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P.O. Box 640, ROUTE 9W, PORT EWEN, NEW YORK 12466
PHONE (845) 338-5785, FAX (845) 338-2556
E-MAIL: hudimaging@aol.com WEBSITE: Www.hudsonmicroimaging.com

December 31, 2002

Mr. Richard Anderson
Dutchess County Clerk
County Office Building
22 Market Street
Poughkeepsie NY 12603

Dear Mr. Anderson:

Enclosed please find the Needs Assessment related to the Historic Records
Grant project. | appreciate all of the cooperation from your staff and from Helen
Slattery in the Records Center. Everyone | spoke to seemed very dedicated and
concerned with helping researchers and with the preservation of the County’s

historic records.

| am aware that as part of the grant, a Records Advisory Board has been formed
and | would welcome the Opportunity to meet with them to discuss this report.
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Historic Records Analysis Report
Dutchess County Clerk’s Office

Prepared by:

Linda 8. Snyder, CRM
Hudson Microimaging
PO Box 640
Port Ewen NY 12466

845-338-5785
hudimaging@aol.com

December 31, 2002
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Needs Assessment
Dutchess County
Historic Records Grant

Introduction:

The Dutchess County Clerk applied for and received an Historic Records Grant
from the Local Government Records Management Improvement Fund. The
Purpose of the grant was to hire an archival consultant to review the County
Clerk’s historic records collection and to prepare a Needs Assessment.

The New York State Archives has defined “historical records” as those records
that are worthy of preservation and special care because of the continuing
importance of the information they contain. Historical records may be in a variety
of formats, including paper files, maps, photographs, videotapes, or computer
files.

coordinates the operations there.

In January 1991, Dutchess County received an “archival” grant. An archivist,
Christopher Gratzel, was hired for a seven-month period. The focus of his efforts
was on the court documents and the “Series Description Forms” he created were



used as part of this analysis. Some of the court records were able to be
humidified, unfolded and put into acid-free folders. Conservation efforts were
also taken regarding some 18" and 19" Century maps. Unfortunately, the

There has been no other project to preserve or conserve any of the County
Clerk’s historic records with the exception of a recent project related to

unfolded. It may be possible to do with in-house staff, or a paper conservator
may be needed.

Purpose of the Assessment:

The historic records collection is located in three Separate areas: the Dutchess
County Records Center, the County Clerk’s Records Room and the County



Legal Authority and Purpose:

The Dutchess County Clerk’s Office represents one department of the County
Government. Many of the records created within the County structure are
handled through this department, but the over-all records management activities

Archives, in fully seventy- percent of New York State counties, the county clerk
has been appointed the records management officer. [This information was taken
from Mr. Arnold’s comments posted to a Daily Freeman website article,
December 2, 2002, relating to the new Archives at the Ulster County Records
Center.] Dutchess County is an exception with the Director of General Services
serving as the “acting” County records management officer. A County the size of

Dutchess and with the needs for control over historic records, as well as

Departments requires a full-time Archivist/Records Manager. This individual
should have training in archives and records management.

Procedures are in place in the Dutchess County Clerk’s Office for researchers to
request information that is not “online” or available in the books in the main area
of the records room. A requisition form is used for records that are fragile,
microfilm or other records requiring special handling of one sort or another. In
Some cases, the researcher will be provided with a copy of a fragile document

There also needs to be a written policy for access to and use of historic records,
Fragile archival records should not be handled indiscriminately. Genuine
research use needs to be established and the researcher should be restricted in
the physical handling and use of the archival records, If the original records are
to be used, handling should be with white archival gloves, notes taken by the

last year had documents taken because of the signatures of “Hall of Fame”
baseball players. Thankfully, the documents were recovered and the thief has
been punished. Access to historic records is best provided in a “reading room”



that is provided at the County Archives and Records Center. Researchers can
be accommodated and monitored there. This is virtually impossible in the busy,
fast paced records room of the County Clerk’s Office.

It is recommended that the program for Dutchess County Government Archives
and Records Management be strengthened by the enactment of a Local Law.
This Local Law would define the terms “archives” and “historic records”, “records”
and “records management”. Although no position of County Archivist/Records

of a County Archivist/Records Manager with the creation of a Records Advisory
Board. In addition, it would define a collection policy for the County Archives,
define custody of records deposited in the County Archives/Records Center and
provide for “replevin” where necessary to recover County records that have been

alienated from proper custody.
Administration:

As previously stated, the Dutchess County Clerk’s Office is only one department
of the Dutchess County Government. The need for a County Archives and for

The Dutchess County Clerk, as well as other Dutchess County Government
Departments all need to address and continue to address the growing collections
of historic records within their jurisdiction. Identification of records series as
historic needs to occur at the time the records are being created. These “new”
historic records may be electronic records, e-mail, CAD drawings, videotapes
and audiotapes, or other non-paper media. To retain and maintain historic
records that are of a digital nature, it will be necessary to address reformatting or
a migration plan to assure that no archival information is lost. Appropriate
storage, conservation and preservation methods will need to be implemented as
well.



