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INTRODUCTION

The Third Report of the Advisory Committee on the Records of
Congress (S. Pub. 106-52) identifies three major trends that threaten
the integrity of the records of Congress. They are:

e the volume and complexity of congressional members’ papers.

* the revolution in electronic communications and record keeping.

e the random dispersal of members’ papers impeding efforts to

organize strong, state-based public service resource centers.

The Society of American Archivists Congressional Papers
Roundtable scheduled this Congressional Papers Forum to explore
ways to mitigate the ill effects of these trends. Eighty-five people
from around the country gathered together on August 29, 2001 for an
intense afternoon of focused discussion. Two formally structured
panel discussions were followed by two focus groups comprised of

‘members of the audience. The panelists’ presentations and the focus
groups’ summaries were recorded and transcribed.

This edited transcription captures what participants felt to be a
uniquely productive meeting. The recommendations of the forum
build on those of the Third Report. They are herein reproduced and
offered to the Advisory Committee on the Records of Congress and
to the national archival community to help chart future congression-
al documentation goals and activities.



EXECUTIVE SUMMARY

Institutions are there to advance scholarship .and research, but they are
also there to advance the causes of society . . .
— William Crowe on congressional research centers

These proceedings provide a first-hand account of the creators
and keepers of legislative documentation as they grapple with two
of the most persistent problems affecting the quality and usefulness
of public policy documentation, namely, the weakness of archival
records management in congressional offices and the lack of a
strong national network of congressional resource centers.
Responding to a series of questions posed by the panel leaders, rec-
ognized experts described the extent and ramifications of these
problems and offered solutions. An eighty-five-member audience,
also comprised of specialists in the field, then debated these points
and drew conclusions.

The recommendations derived from this concentration of expert-
ise represent the best current thinking of the archival/curatorial
world. The transcript also offers rich background information and
data. The recommendations are offered to the Advisory Committee
on the Records of Congress as a response and follow-up to the
Advisory Committee’s Third Report to Congress. Recognizing the
committee’s past success in improving preservation of the historical
records of the legislative branch, the forum participants hope that
this report will support the Advisory Committee’s efforts to
improve the process whereby members’ collections are preserved
and'become part of our country’s archival and cultural heritage.

To improve the preservation of an adequate and usable historical
record as contained in the papers of members of Congress, the
forum makes the following recommendations to the Advisory
Committee. )

First, facilitate significant improvements in archival/records
management by:

* promoting the addition of a professional archivist or records
manager to a member’s staff either full time or part time, as
appropriate. Only in this way will the recurring problems of
poorly managed records be solved.

¢ providing members with a sample job description to facilitate
their hiring such a professional.

* enlisting the support of members who have personal staff
archivists to garner interest among other members.



* promulgating records management baseline criteria in the form
of a checklist that offices can use to evaluate their effectiveness
level. The criteria should include particular guidance for elec-
tronic records and special media.

*endorsing records management briefings for new offices.

* urging members to designate a repository early in their careers
in order to begin a cooperative venture that strengthens records
management and produces a more valuable permanent record.

Second, promote an understanding of the vital role that public

policy centers play in making congressional collections available for
public research and providing public programs at the local, state,
national, and even international levels by: '

* developing a working definition of “public policy center” to
provide guidance to members and states that need to create
them. The definition should describe the cost effectiveness of
centers, their goals and policies, and the types of public pro-
grams undertaken by successful centers.

* overseeing the compilation of an official roster of public policy
centers and publicizing it to encourage members to designate
their centers early in their careers.

* enlisting the help of state historical records advisory boards to
encourage the development of centers in states that lack them.

* promulgating a pamphlet for new members that explains their
role and responsibilities in preserving their records and in
working with the congressional centers that will hold their
papers.. _

® creating a task force to explore and report on ways to fund the
preservation of congressional and public policy documentation
either through traditional sources such as grant giving agen-

v cies, a central campaign finance based fund, or some other des-
ignated fund, in order to create a more systematic method than
currently exists for preserving this vital national documenta-
tion. For competitive funding ‘sources, evaluation criteria
could incorporate an assessment of the quality of records man-

‘agement as evidenced by the quality of the collection and an
evaluation of the appropriateness of the archival institution t
serve as a public policy center. ’



WELCOMING REMARKS

Cynthia Miller, Chair, Congressional Papers Roundtable

I am Cynthia Miller, Chair of the Congressional Papers
Roundtable. It is a great pleasure to welcome all of you to
Washington and to this special forum of the Congressional Papers
Roundtable.

When Karen Paul and I started planning this event last
September we wondered if anyone would come. We had sent out a
notice to the roundtable asking for any interest and three people
replied. One of our more confident members said, “Go ahead and
plan it, people will come.” Last week Karen and I started worrying
about whether this room was going to be big enough, and we actu-
ally had to turn people away. So it is just terrific to see such an inter-
est in this topic and those of you willing to take part of your busy
afternoon to participate in this meeting.

I particularly want to thank Karen Paul for the work that she has
done planning this meeting, her attention to absolutely every little
detail. On behalf of the roundtable, Karen, I'm very grateful for
your herculean efforts on our behalf. Also thanks to Dick Baker, the
Senate Historian, and everyone in the Senate Historical Office for
their cooperation with planning this event.

