ARCHIVES AND ADMINISTRATIVE CHANGE
Some Methods and Approaches (Part 2)
by P. J. SCOTT C. D. SMITH and G. FINLAY

N THE PREVIOUS part', we looked particularly at administrative
history aspects, attempting to measure the rate of change and to
show methods of recording changes as have occurred, and pointing

to the increasing need for a complementary approach to agencies by
function.? The present part will look into the effects of administrative
change on records in government departments.

Principle of Functional ‘Sovereignty’ Over Records

As with so much else in archives theory and practice, the Duich
archivists Muller, Feith and Fruin clearly enunciate a fundamental
principle of administrative change:

When an administrative body is abolished and its rights or functions pass
to another, the archival [fonds], which is the reflection of those functions
or rights, goes with it. It has always been so . . .

Experience teaches, therefore, that if the functions or rights of one
administrative body pass to another, the archives accompany them. There
are good reasons for this being so: the body which continues the functions
of its predecessor and which exercises its rights needs for the proper
performance of these activities to be acquainted with the earlier data
contained in the archival [fonds]. It has the same need of the archives
of the preceding body as the latter would have had if it had continued to
exist.?

The American archivist, Margaret C. Norton has expressed the
principle thus:

It is a rule in government that records follow functions [our italics]. That
is to say, when a department is abolished, merged into another department,
or otherwise reorganized, its functions are generally transferred to another
department, which of course must have the old records at hand to carry
on the old functions.4

Sir Hilary Jenkinson covers much the same aspects in section 2 of
his Manual, relating to the ‘transmission of archives’, in cases where
‘a new Administration carries on the same functions’.’

If, perhaps, one may make allusion to the writings of Ernst Posner®,
one could refer to the above principle as one of ‘functional sovereignty’
over records, in that a department becomes responsible for the records
documenting a function allocated to it.

In the Commonwealth Government, functional responsibilities are
allocated through the Administrative Arrangements Order, which was
described in the previous part of this article. Changes to the
Administrative Arrangements Order are promulgated in the Com-
monwealth Government Gazette, and are applicable to government
records, just as they are to departmental finances, organization,
personnel, property, facilities, equipment and accommodation.” In our
experience of administrative changes over the past twelve years,
almost all Commonwealth departments, albeit at times with some
reluctance, recognize the rule that records follow functions.
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Types of Changes Affecting Records

In archives literature, analyses of the types of administrative
changes affecting records appear to be very few. Apart from some
brief indications in Muller, Feith and Fruin®, Jenkinson® and Norton!’
in overseas writings, the main Australian references appear to be those
by I. Maclean, An Analysis of Jenkinson’s ‘Manual of Archive
Administration’ in the Light of Australian Experience'' and by
K. A. Polden in this journal.!> Maclean in particular refers to ‘trans-
mission on two levels’, the first being of archive series as a whole
from one administration to another; the second that of ‘free trade’
in individual files from one series to another — the phenomenon of
re-registration normally met with after splitting of series between
successor agencies.

In December 1972, with the assistance of Mr A. Seymour, P. J. Scott

prepared a detailed analysis of the types of change noticed in the
Commonwealth archives, and what follows is an elaboration of those
notes.
(1) Change of Location: Whenever an agency removes from one
location to another there is an obvious need for Archives to assist by
taking all non-current records into custody and by ensuring that
irregular destructions do not occur. In the Commonwealth Govern-
ment, there is the added dimension of the transfer of Central Offices
from Melbourne to Canberra, with the consequential need to relocate
records from one archival repository to another, the so-called “inter-
repository transfers”. In the main, records systems have not been
greatly affected by such moves, except in more recent times, when
only part of an agency has been transferred to Canberra, for example,
in the Defence group and the Department of Transport [IT1]1 (CA1492).
Record-keeping systems may need to be split or new systems developed
in such instances.

(2) Change of Name: If the name of an agency is changed, provided
there is no change of functions, there will be little effect on its
records apart from new letterhead paper, file covers and so on. An
example of this type of change was the re-naming of the Department
of External Affairs [II1 (CA 18) to the Department of Foreign Affairs
(CA 1382) on 6 November 1970. Where a change in functions occurs,
see section (5) below. A change of name at the level of department
of state (ministry) is recognized by the Australian Archives as resulting
in a new agency, but minor variations in agency title at lower levels
may not be so regarded.

