, 2000
INTRODUCTION
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Obverse of the Great Seal of the Carolina Proprietors. Indians were frequently used as symbols of America. The
proprietors had high hopes that their colony would become a cornucopia. SCDAH. Photo by Jeff Amberg.
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What are Historical Records?

H

istorical records are public or private documents. They may have been created last year or two
hundred years ago. Their historical value is not limited to their availability on paper or in
handwritten or typewritten form. Rivaling such traditional records as diaries, correspondence, publications, meeting minutes, and reports are records in the form of photographs, audio recordings, and
computer tapes and disks. Technological advances in the past several decades have revolutionized
recordkeeping and record use. A historical record today can be on any medium-paper, tape, microforms, photograph, or electronic-that has served to record a historically significant function, activity, or
event. At this very moment, records are being created that will yield valuable information to South
Carolina's citizens and government officials fifty, one hundred, or two hundred years from now. In most
cases these records have significance beyond the immediate reason for their creation and use.
Historical records help to convey a society's culture from one generation to another. They teach us
lessons about how problems similar to ours have been handled in the past. Such records serve as
unique resources for historians and other specialists. Historical records also serve as the basis for
personal research in areas like genealogy and the study of communities and groups, and they are
often required for the preservation of historic buildings, historic sites, and
museum exhibits.
"You do not have a govemmen~ you
do
not have a democracy [without
They also have a practical value for government and business because
they hold information about past policies and decisions. With crises or archives] ... which tell you what
changes in leadership or staff, historical records provide an important source powers belong to the individuals, to
the state, and to the federal
of administrative continuity.
government
The real fundon of the
Historical records are especially valuable because they document the
Archives is to be the repository of
rights of citizens and the obligations of government. Births, deaths, maroffldalgovemment records. No
riages, land ownership, tax liabilities and payments, citizenship status, court
archives, no state, no nation." 1
or related legal actions, and a myriad of other activities vital to government
Charles E. Lee, former director of the
and citizens are all subject to recordkeeping.
SC Department of Archives and History
The information contained in historical records is vitally important for
research into public issues concerning the environment, health, and welfare. Such records also contain unique details relevant to the repair and replacement of buildings,
bridges, streets, utilities, and other elements of our man-made environment. Valuable conclusions
and actions result from the study of historical records, many of which will affect us today and for
generations to come.
There is no substitute for historical records. They are an important resource. Where historical
records exist in good, complete, and usable form, research of many kinds flourishes. Where conditions fall short of this, research and effective action is difficult, restricted, or impossible. The proper
selection, care, and use of historical records should be the concern of every citizen. Historical records are
not just a matter of yesterday's news; they hold significant value for today's-and tomorrow's as well.

WHAT ARE HISTORICAL RECORDS FOR?
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This 1671 deed for a town lot in Charlestown is South Carolina's oldest surviving recorded public
document. SCDAH. Photo try Jeff Amberg
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Who is this plan for?

T

he South Carolina State Historical Records Advisory Board (SC SHRAB) has drawn up this
strategic plan to develop strong programs for the identification, preservation, and use of South
Carolina's historical records. This is a plan for historical records in all kinds of settings, including
churches, historical societies, museums, local governments, colleges and universities, state government, and libraries. It is the product of extensive investigation and deliberation by a great number of
South Carolinians. This is not, however, a SC SHRAB plan. It is for all those concerned for the preservation and use of South Carolina's documentary heritage.
The SC SHRAB is especially interested in fostering and supporting cooperation and collaboration
among the state's many historical organizations and institutions. Several of those that are key to the
success in improving the preservation and use of historical records are mentioned in the plan and
have participated in its development. In addition to the SC SHRAB, the following organizations are
among those that have a role to play in improving historical records management, preservation, and
access in South Carolina:
Charleston Archives, Libraries, and Museums (CALM)
Chapters of the Association of Records Managers and Administrators (ARMA)
Clemson University Library Special Collections
Confederation of Local Historical Societies
Palmetto Archives, Libraries, and Museums Council on Preservation
(PALMCOP)
South Carolina Archival Association (SCAA)
South Carolina Department of Archives and History (SCDAH)
South Carolina Federation of Museums
South Carolina Historical Society
South Carolina Public Records Association (SCPRA)
South Carolina Genealogical Society (SCGS)
South Carolina State Library (SCSL)
South Carolina Library Association (SCLA)
University of South Carolina Applied History Program
University of South Carolina College of Library and Information Science (CLIS)
University of South Carolina South Caroliniana Library
In a very real sense, this is South Carolina's plan.

WHO IS THIS PLAN FOR?

19

The SC State Historical Records Advisory Board: Seated from left: Deloris Goggins, joyce Ellis, Rameth Owens,
Dale Gable; Standing from left: john Blythe, David Percy, William Chandler; Robert Williams, Joseph Boykin,
Marie Hollings, and Roy Tryon. Not Present: David Chesnutt, David Lyon, and Joyce MCDonald. SCDAH.
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What is the State Historical Records Advisory Board
and what does it do?

Background, composition, and purpose
Federal regulation (36 CFR 1206) requires all states and territories to have historical records boards
so they can participate in the grants program of the National Historical Publications and Records
Commission (NHPRC) of the National Archives. The South Carolina SHRAB traces its beginnings to
a November 17, 1975, executive order issued by Governor James B. Edwards to "... serve as the
central advisory board for historical records planning and for projects developed and carried out
under the program in the State."
The governor appoints the SHRAB. Its members have experience or interest in the collection,
administration, and use of historical records, and they are dedicated to the preservation and use of
South Carolina's documentary heritage. The South Carolina Department of Archives and History
provides staff support. The board serves as the state's central advisory body for planning, reviews
grant proposals submitted to the NHPRC by South Carolina institutions and organizations, conducts
a grants program funded by the state and the NHPRC for records within South Carolina, and engages
in a variety of educational activities-both independently and in conjunction with other organizations. The board meets on average three times per year.
Since 1977, the SHRAB has been the channel through which twenty-two NHPRC grants for historical records projects totaling nearly one million dollars have come to South Carolina institutions and
organizations. Included have been regranting projects, which have secured an additional $100,000 in
matching funds from the South Carolina General Assembly and brought the total of grant funds to
nearly $1.1 million dollars.

SHRAB Membership, 1998-2000
Joseph F. Boykin,Jr., Clemson University
William H. Chandler, Hemingway
David R. Chesnutt, University of South Carolina
Edmund L. Drago (1998-1999), College of Charleston
Bob Edmonds, McCormick County Historical Commission
Joyce H. Ellis, State Genealogical Society
A. Dale Gable (2000), Barnwell County Probate Judge
Deloris H. Goggins (1999-2000), Chester County Historical Society
Marie Ferrara Hollings (2000), College of Charleston
David A. Lyon, IV, York County Public Library
M.Joyce McDonald, Kershaw County Clerk of Court
Rameth R. Owens, Clemson University
David 0. Percy, South Carolina Historical Society
Roy H. Tryon, Chairman, SC Department of Archives and History
Robert V. Williams, University of South Carolina
WHAT IS THE SHRAB?

21

The SC SHRAB has sponsored many archival and records management workshops. Pictured here are the more
than one hundred individuals who attended a day-long seminar lYy William Sa!Jady, a nationally-recognized
expert on electronic records. SCDAH.

Programs and activities
The SHRAB is concerned with the records and manuscript collections of government as well as with
local-or private-historical records and manuscript collections. It has conducted two major planning projects over the past decade and has printed the results in two publications: Preserve or Perish:
On the Future of Historical Records in the Palmetto State ( 1988) and Palmetto Reflections: A Plan for South
Carolina's Documentary Heritage ( 1994).
The SHRAB has also conducted two major regrant programs with a combination of federal and
state funds. From 1990 to 1993 it conducted a $200,000 operation, awarding forty-eight local government project grants. From 1995 to 1999, the board conducted a $245,400 operation for repositories
of non-government historical records, including historical societies, churches, colleges and universities, awarding eighty-one project grants. The SHRAB has also sponsored annual historical records
conferences and co-sponsored with other organizations and institutions meetings, conferences, and
workshops on the preservation and management of public and private records.

22
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The board planning process

Introduction
This state plan is the product of more than two years of effort, involving literally hundreds of South
Carolinians. It follows Preserve or Perish: On the Future ofHistorical Records in the Palmetto State ( 1988) and
Palmetto Reflections: A Plan for South Carolina's Documentary Heritage ( 1994); in February, 2000, the board
issued a final report on the progress under these two plans. Resources for the 1998-2000 planning
process were provided by a $29,340 grant from the National Historical Publications and Records
Commission (NHPRC) of the National Archives and Records Administration (Grant No. 98-002) and
staff and other support from the South Carolina Department of Archives and History. The overall
planning process and plan development was directed by the South Carolina State Historical Records
Advisory Board (SC SHRAB)

Information gathering
The planning process began in April1998 with the drafting
of board requests for proposals (RFPs) for project consultants. It concluded at a May 12, 2000, meeting of the SC
SHRAB to review and approve final changes in the draft
state plan. In between were many and varied activities that
gathered information relevant to the planning process. The
SC SHRAB identified four major areas for investigation:
Non-Government Historical Records Repositories, State and
Local Government Records, Electronic Records Management, and board Internal Operations. The following describes the most significant information-gathering for each
of these areas. Copies of all reports and meeting summaries mentioned are available upon request from the SC
SHRAB board coordinator.

Non-government historical records
repositories
The board contracted with a consultant, Victoria Irons
Walch, Iowa City, Iowa, to conduct a survey of South Carolina repositories of non-government historical records-a
follow-up to a survey she conducted for the SC SHRAB in
1993. A group of South Carolina archivists met with Walch

The SC SHRAB conducted the most extensive
survey of South Carolina's historical records
repositories ever undertaken. Here Victoria Irons
Walch, who served as the SC SHRAB consultant
for non-government historical records repositories,
works with a group of South Carolina archivists
to develop the survey form. SCDAH.

