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SENATE JOlNT RESOLUTION NO. 94 

Req,.�·stirzg the State Arclzii·ist to study records-keeping procedure;· in ti1e l.'irginia 

courthouses a:zd adnzirzistratii·e ofj
i

c.Es. 

Agre,::d to by the Senate, Fc-brnary 22, 1980 
Agreed to by th� House or Delegai.i. ;, Fehni,.ir:)' 2�\ 1950 

\VHEREAS. the courthouses and administrative offices of the counties and cities in 
Virginia c0::t2.in v:::1:::b\:, rec:1 rds o! J-dsto,ical <"<'d adc:iri�tr{•tiv,� fif;n!L'.:::,K�'. ,ic� c ::.1�· ti

the locaiiLles ar.::l to the Commonwe2.�th bu1. also to the Natic,G at large: ar:.d 
WHE��EAS, on Oct;Jl .. ,�r twenty-h�:i, n:.1et�en lmnctred seventy-nii:e, t!i·:· Gre2ne Col':·<:: 

Court House at Standardsviile was destrnyed by 1in?, with many of th2 court reco: :J:::; 
miraculously preserved through the foresight and diligence of the officials o! Greene 
County, and by the excellent work of the State Archivist and the personnel o! his office in 
retrieving, treating and restoring the court records, but with the loss of most of the rec:":-''.� 
of local admL1istrative offices housed in the bullcii,1g; now, therefore, be it 

RESOLVED by the Senate, the House of Delegates concurring, That the Generul 
Assembly of Virginia hereby requests the State Archivist. under the direction of tr.e S':,tt.' 
Library Board of Virginia, to visit ancl survey the records-keeping procedures of , l:� 
counties and cities of the Commonwealth t;., ascertain if proper precautions are being t�Kt�.

to preserve such records. 
All localities of the Commonwealth are requested to assist the Archivist in his study. 

The Archivist shall complete his study and report his findings and recommendations to the 
Governor and General Assembly no later than January one, nineteen hundred eighty-one. 

To defray the cost to be incurred in this study there is hereby allocated from the 
appropriations to the General Assembly the sum of seven thousand five hundred dollars. 

President of the Senate 

Speaker of the House of Delegates 

Approved: 

Governor 
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SUMMARY 

A. FINDINGS

The Conunonwealth of Virginia is quite fortunate to have a sig
nificant body of its historical record heritage still preserved. 
It is a tribute to local records-keepers that many records survive, 
but many records have been lost because of carelessness and unau
thorized house cleaning by uninformed but well-meaning officials. 
Those records that do survive are endangered and the program to 
capture records on film should be accelerated. 

Against catastrophes such as the Greene County disaster, the 
Conunonwealth can no longer rely on good fortune for continued rec
ords existence. There is need for a disaster plan, coordinated 
by the State Library with the Office of Emergency Services. 

Management skills must be brought to bear in an efficient man
ner to insure records availability. Those record procedures util
ized to capture the information whether hard copy, microfilm, com
puter, recording tape or other medium grow without consideration 
for systems. The informational needs of government have compound
ed the problem. 

The task of caring for the county and city records has become 
most difficult. The volume of recording has doubled within the 
last decade and county and city personnel have tripled often in that 
same time frame in order to provide services and meet the demands 
of information needs� 

The growth in the volume of records necessitates expediting 
records retention and disposal programs and the consideration of 
off-site storage for non-current disposable records and archival 
storage for permanent records. 

The demands and need for the development of records management 
procedures is apparent. No longer should records systems be al
lowed to develop without regard to a systematic evaluation of pro
cedures, technology and information needs. 

Some records retention and disposition periods are codified in 
the Code and these need to be changed. The Code provides for a 
procedure to develop guidelines on retentioniiiiadisposition and 
should be used only when necessary to specify retention periods. 

B. RECOMMENDATIONS

The General Assembly provided assistance to local government
through the local records program in 1972 and the program contin
ues to wotk directly with local officials in the preservation of 
vital records on microfilm and provides advice and assistance in 
local records management. This program, charged with insuring un
iformity in records-keeping, should be accelerated in the areas 
of security microfilming.to insure that all vital records in the 
localities that are not microfilmed are on security film. There 
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are twenty-one localities without security microfilm, and if a dis
aster should strike, there would be little available to reconstruc 
the records. 