(3) Change of Department: Where a whole agency is moved from one
department of state (ministry) to another, there will be little change
at the level of the agency itself, provided no functions are gained or
lost. Examples of such changes would be the transfer in 1972 of the
Commonwealth Archives Office (CA 602) from the Department of the
Environment, Aborigines and the Arts (CA 1407) to the Department
of the Special Minister of State (CA 1490) and the later transfer in
1975 of the Australian Archives (CA 1720) from the Special Minister
of State to the Department of Administrative Services [II] (CA 1964),
both transfers occurring without changes of function in the agency.
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However, an earlier move in 1971 of the Commonwealth Archives
Office from the Department of the Vice-President of the Executive
Council (CA 1402) to Environment, Aborigines and the Arts resulted
in the loss of the Archives personnel function to the Australian
Government Publishing Service (CA 1358) (see section (5) below).

It should be emphasized that a whole agency was involved in such
transfers, not just part of an agency. As has already been pointed
out!3, the Australian Archives has adopted the level of ‘agency’ for
descriptive purposes, rather than ‘department’ or ‘ministry’, so as
not to fragment what are obviously continuing entities, the sub-
ordinate offices, bureaux, commissions etc. attached in turn to a
number of departments. If, however, the case is one of a section of
one agency being transferred to another agency, some splitting of
records is likely to occur, as well as transmission of sectional series
(see section (5) below).

(4) Change in Status or Level: When an administrative entity is raised
or reduced in status, there is normally a change of name (see section
(2) above) and a gain or loss of function (see section (5) below), but
there may also be the question of gain or loss of “agency status™ of
separate record-keeping, that is, whether that which was previously
a part of an agency is now a separate agency in its own right, or
whether that which was previously regarded as an agency has ceased
to be a separate entity.

Examples of elevation of agencies to higher status would be the
Prime Minister’s Office (CA 588) in 1911 becoming the Prime
Minister’s Department (CA 12); the Education Division (CA 1192) -
becoming the Department of Education and Science (CA 1196) in
1966; and the Office of Aboriginal Affairs (CA 1396) becoming the
Department of Aboriginal Affairs (CA 1476) in 1972; all with pre-
existing agency status and with change of name and function.

Examples of the reverse would be the reduction of the Department
of the Navy [I1 (CA 13) in 1921 to the Navy Office (CA 2456); the
Department of Works and Railways (CA 14) becoming the Works and
Services Branch [I1 (CA 740) in 1932; the Department of Information
(CA 34) becoming the News and Information Bureau (CA 219) in
1950; and the Dcpartment of Tourism and Recreation (CA 1491)
becoming the Tourism Division (CA 2071) in 1975; all of these,
however, retaining agency status, with separate general record-keeping
systems.

As a general rule, the functional divisions, branches or sections of
an administrative entity do not have separate general record-keeping
systems of their own—they use the central general filing system of
the main entity, though they may also compile some specialized
functional records. As such, the Australian Archives does not register
them as separate agencies. However, when a section or branch is
raised in status, it may well acquire its own separate general registry
system, and if so, then it will gain agency status, as happened for
example in 1964, when the Education, Arts and Sciences Section of
the Prime Minister’s Department (CA 12) became the Education
Division (CA 1192) with its own general record-keeping system. An
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example of the reverse—the loss of a separate registry system and
loss of agency status—happened in 1977, when the Tourism Division
(CA 2071) was reduced to the Tourism Branch, Tertiary Industry
Division of the Department of Industry and Commerce (CA 1956).