BOARD PLANNING PROCESS
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in November 1998 to design a survey form. The survey form was then tested in several selected repositories. In February 1999 a final version of the survey form was sent out to nearly two hundred repositories
that have or might have historical records. SC Department of Archives and History staff compiled the
data from the eighty-one respondents and forwarded it to the consultant in the summer of 1999.
Walch submitted her report on South Carolina's historical records repositories to the SC SHRAB
in january 2000. The fifty-page report was posted on the board's Internet homepage. A summary of
the report was prepared and widely distributed throughout the state.
Walch also conducted a study of the SC SHRAB's recently completed regrant project for repositories of non-government historical records and submitted it to the board in February 1999. This report was also posted on the SC SHRAB Internet homepage.
In addition to these consultant studies and reports, the board convened two related meetings, onea focus group-in November 1999 to discuss archival education and training needs, and another-a task
force composed of representatives from key South Carolina organizations and institutions-in February 2000 to discuss reactions to and suggestions for follow-up on the Walch consultant reports.

State and local government records
This area was subdivided into local government and state government records sections.
The investigation of the local government records section started with a study conducted by consultant
Dr. Bruce W. Dearstyne, University of Maryland. Dearstyne directed a questionnaire survey that was
conducted by SC Department of Archives and History staff and mailed to nearly eight hundred local
government officials. He also met with a focus group of local officials, visited two local government
sites, and met with Archives staff. Dearstyne submitted his report to the SC SHRAB in February 1999
and met with the board the following month to discuss his findings and recommendations. A copy of
Dearstyne's report was posted on the SC SHRAB's Internet homepage.
In addition to the consultant study, the SCDAH conducted two focus group sessions oflocal officials in
November 1999, one at the SC Archives and History Center on educational and training needs and the
other at the annual SC Public Records Association meeting on services provided by the department.
During the course of the SC SHRAB planning process, the SCDAH staff also paid on-site visits to all fortysix counties to identify historically-significant county records in need of preservation microfilming.
In the state government records section consultant Kathleen D. Roe of the New York Archives and Records
Administration studied the SCDAH's archival functions and submitted a report to the board in May
1999. A copy of her report was posted on the SC SHRAB's Internet homepage. Besides this report, the
SCDAH staff conducted a series by series survey of its holdings to identify preservation and processing
needs, an on-site survey of all state agencies to determine compliance with the SCDAH records management program and future Archives and State Records Center storage requirements, and a questionnaire
survey of SCDAH Reference Room patrons. The SCDAH also conducted a questionnaire survey of state
agency records officers in May 1999 and a focus group meeting with state agency records managers on
department services at the November 1999 annual meeting of the SC Public Records Association.

Electronic records management
The SC SHRAB consultant, Timothy Slavin, Delaware Office of Information Services, met with a
focus group of information technology and other representatives from several state agencies and
24
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SC SHRAB electronic records consultant Timothy Slavin leads an external focus group discussion on electronic
records issues and opportunities for SCDAH involvement. Agencies represented included the University of South
Carolina; State Attorney General's Office; State Library; Department ofLabor, Licensing, and Regulation; Office
of Information Resources; and the Department ofDisabilities and Special Needs. SCDAH.

with most of the SCDAH's archives and records management staff. He submitted his report to the SC
SHRAB in February 1999. A copy of the report was posted on the SC SHRAB's Internet homepage. It
should be noted here that aspects of electronic records management were also included in the studies conducted by the project consultants in the other program areas and in the other surveys and
focus group meetings.

Board internal operations
The SC SHRAB consultant, Dr. Elizabeth Yakel of the University of Pittsburgh School oflnformation
Science, discussed board operations with individual SCDAH staff and board members, met with the
board at its October 7-8, 1999, retreat and submitted her report and recommendations in November
1999. A copy of the report was posted on the SC SHRAB's Internet homepage. It should be noted that
Yakel also followed up by facilitating the board's March 16-17, 2000, planning retreat and drafting
the state plan performance measures.

Availability for public review and comment
The draft plan was posted on the SC SHRAB Internet homepage from mid-March through early May
2000 for public review and comment. (A special announcement was posted on the main page of the
SC Department of Archives and History's homepage, the host for the SC SHRAB's website.) Notices
of its availability as well as summaries were widely circulated at professional and other meetings and
BOARD PLANNING PROCESS
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in special mailings, most notably to members of the South Carolina Archival Association, the Confederation of Local Historical Societies, and the South Carolina Public Records Association.
Bo~rd deliberations and plan development

The SC SHRAB members participated in all phases of the planning process. Several board members
attended the focus group and other information-gathering meetings listed above. The board met
seven times over the two-year planning period to deliberate on various aspects of the planning process and draft plan components. Background and briefing documents as well as drafts of the state
plan were prepared for board review by the chairman. The following are the board meeting dates,
with selected details about discussions relating to the planning project.

June, 19, 1998:

Discussed and decided on consultant RFPs and mode of project oversight.

September 3, 1998:
Discussed projected consultant activities and project timeline.
March 11, 1999:
Presentation on local government records by consultant Dr. Bruce W. Dearstyne; presentation on the
electronic records consultant report; discussion and revision to the planning project timeline.

October 7-8, 1999:
Planning retreat. Consultant Dr. Elizabeth Yakel facilitated the meeting. Conducted strengths, weaknesses, opportunities, and threats (SWOT) analysis. Developed a list of stakeholders. Reviewed progress
on information gathering.

December 9, 1999:
Discussed plan components, added to the stakeholders list, discussed the nature of the mission statement and plan goals and objectives, and the major issues in the consultant report on the board's
internal operations.

March 16-17, 2000:
Planning retreat. Facilitated by consultant Dr. Elizabeth Yakel. Reviewed and refined the draft priorities/ goals/ objectives/ activities. Developed vision, mission, and role statements and board funding
priorities.

May 12, 2000:
Final board review, discussion, and approval of the state plan.

Copies of all planning documentation are available on the SC SHRAB Internet homepage, http:/I
www.state.sc. us/scdah/shrabl.htm or by contacting the SC SHRAB, c/o SC Archives and History Center,
8301 Parklane Road, Columbia, SC 29223, (803) 896-6120.
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SC SHRAB environmental scanning*
SWOT analysis

(strengths, weaknesses, opportunities, and threats)

Strengths of the SC SHRAB
Comprehensive grant projects
Publications and programs
Relationship with NHPRC
Diverse geographic representation and interests
Stringent grant review
Wealth of records in SC
Weaknesses of the SC SHRAB
Lack of new member orientation
SHRAB needs to complement the SC Department of Archives and History
SHRAB needs a voice
No bylaws, structure
More focus on non-government records
Lack of clout
Need minority representation
Opportunities for SC historical records
State funding (including document fees)
Private funding
Increased awareness among repositories of non-government records
Enhanced communication (e.g., Internet)
Local officials (county, municipal)
Needs of minority communities
Education
Threats to SC historical records
Apathy toward historical records issues
Lack of funding
NHPRC ending existence
Misconceptions that electronic media will "solve" records preservation/ access problems
Lack of enforcement of legislation

Stakeholder analysis
SCDAH Staff
Historical records keepers and creators
NHPRC
Local government associations
Private foundations and corporations
Genealogists
Citizens
Elected officials
Professional communities
Historians/ authors
SCDAH Commission

*Conducted by the SC SHRAB at its October 7-8, 1999 planning retreat
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Number of research requests received each year by all historical repository
survey respondents
Regular Mail, 6,090
queries
6%

By Telephone, 15,359
queries
16%

Electronic Mail, 7,573
queries
8%

In Person,
64,886 visits
70%

Source: Victoria Irons Walch, "Report on the South Carolina 1999 Survey of Historical Records Repositories, "
January 2000, page 8.

Number of respondents to 1999 South Carolina historical records survey by
repository type

Other, 5
6%

Religious
organization, 15
19%

Historical society, 13
16%

Museum, 1
16%
Public library, 10
12%

Source: Victoria Irons Walch, "Report on the South Carolina 1999 Survey of Historical Records Repositories, "
January 2000, page 2.
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South Carolina's historical records: findings and needs

A

n important part of the SC SHRAB's historical records planning effort has been an intensive
information-gathering phase for repositories of non-government records, state government
records, and local government records. This phase employed consultants, on-site and questionnaire
surveys, and focus group and other meetings. It is the most extensive ever undertaken in South
Carolina. A summary of the major findings and needs for each of the areas investigated follows.
Copies of reports and other planning documents mentioned in this summary are available on the SC
SHRAB's Internet homepage, http://www.state.sc. us/scdah/shrabl.htm or by contacting the SC SHRAB,
c/ o SC Archives and History Center, 8301 Parklane Road, Columbia, SC 29223 or (803) 896-6120.

Non-government records repositories
South Carolina's historical records repositories primarily comprise colleges and universities, religious organizations,
historical societies, museums, and public libraries. The SC SHRAB engaged a consultant to survey the state's repositories and to analyze the data. The board also conducted a focus group meeting of repository representatives.

Findings
Background
The 1999 survey identified eighty-one repositories that hold a total of 47,884 linear feet of records
and annually respond to nearly 95,000 requests-on-site visits, mail, e-mail, and telephone-for information about their holdings. The consultant who analyzed the survey results notes "... real progress
[since the last survey conducted in 1993] ... but many challenges remain." In particular, she says
"... the sheer scramble for space [recorded in her 1993 survey for the SC SHRAB] has been replaced
by a determination to improve the organization and access of materials [which] shows that an appropriate maturation of programs is taking place. "2 She cites several times in her report the positive
impact of the SC SHRAB's two NHPRC-supported regrant projects for repositories of non-government records, 1995-1999. These regrant projects, matched with funds from the South Carolina General Assembly, helped to fund over eighty projects statewide as well as SC SHRAB educational and
training activities and co-sponsorships with other organizations. Most of the regrants averaged about
$3,000 per project and were awarded to small and medium size repositories. The regrants did not
address significantly the needs of South Carolina's larger repositories.