To prevent further reliance on good fortune, a disaster plan 
should be developed to insure preservation of public records in 
the event of a disaster. Legislation to authorize such a plan 
is recommended. 

The rapid growth in the volume of records necessitates a sys
tematic approach to managing the current and non-current records 
to insure orderly disposal of non-permanent records, and retention 
of those that are deemed of archival or permanent value. Again, 
an acceleration of the local records program is recommended by the 
addition of a records examiner to work directly with local offic
ials. 

A uniform set of retention and disposition schedules for local 
offices will provide a means to evaluate records, information needs 
and systems. The opportunity to share knowledge through education
al seminars could also be developed. 

Consideration needs to be given to the establishment of local 
records centers for the storage of non-current non-permanent rec
ords. This would reduce the use of expensive office space for the 
storage of such records and provide a means for greater control of 
records. 

A number of sections in the Code contain specified time perio ds that 
certain records should be maintained. Some of these need to 
be changed, and specific amendments are recommended. All records 
prior to 1902 should be declared archival and the procedures au
thorized under the Public Records Act should be referenced when
ever retention or disposition are specified. 

This report represents the first major effort to study records
keeping procedures in local government. It is not definitive and 
should not be considered as such. Many of the problems are com
plex and deserve extended study. One area that deserves continued 
study is the impact of state regulations and requirements on loc
al government records-keeping. A companion study of state agency 
records-keeping procedures would prove also of value. 

INTRODUCTION 

This report is being submitted to the Governor and the General 
Assembly of the Commonwealth in accordance with provisions of Sen
ate Joint Resolution No. 94 (1980). It is aimed at evaluating cur
rent records-keeping procedures in the cities and counties of the 
Commonwealth. 

Considerations were given in the study to the delivery of ser-
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vices through the existing local records program established by 
act of the General Assembly in 1972 and the current level of rec
ords-keeping practices in the localities. In conducting the study 
meetings were held with state agency personnel, many local offic
ials in their operating offices, and with statewide associations 
of Municipal Clerks, Circuit Court Clerks, Treasurers, Commission
ers of Revenue and a group of interested local officials called to
gether by the Northern Virginia Regional Planning Commission. 

To assist in the study, the services of a private consultant 
were utilized. Mr. Julian Mims of Data Management, is an expert 
in the area of local records management and his experience of over 
a decade in working with counties and cities in eight states, in
cluding the Commonwealth, uniquely qualified him for the task. He 
was charged with addressing and evaluating the following areas: 

a. Interrelationship of state and local government
agencies for information and management require
ments

b. Current records systems and the management of in
formation

c. Non-current records disposition programs and preser
vation of vital records

d. Interrelationship of record/information management
to operational efficiency, preservation and disas
ter relief.

e. Evaluate current records management program in re
lation to potential needs of the Commonwealth and
develop realistic guidelines to meet the needs in
the areas as outlined above.

In an intensive effort Mr. Mims travelled 1,245 miles across 
the Commonwealth in visiting twenty-one local officers, discus
sing records problems in each of those instances, and met with 
the three officials who have been designated by local govern
ments as records administrators. In addition, he met with county 
executives, a circuit court judge, the Treasurer's Subcommittee, 
and members of the staff of the Archives and Records Division of 
the State Library. His report concentrated on conditions in nine 
localities and it is appended to this report. 
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FINDINGS 

Records-keeping is a necessary function of government which has as 
its major objectives to manage the information in an efficient manner, to 
readily retrieve information, and to insure the preservation of information 
that is deemed of permanent value for administrative, legal, fiscal or 
historical reasons. Records are produced by government in the performance 
of duties prescribed by law. As the product of government, records are a 
resource of government. When properly maintained, records provide 
continuity to government and become the memory bank of government. The 
preservation of the public record is a public responsibility that the 
government must assume. 