(5) Change by Transfer of functions, with abolition or creation of
agencies:

Where an agency gains a completely new function or an existing
function is discontinued, there is very little change save to the content
of the agency’s records (expansion, contraction), though some new
series may be commenced or some existing series closed off. However,
where a function is transferred from an agency to another, and if at
the same time agencies are abolished or created, then complex
circumstances may arise. The types of changes depend on the number
and nature of predecessor and successor agencies at the time of
administrative change, and the following categories need to be
considered:

Predecessors Successors

(a) no predecessor agency (e) no successor agency
(b) one continuing agency (f) one existing agency
(c) one abolished agency (g) one created agency
(d) more than one agency (h) more than one agency

These categories may appear in different combinations and will result
in either simple transmission of record series from predecessor to
successor or complex splitting of records between successor agencies,
as in the accompanying table:

i Effect on
Diagram14 Predecessor Successor ecords
(a) no predecessor agency (f) one existing agency extension
. . to records
@ PRCX.2 — new function ( Bureau of Mineral system
in 1959: Resources (CA 218)—
petroleum search
subsidy]
(a) no predecessor agency (g) one created agency new records
. . . . system
@ @ [e.g. — new creation Prices Justification 4
l in 1973: Tribunal (CA 1906)]
(b) one continuing agency (e) no successor agency contraction
. . of record
) _e [e.g. Bureau of Mineral ) function systefn *
Resources (CA 218) | phased out archival
—— petroleum search (in 1974. — ] deposit

subsidy function
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Effect on

Diagram Predecessor Successor ecords
(b) one continuing agency (f) one existing agency splitting
. . . . . of records
® ® [e.g. Prime Minister and 1 transferred Foreign Affairs
"""" Cabinet (CA 1401) — | in 1972 to: (CA 1382)]
responsibility for
High Commissioner’s
Office, London
(b) one continuing agency (g) one created agency splitting
b |.........,
I l(g) [e.g. Prime Minister’s transferred Cabinet Office
(CA 12) — Cabinet pin 1968 to: (CA 1285)]
Secretariat
(b) one continuing agency (h) more than one agency splitting
® " [e.g. Home Affairs [II] partly [Attorney-General’s
(CA 24) — transferred (CA 5); Works and
responsibility in 1930 to: Railways (CA 14);
for Federal Health (CA 17)]
Capital Territory
(c) one abolished agency (e) no successor agency closing of
l .. records
«© @ [e.g. Royal Commissions] — system,
archival
deposit
]. (c) one abolished agency (f) one existing agency succession
© """'1(” [e.g. Defence Production ) abolished Supply (CA 57)]
(CA 58) in 1958:
(c) one abolished agency (g) one created agency succession
919 [e.g. Labour & National ) abolished Labour (CA1480)]
Service (CA 40) in 1972:
(¢) one abolished agency (h) more than one agency splitting

Aborigines and the in 1972:
@] l(m Arts (CA 1407)

IR

[e.g. Environment, }abolished

Environment and
Conservation

(CA 1479);
Aboriginal Affairs
(CA 1476);

Prime Minister and
Cabinet (CA 1401);
Special Minister

of State (CA 1490)]
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Effect on

Diagram Predecessor Successor ecords
(d) more than one agency (f) one existing agency some
@ “J. h . . . splitting,
1" [e.g. *Intérior [II] ] functions National as in the
(CA 31) (for ! transferred Development second
oF National Mapping); 'in1956t0: | (CA 56)] diagram,
@ ,l ...... e *Social Services r which has
(CA 32) ! continuing*
(for War Service | agencies in
* Homes) ) (d)

(d) more than one agency (g) one created agency so;pe'
o . splitting,
[e.g. External Teritories ) abolished/ [ Territories (CA 60)] al; in thge
e [T] (CA 42): transferred < second
@l m),“\"?) *Interior [II] in1951to: | diagram,
o |l (CA31) (for which has :
1 Northern Territory) continuing*
agency in
()
(d) more than one agency (h) more than one agency splitting
(& l l [e.g. Trade and Customs ) abolished Trade (CA 64);
B PN (CA 10); in 1956: Customs and Excise
[ 1 ] Commerce and (CA 62);
Agriculture Primary Industry
(CA 48) (CA 63)]

Thus, splitting of records may occur where the predecessor agency
still continues after the change, or where there is more than one
successor agency. The degree to which records are split will, of
course, depend inter alia on the nature of the series involved—
whether general in content or specific to a particular function.