The Center for Legislative Archives at the National Archives has
graciously agreed to tape the panel presentations and the reports of
the focus groups so that we will have a record of these proceedings.
Our thanks to Mike Gillette and his staff for doing that for us.

The publication of the Third Report of the Advisory Committee on
the Records of Congress last December, so close in time to this meet-
ing in Washington of the Society of American Archivists [SAA], has
presented us with an excellent opportunity to explore some of the
current concerns of congresswnal collections in more depth.
Periodically, those of us involved with congressional papers feel the
need to step back and assess what the current status is, what the
current issues are, how technology is affecting our work, how
things have changed, and what priorities should be. This is the fifth
of such gatherings, beginning twenty-three years ago in September
of 1978 with the Conference on the Research, Use and Disposition of
Senate Papers. It is very gratifying to see here today some of the
people who attended that conference and some people who partic-
ipated in subsequent conferences, providing us with a continuity to
this ongoing dialogue.



In 1985, a group of congressional archivists convened at Harpers
Ferry for a meeting sponsored by the Dirksen Center and National
Historical Publication and Records Commission [NHPRC] and pro-
duced the Congressional Papers Project Report. Most notably this
report laid down the criteria that members should use in selecting a
repository and guidelines for repositories in deciding which mem-
bers’ papers to collect.

In 1989, meeting in conjunction with a bicentennial symposium
on Understanding Congress, a task force of roundtable members
undertook a multi-year documentation project on Congress. The
resulting report, entitled The Documentation of Congress, was edit-
ed by Karen Paul and published in 1992.

Our last conference, the last opportunity we had to get together,
was seven years ago, again in September, in Portland, Maine, spon-
sored by Northwood University and Margaret Chase Smith Library
to examine and discuss the preservation, use, and accessibility of
members’ papers. Each of these meetings has contributed to our
knowledge and our ability to handle this complex business of con-
gressmnal papers.

The size of this gathering demonstrates that there is a continued
and growing concern about congressional collections. Today, we
will focus on two aspects of the Third Report of the Advisory
Committee: records management in members’ offices and the
development of public policy resource centers. I am confident that
the results of our discussion will again advance our work. I really
thank you all for coming.

It is now my great pleasure to introduce Dick Baker, the Senate
Historian. Dick, I know, needs no introduction to most of you. Dick
has been a strong advocate for congressional papers since the begin-
ning of the Senate Historical Office and 1, again, thank him for all of
the work of him and his office in making this meeting happen
today. Thank you, Dick.

Richard Baker, Senate Historian, representing the Secretary of
the Senate

Thank you, Cynthia. I bring greetings on behalf of the Secretary
of the Senate.

Ten years ago Jeri Thomson was Assistant Secretary of the Senate.
At that time she had an idea about creating the Advisory
Committee on the Records of Congress as part of a package of other
changes to improve the use of the records of Congress and its mem-
bers. Now she serves as the co-chair of the Advisory Committee.
We could not ask for a more energized or determined advocate for



the work that we in this room do in common. Ihave no doubt that
Jeri will serve as a vigorous advocate for implementing any con-
sensus that comes out of the meetings today.

It's appropriate that we're meeting in the Lyndon Baines Johnson
Room of the Capitol. LBJ knew the political value of prime real
estate in the Capitol Building. When he became Senate majority
leader in 1955 he obtained a master key to this wing and went
around late at night opening doors, looking in to see who had the
best hideaway office because he wanted it. Well, he found this
room. Unfortunately, it was occupied by a committee, the
" Committee on the District of Columbia, and they’d been here for a
good fifty years. But there were plans to build a brand new office
building, the Dirksen Building, which was designed to house com-
mittees, to get the committees out of the Capitol. So he became a
fervent advocate of completing that building. As soon as the
District of Columbia Committee moved out in 1958, he moved in.
This room, because of its ornate trappings, became known and was
then known as the Senate’s Taj Mahal. He loved it. When he
became vice president of the United States he refused to leave this
space. It was supposed to go to the majority leader at that point,
thanks to his initiative. So he kept it and the rooms just behind us.
Those rooms are still used by the staff of the vice president.

This room is currently used for two important purposes. Every
Tuesday at twelve-thirty the Senate Democrats and Senator James
Jeffords gather here for a weekly policy luncheon where lots of
interesting decisions are made. This room is also used on a semi-
annual basis by the Advisory Committee on the Records of
_ Congress when the Advisory Committee is chaired by the secretary
of senate in alternating congresses. We've had some very good
meetings over the last ten years and I'm sure that the results of this
meeting will be front and center on the committee’s agenda when it
next meets early in December.

It is now my pleasure to introduce a fellow Advisory Committee
member, Tim Johnson, Curator of Special Collections and Rare
Books at the University of Minnesota. Tim.

Timothy Johnson, Advisory Committee Member and represent-
ing the Clerk of the House

I's my pleasure to welcome you on behalf of Jeff Trandahl, the
Clerk of the House and on behalf of the members of the Advisory
Committee.

By way of introduction, there are two things I would like to just
comment on as an advisory member, one of the appointed mem-
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bers. First is to reflect on a comment that Gary Sisco made when I
first came on board the committee. He made the observation here
in this room that it was the first time within the life of the commit-
tee that most of the appointed members were professional
archivists. He hoped that we would take advantage of that fact in
our work over the next two years. I think we did. I think the Third
Report that the committee issued in December is evidence of that
professional interest and professional commitment.

