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Archival Records

"History is not just something that happened long ago and far away. 
History happens to all of us all the time. Local history brings history 
home, it touches your life, the life of your family, your neighborhood, 
your community.“

Thomas J. Noel, author and historian



Introduction



State Archives Mission

The State Archives documents the evolution of state public 
policy and its implementation, the rights and claims of 
citizens, and the history of Connecticut and its people.



Important Events
1741-1845:  Various attempts to gather and arrange 

colonial records. The legislature pays to 
acquire, organize and index Connecticut’s 
early colonial and state records up to 1820. 
These records are known as the 
“Connecticut Archives.” 

1854-1855: The State Library Committee, appoints 
James Hammond Trumbull, as the first State 
Librarian.  Secretary of the State transfers 
the “Connecticut Archives” to the State 
Library.

1900-1936: George S. Godard appointed State Librarian. 
The State Library makes great advances in 
collecting and preserving public records and 
private manuscript materials.

1909:       The General Assembly designates the State 
Library as the State Archives.

State Library room in the State Capitol building.  



Important Events
1984: General Assembly creates the post of State 

Archivist in the Public Records program 
statutes. 

2012: State Archives partners with the University 
of Connecticut Libraries to create the 
Connecticut Digital Archive (CTDA)

2018: First Digital Records Archivist hired to 
manage growing collection of digitized and 
born-digital materials.

2019: State Archives begins implementing a 
cloud-based archives management system.

2022: Public Records Policy 04: Electronic Records 
Management issued which includes 
requirements for archival or “permanent” 
records.



State Archivist Role
Sec. 11-1c. Official state archives. Appointment 
of State Archivist.

… The State Librarian shall, …, appoint an 
assistant, who shall be the State Archivist.

 Sec. 11-8a. Retention, destruction and transfer 
of documents. 

(c) …determine that certain books, records, 
papers and documents which have no further 
administrative, fiscal or legal usefulness are of 
historical value to the state, the State Librarian 
shall direct that they be transferred to the State 
Library. If ... determine that they are of no 
historical value to the state, the State Librarian 
shall approve their disposal,…



Collections Management Policy

Primary
 State and Local Government 

Records
 Appraise

 Acquire

 Preserve 

 Organize

Secondary
 Non-government records 

 Acquire appropriate archival 
collections

 Administer



Collection Management Policy

Collections should 
mirror the diverse 

nature of 
Connecticut 

residents. They 
should strive to 

equally include all 
communities as 

much as possible

Records, materials 
and resources 

should reflect a 
variety of political, 
economic, cultural, 

religious, social, 
disability, veterans, 
minority and sexual 

issues.

Free access 
to materials 

supports intellectual 
freedom allows 
exploration of 
all sides of a 

question, cause or 
movement.



Vital Statistics



Vital Statistics

 More than 53,000 cubic feet of 
paper records from state and 
local governments, private 
organizations and individuals

 Since 2000, the physical 
collection has grown by an 
average of 58 accessions and 931 
cubic feet per year

 More than 1,000,000 digital 
records

 Over 200 Record Groups for 
government records



 Facilities
 2 sites for paper records
 Connecticut Digital 

Archive (CTDA)

 Staffing
 4 professional
 2 support



Appraise



Archival Value

 Documents one or more of the following: 
 the evolution of the government’s organization, 

policies and practices;
 claims or petitions made by citizens on 

government and their disposition;
 obligations and claims made on citizens by  

government and their disposition;

 the legal and legislative history of the 
government.

 Possesses
 research value beyond the specific 

administrative, legal or fiscal reason for the 
records were created by the agency created 
them to transact its business.



Archival Appraisal

 Process of determining whether 
records and other materials have 
permanent or research value.

 different from monetary appraisal, 
which estimates fair market value. 

 different from records management 
appraisal, which is typically used to 
determine how long  records have 
value for the creator based on 
operational needs.

 Per IRS rules and archival ethics, 
CSL staff cannot assign monetary 
value to records.