Publicizing or calling attention to historic records, their research value,
preservation and conservation needs is a continuing effort. Involving community
leaders, local historical societies, genealogists, historians and other interested
citizens will help assure that funds continue for the necessary preservation efforts
to assure the preservation of local government historic records.

Financial Resources:

The historic records grant has been an important step in achieving funding
related to the County Clerk’s historic records. Itis clear that sufficient funds have
not been authorized for Dutchess County's Records Management Program or its
historic records. Historic records stored in the County Clerk’s basement are
potentially subjected to damage on an almost daily basis. Water leaks in the
ceiling have gone unrepaired. Repairs need to be made. The basement storage
area features mobile aisle shelving, but the overhead light fixtures are not
positioned to easily illuminate shelves. Only one fire extinguisher was observed.

License plates are being cut and debris is in the air over much of the basement
storage area. If this activity does need to be done in the basement, it should be
in a separate area away from everything else and where the debris can be
contained. Obsolete equipment and broken equipment is also wasting space
that could be used for inactive records storage, storage of supplies or for other
productive functions. These excess items should be removed from County
inventory and sold or destroyed.

Dutchess County has been without a trained Records Manager for approximately
ten years. It is recommended that a professional Archivist/Records Manager be
hired. This person's position would be to oversee the County’s Archives and
Records Management needs, including working to secure further grants to
provide for historic records conservation, reformatting of records series, active
records management, etc. Another responsibility would be to work with each of
the County’s departments to assist them in all areas of archives and records
management. The starting salary range recommended for this position would be
$35,000-$38,000 per year, plus benefits. g

It is understood that the County is going to be moving to a new Records Center
in 2005. Space for historic records should be provided that is temperature and
humidity controlled on a separate system than the rest of the Records Center,
The climate for an archive should be a temperature between 60 and 64 degrees
Fahrenheit and humidity maintained at about 46 percent. There needs to be a
‘reading room” for research use. The reading room will need to be located so
that reference use of the historic records can be monitored by Records Center
staff. Provisions are also needed for microfilm viewing and the production of
paper copies should be part of the ‘reading room”. Since many of the other
neighboring counties have archival vaults and “reading rooms” as part of their



County Archives and Records Center.

Once archival space and a “reading room” have been established, it is
recommended that the Retired Seniors Volunteer Program and the County
Historical Society be contacted to determine whether volunteer help may be
available. Rockland County has had wonderful success with such a program and
it is hoped that the same potential exists within Dutchess County.

Personnel:

The County Clerk’s Office has personnel involved with records management and
historic records on a day-to-day basis, but it would be difficult to relate this to full-
time equivalents, Personnel in the records room are involved in the document
recording process and also in the retrieval of records for individual researchers.
They are trained to meet these tasks, but are not trained in all aspects of records
management or in historic records and archives. The County Record Center has
one full-time and one part-time employee involved in its operations. They are

responsible for retrieving stored records, for receiving newly transferred records

As previously stated, it is recommended that a professional Archivist/Records
Manager be hired oversee the County’s Archives and Records Management
needs. Part of the responsibility of this position would be to work with each of the
County’s departments to assist them in all areas of historic records preservation
and records management. The starting salary range recommended for this
position would be $35,000-$38,000 Per year, plus benefits.



Security:

The County Clerk’s basement is not accessible to the public. Access to this area
is only by County Clerk’s staff and records from the basement are brought to the
researcher. Access to records in the County Clerk’s records room is open with
the exception of the microfilm collection, records with legally restricted access,
fragile records, or records that have been removed to the basement storage
area. These records must be requested on a “requisition form”. A “requisition
form” is also required at the County Records Center. The Records Center is
locked at all times and only authorized personnel have keys. Visitors to the
Center have to present themselves for access. Security measures at the County
Records Center include an intrusion alarm system and a sprinkler system.

Preserving Records:

For the purposes of this grant, there are an estimated 3,500 cubic feet of historic
records related to the County Clerk’s office. Historic records date back to 1717
and include vast holdings from the eighteenth century. Many of these records
pre-date the creation of Dutchess County and its government. There are also
military records from the Civil War and Naturalization Records of interest and
value to genealogists and historic researchers. These record series represent
only a few of the historic records in the collection. Many of the historic records
are unavailable for research in their present conditions. The paper documents
and books range in condition from tattered and faded to fair. There is no Finding
Aid for these records, with the exception of the “Index to the Ancient Documents”
that was created by Dr. Henry Noble Mac Cracken, retired President of Vassar
College, in 1955. The “Ancient Documents” collection consists of court record
filings dating from 1730 to ca, 1800.