So, on behalf of Jim Lloyd from Tennessee, Elizabeth Scott from
South Dakota, and the rest of the gang, I want to thank them and
thank Karen for the chance that we have as archivists, both camps—
librarian and archivist—to be able to participate in that process.

The second comment I want to make in way of introduction,
again, is a reflection on the report. When Cynthia and Karen asked
me at the last Advisory Committee meeting to be a part of this after-
noon’s session I said yes, but I also explained that I was going to be
out of the country. So I changed my travel plans a bit. I'm going to
hang on as long as I can today but my body is still on Athens time
having been there just yesterday.

Personally for me it's a sense of my own commitment and the
value that I place on the work that we did and the report that was
written and, again, I think a reflection of all the members of the
committee in what we did. I'm very, very pleased to be a part of this
afternoon’s session and to be representing the Clerk in this opening
introduction. )

It is now my pleasure and privilege to introduce the Assistant
Archivist at the National Archives, Michael Kurtz.

Michael Kurtz, representing the Archivist of the United States

+ Good afternoon. I'm here to give greetings from John Carlin, the
Archlwst of the United States. The Archivist is back at College Park
awaiting busloads of SAA members who are going to be taking a
tour later this afternoon. He did want me to send his greetings.
And it's an opportunity also to express the commitment of the
National Archives to the important work of the Advisory
Committee and to pay tribute to Mike Gillette and his excellent staff
at the center for all the work that they’ve done and to express our
truly genuine appreciation to Dick Baker and Karen Paul and Ken
Kato and those who work on the House side for all the work that
we’ve been able to do over the last number of years to build a strong
program of protecting and preserving the legislative records, and
making them available. So this symposium is really a very impor-
tant agenda item for us. Mike Gillette serves as the executive secre-



tary for the committee and does a great deal of work for the com-
mittee. So this meeting is a very important one. We look forward
to receiving the results. I'm glad we’re going to record everything
in order to be able to mine everything that’s said and proposed here
today as part of our contribution on members’ papers and all
aspects related to the records of Congress. |

It is my pleasure to introduce Karen Paul. I've known Karen for
a long time, a friend and a colleague and someone we enjoy work-
ing with very much. I'm glad to turn the podium over to her.



BRIEFING: THE THIRD REPORT OF THE
- ADVISORY COMMITTEE AND PURPOSE
OF THE FORUM

Karen Paul, Senate Archivist

I want to set the framework for today’s meeting. There have been
two previous Advisory Committee reports. They focused on con-
gressional committee records and records of congressional support
agencies and they were responsible for some notable progress in
those areas.

The Third Report is the first to focus on members, the papers of
members which contain, in fact, half of the documentation of
Congress and the legislative branch. It makes three recommenda-
tions that relate to the preservation of members’ collections.

First, the report endorses the implementation of preservation cri-
teria or baseline actions—this is within members’ offices—for use
by members as a guide to preserving their collections. It is also the
hope of the committee that these criteria will be useful to grant-giv-
ing agencies as a benchmark in their evaluation of congressional
papers preservation grants. This sets up a “carrot and a stick.” It
says, “If you employ and execute these guidelines, then your col-
lection is going to be more competitive down the road when it
comes time to apply for grants for preservation purposes.”

Second, it recommends that members, after six years or prior to
retirement, whichever is sooner, devote specific staff resources to
improving records management and establishing preliminary intel-
lectual controls over their collections prior to their transfer to an
archival repository, i.e. they ought to be employing professional
archival or records management help or training someone on their
staff.

Third, it endorses the development of public policy research cen-
ters that include a strong archives component for the purposes of
centralizing public policy documentation, for maximizing the use of
specialized resources which these collections require, and for
strengthening overall the preservation of congréssional documenta-
tion.

You see from the agenda that the first half of the forum is the
“informative part” consisting of two forty-five-minute panels that
are designed to help find ways to achieve the three goals. Those
familiar with congressional office records management know that
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while there has been a lot of progress in some instances there still is
need for substantial improvements across the board. Just today I
received a letter from John Brademas, president emeritus of New
York University, who is very interested in establishing a congres-
sional center there. I happened to share with him a 1978 article by
Richard Baker on the status of record keeping in the Senate. So Dr.
Brademas wrote back, “From what I can gather”—and he’s been
researching this—"the comment that not much has changed since
then is right on target.”

Panel I, then, is chaired by Naomi Nelson of Emory University
who was very instrumental in helping to straighten out the Sam
Nunn office several years ago. She is going to lead a discussion of
the issues and highlight some successful practices currently in use.
It is designed to help us think of some possible solutions.

This is followed by another panel led by Frank Mackaman of the
Dirksen Congressional Center. His discussion is going to cover the
goals, programs, and benefits of public policy centers. Just yester-
day I had a phone call from the head of libraries at Mississippi State
University and she said, “We are expanding our political collections.
We are expanding our reference services vis-a-vis these collections.
We are expanding our educational and public policy outreach activ-
ities.” Her question to me was, “How can we connect to a congres-
sional network similar to that of presidential libraries? How can we
connect to other centers? We have a lot of potential and we are
building that. How can we realize this potential and how can we do
it better?” ' 3

So this is today’s challenge, to try to find some answers. We
encourage you to take some notes and raise your points at the end
of each panel as time permits and in the focus sessions.