Archival Appraisal

• Value of records: 
• Primary – record creator’s functional use
• Secondary – others’ current and future 

research use

• Records appraised most often during:
• Record Retention Schedule development
• Disposal Request review
• Relocation and consolidation
• Separation from service or retirements

• RMLO and agency employees play a 
key role in identifying archival records



Primary Value

 Support business functions
 Policies and Procedures
 Minutes
 Correspondence
 Income and Debt

 Document rights and privileges
 Foundational Documents
 Property Ownership
 Right to Vote



Secondary Value
 Document lives of individuals
 Court records
 Probate records
 Correspondence

 Changing environmental 
impact
 Aerial photos
 Tax records

 Education and Entertainment



Archival Records
Allen Ramsey 
Assistant State Archivist

Allen.Ramsey@ct.gov – (860) 566-1100 ext. 302 
https://portal.ct.gov/csl/departments/state-archives   
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Acquire



State Government Records

 Statutory Authority
 Executive State Agencies

• Records Management Liaison 
Officers (RMLO)

• Office of the Public Records 
Administrator

 Quasi-public agencies

 Good Timing and Luck
 Judicial Records

• Contacts within the Judicial Branch

 Legislative Records
• Committee Clerks
• Individual legislators and staff



Organize



Basic Archival Principles
 Provenance – 
 Maintain records according to 

their source 

 Original Order – 
 Keep records in the records 

creator’s original order - (unless 
there is no order)

 Arrangement tells a story



Archival Processing
• Review collection and 

documentation
• Determine arrangement if no 

original order exists
• Determine preservation needs

• remove rusty metal fasteners
• photocopy and/or digitize 

fragile materials
• Rehouse records

• archival folders and boxes
• Label and shelve the boxes



Archival Description

• Create a container list
‒ box or folder level

‒ item level (rare)

• Create or update finding aids
‒ online finding aids catalog

• Update accession records



Access



Finding Records

• Reference services provided by the State Library’s 
History & Genealogy (H&G) reference staff.

• Online access
‒ finding aids catalog https://cslarchives.ctstatelibrary.org/ 

‒ Digital collections 
https://libguides.ctstatelibrary.org/DigitalCollectionsatCSL

https://cslarchives.ctstatelibrary.org/
https://libguides.ctstatelibrary.org/DigitalCollectionsatCSL


Using Records Onsite

• Access Archives & Secured Collections
https://libguides.ctstatelibrary.org/hg/using-archival-
records

‒ Request the records by calling H&G reference staff.

‒ View the records in the secure Archives Reading Area (ARA) 
in the H&G reading room.

‒ Under certain circumstances, state agency staff may access 
the materials by appointment at the State Archives off-site 
facility.

https://libguides.ctstatelibrary.org/hg/using-archival-records
https://libguides.ctstatelibrary.org/hg/using-archival-records


Transferring Records



Transfer Policy, Procedures, and Form

• State Archives Policy 01: Transfer of Historical Records to the State Archives or 
Other Approved Archival Repository, https://portal.ct.gov/csl/-
/media/csl/departments/state-
archives/pdfs/sap01transarchrecs.pdf?rev=ffea7b921d53458b8eb5650c0616c658  

• Procedures for the Transfer of Historical Public Records to the State Archives, 
https://portal.ct.gov/csl/-/media/csl/departments/state-
archives/pdfs/transproceduresarchrecords.pdf?rev=0eb4f1b057c848db923a41f06
23cb074 

• Memorandum of Transfer form, https://portal.ct.gov/csl/-
/media/csl/departments/state-
archives/pdfs/transfermemo.pdf?rev=63d1da1141ed4f06b22185cc66f1be47 