Over the years beginning with the 1950's many of the historic records have been
microfilmed. In some instances a duplicate microfilm roll was created and stored
in another building. At one time this was the Motor Vehicle office in Beacon and
then these rolls were transferred to the County Records Center. Unfortunately,
neither the master negative microfilms nor the duplicate rolls were properly
stored in a temperature and humidity controlled environment.

Some of the rolls of microfilm in the records room were reviewed. It was not
possible to view the roll on a reader printer because the microfilm was brittle and
tore in the process. A potential problem exists for a large percentage of the
microfilm collection. From the 1930's into the 1980’s, the microfilm that was used
consisted of the silver emulsion on an acetate base, Unfortunately, especially
because there was no climate-controlled storage, acetate base microfilm is prone
to something called the “vinegar syndrome”. The acetate film breaks down
becoming brittle and separating from the emulsion.



Today’s polyester base microfilm has been accepted by the American National
Standards Institute as having a 500-year life expectancy. The stored copy on

potential for damage caused by the papers getting attached to each other or
getting stuck in the drawer when closing. Itis recommended that the maps be
microfilmed for preservation, the microfilm duplicated and a diazo copy made for
research use; or that all of the maps be digitized and the digital images available
for the researcher. If the digital option is adopted, it is further recommended that
the digital images be converted to microfilm as a long-term solution. For either



scenario, the original paper maps should be retired from use and stored in the
archival vault.

Preservation and digital records are almost mutually exclusive terms. While the
digitizing of records collections is becoming more and more popular to post
information on websites and improve access to information, it is not appropriate
for preservation. Software products change quickly with new versions coming
out at least once a year. Digital storage media is also constantly changing and
there are no set standards. For these reasons, the preservation of digital
information requires a financial commitment to migrate the data as software,
hardware and storage media change. Digitizing Dutchess County’s historic
records should not be ruled out, but as a priority, it is a lessor one and is not an
end unto itself. The digital images would facilitate access to the information and
would allow for the possible addition of historic information to the County’s
website, but it should be seen as an optional tool.

Records keeping practices have changed over the years. At one time,
documents were routinely folded, tied with ribbons and maintained in narrow
drawers. Dutchess County historic records include many documents that have
been maintained in this manner for years and years. This folding has
compromised the quality of these documents by causing brittleness, tearing, or
loss of information. In order to preserve these records, they should be unfolded
and placed in folders in acid free storage boxes and removed from the active
office area to an area with appropriate temperature and humidity controls.

There are numerous bound volumes in the historic records collection of the
County Clerk’s Office. As previously stated, many of these volumes have been
wrapped in acid-free paper and identified on the outside of the paper as to the
contents. Most of these volumes are stored on shelves in the Records Center.
Sometimes the height of the volume is too tall for the shelf and the volume is put
on the shelf spine side up. This is not a good way to store historic records as it is

are dusty and dirty. Exposed bindings are in extremely poor condition. Leather
volumes have “red rot” or other deterioration. The volumes need to be rewrapped
and either put into appropriately space shelves or put into acid-free boxes for
better support. The more historically significant volumes and ones having some
value as an artifact could be sent to a paper conservator for cleaning, repair and
rebinding.

Once there is an Archivist/Records Manager for the County, that individual can
solicit volunteers from the local RSVP Program, the County Historical or
Genealogical Society to assist with the processing, reboxing and inventorying the
archival records. The historic records can be surveyed to record arrangement,
description, location, condition, cross-reference related collections or other
formats with the same information. The survey information would be used to
create a Finding Aid to Dutchess County’s Historic Records. This guide could be



published and copies distributed to libraries, historical societies, and local
governments in the County. Some of New York's Counties have posted such
Finding Aids to their websites. F inding Aids would be used by genealogical and
historical researchers in determining where records are located that will be
helpful in their research.

The County Archivist/Records Manager would be responsible for applying for
New York State Local Government Records Management Improvement Fund
Grants and, if qualified, for New York State Library Discretionary Grants which
can assist in funding various records management and historic records projects.
The County Archivist/Records Manager would prioritize preservation projects to
assure that the more frequently referenced records for genealogical and
historical research purposes were preserved first. Consideration would also
given to the condition of the records so that the more fragile records were also

given priority.
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Action Plan
Dutchess County
Historic Records Grant

After reviewing the historic records related to the Dutchess County Clerk’s Office,
it became apparent that many of the record series had at one time or another
been microfilmed. If the microfilm is in good condition, diazo duplicate copies

making that kind of investment, it would seem that having the microfilm available
would be easier and potentially less expensive. The short-term goals herein
address the microfilm collection. It is believed that many of the short-term goals
can be addressed without the County having a professional archivist/records
manager.