There will be a fifteen-minute break at 3:30. After the break,
Sheryl Vogt of the Richard Russell Center will chair a focus group on
records management and Raymond Smock, a historical consultant,
will chair the group on the development of centers.

This is a working forum and we ask you to participate actively by
offering your recommendations. The panels and the final focus
group recommendations will be taped, transcribed, and submitted
to the Advisory Committee at its December meeting and, of course,
to all forum participants. This is a great opportunity to improve
congressional documentation. Let’s take advantage of it. Naomi.
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PANEL I: IMPROVING ARCHIVAL
PRACTICES ON CAPITOL HILL

Chair: Naomi Nelson

Panelists: Juliette Arai, Nancy Briani, Margo Rushing, Kevin
Wilson, and Robin Van Fleet

Naomi Nelson

Good afternoon. Our panelists today represent a body of collec-
tive wisdom on the workings of Congress and congressional offices.
I will pose a specific question to each panelist who will then take
five minutes to answer it. Then, at the end, after all the panelists
have spoken, we’ll have some time for your comments and
thoughts. Remember that our purpose here today is not to identify
problems but to work to solve them. So let’s focus on possible solu-
tions to some of the common problems we all face.

Our first panelist is Nancy Briani. Nancy worked for many years
-~ as an office manager for Senators Nancy Kassebaum and Jeff
Sessions. Nancy, your question is: What are some of the elements
of good records management in a member’s office?

Nancy Briani

First, I feel like I'm preaching to the church choir because being
archivists and librarians you’re familiar with what is good practice.
The Senate offices are a little different. I was fortunate to have spent
twenty-four years in various offices in different capacities and know
what people want. I will share a few things that I think are very
important. '

One is that the record-keeping system must be very logical
because there is so much staff turnover on the Hill. In my office, we
started off with twenty-four people and four years later, only six of
the original staff remained. The system must be easy enough for
new staff to learn quickly and maintain. It should support fast
retrieval. If it takes more than half an hour to find something from
six years ago, there’s something wrong with the system.

Consistency is achieved through use of a filing vocabulary. With
the staff turnover and with so many projects going on at once, you
can’t have one aide filing something in “transportation” and anoth-
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er one doing it in “highways” and another doing it in “aviation.”
You have to set up a system from the beginning that’s consistent,
where everybody on the staff knows what the goals are and how to
get to that goal.

One of the most important aspects of good records management
and the hardest to achieve is adequate staff education. When sena-
tors are first elected, the last thing on their minds is the archival
practices of an office. They wonder, do I need a personal secretary,
an office manager? When and if they do finally focus on their
papers—as in my case, I was not hired to do the archival work—the
job usually goes to a person who loves to file, if there is such a per-
son.

Most office managers are people right out of college (okay, she
can pay the bills) and records management becomes just a side job.
Some do it excellently, while others kind of “wing it” and don't
worry about it until the senator is getting ready to retire. Then they
say, “Oh my gosh, what are we going to do with all these papers?”
They do not even think about the electronic records. So you have to
educate staff about the importance of the documents they are deal-
ing with and how the system works so that all work toward keep-
ing a good record of the senator’s time in the Senate.

The last thing that I think is very important is good documenta-
tion of your system. I worked for Senator Kassebaum for eighteen
years and achieved great consistency. At the end, we had a little
notebook that explained where every piece of paper was in every
box. It was divided topically. I gave that to the archival repository
so if they had to find something they could quickly read the “road
map,” the notebook, and find what they were looking for.

I£ T had to do it over, I would definitely make some changes. I
would make sure that road map was given to four or five different
people because I've gotten calls since then saying, “Okay, Nancy.
Where do we go to look for . .. ?” And I say, “Well, you've got to
go to the notebook,” and I didn’t have it. So it’s nice to always kind
of spread the wealth so that more than one person has that doeu-
mentation.

I think that you know what makes a good system. It's just in a
Senate office things are very different from a law firm or a business.
In some ways it’s very connected but in other ways it's very dis-
jointed. With everybody going off and doing their own little proj-
ects, no one has time to worry whether the senator’s statements are
kept where they should be, or that the voting record is maintained,
not just how he voted but why he voted that way. It takes someone
who hates to hunt for papers to get in there and keep it running.

13
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When I retired, I left feeling fairly good because if you wanted to
you could go back and find every statement the senator made since
assuming office. But I've since learned that the system is not being
maintained. So, it is essential to find somebody who is willing to
pick up and carry on.

Naomi Nelson

Our next speaker is Juliette Arai. Juliette is the Archivist in the
office of Senator Ted Stevens. Juliette, what are some of the greatest
challenges when trying to set office records policy?

Juliette Arai

Good afternoon. One of the greatest challenges in trying to set an
office records policy is the pace of records creation when the Senate
is in session. Amidst this paper explosion, record keeping either
doesn’t happen or people use the “pile method”—this pile for
forestry issues, this for trade, this one for fisheries, and so on.
Everything is just there in a pile.

I think one of the main reasons for not filing or for not organizing
records is lack of time. Most people wait until recess figuring that
they can catch up then. For some this works fine. For our legisla-
tive assistants, this doesn’t always work as they most likely will be
on a trip to the state with the senator, or on vacation recuperating
from the session. So the filing gets pushed off until the next recess
or until adjournment and finally gets done when they’ve run out of
space in their cubicle and they can’t even move.