Repository profile
A profile of South Carolina's repositories of non-government historical records shows academic repositories clearly dominate the field in number (twenty-five of eighty-one survey respondents) and
quantity of records (75 percent of all non-government historical records, averaging 1,430 linear feet).
The University of South Carolina and Clemson University hold nearly half of South Carolina's nongovernment historical records. According to the 1999 survey responses, religious organizations are
FINDINGS AND NEEDS
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Total linear feet of holdings reported by type of repository in South
Carolina 1999 survey
40,000
35,000
30,000
25,000
20,000
15,000
10,000
5,000

Source: Victoria Irons Walch, "Report on the South Carolina 1999 Survey of Historical Records Repositories, "
january 2000, page 3.

the second largest in number (fifteen), with holdings averaging 123linear feet. They are followed by
museums (thirteen, averaging 380 linear feet), historical societies (thirteen, averaging 328 linear
feet), and public libraries (ten, averaging 86 linear feet). Collectively the sixteen South Carolina
repositories ranked as major or large hold 87.6 percent of all non-government historical record reported. The SC SHRAB consultant notes that this " . . . does not diminish the importance of the
small collections because they often document communities or small organizations whose histories
might not otherwise be recorded."3
In regard to staffing, many of South Carolina's historical records repositories lack full-time, professional archives staff. Fifteen of the respondents have no professional staff at all, and eleven are run
entirely by volunteers. Another twenty repositories report having a part-time 'professional,' but in many
of these repositories the part time professional is a librarian or museum curator rather than an archivist
or manuscripts curator. This has important implications not only for the ongoing management of those
repositories but also for the type and level of education that should be available for them.

Repository concerns
Over a quarter of the programs were established within the past five years, many with the help of a SC
SHRAB regrant. Less than half the state's historical repositories receive their support from a regular
appropriation; less than half have implemented preservation plans; half also report inadequate storage
30
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for historical records, with nearly one-third reporting they will be full within the next year. Most of the
survey respondents report concerns about inadequate or non-existent environmental controls and the
management of photographs. Topping the list of concerns, however, is access to holdings. Although onethird of the respondents reported that 75 to 100 percent of their holdings were described in finding aids
in the repository, over half of the repositories reported that a lack of finding aids
and indexes were impeding use of their records. Fifty-eight percent also report Over a quarter of the programs
were established within the past
significant processing backlogs. The SC SHRAB survey consultant noted that for
five years, many with the help of a
most repositories "... fundamental processing challenges remain a significant
SC SHRAB regrant
concern."4 On a positive note, however, the prevalence of automated finding
aids in South Carolina's repositories increased significantly from the 1993 survey. Then, only ten repositories employed automated finding aids, and only six reported their holdings to an external database. In
1999, thirty-nine of the eighty-one repositories had automated finding aids. Of these thirty-nine, nineteen had descriptions of their holdings on Internet Websites; thirteen reported to OCLC, two to RLIN,
and five to NUCMC.

Average volume of historical records by type of repository in South Carolina
1999 survey
1600

Source: Victoria Irons Walch, "Report on the South Carolina 1999 Survey of Historical Records Repositories, "january
2000, page 3.
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South Carolina has a great variety of types of historical records repositories, from historical societies, state and local
government, and museums to colleges and universities and religious organizations. Likewise the historical records
have many uses, from family history, policy development, and community studies to an array of academic studies.
Pictured here is the research room at the South Carolina Historical Society in Charleston. SCDAH.

Continuing education is important, especially in this time of rapid technological change. This day-long seminar for
state government officials gave them information on the requirements for a government information locator service,
sponsored lJy the SC Department ofArchives and History. SCDAH.
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Poor storage, disasters, and neglect have
damaged many ofSouth Carolina's historical
records. In some cases conservation treatment
is necessary. Like the one shown here, this
often time-consuming and expensive process
requires the work of professionally-trained
and experienced conservators. The Palmetto
Archives, Libraries, and Museums Council
on Preservation (PALMCOP) is a good
source of information on conservation
treatment and proper preservation practices.
SCDAH.

..

Archival education and training
Besides providing grants directly to individual repositories for policy and program development, arrangement and description of holdings, and preservation microfilming, the SC SHRAB has engaged in
activities to increase archival educational opportunities in South Carolina. These include an annual
historical records conference (with concurrent sessions on a wide range of topics, attracting an average
of one hundred fifty individuals), a week-long archives institute in 1996, and MARC-AMC workshops
in 1998. The SC SHRAB also co-sponsored conferences, workshops, and training sessions with the
University of South Carolina's College of Library and Information Science; the Palmetto Archives,
Libraries, and Museum Council on Preservation (PALMCOP); the South Carolina Federation of
Museums; the South Carolina Public Records Association (SCPRA); and the South Carolina Archival
Association (SCAA), whose establishment in early 1999 was fostered and supported by the SC SHRAB.
Although SC SHRAB activity and support has been important, a number of organizations have conducted considerable and sustained archival educational activities on their own within the state, most
notably the State Library, USC's College of Library and Information Science, PALMCOP, and the
Charleston Archives, Libraries, and Museums (CALM). The recent establishment of a state archival
association holds promise for expanded opportunities for education, training, and networking for
those who work in South Carolina's historical records repositories.

Needs
Depending on their type and size, the needs of South Carolina's historical records repositories, as detailed in the consultant's survey report, vary significantly. According to survey responses, improved access is the top choice of most of the state's repositories. This is followed by increased/ stable funding,
preservation/ conservation and space, increased visibility and public support, and records management.
The survey consultant also observes that a statewide preservation planning effort led by the State Library,
PALMCOP, and CALM is necessary.
On the matter of education and training, the top-rated needs are basic storage and handling and
the use of computers in archives. The consultant noted, however, that all the repositories togk much
less interest than they should in electronic records education and training and voiced special concern about the lack of interest in the academic institutions. Training on preservation, conservation,
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and basic archival methods, processing, and basic records management follow the top-rated needs.
Based on the survey and input from the SC SHRAB focus group, workshops are the preferred training
venue. Many are also interested in publications and manuals, peer/ consultant advice and direction of
the kin~ provided for by the SC SHRAB regrants, and technical information provided via the Internet.
As noted by the SC SHRAB consultant, "... limited financial resources are at the heart of most of the
challenges these repositories face daily."5 Not surprisingly, the responses from repositories around the
state in regard to their needs are overwhelmingly for another SC SHRAB regrant program. The challenge in a future regrant program will be to address adequately the needs of the state's larger repositories
as well as those of smaller and medium size.

State government records
In assessing the conditions and needs regarding state government records, the SC SHRAB hired consultants to
study the archival functions and electronic records program of the South Carolina Department of Archives and
History (SCDAH). The SCDAH also contributed to the assessment by conducting its own surveys and studies,
including on-site visits to state agencies, a survey of SCDAH holdings, questionnaire surveys of state agency
records officers and SCDAH reference room patrons, and focus group and other meetings.

State Archives research visits by type:
Average: 40 per day of operation

Legal, 164

1%
Historical, 2,141
17%

Genealogical, 10,389
82%

Source: SC Department of Archives and History, Reference Room Statistics, FY 2000.
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The South Carolina Archives and History Center, horne ofthe SC Department ofArchives and History, houses historical
colonial, state, and local government records dating from 1671 to the present. Nearly 13,000 research visits are made
to the Reference Rnom each year, which has the longest hours (62 per week) of any state archives in the country.
SCDAH.

Findings

Background and context
The South Carolina Department of Archives and History houses historically significant state and
local government records. The records date from 1671 to the present and include photographs,
audio recordings, microfilm, computer media, and traditional paper records. Additions to holdings
are made regularly through SCDAH's records management program for state agencies and local
governments. The paper holdings amount to 27,000 cubic feet.
In addition, SCDAH houses more than twenty thousand rolls
of microfilm available for research use. The reference room ''The new South Carolina History Center
provides a unique opportunity to redefine
averages about thirteen thousand on-site visits per year, many
and recast the role and relationship of the
from outside the state, and answers eight thousand other queArchives to users ranging from
ries received by mail, e-mail, and telephone. Conditions have
government agency staff to scholarly
improved dramatically for the program for the state's archives researchers, the business community, and
since SCDAH moved to the newly-constructed South Carolina a range of community scholars."6
Archives and History Center in April 1998. The SC SHRAB's Kathleen Roe, SC SHRAB consultant
1988 and 1994 state plans highlighted the plight of SCDAH,
which then occupied a facility inadequate for both its holdings and its ability to serve researchers
properly. The new building doubles the capacity for researchers, has state-of-the-art amenities, and
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State Archives research queries by type

Regular mail, 1,479
queries
19%

E-Mail,
2,043 queries
26%

Telephone,
4,339 queries
55%

Source: SC Department of Archives and History, Reference Room Statistics, FY 2000.

much improved protection and expansion space for the archival holdings. Moreover, the holdings are
now described both in an on-line catalog, thanks in great part to a National Endowment for the Humanities grant, and in a summary guide to all holdings. The summary guide is available on the Internet
through the SCDAH homepage.