Short-Term Goals:

—

Inventory all historic records microfilm in the County Clerk’s records room
using a database package such as Access.

Compare this inventory to the microfilm holdings in the County Records
Center and include the duplicate rolls in the database.

Create a listing of all historic records microfilm where there is only one
microfilm copy in existence.

Establish a priority list of the acetate-based microfilm in terms of condition of
original records and reference use or potential use of the records.

Secure funds for duplicating the most significant microfilm. There should be a
silver duplicate roll and a diazo roll made from each of the acetate based
original rolls.

Arrange for off-site climate controlled storage of the new silver microfilm.

Store the diazo rolls ang provide to researchers as requested.

Create a finding aid to the historic records on microfilm.
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10. Establish a priority list for the continuation of the duplication of the rest of the
microfilm collection.

11. Determine which historic records series have not been microfiimed or where
remicrofilming is required.

Long-Range Goals for Dutchess County historic records have to include an
appropriate storage facility and a professional archivist/records manager as a
full-time County employee. The Long-Range Goals provided herein require the
implementation of both of these key objectives.

Long-Range Goals:

1. Establish the position of County Archivist/Records Manager and include the
salary and benefits package in the County Budget.

2. Advertise, interview and hire a County Archivist/Records Manager.
3. Enact a “Local Law for Records Management”,

4. Survey the historic records needs of the County Clerk’s office and other
County Departments in terms of cubic footage requirements.

5. Use this information in the planning of the new County Records Center to
assure that appropriate space is provided for a climate-controlled historic
records vault.

6. Visit adjacent County Archives and Records Center to learn how their space
is organized and to obtain ideas for use in the Dutchess County building

project.

7. Develop a priority program of conservation efforts for the historic records, to
include wrapping volumes in acid-free paper with storage in acid-free records
storage boxes, humidifying and unfolding documents for storage in acid-free
folders in acid-free boxes.

8. Assess the conservation and preservation needs related to the historic maps
collection and develop a priority plan.

9. Develop a policy and procedure for the transfer of the historic records
collections and inactive records to the County Records Center.
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10.Conduct a survey of the historic record

and description information, condition
or other media, location, etc.

s collections to include arrangement
of the records, availability on microfilm

11. Use the historic records surve

y information to develop a Finding Aid to the
historic records collections an

d publish or include on the County’s website.
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AFTERWARD
Historical Records or Archives as part of County Government:

In the neighboring counties of the mid-Hudson Valley, most have some type of
archives and records center facility. Orange County has a records center with no
separate archival vault that is operated by the County Records Manager and one
full time staff person. There are plans to develop an archive or historic records
vault. Rockland County has an Archivist operating their Archives and Records
Center. There is a staff and the County Archivist also oversees the County’s
records management program. Putnam County has a Records Center with an
archives vault area, the Deputy County Clerk is the County Records
Management Officer, but a records manager oversees the operations at the
Records Center. Ulster County has a new archives vault in the County Records
Center, a Deputy County Clerk is the County Records Management Officer and
runs this facility with the help of staff including an archival processing technician.
Westchester County has an Archives Records Center with staff archivists and
records managers. The County Records Management Officer is the Director of
the Archives and Records Center.

Historic Records and the Dutchess County Clerk:

Archival and Historic Records from the Dutchess County Clerk’s office have been
discussed regularly throughout the decades. Concern for records was expressed
in a 1908 transcript of the First Book of Supervisors and repeated in an address
by Dr. James F. Baldwin to the Dutchess County Historical Society in 1915. An
inventory of County Clerk's records was done in 1946 by County Clerk, Fred
Smith. Information was recorded on a label put inside the cover of each book
indicating its condition and other basic information about the volume. An
historical records survey of sorts was done in 1955 by Dr. Henry Noble
MacCracken and the “Ancient Documents Index” developed. The “Ancient
Documents” are court filings dating from 1730 to approximately 1800. They are
maintained in acid-free boxes using acid-free folders, but are brittle and the inks
are fading. The “Ancient Documents Index” is one of the few Finding Aids to the
historic records collection from the Dutchess County Clerk’s Office.

The Value of Historic Records:

Dutchess County’s historic records document the events that shaped the lives of
its settlers and describe the development of its communities and businesses.
History is important; it defines our existence, our rights and our obligations.

Heritage Tourism is a popular concept in the Hudson Valley. In the display case
outside the Dutchess County Clerk’s office there is a display regarding the
importance of tourism in Dutchess County. By providing access to the County’s
Historic Records, Heritage Tourism and the revenue it provides to the County
would increase.
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Historic Records Goals:

The objective of havin

g control over Dutchess County Government's historic

Government, and to make as much material available as possible to the citizens
of the County, the general public, students, historians, writers, and journalists.
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