. Another reason for poor filing habits is ignorance. Some people

just don’t know how to file. This notion seems odd to me and prob-
ably to a lot of people here. It is something that I was very surprised
to find, but I don’t take it for granted anymore. People just don’t
know how to do it.

Now, all that said, our office isn’t totally chaotic. In terms of
record keeping, we have a combination of centralized and decen-
tralized filing systems. There are centralized systems for correspon-
dence, internal memos, speeches, scheduling, and press files. These
all work wonderfully. These systems are records management at its
best. Normally, one person is in charge, and he or she strictly fol-
lows a certain procedure that has been followed over a long period
of time and has survived staff turnover. It is something that has
become ingrained in the office culture. It's second nature.

Decentralized filing is where all the problems reside and unfortu-
nately this includes all of the LA files. Basically, staffers are respon-
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sible for their own files. I give as much guidance as I can and they
follow some or all of it, but they're really on their own.

At this point, you're probably wondering what my job entails. I
wear many hats in the office. I'm archivist, records manager, muse-
um curator, reference archivist, and librarian, just to name a few
things. I don’t have time to hold people’s hands when it comes to
filing. What I did do when I started in the office was to meet with
everyone. I asked each staffer what they did, what kinds of docu-
ments they created, how they dealt with their electronic records. I
did this mainly to gauge the status of record keeping in the office
but also to get people to see me as someone they should consult
when they had questions about records.

Once I met with everyone I compiled a records management
memo for the staff. I wanted to get across three points. First, that
everything that they created in the senator’s name belonged to the
senator. In the past we've had problems with staffers taking their
files with them when they left the senator’s employ. That was a big
problem.

Second, I emphasized that their work is part of the historical
record. Istressed that while the staff member might leave, the work
still goes on. We refer to older files all the time. By taking the files
from the office, the staffer was doing the senator and the con-
stituency a disservice. On the third and final point, the memo
served as a “how to file” manual for people. Files need to be
housed, the housing needs to be labeled and everything needs to be
organized in some sequence.

My work doesn’t stop there. I keep prodding people along and
guiding them because they’re just not going to do it by themselves.
I periodically send out reminder memos or do a briefing in a staff
meeting near the end of a session or at the beginning of a new
Congress. “This is what you want to keep in mind when you're fil-
ing or you're setting up a new system.”

Overall, I think I've been pretty successful and I think I've slow-
ly made an impression. For example, people are putting dates on
things they send to the senator. That was a new concept to a lot of
people. I've got staffers putting documents into folders. That,
again, was something new for some people. People are coming up
and telling me to watch out for certain memos so I can put them into
the internal files or they’re asking me whether something is histori-
cally important or not. Staffers are also giving me copies of speech-
es without my having to nag them, which I do, however, on a week-
ly basis. That’s not to say there are no problems. People are still pil-
ing paper on the floor but it is not staying there so long.
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In conclusion, I'd like to say that setting up a successful office
records policy doesn’t happen overnight. It's work that doesn’t
ever really stop. You're constantly at it and constantly trying to get
people to file and to help them. But it is something that can be done.
Thank you. ,

Naomi Nelson

Our next speaker is Margo Rushing. She is the Office Manager
for Senator Conrad Burns and she will talk about how identifying
and working with a repository while the senator or House member
is still in office can benefit the office staff.

Margo Rushing

I think the most important thing an office manager can do during
the first months of a new term is to pick a repository and begin
working with that institution to set up an archival system that will
work for both the senatorial office and the repository.

I was fortunate when I started working for Senator Burns that one
of the universities in Montana came to D.C. during the first couple
months of his term and offered their services. That doesn’t always
happen. It usually is up to the office manager to go out and knock
on doors and look at the different options in the state to find out
which repository, institution, or university would be the very best
one for the senator. But because of the hectic schedule in a new
office when you have very few people, you're working twelve
hours a day, and the senator is trying to learn the ropes, it’s the last
_ thing you think of and it should be one of the first.

I think the most important element in this big picture though is a
consistent overall plan and this can only happen if the office man-
ager works very closely with a repository. I think it's important for
the institution to send an archivist to the member’s office to let staff
know how important it is to the state to keep good records. At this
point, the staff gets involved and when they do they feel like they
“own” it, they understand why it’s important.

This joint plan establishes a working relationship with the insti-
tution and it identifies what is expected of the staff. Many proce-
dures for archiving can be established early on, setting up a routine
for the staff to follow. It's an ongoing effort for the office and the
institution. I try periodically to send copies of the papers from our
files notebook so they see what we have and what may be coming
their way. I've often thought that institutions should not be shy in
working with an office and letting them know what looks good to
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them or what they think they would like to see. So there’s a con-
versation going back and forth. Basically it’s costly to maintain
these records and it's their cost and not ours. My thought is that we
should be accommodating to as great a degree as possible.

Here’s a story of what happened to d senator who served for
twenty-four years in the Senate and six years in the House. I knew
his office manager really well and her boss and mine were both up
for reelection. I wasn’t out in the state for that election but I was
watching the news that night. Her boss was a very high-profile sen-
ator and was expected to win no problem. Mine was targeted to
lose. They actually both lost. She didn’t expect him to lose. They
did not have a repository and basically they had seven weeks to go
through thirty years of papers. So Karen Paul, I know you know
that nightmare. I'm sure that offices are much better now in choos-
ing repositories than they were in the past because it is one of the
most important things you can do particularly because of electron-
ic records.