Archival functions
A close review of SCDAH's programs by the SC SHRAB consultant indicated that although the department has much to be proud of, important areas still need to be addressed. The most significant
activities recommended by the consultant include developing a collection policy and appraisal criteria and procedures; making archival holdings descriptions-not just summary listings-available over
the Internet; improving communication and coordination among the department's units; assessing
the impact of the focus on revenue-generation by the microfilm and conservation labs has on their
services to the archival holdings; expanding the types of researchers who use the holdings; and assessing the feasibility of digitizing records for user access over the Internet. The department's detailed
survey of holdings has documented the need for a great deal of processing, conservation, microfilming, and holdings maintenance to maintain long-term preservation and access. In addition, rather
than the over 20,000 cubic feet originally estimated for new accessions, only about 12,000 cubic feet
is now available. About 2,400 cubic feet of the holdings should be microfilmed both to preserve them
36
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The SC Department of Archives and
History 's State Records Center provides
low cost storage for inactive records from
state government agencies pending their
final disposition-thus agencies' more
expensive filing cabinet and floor space
is freed for other uses. Most of the records
stored are kept for only a Jew years and
are destroyed after meeting the needs
established in the records retention
schedules developed !Jy the SCDAH. The
historical records are sent to the SC
Archives and History Center for
permanent retention. The State Records
Center is nearing capacity and is unable
to meet the storage needs of many state
agencies (see chart on page 40). SCDAH.

and to save space. Reference room patrons, who are overwhelmingly (80 percent) genealogists, are
satisfied with services, but many cited the need for more and newer microfilm viewing and printing
equipment and more computer/Internet-accessible information on holdings.

Records management: background and context
Records management, the supply side of the department's programs, has the statutory responsibility
under the Public Records Act (PRA, Code of Laws of South Carolina 1976, as amended, 30-1-10 through
30-1-170) regarding the management, retention, and destruction of state and local government records.
The PRA vests in SCDAH the authority to identifY that small percentage (averaging about 1 to 2 percent)
of state and local government records considered archival; to set retention
The Public Records Ad vests
periods for the destruction of all others; to provide training, guidance and

l

direction in the management of state and local government records; and to
develop and issue standards and regulations relating to the management
and preservation of records. It is through the records management program that SCDAH has regular contact with state and local government offices. The program provides sound, practical advice and guidance on the
daily management and disposition of government records. In this way, the
department can maintain regular contact with state and local government
and seek the timely transfer of archival records from offices to the South
Carolina Archives and History Center for permanent retention. Besides these
records management activities, the department operates a separate facility,
the State Records Center, for the storage of inactive but still necessary state
agency records pending transfer to the South Carolina Archives and History Center or, in most cases, destruction.

in SCDAH the authority to
identity state and local
government records
considered archival; to set
retention periods for the
destruction of all others; to
provide training, guidance
and direction in the
management of state and
local government records;
and, to develop and issue
standards and-regulations
relating to the management
and preservation of records.
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Percent of state agencies implementing record retention schedules
80%
72%
70%

60%

50%
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1994-1995

1995-1996

1996-1997

1997-1998

1998-1999

1999-2000

Source: SCDAH Annual Accountability Report for FY, 2000.

In recent years SCDAH has taken important steps to improve its records management services. It
has promulgated general records retention schedules to streamline the records scheduling process;
expanded training; published biannual newsletters; issued technical leaflets on a variety of records
management subjects; supported the development of the South Carolina Public Records Association;
established a certification program for microfilm service bureaus; and conducted an annual awards
program to identify and recognize worthy records programs in state and local government. 7 A1 though
state agencies are required by the PRAto cooperate with the department in the inventory and records
retention scheduling of their records, and the heads of agencies are encouraged to appoint records
officers to act as liaison with SCDAH, many treat records management in their agencies in a piecemeal fashion, if at all. Several agencies, however, have full-time records managers who deal with their
day-to-day operations and act as liaison with SCDAH.
Surveys conducted by Department of Archives and History staff members in 1999 reveal much that
remains to be done. Records management in government offices needs to be improved and historically-significant state agency and local government records need to be secured. Details about the
department's local government records program will be treated in the section on Local Government
Records.
38

INTO THE 21 sr CENTURY

Electronic records program
The South Carolina Department of Archives and History has been The SC SHRAB consultant on the
developing an electronic records program for the last several years department's electronic records program
and intensified its efforts in mid-1996 with the creation of a separate noted that the program is a mature one,
unit. Its work has included the publication of policies and guidelines with accomplishments in the electronic
on managing electronic records, optical disk technology, the man- records area representing ".. . some of the
agement of electronic mail, the legal admissibility of electronic records, most substantive policy-level work of any
state government archival program in the
and storage and handling guidelines for electronic records; on concountry."
ducting training sessions; and on pursuing projects with selected agencies. Two notable projects accessioned into the department's holdings are Governor David Beasley's
correspondence management database and the admission/ discharge records ofthe Department of
Corrections, 1987-1994.
The SC SHRAB consultant on the department's electronic records program noted that the program is a mature one, with accomplishments in the electronic records area representing" ... some of
the most substantive policy-level work of any state government archival program in the country. "8 In
interviewing SCDAH staff and meeting with representatives from other state agencies, however, he
noted that the program lacked focus and had an uncertain scope. Moreover, resources for the
department's electronic records efforts were uncertain, training and education for SCDAH staff in
electronic records management was not being pursued, and transfer of knowledge among staff seemed

Electronic records contained on these computer
tapes pose a major preservation and access
challenge to archivists and records managers.
New approaches and skills are "!quired to
ensure that historically-significant information
generated lYy the new information technology
is available for research in the future. SCDAH.
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Total paper records in state government-557,580 cubic feet (1.4 billion pages)

Total State Agency
Paper Records Eligible
for Transfer to State
Records Center - 86,962
Cubic Feet

Total State Agency
Paper Records Presently
Stored in State Records
Center- 88,000 Cubic
Feet

Source: on the Record, newsletter of the SC Department of Archives and History, December; 1999.

lacking. The consultant recommended reevaluating the continuation of a separate electronic records
unit, pointing out that many staff in other archival and records management units either feel shut out
of electronic records matters or simply leave such matters to the presumed experts. In one way or
another, dealing with electronic records ought to be an aspect of nearly every staff member's job,
from those who provide records scheduling and advisory services to those in archival accessioning,
description, and reference. The consultant also recommended that SCDAH move beyond the policylevel guidance it has done so well and engage not only in high level policy issues (especially through the
Governor's Information Resource Council) but also, and just as importantly, in more extensive and
intensive project work, including ground-level short-term projects and medium-level longer-term projects.

State agency records management
State agencies have 10,121 records series in paper form; of these, 6,931 have been scheduled for
appropriate disposition, for destruction, for short-term retention by the agency or the State Records
Center, or for permanent retention by SCDAH.
There are nearly 557,000 cubic feet, or 1.4 billion pages of state agency records in offices and storage
areas, enough boxes if laid out end-to-end to stretch from Columbia to Charleston. Many of the storage
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Cost avoidance: what the SCOAH saves other SC agencies through
records management program

its

Amount Saved
(in thousands of
dollars)

FY 92-93

FY 93-94

FY 94-95

FY 95-96

FY 96-97

FY 97-98

FY 98-99

FY 99~0

Source: SCDAH Annual Accountability Report for Fiscal Year 2000.

areas were unsuitable, exposing the records to damage or destruction by fire, water, theft, or vermin.
Of the 557,000 cubic feet of state agency records, 86,962 are eligible for transfer to the State
Records Center. The State Records Center, however, is unable to accommodate these records because the 88,000 cubic feet it is now storing is close to its 96,000 cubic foot storage capacity.
Over the next few years, about 12,000 cubic feet of state agency records will be eligible for transfer
for permanent retention at SCDAH.
Survey and focus group responses indicate an 80 percent or more level of satisfaction with our publications, advisory services, and records scheduling. Respondents expressed interest in an expansion of
advisory services for the management of electronic records, records storage, and document imagingscanning and microfilming. They also want updated technical leaflets and related material on electronic
records management and suggest publishing these via the Web rather than in hard copy. Interest is high
for more guidance on vendors and contracts for records services like document destruction, scanning,
and microfilming; for help with cost/ benefit analyses; for making SCDAH forms available for completion on the Internet; and for providing better guidance on what constitutes a record for retention scheduling. Many said that they felt unprepared for the work required of them and also that their agencies had
not given them the authority they need to fulfill the duties of a records officer.
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Disaster can strike at any time,
so protecting valuable recrrrds
through disaster planning
makes good sense. A fire in the
State Attorney General's Office
destroyed these recrrrds, but the
infrrrmation they contained was
saved because microfilm security
copies were stored off-site.
SCDAH.

Needs
SCDAH needs to develop collecting/documentation and appraisal policies and related procedures,
address the professional development of staff, and resolve organizational issues to strengthen its
archival functions. Especially important is the need to provide greater descriptive information to
make holdings more accessible to a wider public, both on-site and over the Internet; to manage
carefully available archival shelf space, and, possibly, to digitize significant portions of the holdings.
Competing with these are significant long-term preservation needs.
As noted in the survey of SCDAH holdings, there are extensive needs for processing, conservation,
holdings maintenance, and microfilming. Many of the most basic of these activities cannot be undertaken, as noted by the SC SHRAB consultant, because the SCDAH lacks support staff. This limits their
ability to deal with SCDAH's preservation concerns in an integrated and intensive fashion. Of special
concern is the microfilm lab, which operates as a service bureau for paying customers who are most
often interested in the microfilming of more recent records. There are large quantities of SCDAH
42
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holdings requiring microfilming and an even greater quantity in local governments (see below), all
at risk from loss or deterioration unless microfilmed. In addition, the microfilm lab stores over 150,000
rolls of camera negative microfilm for state agencies and local governments for security and duplication. Access to this microfilm is manual rather than automated and lacks the kind of description
necessary for effective public access. Many of these microfilm rolls are of historical records not available through the reference room and should be duplicated, subject to appropriate state and local
government approvals, and fully described in an automated database for public access.
Considerable effort and resources must be expended to develop SCDAH's electronic records program. Training and staff development are high priorities. Just as important, however, is the need to focus
departmental efforts on identifying and preserving archival electronic records, defining the scope of its
activities, and working on projects and training with state agencies and local governments.
In terms of records management, it is clear that SCDAH must become more active and visible with
state agencies, especially in the matter of electronic records, expand/ build a new State Records Center,
and enlarge its advisory and publications program. Especially important, it must use the Internet to a
greater extent to give its clients the opportunity to complete forms and other transactions and to provide
information and instruction.