Transmission and Splitting of Record Series

The foregoing types of changes, as Maclean has pointed out!®, may
result in transmission at two levels from predecessor to successor
agency—
~ (1) whole series (often functionally-orientated series);

(2) individual items, i.e. through splitting of a series, the items
either (a) being re-registered into another series or (b) being
retained under their original control number or other symbol.

Transmitted series or portions of series may either be continued by the
successor agency—the phenomenon of multi-provenance series—or
closed off, depending on factors such as the continuity/discontinuity
of function, the avaiiability of time, staff and resources, the range of
functions in a series, the intactness of the transmitted system and its
appropriateness to the new administrative arrangements.
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Whole series are transferred intact to (and may be continued by)
a successor in cases not involving loss or dispersal of function, or
where particular series relate to a specific function. For example the
series of correspondence files, 1965 + , relating to Australian Research
Grants applications (CRS A1367) transferred intact as a continuing
series from the Education Division (CA 1192) to the Department of
Education and Science (CA 1196) in 1966 and thence to the Depart-
ment of Science [I] (CA 1486) in 1972, to the Department of Science
and Consumer Affairs (CA 1888) in June 1975, to the Department of
Science [II] (CA 1982) in December 1975 and to the Department
of Science and the Environment (CA 2749) in 1978. A similar
example would be the volumes of Ministerial Determinations on
applications for by-law admission of goods, 1969 +, transferred from
the Department of Customs and Excise (CA 62) to the Department
of Police and Customs (CA 1862) in March 1975 and thence to the
Department of Business and Consumer Affairs (CA 1951) in Decem-
ber 1975.

Splitting of series with transmission of individual items can produce
many problems—the disordered, dismembered, and dislocated filing
systems; the misplaced, destroyed or re-numbered files; the chaotic
and re-arranged records alluded to in the introduction to the previous
part of this article. Where splitting is involved, however, one normally
finds amongst the successor agencies one which inherits (and may
continue) the main correspondence registry system and which, as
such, we have come to designate as the principal successor. This is
not a new concept, but one already noted by Muller, Feith and Fruin
in relation to the splitting of archives:

Two different principles are here in conflict: one of these being that
archives are the remains and therefore also a continuation of certain
functions and rights, so that the splitting up of the latter must also bring
about the division of the former; and the other that an archival [fonds]
is an organic whole which cannot be torn apart. In general this latter
principle ought to prevail, and if such a case should arise today, certainly
no one would wish that the archival [fonds] be broken up. It should be
deposited with one of the successors [our italics] and made available for
consultation by all.16

The concept of principal successor agency, of which more will be
said below, certainly reflects what has happened in the past in the
Commonwealth Government. For example, in 1916 when the first
Department of External Affairs (CA 7) was abolished, the principal
correspondence registry system (based on CRS Al) continued virtually
unaltered into the Department of Home and Territories (CA 15),
though particular files were split off and transmitted to the Prime
Minister’s Department (CA 12) as successor in the external relations
function. It is thus quite normal for the main corespondence registry
system to be continued, minus split portions, by the principal successor.
Indeed, continuity of administration and government activity is often
best served by the continuance of record systems.!?

The concept of shared series has also evolved as a result of our
experience, that is, where there are a number of successor agencies,
responsibility for a particular record series is ‘shared’ between the
successors, under the principle of functional sovereignty over records.
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Such sharing may mean in some cases the splitting of a series between
successors, in other cases the gianting of access to a series held by
one successor for all successors, as recommended above by Muller,
Feith and Fruin, and in further cases, where records are held in
archival custody, the assigning of ‘drawing rights’ or rights of access
to all successor agencies, without actual splitting of the series.

As for the split-off portions of series, various fates ensue. The
most likely fate is that files will be re-registered (‘top-numbered’) by
the successor agency into its own record-keeping system, and this is
the case of transmission of items from one series to another series
described by Maclean. With re-registration there is a danger that
proper recording of re-registration in the original registers will not
take place, and files will thus become untraceable!®. More interesting,
perhaps, are those items which are left by the successor agency under
their original file numbers, and in such instances, one may distinguish
a number of categories—

(1) items left and used for reference only:

Where transmitted records are particularly bulky or old, re-registration
may not be attempted except for a few important items; the remaindes
will be simply left as they were, and used as required for reference.
Sometimes in the past, such records could be viewed as irrelevant by
the successor agency and could be in danger of irregular destruction;
for example, Home and Territories files (CRS Al) and indexes
(CRS A72, A73) relating to external territories, transferred in 1928
to Prime Minister’s Territories Branch (CA 822), of which indexes
only portions now survive.