I was thinking today of what might help improve the situation in
the Senate. I thought that senators might consider appropriating
money specifically for an archivist. I know that each office might
try to work around that. But if that person was on the payroll for a
certain salary and that salary could not be used for anything else,
maybe that would encourage offices to employ an archivist.

I just wanted to list the benefits of identifying your repository.
They include establishing a systematic records management proce-
dure in the office, informing the entire office staff about the impor-
tafice that the senator puts on archiving, and encouraging proper
records disposition and description in the office notebook. A work-
ing relationship helps define the contents of the collection and
incorporates the documentation needs of the archives. I think the
more you engage an‘institution in this process the better the put-
come.

Naomi Nelson

Our fourth speaker is Kevin Wilson. Kevin has worked in the
offices of Senator Pell and Representative Weygand and is now
doing things off the Hill. Kevin, what are the greatest challenges
faced by staff when they transfer electronic records to a repository,
a challenge we all face?
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Kevin Wilson

Let me echo what Nancy said about the reluctance of staff to dis-
cuss archiving at the very beginning of a career. Archiving is equated
with either the member’s defeat or his retirement. For staff, it
means you're unemployed. So with all the time demands, and time
is the problem, you have no incentive to want to do the archiving
because it's something that you don’t want to think about.

I saw this very clearly in my position with Congressman Bob
Weygand. After having put thirty-six years of files together for
Claiborne Pell, I said to myself, “I don’t want to do this again. I
have experience with it.” .I talked to my new chief of staff and he
agreed that we should talk with a university. We should really set
up an archive. That was the last that was ever said about it until a
few weeks before we had to leave our office. The congressman’s
wife discovered how many boxes were going to be put in her cellar.
[Laughter] When she did not agree with that, we had about three
weeks to establish an archives.

My experience, and I would not have done it without Karen’s
help, was to handle about sixteen years of computer files for a mem-
ber of the Senate who served thirty-six years. Before we started that
year-long closing process, we had been sending our constituent
mail, the hard copies of the letters, to the University of Rhode
Island. Senator Pell’s tenure is a good history lesson in that regard.
The first twenty years of his career every letter that went out was
typed with the letterhead and five sheets of carbon paper. The
incoming letter was then attached to the light color and that was
your official record for the constituent mail. There was also green,
pink, yellow. There was a blue. I know pink was chronological. I

‘don’t know what the other ones were. Luckily, by the time I got
there we had started—we were one of the first ten offices in the
Senate to use the big new computer systems.

By 1996, we had ten years of big disks from those mainframe
computers and also about seven years of floppy disks from a LAN
system. We had to merge all of those together. Thanks to Karen’s
help and the Senate Computer Center and a really stiff shoulder
from clicking the mouse, we merged all Senator Pell’s computer files
into one system contained on two floppy disks. Those two floppy
disks represent legislative files and a good number of casework files
for about sixteen years.

You can’t talk about managing an office’s computer files without
talking about managing the paper file system. You will always be
missing the paper copy of a speech that you can find on the com-
puter. For some reason there will always be the letter from the con-
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stituent and the reply that you can’t find in the computer. I don’t
know why that happens. You need the two of them together. For
that reason, you have to think about the two systems together. You
can’t set up a paper system one way and the computer system
another. .

I also feel a need to defend the legislative staff, having been one.
It is very important to have a system, both a computer system and
a paper system. That should be a framework. It can’t be too rigid.
You have to recognize not only the time constraints but also that
individuals think differently. 1 filed documents by the issue. I

- would have a housing file and within that I would have statements,

“memos, and constituent letters. There are other people who think
the reverse way. To force a staffer to think a way that they don’t
think takes time. What you will end up with is documents titled
“Memo to the Senator,” hundreds of memos to the senator, or
“Talking Points for Tuesday’s Lunch.” What year? What topic? And
the biggest reason those titles get to be put on documents is because
the senator is on the phone going “Where are my talking points?”
And you’re going, “Just a minute, Senator. I'm just about finished
with it,” and you have to go out the door. That’s the reality of the
Hill.

So you have to set up a system that is flexible and that becomes
part of the culture of the office. From the beginning, if everyone
realizes that there is a system that they have to work within, it will
be easier. In my office on the House side, we had a system of leg-
islative notebooks. Any time we signed a “Dear Colleague” letter, a
copy of that “Dear Colleague” letter went in the notebook. It was
great because the congressman saw that his staff was organized. We
all knew where we could go to see them and when the office closed,
I tobk those four or five notebooks and just put them into boxes,
labeled them, and sent them to the archives.

I have to say that one of the things that surprised me the most
when I was working with the Pell computer files is that, believe it
or not—this was in 1997—Congress actually may have been ahead
of the archival community. I mean that in this way. When the
University of Rhode Island archivists came in to talk with us—you
remember that—they looked around the office and were absolutely
amazed at all the papers we had and everything and the volumes of
computer files we had. Honestly they said, “Why don’t you just
print out all the computer files and we’ll microfiche them when we
get to Rhode Island?” It was just impractical.

But what they also went on to explain to me is the computer tech-
nology doesn’t fit with your demands. Inever knew until that time
that within CD-ROMs there are tiny sheets of metal that will cor-
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rode over time. So while we were a bit ahead of what we can offer
we also aren’t yet to the point where we can provide you with doc-
umentation and media that totally serve your needs. The
University of Rhode Island now has CD-ROMs, floppy disks, and
two types of electronic tape, magnetic tape, that make up the com-
puter versions of Pell’s files, just in case something happens. I also
have my own copies of those.

