[image: image1.wmf]
[image: image2.emf]
[image: image3.wmf]

      Federal Archives
Permanent or historical Federal records are preserved and made available for researchers in the main National Archives and Records Administration (NARA) building in Washington, DC, the National Archives II building at College Park, MD, and in nine regional National Archives buildings, including the one in Denver.


Nationwide, NARA’s archival holdings consist of 2,604,411 cubic feet of historical or permanent records.  In addition to “traditional” paper records, this includes 2 ½ million maps, 10 ½ million still pictures, 188,445 electronic data sets, 992,520 architectural and engineering drawings, and 92,425 motion pictures.  NARA’s Rocky Mountain Region in Denver has over 41,000 cubic feet of archival records.

· Examples of permanent records include, but are not limited to:  
· Organizational charts

· Formal minutes of boards and commissions

· Formal directives

· Agency histories and selected background material

· Speeches, news releases, and audiovisual records documenting official agency activities

· Official publications

· General correspondence or subject files documenting substantive agency programs

· Selected case files

· Electronic indexes to permanent records
· Electronic socio-economic and cultural resources records

· Digital cartographic data used to map the earth’s surface or atmosphere

· Digital architectural and engineering 

data


· The legal custody of permanent records
 is transferred from the agency to the 

National Archives and Records  

Administration (NARA)
Generally, paper records are transferred to NARA when the records are at or near 

30 years old, audiovisual records usually are 

transferred to NARA when they are 

5 years old, and electronic records should be 

transferred to NARA as soon as possible.

NARA has the proper temperature and 

humidity controls, acid-free folders and 

boxes, and other means to protect the 

records and prolong their “life.” 

NARA’s web site contains a lot of 

information on its holdings.  Go to 

www.nara.gov, and then click on “Research 

Room.”  There are several options to choose 

from, including National Archives 

Information Locator (NAIL) which 

has some interesting examples of paper 

records, maps, and photographs selected 

from the National Archives’ holdings.   

· How are government records identified as permanent? 

The “heart and soul” of any Federal agency’s records management program is the records control schedule (RCS), which should describe all the records an agency creates or receives while conducting its normal business.  The schedule also states which records are permanent or historically valuable, and should be preserved in the National Archives and which records are temporary and should be destroyed once their retention period has been met.   Permanent records document the programs and activities of Federal agencies.

· Special “care and feeding” of permanent records while being actively used in offices:

· Create records on archival quality media

· Do not mix permanent records with temporary, unscheduled, or other 

permanent records (i.e. each file code 

maintained separately)

· Keep the records in good order

· Caption audiovisual records

· Maintain full system documentation for electronic records 


     Using Federal Records  

       For Genealogical  

          Research

Everyday, thousands of people in the United States utilize some of the historical records of the National Archives to locate information about their ancestors.  Some of the “genealogical records” that are available for researchers in the NARA Denver Genealogical Research Room are:

Census Records.  The census records from 1790 to 1920 are available for researchers on microfilm.  In April the 1930 census will be open to researchers for the first time.

Until the 1850 census, the records provide the name of the head of the household and a count of the numbers of females and males also living in the household.  Beginning with the 1850 census, all members of the household are listed by name, their relationship to the head of the household is provided, and their ages are given.  Subsequent census returns add additional information including income, place of birth, and if children attended school.

There are published indexes for the earlier census returns and Soundex, an alphanumeric code derived from surnames, is used to access names on the more recent census returns.

Also, NARA Denver has Indian census rolls from 1885 to 1940.


Other Records at NARA’s Genealogy Research Room in Denver include:
· District Court Records, 1847-1989:   bankruptcy, civil, criminal and naturalization records for CO, MT, NM, ND/Dakota Territory, UT, and WY.

· Bureau of Refugees, Freedmen, and Abandoned Lands, 1861-79

· Tax Assessment Lists, 1867-1919

· Indian agency records, 1869-1992

· U.S. Customs Ships’ Passenger Lists, 1820-1906

· Land and mining records for the Rocky Mountain Region, 1860-1980

NOTE:   There are a lot of genealogy-related records that are located only at NARA in the Washington, DC area.  NARA staff in the regions can assist you in making reference requests for those records so that you can obtain photocopies.



· the records of the Bureau of Indian Affairs are the “most used” records by researchers at the various National Archives facilities?

· early Mesopotamian societies, the Persians, the Egyptians, the Greeks, the Romans, and the Chinese established archives from 3500 BC to the fifth century AD to protect their important records?

· the “most requested” copy of a photograph from the holdings of the National Archives is a photo op of Elvis shaking hands with President Nixon?

· most European countries established their “national archives” in the 19th century, but that the National Archives of the United States was not established until 1934?


Minerals  Revenue  Management – Center for Excellence





RECORDS MANAGEMENT INFORMATION BULLETIN











Military Records at      NARA Denver





� EMBED MS_ClipArt_Gallery  ���








Vol. II, no. 2                                            February/March 2002





The National Archives and Records Administration – Denver conducts tours of the Records Center and Archives in Building 48.  If anyone is interested in a tour, please email me (Nola Freeman) and then I can make arrangements with NARA.





Indexes and abstracts from military service records from the Revolutionary War


Registers of Enlistment in the U.S. Army, 1798-1914


Index of Volunteers, War of 1812


Various indexes to Civil War records


Returns of Military Posts, 1851-1917


World War I draft registration cards for the Rocky Mountain Region








The NARA Denver Genealogy Research Room is located in Building 46 on the Federal Center and is open from 7:30 a.m.-3:45 MWF, 7:30 a.m.-8:45p.m. TTh, and the first and third Saturdays of each month.





Please call the Denver NARA archives on (303) 236-0817 for information on its genealogy research room.





For those MRM employees outside of Denver:  Call Ft. Worth NARA archives at (817) 334-5525 for information, or (816) 926-6920 for information at the NARA Kansas City archives. 





      The Difference Between Libraries and 


                               Archives


A library consists mostly of published materials, i.e., books and periodicals.  An archives consists mostly of unpublished materials that were created or received by all levels of government, businesses, religious organizations, universities, etc., in conducting their business, i.e., correspondence, maps, various types of electronic records, and photos. 
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