Local government records
In assessing the conditions and needs in the local government records area, the SC SHRAB hired a consultant who
interviewed local government officials, conducted a survey of county and municipal offices, and interviewed
South Carolina Department ofArchives and History staff The department supplemented this activity with an onsite survey of all forty-six counties to determine what historically-significant records in county offices are eligible for
microfilming. It also held focus group and other meetings with local officials.

Findings

Background and context
The relationship the South Carolina Department of Archives and History has with local governments
is different from its relationship with state agencies. Though the Public Records Act (PRA, see above
under State Government Records, p.37) , requires South Carolina local governments to participate in
the department's records management program (see description above, pp. 37-38), the department
is not obligated to accept archival local government records for permanent retention. The department does, however, have the authority to remove from local government offices records in danger of
damage or destruction. Local governments have the primary responsibility for the proper storage
and management of all their records-archival and non-archival. When it has the space, the department accepts local government records for permanent retention at the South Carolina Archives and
History Center. These are usually records the department considers of potentially high research value.
Indeed, over 30 percent of the department's paper holdings and 60 percent of the microfilm available in the reference room are local government records. Through its records management program, therefore, the department works with local governments to schedule records for appropriate
disposition, provides guidance on developing records management programs, advises on microfilming and other technologies, and provides guidance and assistance in disaster planning and recovery
and the preservation and management of archival records.
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A SC SHRAB regrant to Aiken County provided the support needed to establish a records management program.
Top: The county records storage facility before the development of the program. Bottom: The Aiken County records
center established with support from the regrant houses county records that are now organized for easy reference and
retrieval. SCDAH.
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For the most part, department staff members work with counties and municipalities. Their contact
with school districts and special service districts varies, and they have virtually no contact with the regional Councils of Government. The most significant development for the department's local records
program had been its administration of a SC SHRAB regrant for local government records in 1990-1993.
The board funded forty-eight county and municipal projects, many for records scheduling and microfilming but several for the development of records management programs. The grants program gave the
local records program a boost for it gave local officials the resources to carry out many of the department's
recommendations. The regrant also resulted in the development of a local records manual and general
records retention schedules, the promulgation of minimum records storage standards as state regulations, and the publication of a number of technical leaflets.

Local government records management
The SC SHRAB consultant found that few local governments have comprehensive records programs and
that the balance of responsibilities for records between the department and local governments is undefined. Neither the local governments nor the department is doing much about the management of
electronic records (see the state government records section above,
"Support from the top [in South
p. 34). He also noted that although local officials appreciate the guidance Carolina local governments] is lacking.
they get from the department, its oversight and advisory services need There is not a well-developed sense
revision. Equally significant, many local government officials are unaware that records are essential to
of the department's services and responsibilities. The consultant also government administration, that their
pointed out that the department lacks the staff to do much more than it sound administration is a cost-effective
approach to controlling vital
already does with local governments.
information,
and that records need
Based on conversations with SC SHRAB regrant recipients, the conmanaging
in
the same sense that
sultant concluded that although the funded projects met expectations,
they failed to produce comprehensive records management programs. other governmental assets need and
9
In addition to these observations of the SC SHRAB consultant, local warrant managing."
government participants in department-sponsored meetings had com- Bruce W. Dearstyne, SC SHRAB consultant
ments and suggestions. Several urged the department to prosecute Public
Records Act violations on the part oflocal government officials, make greater efforts to inform county
and municipal administrators of their records responsibilities, conduct more outreach to small towns,
and seek additional funding for local government records management.

Preservation microfilming
SCDAH's on-site survey of all forty-six counties in 1999 revealed that they hold about 20,000 cubic
feet of historically-significant records that are eligible for microfilming for space-savings and preservation-in terms of volume, this is about three-quarters of the records now in the department's stacks.
The department's analysts determined that age, condition, and research importance made about
7,000 of those records of high priority. As noted previously in the section on state government records,
because the department's microfilm lab is a revenue-generating operation, the department lacks the
capacity to microfilm the records in its own stacks. Fortunately, the General Assembly has g:iven the
department a special, one-time appropriation to microfilm county estate files; the department is now
asking for funds to conduct an ongoing program. The department has also entered into a cooperative agreement with the Genealogical Society of Utah (GSU) to microfilm eligible estate files (to
FINDINGS AND NEEDS
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The SCDAH microfilms oliler
county records for counties free
of charge when it has funds to
do so. Here department diredor
Dr. Rodger E. Stroup delivers
191 rolls of Edgefield County
court records, 1800-1871, to
the Probate Court Archivist
Teresa H. Harvey and Probate
Court Judge Robert E. Peeler,
Jr. TheSCDAHhasconducted
on-site surveys in every county
to identify historical county
records that ought to be microfilmed. The comprehensive
listing is available at http:/I

www.state.sc.us/scdah/
mfmcnty I countymfm.htm.
SCDAH.

1915) and marriage licenses (to 1950) in all South Carolina counties. The department arranges for
temporary transfer of the records from the counties to the South Carolina Archives and History
Center, where they are prepared and microfilmed by GSU volunteers. The department receives microfilm negatives of these records for storage and places copies in the reference room for research.
As important as they are, these two programs barely scratch the surface of the massive quantities of
historical county government records in need of microfilming.

Needs
Most importantly, the local government records area needs an increase in resources and funding and a
strengthening of the relationship between the department and the local records community. Related to
these is the department's need to increase its visibility on local government issues, develop new approaches to advisory services, including those for electronic records, and tighten requirements for local
government records management.

Common themes:

~ Funding/Resources • Access • Preservation • Education and Training • Information Technology!
........... Electronic Records • Visibility
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Historical records priorities, goals, objectives, and
activities, 2000-2005

Overview and implementation
The SC SHRAB considers the following six priorities equally important to improve historical records
management, preservation, and access in South Carolina over the next five years:
A: Educate the public on the importance and significance of historical records
B: Increase financial support for South Carolina's historical records
C: Increase archival education/training and program development
D: Ensure that South Carolina's historical records are preserved and accessible for use
E: Address the challenges posed fly the proliferation of information technology and electronic records
F: Ensure a productive and visible State Historical Records Advisory Board

Goals, objectives, and activities
Each of the six priorities is followed by one or more goals and then by objectives to work toward
during the planning period 2000-2005. Following the objectives are possible activities to pursue to
meet the objectives. These activities are proposed as ones that are of the highest importance to
address the six priorities effectively. This does not mean that to be successful all the activities must be
pursued. Circumstances over the next several years, for instance, might change significantly in some
areas, making specific objectives and activities of greater or lesser importance than they appeared at
the time the SC SHRAB formulated its plan in early 2000.

Accountability and performance measurement
Given the above, the following state plan does not give details and specifics on what should happen when
and by whom. The SC SHRAB will review this plan each year to assess progress toward addressing the six
priorities and will make adjustments through annual workplans and reports. Important in this periodic
review and adjustment will be the performance indicators listed under each of the six priorities. As with
the activities, not all the performance indicators need to be addressed.
They do, however, suggest the kind of results the SC SHRAB hopes
are achieved during the 2000-2005 planning period.
The board's annual review will include an assessment of the degree to which the performance indicators are being or have been

The SC SHRAB will review this plan each
year to assess progress toward addressing
the six priorities and wiH make
adjustments through annual workplans
and reports.
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addressed. In this regard, however, it must be noted that the SC SHRAB needs to develop baseline
information before it can adequately assess performance in several areas. To do this, the SC SHRAB
will sponsor regular meetings of historical records repository and organization representatives to
gather information, assess progress, and discuss matters of common interest, concern, and action
(see Priority F, Goal III, p. 64).

State plan priorities, goals, objectives, activities, and performance indicators
PRIORITY A: Educate the public on the importance and significance of historical records
Explanation: A persistent theme throughout the SC SHRAB planning process has been the need for greater appreciation and understanding !Jy the public of the importance and significance of historical records. This is viewed as
an important ingredient in the success of any effort to secure increases in the support for and use of archives. There
must be clear, compelling information on this topic. Historical records play a critical role in ensuring government
accountability and in promoting the economic development of communities. They also provide a touchstone to the
past for students, acknowledge the diversity of South Carolina's people, and enrich the fabric of South Carolina's
present !Jy interweaving the substantial threads of its past.

Goal: Increase public awareness, support, and understanding of archives and records
management
Objective 1: Cultivate understanding of significance of historical records among those who create
and use them
Objective 2: Increase awareness of archival and records management programs
Objective 3: Promote coalition building in support of historical records programs
Possible activities:

• Conduct regional 'Archive in Your Attic' events that incorporate sessions on the nature of historical
records and how they are preserved
• Establish a 'hotline' or referral number for individuals in need of advice either on archival matters
or on how and where to donate historical material
• Promote and support national Archives Week and Records Management Week celebrations
• Incorporate archival issues and concerns into the state's History Day competitions for middle and
high school students and promote in K-12 curriculum, as appropriate
• Promote the importance of archival materials and the need for increased support among cultural
historical agency administrators and governing boards
• Identify individuals and groups able and willing to work on fund-raising and other resourcegenerating activities
• Create an archives advocacy group to develop strategies and pursue projects to increase public
awareness of and support for archives
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Middle school and high school students participating in annual History Day competitions can benefit from the
riches contained in South Carolina's historical records repositories. SCDAH.