https://portal.ct.gov/csl/-/media/csl/departments/state-archives/pdfs/sap01transarchrecs.pdf?rev=ffea7b921d53458b8eb5650c0616c658
https://portal.ct.gov/csl/-/media/csl/departments/state-archives/pdfs/sap01transarchrecs.pdf?rev=ffea7b921d53458b8eb5650c0616c658
https://portal.ct.gov/csl/-/media/csl/departments/state-archives/pdfs/sap01transarchrecs.pdf?rev=ffea7b921d53458b8eb5650c0616c658
https://portal.ct.gov/csl/-/media/csl/departments/state-archives/pdfs/transproceduresarchrecords.pdf?rev=0eb4f1b057c848db923a41f0623cb074
https://portal.ct.gov/csl/-/media/csl/departments/state-archives/pdfs/transproceduresarchrecords.pdf?rev=0eb4f1b057c848db923a41f0623cb074
https://portal.ct.gov/csl/-/media/csl/departments/state-archives/pdfs/transproceduresarchrecords.pdf?rev=0eb4f1b057c848db923a41f0623cb074
https://portal.ct.gov/csl/-/media/csl/departments/state-archives/pdfs/transfermemo.pdf?rev=63d1da1141ed4f06b22185cc66f1be47
https://portal.ct.gov/csl/-/media/csl/departments/state-archives/pdfs/transfermemo.pdf?rev=63d1da1141ed4f06b22185cc66f1be47
https://portal.ct.gov/csl/-/media/csl/departments/state-archives/pdfs/transfermemo.pdf?rev=63d1da1141ed4f06b22185cc66f1be47


Transfer of Records to the State Archives

• State agencies may only transfer records that have been designated 
as having archival value on an approved records retention schedule 
published by the Office of the Public Records Administrator

• Appraised as having archival value during the disposition 
authorization review process (RC-108, RC-140, RC-145, and RC-245) 

• State Archives staff must appraise records to confirm archival value 
prior to transfer
‒ Site visit to view records
‒ Sample scanned copies of the records



Transfer of Paper Records

• If State Archives staff determines paper records have archival value, 
the state agency is responsible for the following:
‒ Boxing the records
‒ Labeling the boxes
‒ Creating container lists for the boxes and/or folders
‒ Sending container lists electronically to the State Archives
‒ Providing indexing to assist State Archives staff and the public with searching 

the records (if applicable)
‒ Schedule pickup of the records



Transfer - Boxes

The records carton must meet the following specifications:
• Construction: multilayered 

corrugated cardboard / double-
walled.

• Inside Dimensions: 12"(w) X 
15"(d) X 10"(h). 

• Stacking Weight: at least 800 
pounds.

• Size: letter or legal-size (stored 
lengthwise) files.

• Lid Closure: removable (lift-off) 
locking lid that clasps into the 
handle.

• Handles: reinforced hand holes 
that are less likely to tear.

State agency personnel shall use standard 1.0 cubic foot records cartons in order to 
ensure proper handling and transport.



Transfer - Boxes
Correct Incorrect



Transfer - Boxes
Correct Incorrect



Transfer - Packing the Boxes

• Retain the original filing system order for the records when placing 
them into the boxes

• Do remove file folders from hanging folders
• Do not remove records from file folders
• Do not under or over-pack boxes



Transfer - Labeling the Boxes

• State agency personnel must label 
boxes with the following information:
‒ Box number beginning with “1” and 

numbered consecutively.
‒ Name of the public agency and division, 

e.g., “Connecticut State Library – State 
Archives.”

‒ Brief description of the contents of the 
box, e.g., “State Archivist Mark Jones’ 
Subject Files, 1980 – 2014.”



Transfer - Container List

• State Archives staff will not 
accept records without a 
container list.

• Minimum requirement is a 
container list by box number.



Memorandum of Transfer



Memorandum of Transfer



Transporting Records

• Do not send records by mail, courier or other 
means of transport without contacting State 
Archives staff.

• State Archives staff will come to your 
location to pick up records with our cargo 
van.  Todd Gabriel, Library Technician, works 
directly with RMLO’s and record custodians 
to schedule pickups.

• State Archives reserves the right in certain 
circumstances to require the state agency to 
transport records to State Library facilities.



Transferring Digital Records
Brittney Rankins
Digital Records Archivist

Brittney.Rankins@ct.gov – (860) 757-6512 
https://portal.ct.gov/csl/departments/state-archives   
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https://portal.ct.gov/csl/departments/state-archives


Plan. Prepare. Confirm.