Let me. put one more plug in for something else and that’s the
importance of constituent mail files. A lot of times, because of the
volume of mail that comes in and the space requirements in an
office, constituent mail is often overlooked. I don’t know whether
anyone has read the Tip O’Neill biography but the biography is a
perfect example of why constituent mail—and I mean the hard
copies, not the computer replies; the incoming mail—why those
files are important for history. At the point in the book where Tip
O’Neill is changing his impressions of the Vietnam War, the author
uses constituent mail to illustrate how and when Tip O’'Neill
changed his opinion over a period of time in response to the chang-
ing views of the constituents. From the Hill point of view, we all
know that the first formulation of policy, the first time you take a
crack at changing policy, is documented in a letter to a constituent.

A good archives has to have constituent mail. Thank you very
much.

Naomi Nelson

The final speaker in this panel is Robin Van Fleet who is in the

House Office of Legislative Services. Her question is: What can we

¢ "do to encourage members to implement records management pro-
grams in their offices? |

Robin Van Fleet

Good afternoon. It’s a pleasure to be here. I'm fairly new to the
Hill and to the Office of the Clerk, Historical Services Division of the
Legislative Resource Center. Our current manual for when an office
closes and for records management is this, Closing a Congressional
Office. When advising congressional staff about records manage-
ment, we tell them to keep the material that tells the story of the
member. The manual does list categories of records typically kept
in a congressional office and it gives suggestions on what to do with
the materials. We also provide information to the offices on cour-
tesy storage facilities available at National Archives. Once a revised
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manual and brochures are published, we're hoping to distribute
them to all the offices as well as put them on the Clerk’s Web site.

We do some records management consultations. We encourage
the staff to get the records in order now so that they don’t have to
do all this at the end when the office is closing. It is a challenge
implementing records management especially because of the staff
turnover. It's hard to keep that consistency.

None of the members’ offices I'm aware of on the House side
have archivists because this would mean taking away a staff posi-
tion. But more offices are becoming aware of the services our office
provides and they’re trying to get a better handle on their situation.

Even though we are a fairly new division, we are making our-
selves known and hopefully these publications will help in the
process. Thank you.

Naomi Nelson

We have a few minutes left, so now is the time for any questions
or comments that you might like to add. Yes?

Audience

Just a suggestion, for what it's worth. Ihave previously worked
as the archivist and records manager for a United Nations humani-
tarian organization where there is frequent junior staff turnover, fre-
quent crises somewhere in the world, and records needed to be
found because sometimes lives depend on it. So we set up a system.
A couple things that we learned might be useful to you.

One is that the manuals and the filing code system are great but
they are obsolete the minute they are printed because there are
always changes and new ideas and new types of issues that come
up. So we used to post ours—we have an intranet system. I don’t
know if the Senate or the House has anything like that. But we
would post the filing codes, the filing plan on the intranet system
and it was available to all our offices worldwide. We took a lot of
criticisms from the office staff. They felt it didn’t really work and
we adjusted accordingly. We tried to give them terms that could be
commonly used for certain types of issues that came up in every
office. It was updated at least weekly so that people could just go
in.

One of the advantages—the carrot and the stick—one of the car-
rots was that if an office utilized this sort of general plan, then we
would offer to help them in times of crisis, whatever kind of prob-
lem might come up where they had filing backlogs or there was an
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urgent need to find a lot of material quickly. We would arrange to
get them staff from other offices to go in and help them out because
the general plan was the same. If they were using the general plan,
then anybody could come in and quickly help out, learn the
specifics of what they needed. This was very, very useful, especial-
ly since we also had staff that did not all speak the same language.
There are five languages in the United Nations.

Naomi Nelson

Thank you. So having a common filing plan that’s easily updat-
able on-line and—— ’

Audience

And the other thing was that we strongly recommend that there
be parallel filing systems. That if they were filing papers a certain
way that they tried to use the same kind of general folder system
and makeup in filing their electronic documents. So if you knew it
was filed in a folder marked “Talking Points, Thursday, June 1998”
that there would also be an electronic folder using a similar title.
Having that one decision to try to have paper files titles the same
titles of the electronic files saved us years of staff time every week.

Naomi Nelson
Thank you. Yes?

;L‘ ‘,‘
Audience

I can’t speak for all Senate offices but I think most of them follow
the practice of having computer files match the hard copy files and
mainly because of the excellent book that Karen Paul passed out to
us on records management where she stresses that they do that with
the correspondence. Most offices also have a system that’s available
to everybody on the staff so that you can see every file from your
own computer. You can look there and then go to the hard copy.
We are doing a little bit of that already I think in most offices.

Audience

Nancy’s comment when she spoke at the very beginning caused
me to wonder what happens when you don’t have one of those
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good systems? Where do staff go to get the advice? Probably from
Karen Paul’s office to get a correct filing system, a better filing sys-
tem. Does the House have comparable kind of help?

Naomi Nelson

Robih?

