The National Archifes
Mashington, B. C.

OFFICE OF THE ARCHIVIST

Memorandum No, A-142 February 28, 1941

To: Heads of Operating Units
SUBJECT: Finding Mediums

Memorandum No, A-122, issued March 1, 1940, provided for the appoint--
ment of a special committee to make a study of #finding mediums and other
instruments for facilitating the use of records in the custody of the
Archivist,® For the purpose of this study the term "finding mediums and
other instruments for facilitating the use of records" was broadly de-
fined to embrace: (1) Recommendations on transfer; (2) identification
inventories; (3) preliminary reports; (4) identification of series
reports; (5) historical summaries; (6) classification schemes; (7) cata-
logs and indexes; (8) catalog surveys; (9) inventories and lists;

(10) calendars; (11) special reports; and (12) guides.

The committee was authorized and directed to consider: (1) The pur-
poses which finding mediums and other such instruments as those men-
tioned are designed to serve; (2) the extent to which existing finding
mediums and other such instruments serve, or fail to serve, these pur-
poses; (3) whether any of them should be discontinued and/or others be
undertaken at this time; and (4) means of facilitating their production
and distribution.’

The committee was further authorized to request from members of
the staff such oral and/or written reports on the subject under consider-
ation as it deemed necessary for its study, and all members of the staff
were directed to cooperate with the committee to the fullest extent.

The following constituted the committee: The Assistant Director of
Archival Service, Chairman, the Director of Publications, the Chief of
the Division of Reference (or the Assistant Chief of the Division in the
absence of the Chief), the Chief of the Division of War Department
Archives, and the Chief of the Division of lMaps and Charts. The commit--
tee was directed to submit its report to the Director of Archival Service
for transmission, with his recommendations thereon, to the Archivist for
approval . :
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The work of the committee was both comprehensive and thorough.
Between March 4 and May 22, 1940, inclusive, it held 14 meetings., It
received reports from 15 of the 18 chiefs of professional divisions in
The National Archives, 14 other reports and articles submitted by mem-
bers of the National Archives staff, and 5 reports and articles from
sources outside The National Archives; and it heard oral statements
from 10 qualified witnesses. All the evidence thus made available, as
well as the various types of #finding mediums and other instruments for
facilitating the use of records" that were already in use in The National
Archives, was carefully analyzed and studied in terms of their applica-
tion to the present requirements of The National Archives. On January 15,
1941, the committee filed its report with the Director of Archival
Service, who transmitted®it with his comments to the Archivist on
February 14.

Directions for the Preparation of Finding Mediums

After giving careful consideration to the findings of the committee,
I hereby direct: :

Section 1, That hereafter all finding mediums prescribed for use in
connection with records in the custody of the Archivist of the United
States shall be drafted by the personnel of the custodial division to
which the records have been allocated, in accordance with instructions to
be supplied by the Office of the Director of Archival Service. All such
finding mediums prepared by any custodial division shall be transmitted
by the chief thereof, in the form of drafts, to the Assistant Director
of Archival Service, who, if he finds that they have been prepared in
accordance with instructions, shall transmit them to the Director of
Archival Service for his approval, Upon approval by the Director they
shall be returned to the Assistant Director of Archival Service, who
shall arrange for their reproduction. Any of them that are to be pro-
cessed or printed shall be submitted to the Office of the Director of
Publications for editorial revision in accordance with established
procedure,

Section 2., That recommendations on transfer and identification
inventories shall not be considered as finding mediums and shall con-
tinue to be issued in their present form and content in accordance with
established procedure.

Section 3. That the preparation of preliminary reports, identifi-
cation of series reports, historical summaries, and classification
schemes shall be discontinued.

Section 4. That cataloging by accessions shall be discontinued and
there shall be substituted therefor cataloging by record groups. The
term "record group" is defined as a major archival unit established
somewhat arbitrarily with due regard to the principle of provenance and