• Educate state and local political leaders on benefits to be gained from effective archival and records
management programs
• Conduct workshops on how to build grass-roots support and how to advocate programs internally
and externally
Performance indicators:

• Increase in media coverage relating to records issues, events, and historical collections in the state
• Increase in public programs that use or feature archives and records
• Increase in use of archives and historical records in History Day activities
• Increase in Archives/ Records Management Week events and attendance
• Increase in the number of new organizations and individuals working with historical records
repositories to preserve their records
• Increase in the number of organizations sponsoring events or promoting South Carolina
archives and records
• Completion of activities as designated on the SC SHRAB annual workplan
• Increase in the number of collaborative events to publicize archives and records

PRIORITIES GOALS OBJECTIVES ACTIVITIES
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PRIORITY B: Increase financial support for South Carolina's historical records
Explanation: As noted in virtually every area of investigation during the SC SHRAB planning process, the low level
or lack of.financial and other resources impedes progress in managing, preserving, and providing access to South
Carolina's documentary heritage. This is true in the state and local government areas as well as in the repositories of
non-government historical records. Problems range from a lack offunds to hire and retain staff to the inability to store
and preserve historical records properly. As one of the board consultants noted, "... limited resources are at the heart
of most of the challenges that these repositories face daily. "11 South Carolina has been fortunate over the past decade in
securing major federal and state grant funding. Notable has been the award of nearly $500,000 to the SC SHRAB
from the NHPRC and the South Carolina General Assembly. The SC SHRAB regranted these funds to local governments for archival preservation and records management projects, 1990-1993, and to repositories of non-government
historical records for a wide range ofpreservation and access projects, 1995-1999.
To continue the momentum started with In all, during the past decade, the SC SHRAB funded over one hundred twenty
the regrant projects of the 1990s, projects and conducted and sponsored a variety of educational and training acsignificant additionat ongoing funding
tivities. To continue the momentum started with the regrant projects of the 1990s,
for historical records programs and
significant additional, ongoing funding for historical records programs and acactivities is imperative.
tivities is imperative.
Among the significant challenges in this priority area are both the need to secure fundingfrom the NHPRC and the
General Assembly and to identifY and stimulate support from other sources. To be successful, partnerships and
coalitions will need to be developed.

Goal: Seek the resources necessary to address the needs of historical records
Objective 1: Pursue the financial resources that enable the SC SHRAB to continue as a granting
agency
Objective 2: Increase the number of grant proposals from South Carolina institutions
Possible activities:

• Submit SC SHRAB regrant proposal(s) to the NHPRC for local governments and non-government
records repositories
• Seek NHPRC regrant project matching and other funds from the General Assembly for an ongoing
SC SHRAB grant program
• Identify and explore potential non-public sources of funding and support for archival projects and
activities
• Support and promote the creation of a fund for the preservation of non-government historical
records and the improvement of local government records programs
• Provide the General Assembly and other potential financial supporters, as well as the South Carolina
historical records community, with an annual update on the state of historical records
• Develop and distribute SC SHRAB priorities and preferred approaches to potential grant applicants
• Hold workshops on grant writing and the types of projects of highest priority to the SC SHRAB for
potential applicants
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Performance indicators:

• Increased funding for historical records projects and programs
• Increased knowledge and expertise among government and non-governmental historical records
repositories in grants, evidenced by increasing numbers of successful grant proposal submissions

PRIORITY C: Increase archival education/training and program development
Explanatian: There has been considerable activity in the area of archival education and training far both reposi-

tories of non-government records and state and local government. Though the issue of education and training in
the state and local government area is an important one, the SCDAH is the agency with primary responsibility far
that activity. Far repositories of non-government records, there is no single agency or organization far anyone to
turn to far advice and assistance or far archival education and training.
The SC SHRAB sponsored annual statewide historical records conferences from 1995 through 1999, and wsponsared or supported events with such other groups as the SCDAH, SCPRA, SCAA, PALMCOP, SCFederation
of Museums, and USC's CLIS. These and other groups also conduct educational and training activities on their
own. The need, however, is an ongoing one. The turnover in volunteers and part time staff makes regularly
available instruction in the archival basics an absolute necessity. In the many cases where archival responsibilities
are assigned to individuals with library and museum backgrounds, an introduction to and ongoing training in
archival practices is also critical far the proper administration of collections. For the professionally trained archivist, continuing education is necessary to hone existing skills and to keep current with new issues, practices, and
techniques.
The SC SHRAB 's experience in sponsoring and conducting educational programs and its investigation of the
archival education and training needs in South Carolina make it clear that one size will not fit all. The needs of
South Carolina's many types and sizes of repositories vary considerably, and future archival training and educational efforts will have to take this into account. What the SC SHRAB has found is that it is important to retain
the personal contact in all education and training endeavors, and that the effective use of resources is possible only
through collaboration among South Carolina's archival and records management professionals and their associations and organizations.

Goal: Enhance the knowledge and skill of those who work with historical records
Objective 1: Promote and support educational and training opportunities for those with historical
records responsibilities
Objective 2: Improve coordination of and collaboration among outreach and training programs
offered by professional associations, universities, and the SCDAH
Objective 3: Promote professional standards
Possible activities:

• Promote and support training and education methods tailored to the needs and preferences of
specific audiences
• Develop a master training calendar for the state
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• Provide a framework for addressing historical records issues statewide through the SC Archival
Association, PALMCOP, and other associations and groups
• Esta?lish guidelines for and training in description and content analysis for the development of
standardized finding aids
• Promote and support the development of a network of archivists qualified to act as mentors for the
state's newer and smaller repositories through organizations like SCAA and PALMCOP.
• Purchase/ distribute technical literature-books, pamphlets, and brochures, for example--on basic
archival practices to those most in need
• IdentifyI establish ways to effectively exchange information among all the state's repositories about
best practices and about answering questions on archival practices and procedures
• Post appropriate technical literature--or pointers to them--on an Internet site
• Create an interactive CD-ROM on basic archival practices for use by repository volunteers and staff
• Develop or co-sponsor a distance education program for training via television or the Internet
• Create and/ or purchase and distribute videos on archival practices and issues in South Carolina
Performance indicators:

• Increase in the number of educational activities at basic, intermediate, advanced levels held
throughout the state
• Increase in the number of organizations sponsoring educational events or developing new tools
• Increase in the number of collaboratively-sponsored educational programs
• Increase in the number of new educational tools developed and/ or identified to train those
responsible for archives and records
• Increase in the number of new and long-term mentors throughout the state
• Completion of activities as designated on the SC SHRAB annual workplan
• Increase in the number of persons who have received some archival and/ or records management
training
• Increase in the number of repositories using standards and/ or best practices

PRIORITY D: Ensure South Carolina's historical records are preserved and accessible
for use
Explanation: While South Carolinas archivists and records managers have done much to identify and preserve many
historical records, it has all happened without an overall plan. The documentation ofthe states history is uneven, with
many subjects and social groups under- or undocumented. At this point, it is necessary to make a study of the nature
and extent of documentation, identify gaps, and, where possible, make ifforts to fill those gaps.
The historical records already in the states archival repositories need to be made more widely known to the public.
Concurrent with this will be the need for ifforts to attract other, non-traditional researchers to the state's repositories.
There is, however, an access and preservation crisis looming in South Carolina, which will make the foregoing
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Disasters like the fire that gutted much of the Allendale County Courthouse in May 1998 put the records in many
South Carolina courthouses at risk. Microfilming the most important records and storing the copy at the SC
Department of Archives and History is an important step in disaster planning. SCDAH.
activities difficult if not impossible to realize. This is as true of the state and local government sectors as it is of the
repositories of non-government records. In addition to a short supply of storage space for historical records, many
repositories have large backlogs of archival materials that have not been processed for use. Among these repositories
are the state's largest, which report that 50 percent or more of their holdings have yet to be arranged and described
for access by the public. Though there have been great strides in making information about historical records
holdings available over the Internet and other electronic media, these efforts are just a token of what needs to be
done for wider public knowledge and access. At the same time, digitizing technology is making possible direct access
to actual historical records via the Internet and CD-ROM. While this is a real boon to making records widely
available, it is an expensive process that often draws already limited funds away from basic processing work and
from archival preservation activities like microfilming. Contrary to popular opinion, digitized images are not an
archival medium, as are images on microfilm.
An increasingly important aspect ofidentifying and preserving historical records is records management. Though
a separate profession from archives (concerned with all of an organization's records, not just the historical), it is
complementary. Long an important aspect of the SCDAH's state and local government archival program, records
management is a growing concern among the state's repositories of non-government records like religious organizations and museums. In organizations that have a records management program, it is much easier for archivists to identify and preserve historical records. There is an access and preservation
Without a records management program, the archivist's job in sifting the wheat crisis looming in Soulh Carolina.
from the chaff is that much harder to accomplish.
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Many of South Carolina's historical records repositories lack space for processing and storage. SCDAH.

Goal 1: Improve the documentation of South Carolina history, especially regarding underdocumented subjects and social groups
Objective I: Identify the significant gaps in historical documentation of the state's history
Objective 2: Support and encourage the collection, preservation, and use of historical records for
under-documented groups, organizations, and communities
Possible activities:

• Conduct and/ or support a comprehensive study of the strengths and weaknesses of the
documentation of South Carolina's history as reflected in its archival repositories
• Give highest priority in NHPRC grants evaluations and in SC SHRAB regrants to those projects
that address significant gaps in available/ accessible documentation
• Support collaborative documentation projects among small and large repositories to ensure broad
based and comprehensive documentary efforts
• Provide grants to organizations and groups in under-documented areas to facilitate their efforts in
identifying and preserving their records
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One room schoolhouse in Blackville, SC, ca. 1930. The SC SHRAB is especially concerned about improving
documentation of under-documented subjects and social groups. SCDAH.