(2) items re-arranged:

Particularly where indexes are not received by the successor, items
may be re-arranged to facilitate reference. For example, Trade &
Customs files (CRS A425) transmitted in 1956 to the Department of

Trade were re-arranged by tariff item number. Original files may
‘thus be difficult to trace.

(3) papers added to items:

In cases where whole sections of a multiple number correspondence
system have been split off and transmitted to a successor, or in cases
of annual single number systems with specialized indexes for particular
functions which are transmitted as intact index systems, the tendency
is for the split portions of series to be continued at least for a time
and on some occasions to be used as the basis for the successor’s
registry system, having thus a life of their own'?. Some examples may
help to explain this phenomenon—

® In 1951, with the creation of the Department of Territories
(CA 60), files relating to the Northern Territory (together with
related indexes) were transferred to the new Department from the
Department of the Interior [II1 (CA 31). The last file registered by
Interior relating to the Northern Territory was 1951/1616
(CRS A431). The Department of Territories continued this annual
single number system for Northern Territory acitivities and made
its first file registration 1951/1617 (CRS A452).
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® In 1928, when the Territories Branch (CA 822) was formed in
the Prime Minister’s Department it took over several classes of files
from the Department’s multiple number system (CRS A458).
These files, retaining their original numbering, became the nucleus
of a new classified system (CRS A518) for the Territories Branch,
which, over the years, created additional classifications utilising
the gaps in the numbering, particularly following its elevation
as a separate Department of External Territories [I1 (CA 42) in
1941.
The archival treatment of such split portions of series will be

discussed in the next part of this article.

Machinery for Implementing Changes—Involvement of the
Australian Archives

... There is the need for time. The politician is always anxious to be
able to issue public announcements and to make it appear that he is being
active and effective. The Minister wants to get things done. His time
perspective is the next election or even shorter. But the public servant
has the difficult task of organizing the delivery of services to the public
. . . He needs time to draw up guidelines for staff: possibly to arrange
finance and additional staff . . . If a technique could be developed that
would permit announcement in principle, thus giving the political system
the needed public exposure, while leaving open options about administrative
solutions, the end result could be far more effective administrative
arrangements.

It is important that politicians understand how complicated it is to make
major changes, and that they expect the administrative anomalies which
inevitably follow. . . . It is important to remember that major
administrative changes take a very long time, measured in years, with:
two years being the minimum and a period of perhaps 15 years
being needed in some cases before the final outworkings are apparent.

—P. H. Bailey20

In the Australian public service system as it exists at present there is
no special machinery for the implementation of decisions to re-distribute
functions among departments. It needs to be borne in mind however,
that rarely, if ever, had the public service been subject to upheavals
experienced during and since December 1972.

—R. Van Munster?2?

These statements, the one made by a Commissioner of the recent
Royal Commission on Australian Government Administration and
the other made in a paper prepared for the Royal Commission, apply
also to the effects of changes on record-keeping systems.

In the past, at times of change, departmental registry officers were
forced to fend as best they could with all consequential transmissions
of records. In these circumstances, it is indeed surprising that changes
were implemented to the extent they were—filing systems were often
split (or re-split) right back to 190122, re-registration or re-indexing
projects were accomplished on a vast scale?3, and new registry systems
were established quickly and efficiently. But the dislocations to original
filing systems became increasingly severe, and the problem or re-
registration (i.e. the need to record the new top-number in the original
register) was not dealt with.