Robin Van Fleet

Well, our office gives advice on basically—we don’t have filing
schemes per se that we give out but we will go in and talk to the
staff, look at their records and say, “Who does the filing? What are
the problems?” and try to work with them on that as well as this
manual that we are trying to get ready to distribute. '

Audience

I have a question for Margo Rushing. Do the office managers
" have a filing scheme that they share with new offices? 1 always
thought they called you the first week. [Laughter] I do have one
but I just wondered if there was another one going around.

Margo Rushing

I think what we’ve done in the past—and I think the Democrats
do the same; I'm kind of the oldest of the Republicans—is we set up
kind of a buddy system initially and the newer office managers will
team up with an older, more experienced one. So as part of that ori-
entation we try to help them get established. Once again, there is so
much that you're trying to do and you're trying to teach so many
people the ropes and get the work done and answer the mail and
the phones and get équipment that sometimes, once again, that's
one of the last things that comes to fruition. Whatever help we can
get I think is always appreciated.

I just wanted to state one thing about the comment you had
regarding setting up files. The Library of Congress is a good
resource as well. Iknow a lot of new offices may call the Library of
Congress to come in and try to help them get started before you get
too far away from the initial organization of an office. They are
happy to do that for the House and the Senate. That's something
that we kind of lean on, if they find the need.
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Audience

They actually used to have those guidelines published.

Audience

In some degree a filing system will naturally occur. The real ques-
tion is the quality of the system and how well it is maintained.

Audience

Right.

Audience

The computer people will naturally establish some sort of com-
puter files. Believe it or not, LA’s actually will try and do some form
of filing on their own. Stuff that comes in from either the Senate or
the House, vote sheets of how members voted will come in literally
all ready to go into a notebook. So there are the makings of a sys-
tem. It literally is just the quality of it that is important.

Audience

Are there any modern examples that could be added as appen-
dices to your manual? Is there a way to put them on the Web some-

ﬂwhere, to hone in on them?

Audience

I think that’s difficult because of the variety of differences in focus
among offices. May I just ask Juliette and Kevin: If you were to go
about setting up a system for your electronic filing, do you think it
should be in one person’s control or do you think you should dis-
tribute that responsibility among the staff? Juliette, how do you do
that? Do you check to see what folders people are using?

Juliette Arai

Most staff print out everything. I can’t really check to see if
they’re doing the folders.
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Kevin Wilson.

I actually was a huge fan of the mainframe systems that were here
for a while because for one reason it forced a system onto the staff.
They really only had one choice. That was the choice that the sys-
tems administrator had established. Really what it comes down to
with paper and computer files is you give legislative staff choices
and God knows what you’ll get. You'll get things like the piling sys-
tem. So therefore, the more that you can control and limit them, the
better you are at the end of the day. The ten years of our old, clunky
_ mainframe in Pell’s office was much better organized than the six
 years of the new high-tech LAN system. In all honesty, we were one
of the last in the Senate to get a LAN because I knew what we were
leaving.

Naomi Nelson

I am afraid that we are over time at this point but this conversa-
tion will continue in the focus group. So please bring your ques-
tions and your comments and your ideas to that and contribute
them there. Please join me in thanking our panelists.
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PANEL II: DEVELOPING PUBLIC POLICY
RESEARCH CENTERS

Chair: Frank Mackaman

Panelists: William Crowe, Jeffrey Suchanek, Connell Gallagher,
and Herbert Hartsook

Frank Mackaman

I am the panel’s moderator, Frank Mackaman, of the Dirksen
Congressional Center. You know that all must be right with the
world if someone who works at the Everett McKinley Dirksen
Congressional Leadership Research Center is able to participate ina
meeting on Capitol Hill in the Lyndon Baines Johnson Room. All
must be right with the world.

I want to offer my thanks to the roundtable for organizing this
session and a special thanks to Cynthia for not calling those of us
who were here in 1978 old. [Laughter] |

Joining me on the panel this afternoon are Bill Crowe, represent-
ing the Robert J. Dole Institute for Public Service and Public Policy
at the University of Kansas, Connie Gallagher, who is the Director
for Research Collections at.the University of Vermont Libraries,
Herb Hartsook, who is the Curator of Modern Political Collections
at the South Carolina Library, and Jeff Suchanek, who is the Senior
Archivist at the Wendell H. Ford Research Center and Public Policy
Archive at the University of Kentucky.

‘We are here to address that portion of the Third Report of the
Advisory Committee which endorses the development of statewide
public policy centers that include a strong archival component.
These centers would focus on political and policy documentation.
Let me read from the report: “The purpose is to encourage within
each state research facilities that approximate what a presidential
library offers in terms of resources and collections that relate to each
other. Centralizing similar collections and dedicated repositories
will make it possible to share the extensive resources needed to pre-
serve such materials. The collections will also be more accessible to
scholars who will need to visit only one or two places as opposed to
ten or twenty.”

The panelists’ collective experience with congressional
archives/ public policy centers suggests how desirable and realistic
the development of statewide public policy centers might be. That
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is why we are here. The format we will follow is the same as the
first session. I will ask each presenter a lead-off question and they
will have five to ten minutes to respond. Think of this as a series of
case studies. :

I'm going to pose the first question to Bill Crowe. He s here rep-
resenting the newest of the centers. I would like to know what is
unique about the Dole Archive and the Dole Institute and perhaps
what have you learned from the experiences of the others. Thank
you. Bill?

William Crowe

Thanks, Frank. As a nod to truth in packaging, I'm not the Dole
Archivist. 