• Promote and support the development of oral history projects and programs to fill in gaps in the
history of under-documented social groups and topics in South Carolina history
• Microfilm the holdings of small and at-risk repositories for preservation and wider availability
Perfarmance indicatars:

• Increase number of repositories involved in collaborative documentation projects
• Increase in the number of under-documented subjects, groups, organizations, communities, and
time periods addressed
• Increase in funding amounts targeted at under-documented areas
• Increase in the number of historical records preserved and accessible for use

PRIORITIES GOALS OBJECTIVES ACTIVITIES
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Goal II: Improve the public knowledge of and access to South Carolina's historical records
Objective 1: Make the availability of historical records more widely known
Objective 2: Encourage the use of nationally-recognized standards in providing wider access to
historical records
Possible activities:
• Support the preparation and publication in hard copy and via the World Wide Web of a directory
of South Carolina historical records repositories, updating it regularly
• Seek newspaper and media coverage on the use made of historical records repositories in various
types of research
• Encourage and support celebration of national Archives Week
• Promote and support the identification and/ or development and dissemination of information
on appropriate descriptive practices and establishing online access
• Increase the number, frequency, and quality of workshops and other training on description and
automated access to archival holdings
• Create corps of archivists able and willing to visit and assist the state's smaller repositories in creating
finding aids to their collections
• Encourage the wide dissemination of historical records through the new technologies, e.g., digitizing
records for Internet access and/ or CD-ROM
• Promote and support the development of repository collection policies and the adoption of
practices that facilitate use of records by many types of researchers
• Properly describe and make available for public use the tens of thousands of microfilm rolls of
local government historical records presently inaccessible in the SC Department of Archives and
History's security microfilm vault
• Create a statewide union catalog of repository finding aids
• Conduct outreach efforts to groups that do not use, or under-utilize, archival materials

Perforr1Ulnce indicators:
• Emergence of collaborative arrangements for storage, care, and/ or the creation of access tools for
collections
• Emergence of partnerships between mature and new historical records repositories
• Increased numbers of collection descriptions available through bibliographic networks or the World
Wide Web (WWW)
• Increased numbers of digitized documents on the WWW in well-designed and navigable websites
• Increased numbers of users of archival collections

Goal Ill: Improve the preservation of historical records
Objective 1: Promote the use of nationally-recognized standards for the care, maintenance, and
preservation of collections
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Many of South Carolina's historical records repositories have a presence on the World Wide Web. The SC SHRAB 's
Directory of South Carolina Historical Records Repositories on the Internet is regularly updated with repository
web page addresses, http://www.state.sc.us/scdah/repositories.htm. These web pages hold valuable information
about repository holdings. The Internet homepage above is for the jewish Heritage Collection at the College of
Charleston. The development of the collection was funded in part by a regrant from the SC SHRAB. SCDAH.

Objective 2: Encourage collaborative projects and activities to improve the preservation of historical
records
Objective 3: Foster educational opportunities to improve preservation knowledge and skills
Possible activities:

• Develop a state preservation plan
• Encourage and promote the development and implementation of institutional preservation and
disaster plans
• Develop and disseminate minimum standards for physical storage

PRIORITIES GOALS OBJECTIVES ACTIVITIES
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In recent years several counties have
taken the lead in developing records
programs and constructing and
adapting records storage facilities,
notably Aiken, Anderson, Beaufort,
Berkeley, Charleston, Edgefield,
Kershaw, and Spartanburg counties.
Pictured here is the Edgefield County
Archives, which is operated by the
Probate Court. SCDAH.

• Secure a permanent funding source for cost-free or reduced cost State Archives microfilming and
conservation work for state and local government historical records
• Promote and support the establishment of regional storage facilities for local government and
non-government historical records
• Develop a collaborative approach to conservation and preservation services
• Develop programs and projects to increase the amount and quality of microfilming of local government
historical records
• Include conservation/ preservation in the provision of archival training and education offerings
Performance indicators:

• Increase in the number of repositories that report adequate storage conditions for care and
maintenance of collections
• Increase in collaborative preservation activities (e.g., disaster plans or educational workshops)
58
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The Edgefield County Archives has a well-organized storage area, which is temperature and humidity controlled to
ensure the preservation of the stored records. SCDAH.

• Increase in the amount of historical state and local government records microfilmed
• Complete activities related to the SC SHRAB annual workplan
• Increase in the number of preservation-related educational offerings

Goal IV: Promote the establishment and/or improvement of records management programs
Objective 1: Identify needs, establish priorities, and develop strategies for records management
programs
Objective 2: Support and promote the establishment of a local records management improvement
fund
Possible activities:

• Expand/ construct a new State Records Center for the storage of state government records
• Expand and increase the amount and type of records management training available
• Create state and local government records advisory committees to advise the South Carolina
Department of Archives and History on its records management and archival programs
PRIORITIES GOALS OBJECTIVES ACTIVITIES
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• Explore the feasibility of establishing regional archives/records centers for local government records
and non-government historical records
• Provide funding and other support for the establishment/expansion of records management
programs in government and non-government organizations
• Promote collaboration among key organizations and institutions in national Records
Management Week
• Publicize and/ or distribute standards, guidelines, and other technical literature on records
management to appropriate government and non-government offices and repositories
• Ensure that knowledge about and understanding of the archival impact of new technologies on
recordkeeping are conveyed to records managers and others in the state responsible for records
Performance indicators:

• Increase in records management programs in governmental and non-governmental bodies
• Increase in publicity for Records Management Week
• Increase in participation in events related to Records Management Week
• Increase in the availability and use of standards, guidelines, and best practices relating to records
management
• Increase in collaborative activities among the State Archives and municipal and county organizations
involved in local records issues and management
• Increase in collaboration among local governments to manage their records

PRIORITY E: Address the challenges posed by the proliferation of information
technology and electronic records
Explanation: The impact of information technology is pervasive, touching nearly every aspect of our lives.
Recordkeeping is no exception. The effect, so far, has not been great on many of the repositories of non-government
records: most are still collecting and providing access to traditional collections of paper records, audio recordings,
and photographs. Information technology has most impacted the daily work of most archivists in the ease with

'The identifying and managing
of electronic records ... needs to be
addressed at the beginning of the
records' 'life cycle,' when the
systems are being established."12

which they can now use word-processing to create finding aids, or in the possibilities for promoting their holdings and services through the Internet and the World
Wide Web. A SC SHRAB consultant expressed concern, however, that the state's
colleges and universities have not shown more interest in the use of computers in
records creation and storage.
In the state and local government area, the SCDAH has been working for

Bruce W. Dearstyne, SC SHRAB consultant

several years to develop an electronic records program. An important lesson learned
is that archivists and records managers cannot work on their own in dealing with the impact of information
technology and electronic records. They must work closely with many other administrative and information technology professionals within their organizations.
Qy,estions like the following are being explored by archivists and records managers: How is the functionality of
archivally-significant databases maintained over time with limited resources? How should records and publications
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Recent years have seen a dramatic increase in the number of repositories making information about their historical
records collections available online via library networks, the Internet, and the World Wide Web. Here staffers enter
descriptions of manuscript collections at the South Carolina Historical Society (SCHS). The Society collaborated in
a joint automated access project with the South Caroliniana Library, the College of Charleston Library, and the
Avery Institute. The project was encouraged fly the SC SHRAB and funded fly the NHPRC. SCHS.

available only in electronic form be identified and maintained? How can archivists and records managers be
educated and trained to operate effectively in this new environment? The SCDAH is trying to deal with the
complexities of electronic information and records at the same time that paper and other traditional records are
being created in greater quantities than ever before. Since the SCDAH is the largest archival operation in South
Carolina, with responsibility for archival matters in both state and local government, it is only natural that it
plays a leadership role in electronic records in the state.

Goal: Encourage and promote the effective management of electronic records
Objective 1: Promote educational opportunities for those who are responsible for creating, identifying,
managing, and using electronic records
Objective 2: Encourage information-sharing on standards and best practices for managing electronic
records
Objective 3: Promote public awareness of the problems in managing electronic records over time
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The activities of many state agencies and local governments rely heavily on the use of information technology.
Much of the information and records produced remain in electronic form. Archivists and records managers need to
establish retention periods for how long such electronic information is to be retained. Archivists have a special
concern for how the truly historical information and records are to be stored and retrieved for use decades and
centuries into the future. SCDAH.
Possible activities:

• Develop educational workshops to provide electronic records training and incorporate electronic
records issues and approaches in the provision of archival and records management education
and training whenever appropriate
• Conduct pilot and demonstration electronic records projects and report on them
• Appraise and schedule electronic records
• Develop guidelines for managing electronic records in legacy (i.e., older or outdated) systems
• Develop, modify, or adopt recordkeeping requirements for electronic records
• Provide guidance and assistance to ensure that recordkeeping requirements are included in new or
updated systems
Performance indicators:

• Increase in the number of governmental agencies and private organizations that have implemented
standards, guidelines, and best practices for managing electronic records throughout their life cycle
• Increase in educational offerings at all levels on managing electronic records
• Increase in the availability of educational tools concerning managing electronic records
• Increase in publicity about projects in South Carolina that have addressed electronic records issues
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PRIORITY F: Ensure a productive and visible State Historical Records Advisory Board
Explanation: The SC SHRAB has been operating exclusively from the general guidance provided l7y federal regulations for SHRABs, without the benefit of 17ylaws or otherformal policies and procedures. Until recently, appointments to the board have not always been timely or given due consideration to diversity in representation from social
groups, geographical location, individual professional experience, or organizational affiliation. The SC SHRAB

'The SC State Historical Records
Advisory Board is successful and
not dominated l7y archivists. The board includes two history professors, a genealogist, the does stand out as one of the more
director of the South Carolina Historical Society, a library educator, a university library active SHRABs in the United
director, a public library director, three historical society members, a county clerk of court, a States." 14
consultant on the Board's internal operations and effectiveness has noted, however, that

the board may be one of the most diverse SHRABs in existence, at least in one respect: it is

county probate judge, and the state archivist. One of the new members is also an SCAA

Elizabeth Yake( SC SHRAB consultant

board member and another is on the PALMCOP board.
The consultant further noted a "... tension between the board's perceived role and their
own time commitment that needs to be resolved . .. {an] advisory/action dichotomy that appears to plague all
boards. "13 Though the SC SHRAB received high marks from the consultant for institutionalizing the planning
process, she noted that the work of the board over the last several years has placed a strain on SCDAH staff, which
provides board support, drawing them away from other important SCDAH archival responsibilities.