Australian Archives’ involvement in administrative changes during
the Second World War and beyond was largely confined to accepting
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custody of records of abolished war-time agencies. In 1956, with the
abolition of the Departments of Trade and Customs (CA 10) and
Commerce and Agriculture (CA 48), some attempt was made by Mr
1. Maclean and Mr R. Gordon to monitor what was happening and
to offer advice to the successor agencies, Customs and Excise (CA 62),
Trade (CA 64), Primary Industry (CA 63). In particular, advice on
records management was given to the new departments of Trade and
Primary Industry. The Archives Division acted as an intermediary
for these departments which had interests in the same records, and
was able to sort out a number of problems. Quantities of records
from the former Department of Commerce and Agriculture were
transferred to archival custody and made accessible there to the
new departments, rather than an attempt being made to split them.
This involvement by Archives broke new ground?:. Similar attention
was given in 1963 to the new departments of Housing (CA 65) and
Trade and Industry (CA 66).

Further active involvement may be dated from 1966, with the
creation of the Department of Education and Science (CA 1196).
Just prior to the change, a survey was made by P. J. Scott and Miss
M. I. Wheeler of records in the Education Division of the Prime
Minister’s Department, which became the nucleus of the new
Department. This survey resulted in the issue of a registration and
disposal schedule for the Division, issued the day before the
Department was created. In 1968 came the abolition of the
Department of Territories (CA 60), with consequential splitting of
records between its successors, the Department of External Territories
(111 (CA 1284) and the Department of the Interior [I1]1 (CA 31). Inter-
departmental consultation was fostered with meetings at Archives to
determine practical arrangements for Territories records, as well as
formal advice in writing to the departments from Archives, thus
making such arrangements a conscious and deliberate process of
records management.2®

In 1971, for the first time, the Commonwealth Archives Office
became actively involved, through its registrar services, in the
establishment of a new registry system for a newly-created depart-
ment. This is not the occasion to give a resumé of the Commonwealth
Public Service Board’s scheme of ‘departmental registrars’ to have
responsibility for records management in agencies.2® Suffice it to say
that in 1968, it was agreed in principle that a ‘pool’ of registrar
positions would be established within the then Commonwealth
Archives Office to provide records management advice to smaller
government agencies, and in February 1970, Mr A. P. Skerman took
up duty in our Victorian office. As part of his programme of second-
ment to various agencies, Mr Skerman was called upon to assist
newly created departments in the establishment of registry filing
systems. This was done in the Department of Environment, Aborigines
and the Arts (CA 1407) in 1971 and again in 1974 in the Department
of the Special Minister of State (CA 1490). An obvious urgent need
was met in this way, and one may well suggest that a more regular
involvement by the Archives Registrar, with registry support staff,
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at times of administrative change could produce overall benefits, where
the agencies involved do not have records managers on their staff.

The vast increase in the tempo of administrative change from
December 1972, as documented in the previous part of this article,
with its consequential workload,?? highlighted the need for systematic
arrangements based on the foregoing developments. Procedural notes
were urgently drawn up as guidelines for Archives staff in their
discussions with departments. Increasing reliance was also placed on
the Administrative History Chronicle to give advanced warning of
likely changes and on the comparison tables of administrative
arrangements orders to detail the frequent functional changes between
departments.2® The increasing discontinuity and instability of depart-
ments—reaching almost a state of permanent impermanence®® or the
‘future shock’ of transient ad-hocracy**—has meant in a number of
cases that earlier changes to records systems were barely effected
before a further change occurred.®® In such circumstances, the
desirability of having decentralized registries or functional series for
the component functional parts or divisions of a department is
obvious. Equally, traditional manual systems have shown themselves
more amenable to change than certain central computerized
operations.

Because of the large number of administrative changes in these
years, we were not always able to follow through in detail the resultant
changes to records. However, a recent example of close co-operation
between Archives and departments (and also an example of the appli-
cation of micro-film technology to administrative change) was the split
in December 1976 of the Treasury [I1 (CA 11) into two departments,
Treasury [II1 (CA 2141) and Finance (CA 2140), both of which were
regarded as equal successors. Before the split was effected,?? arrange-
ments were discussed at a meeting of Treasury and Archives staff,
represented by Miss M. I. Wheeler and Mr C. D. Smith. The old
Treasury files series from 1901 (CRS A571) was closed off, and two
new series were created, one for each of the new departments and
each with its own control records, registers and indexes. All files of
the former Treasury series over five years old were transferred to
Archives, but the more rccent portion of the file series was split, files
less than five years old being allocated to the relevant successor
departments, which have continued to add papers to them. The file
registers were noted accordingly. No individual file was split, but
simply copied if required by both successors. The registers and index
cards (about 85,000 cards) were then microfiched, one set of the fiches
being provided for each new department and the originals being
transferred to Archives.