Plan what to 
send and 

when

Prepare the 
files and media

Confirm every 
file arrived 

safely



Choosing Reliable Media

• Always use new physical media
• Preferred: 

• External Hard Drives
• Secure File Transfer Protocol 
• Cloud Transfer (OneDrive 

SharePoint, Box, etc.)
• Acceptable: 

• USB Flash Drives
• CD/DVD

• Never: 
• Previously used drives 
• DAT tapes



Protect What You’re Sending

 Use static-free bags and/or hard cases
 Pad media so it cannot shift
 Label device with agency, date, and brief description
 No loose discs or uncovered drives



Protect What You’re Sending

CORRECT INCORRECT



If You Add a Password, Share It With Us

Remove file or folder 
passwords before 

copying

Copy files to new, 
reliable media

If you choose to 
encrypt your device, 
make sure to share it 

with us



Save It So We Can Keep It

GOOD

• PDF/A
• CSV
• TIFF
• MP4
• TXT
• Other widely 

supported or 
preservation-ready 
formats

BAD

• PST
• PSD
• Other formats prone 

to corruption or 
difficult to access

ASK

• CAD
• GIS
• Specialized files that 

may lose quality 
when converted



Tell Us What’s Inside

• File types and sizes
• Total file/folder count
• Needed software (if 

nonstandard)
• Encryption used?



The Story Behind the Files

• Make sure to add metadata 
to provide context

• Dates covered
• Topic or project
• People involved
• Related initiative names

Photographer: James Naleski

Date: December 10, 2022

Photograph Context: “Rell Showing Wall-Painting: Governor Jodi Rell is showing 
her granddaughter where her name is hidden in a mural in the Governor's 

mansion.”



Bundle It Smart

• Bundle files using a tool that 
creates checksums

• SHA-256 is preferred

• Contact your BITS Customer 
Success Manager for any 
software help



What We Do Behind the Scenes

• Quarantine and virus scan
• Verify files based on inventory 

list and checksums
• Process files based on archival 

principles
• Upload into digital collections 

platform (CTDA), if applicable
• Transfer the files for 

preservation



Hold Your Copy Until We’re Sure

• Continue to keep your files 
during the transfer process

• If there are errors, keeping your 
copy helps

• Delete after we’ve confirmed a 
successful transfer



Your Digital Records Transfer Cheat Sheet



Loaning Archival Records
Allen Ramsey 
Assistant State Archivist

Allen.Ramsey@ct.gov – (860) 566-1100 ext. 302 
https://portal.ct.gov/csl/departments/state-archives   
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Loan of Records to Originating Agency

• In certain circumstances, the State Archives may temporarily loan 
particular sets of records back to the originating agency for a 30-day 
period renewable for additional 30-day periods, as necessary

• A loan agreement form is required
• State Archives staff will deliver the requested records directly to a 

designated contact or work with agencies that are able to send staff to 
pick up records. We cannot leave records with security staff.

• Records shall remain in the appropriate storage or supervised work 
areas and may not be moved to any other location or lent to a third 
party without prior approval of the State Librarian or State Archivist 
or their designee



Loan Agreement Form



Next Session:

• Records Preservation and Disaster Preparedness (May 21)

Thank you!



Questions?



Lizette Pelletier, State Archivist
(860) 757-6511 | lizette.pelletier@ct.gov 

Allen Ramsey, Assistant State Archivist
(860) 566-1100 ext. 302 | allen.ramsey@ct.gov

Brittney Rankins, Digital Records Archivist
(860) 757-6512 | brittney.rankins@ct.gov

History & Genealogy Unit
(860) 757-6580 | CSL.HG@ct.gov

State Archives Contacts

Email: CT.Archives@ct.gov 
https://portal.ct.gov/csl/departments/state-archives  

Office of the Public Records Administrator
Elise Marzik, Records Management Specialist | (860) 757-6513 | elise.marzik@ct.gov

 

State Records Management Program: https://portal.ct.gov/csl/departments/public-records/state-program

mailto:lizette.pelletier@ct.gov
mailto:allen.ramsey@ct.gov
mailto:brittney.rankins@ct.gov
mailto:CSL.HG@ct.gov
mailto:CT.Archives@ct.gov
https://portal.ct.gov/csl/departments/state-archives
mailto:elise.marzik@ct.gov
https://portal.ct.gov/csl/departments/public-records/state-program
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