Goal I: Secure staff support adequate for the work of the board and
the achievement of the goals and objectives of the state plan
Performance indicators:
• Identification of funding support for a staff member

• Increase in advocacy activities on the local and state levels
• Employment of a permanent staff person

Goal II: Continue the board's role in strategic planning

Though the SC SHRAB received high
marks for institutionalizing the
planning process, its work over the
last several years has placed a strain
on SCDAH staff who provide board
support, drawing them away from
other important SCDAH archival
responsibilities·

Objective!: Monitor and report progress on the state plan goals and objectives
Objective 2: Annually review the plan and adjust as circumstances warrant
Possible activities:

• Distribute the state plan to key individuals, groups, and stakeholders, and widely distribute a summary
brochure throughout the state
• Develop annual workplans based on the state plan goals and objectives, adjusting them as necessary to
changing circumstances and opportunities
• Publish an annual report on the Board's activities and progress toward state plan objectives
• Develop and distribute special reports on historical records issues
• Conduct a study of the Board's 1995-1999 regrant program to determine the long-term impact of
the regrant funding
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Performance indicators:
• Provision of annual updates on the plan's implementation

• Increase the publicity for the plan and historical records issues
• Accomplish activities related to the board's internal workings

Goal Ill: Collaborate with other organizations and institutions in support of historical records
Objective 1: Promote information-sharing, cooperation, and concerted action
Objective 2: Encourage programs and projects that address key elements of the state plan
Possible activities:
• Establish a consortium of historical records repository representatives to meet regularly for discussion

and action on issues of common interest and concern
• Secure grants and other resources to provide support for state plan-related programs and projects
• Support and co-sponsor education and training sessions and other archives-related events
• Work in partnership with other groups to heighten awareness of the NHPRC grant program and
the Board's funding priorities
• Establish an awards program recognizing exceptional support for, administration/preservation of,
and use of archival materials
Performance indicators:
• Increased collaborative activities among stakeholders and organizations holding archives and records

• Increased participation of first-time grant recipients in the regrant program
• Ability to sustain dialog with historical and governmental records organizational leaders
throughout the time span of the plan

- -- -

The South Carolina Archival Association

The SC SHRAB played a key role in the development of the South Carolina Archival Association. It scheduled a
session on the matter at the Board's Fe!Jruary 1998 historical records conference; convened a special conference of the
state's archivists in December 1998 to discuss and vote on the formation; and provided support for the work of a
steering committee in 1999. The Association's first officers were elected in October; 1999. In early 2000, the SCAA
had over 130 dues-paying members. SCAA.
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Board mission, vision, and roles and functions
statements

Mission
The South Carolina State Historical Records Advisory Board (SC SHRAB) serves the public by advising
and supporting efforts to identifY, preserve, and provide access to South Carolina's historical records.

Vision
The SC SHRAB is an active and effective agent for the preservation of and wider public access to South
Carolina's historical records, serving as a model for the nation's other SHRABs. It fosters and supports
communication and collaboration among the state's historical organizations and institutions, playing
the roles of educator, advocate, promoter, planner, and coordinator.
The SC SHRAB aids its wide array of constituents directly through grant funding and indirectly through
its coordinating role. The board provides a meeting ground where common agendas and goals can be
developed and pursued.

The roles and functions ofthe SC SHRAB
A Planning
• Develops and promotes a strategic plan for historical records in South Carolina.
• Communicates and participates with archival, records management, historical, cultural, and
other appropriate groups to support and develop common strategies for achieving specific goals
and objectives.
• Reviews historical records conditions in South Carolina to identify needs and/ or evaluate the
effectivenesss of different approaches for addressing those needs.

B. Advocacy and education
• Promotes and encourages programs and projects to raise public awareness of the significance
of historical records and their conditions and needs.
• Encourages and supports communication and collaboration among the historical records
community and information agencies for preserving and making available the state's historical
records.
• Monitors and offers commentary on any legislation, regulations, rulings, opinions, and procedures
affecting South Carolina's historical records.
• Supports education and professional training on archives and records.
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C. Funding
• AdvQcates and seeks financial support for historical records programs and education.
• Serves as the state-level review body for grant proposals to the National Historical Publications and
Records Commission (NHPRC) from South Carolina institutions and organizations.
• Promotes and publicizes grants programs and encourages participation through advice and
assistance in proposal development.
• Reviews and monitors the progress of grant projects that were originally evaluated by the board.
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SC SH RAB funding priorities
The following are the three priorities (of equal importance) the SC SHRAB will use in rating grant
proposals from South Carolina institutions and organizations seeking NHPRC and/ or other funding
administered by the board. Each of the three priorities below are examples of the types of projects
that would be appropriate for grant funding. These are examples only. They do not preclude the
possibility of other projects being considered.
The SC SHRAB is especially interested in projects that would address under-documented subjects and social
groups and access to historical records. These projects could fall under any of the priorities. The SC SHRAB is
most interested in collaborative efforts.

1. Improving the preservation of and access to historical records
Examples:
• Implementation of description and access standards
• Collaborative projects to expand access
• Application of best practices for the management of historical records and records management programs
• Cooperative preservation activities
• Arrangement and description of historical records
• Preservation microfilming

2. Educating and training the staff and members of organizations and professional
groups that manage historical records
Examples:
• Seminars, workshops, and other presentations on archival issues and practices
• Collaborative educational initiatives

3. Increasing awareness of the significance and need to preserve historical records
Examples:
• Conferences, meetings, publications, and other promotional activities
• Initiatives to attract funding for statewide activities
• Research and demonstration projects that study issues relating to historical records
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Glossary

Access: The opportunity or means of finding historical records; this is generally done through printed
finding aids, on-line catalogues, finding aids, databases, and indexes.
Appraisal: The process of deciding whether records have sufficient significance and value to keep
permanently. Reasons for keeping records may include their value to the creating person or
organization for legal or fiscal reasons; their value in documenting the work of a person or
organization; and their historical or informational value.
Archives: Documents/ records that are created, received, or used by an organization to conduct its
daily business and have continuing value. The term also refers to the institutions that keep these kinds
of records.
Collecting policy: A policy established by an archival repository that identifies the subject areas, time
periods, and formats for the documentary material it seeks for donation or purchase.
Conservation: Treatments that stabilize, repair, or restore deteriorated records to a condition where
they can be used. See also PRESERVATION.
Digitize: See SCANNING.
Disposition: The final action in a set of actions that begin with an appraisal decision for a series of
records. Possible dispositions include transfer to an archival repository, transfer to a records center, or
destruction.
Document: Recorded information, regardless of form or medium, with three basic elements: base,
impression, and message. Frequently used interchangeably with record or documentary materials.
Documentation: In archives and libraries, the identification, acquisition, and preservation of historical
records that provide evidence of people, organizations, places, events, and activities.
General schedule: A records retention schedule that specifies the disposition of certain series of
records common to many offices or agencies within the same organization or type of government. See
also RETENTION SCHEDULE.
Historical records: Broadly speaking, the recorded information that has long-term value because it is
historically important. Historical records can be created, collected, or used by individuals; by groups
like those with either political, social, avocational, professional, or other work-related interests; by
businesses of all sizes; by governments; by religious groups; by not-for-profit organizations; and by
many other groups or organizations. Historical records include photographs, audio/ visual recordings,
electronic media, and traditional paper-based records like correspondence, diaries, and reports.
Life cycle of records: The life span of records from the time they are created or collected, through
their use in the conduct of daily business or other activities, to their final disposition, which may be
long-term storage if they will be needed occasionally; disposal; or permanent retention in an archives,
a library, a museum, a historical society, or an organization's historical records program.
Non-government records: Recorded information created or used by private individuals, by non-profit
organizations, by for-profit businesses, or by other organizations and people who are neither formal
governments nor acting on behalf of a government.
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Preservation: Action taken to slow or prevent the deterioration of or damage to archival records. The
provision of adequate facilities for the protection, care, and maintenance of archives, records, and
manuscripts.
Processing: The activities undertaken to facilitate the use of historical records. Sorting, unfolding,
cleaning, identifying, arranging, and describing (through finding aids) documents, and preserving
them either in acid-free folders and boxes or through more extensive treatments.
Records management: The systematic control of records from the time they are created or collected
by a government, business, or organization, through their use and maintenance in the conduct of that
body's daily business, to their final disposition. Final disposition may call for destruction, long-term
storage, or permanent retention as archival records to be held either by the organization or by an
archival institution for the organization.
Reformatting: Converting the information in an historical record into another form that will help
ensure its preservation or make it more readily available for users. Today documents are usually
reformatted through photoduplication, microfilming, and digital imaging.
Retention schedule: Document that specifies actions for retention and disposition of current, inactive,
and noncurrent records series of an organization or agency. See also GENERAL SCHEDULE.
Scanning: The process of converting an image of a document into electronic form.
Schedule: ( v.) To establish retention periods for current records and provide for their proper
disposition at the end of active use. (n.) See RETENTION SCHEDULE.
Series: A body of files or documents that are arranged in a unified filing system or maintained as a
unit because of some relationship arising out of their creation, receipt, or use.

Abbreviations
ARMA: Association of Records Managers and Administrators
CALM: Charleston Archives, Libraries, and Museums
CLIS: College of Library and Information Science (of the University of South Carolina)
NHPRC: National Historical Publications and Records Commission (of the National Archives)
PALMCOP: Palmetto Archives, Library, and Museum Council on Preservation
PRA: Public Records Act (Code ofLaws of South Carolina 1976, as amended, 30-1-10 through 30-1-170)
SCAA: South Carolina Archival Association
SCDAH: South Carolina Department of Archives and History
SCPRA: South Carolina Public Records Association
SC SHRAB: South Carolina State Historical Records Advisory board
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