Our objectives in such involvement may be seen as two-fold.3? For
departmental efficiency, we need to ensure orderly transfers of records
between agencies with the least possible disruption to official business;
for archival efficiency, we need to ensure orderly transfers of records
between agencies the least possible disruption to official business;
record-keeping systems involved, i.e. as far as possible, the splitting
of records should be avoided or the consequences of such splitting
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lessened. For archival purposes, we also need to have a detailed
account of the ‘migration’ of records.

During the changeover period there needs to be discussion and
close liaison between the Australian Archives and departmental staff.
Where there are a number of successor agencies, it is essential to
determine, as quickly as possible which agency will be ‘principal
successor’, and as such will either continue the main registry filing
system or will be responsible for servicing it. Records need to be
considered period by period, and where possible the Australian
Archives becomes responsible for all records of an abolished agency,
at least up to a certain year. In some instances, the Australian Archives
may be ‘neutral ground’ where series shared between a number of
successors can be deposited.

Our general guidelines for departments are that—

Registry Files

® files more than five years old3! should remain in, or be transferred
to, archival custody, where they will be available for consultation

or loan by the appropriate successor agency/agencies as and when
required.

® splitting should be confined to records less than five years old,
required for current action. In such instances, the principal
successor has especial responsibility to record in the original
registers re-registration or top-numbering of files by other suc-
cessors, just as the other successors on their part have the respon-
sibility to inform the principal successor and Archives of any
changes. Lists of files transferred to various successor agencies
need to be compiled.

File Registers:

® registers more than fifteen years old should remain in, or be
transferred to, archival custody where they will be available for
consultation by the successor agency/agencies. The Australian
Archives will record any top-numberings in this period.

® registers less than fifteen years old should not be split, but should
remain with the principal of the successor agencies, which will
supply information to the other successor agencies as required and
record top-numberings. Where necessary the registers can be
copied for the other successor agencies. (Where Archives inven-
tories of items exist for files of this period, copies of the inventory
can also be provided).

Subject Indexes:

® subject indexes more than fifteen years old should remain in, or
be transferred to, archival custody where they will be available
for consultation by the successor agency/agencies.

® subject indexes less than fifteen years old should not be split, but
where there is more than one successor agency should be held by
the principal successor agency and copied for the other successor
agency/agencies.3®
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Name Indexes:

® name indexes more than fifteen years old should remain in, or be
transferred to, archival custody where they will be available for
consultation by the successor agency/agencies.

® names indexes less than fifteen years old should not be split but
where there is more than one successor agency should be held by
the principal successor agency which will supply information to
the other successor agencies as required.

Accounts and Staff Records:
® these should be treated similarly to registry records.

Other Non-Registry Records:

® these should be treated similarly to registry records but since
they are in general more closely related to particular functions,
cases of splitting are generally rarer.

It is perhaps a little premature to assess the degree of success of our
involvement, particularly in the administrative changes since
December 1972. At the very least, however, the implementation of
administrative changes has been raised to a deliberate aspect of
records management. More care is being taken in departmental
registries to document the transmission of records from agency to
agency and to record subsequent top-numberings. Moreover, the
splitting of record series (and consequent dislocation of filing
systems) has been greatly reduced. What we cannot hope to reduce
are more insidious effects of permanent impermanence on the quality
of record-making in departments. The tempo of administrative change
in the Commonwealth Government continues unabated—in 1978 the
Fraser Administration made a total of nine changes to departments
of state, thus increasing the annual average rate of change for the
period 1976 - 1978 from 7.0 to 7.7.3%

This article will be concluded in a subsequent issue and will review
the effects of administrative changes on the management and treat-
ment of archives.
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