Records document the activities of government, the relationship of the 
citizen to the government and the rights and property of the citizens. 
Information is recorded as a result of an in-dividual interacting with a 
unit of government or units of govern-ment interacting in response to legal 
responsibilities or rules and regulations. Information or data is recorded 
on a variety of mediums and the procedure of recording, filing and 
retrieving is a recording system. The types of records and recording 
systems can be as numerous as the data elements recorded. The duplication of 
records and record or information systems in state and local a-gencies 
became apparent, but the variations in similar systems from one locality to 
another prohibited a precise evaluation. The most striking conclusion that 
became apparent was the lack of any com-prehensive picture of records 
systems or the impact of state and local agency regulations on information 
systems and the compound-ing effect of information requirements on various 
levels of government. 

There are two distinct areas of records-keeping--those offices that 
have direct contact with the citizens of the Commonwealth and those 
administrative offices that seek to manage government. Each has its own 
need for information and the value of that information for retention 
purposes must be determined. The information needs are basically the same 
among similar offices from one locality to the next. The informational 
content of treasurer's records, rec-ords in the commissioner of revenue's 
offices, or circuit court records and other local county and city offices 
are basically the same. The methods of managing and the manipulation of 
that infor-mation varies. 

Local government must have information to operate and the level of 
records management determines how well a county or city can function. 
Proper administration of records and information is at the heart of 
efficiency and economy in government. Facing an ever-increasing volume of 
data, it is crucial that keepers of the records handle their current data in 
a manner which insures the protection of the archival data while allowing 
maximum utiliza-tion and control over all information. 
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There have been limited efforts to introduce records manage
ment practices upon request of local officials who see the need 
to control and manage the volume of records in some localities. 
Historically, records have been allowed to accumulate and occupy 
valuable space and there has been no plan for the orderly reten
tion and disposition of records. Procedures are being introduc-
ed gradually under the State Library's mandate in the Public Rec
ords Act, but the reality must be faced that the gap is being closed 
only gradually. Our record heritage is in danger of slipping away. 

Following the destruction of the Botetourt County Court House 
by fire on December 15, 1970, and a study of records-keeping in 
courts of record, the 1972 General Assembly enacted House Bill 
308 declaring 

The State Library Board shall formulate and execute 
a program to inventory, schedule, and microfilm of
ficial records of counties and cities which it deter
mines have permanent value and to provide safe stor
age for microfilm copies of such records, and to give 
advice and assistance to local officials in their pro
grams of creating, preserving, filing and making avail
able public records in their custody ••• 

To implement these mandates, the State Library established 
a local records program and the security microfilming of the vit-
al records in the circuit court clerk's offices was instituted. 
As its mandate expanded, the program offered more services to lo
calities, such as assistance in establishing and monitoring stand
ards and procedures for new recording systems, transferrring stored 
inactive records to the archives and emergency disaster relief. The 
merger of the State Library Records Management Section with the 
Local Records Program in 1978, combined both state and local records 
programs under one administration. The new branch coordinates poli
cies and procedures for retention and disposition schedules and 
monitoring micrographic standards, making for more efficient admin
istration and uniform standards throughout the Commonwealth. 

Since its creation in 1972 the local records program has con
ducted an intensive security microfilming project for the vital and 
historical local records. Microfilm cameras operating in Tidewater, 
Southside, Central, Northern and Western Virginia completed the se
curity microfilming in sixty-one localities. In addition, local 
efforts have largely completed the security microfilming of the 
deeds and wills in twenty-seven local circuit court clerks offices. 
However, twenty-one localities are still without substantial secur
ity microfilm copies of the deeds and wills. Since many but not 
all valuable records of local government were stored in the court 
clerks office, microfilming of minutes of boards of supervisors, 
welfare and other such policy records were included in the security 
microfilming program. 

Over 56,000 reels (the equivalent of 112,000 bound books) of 
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security microfilm are stored in the Archives and Records Division 
for the various localities. Of this total, 25,000 reels were gen
erated by the local records program, and 31,000 by the local offic
es. This last figure includes film generated by circuit court 
clerks and other local offices. 

Security of the vital records is'directly related to the re
cording method. Microfilm is still being used in some localities 
as a means to miniaturize the records. The cost effectiveness of 
this type of filming is not always considered. The filming of cer
tain non-permanent records for administrative and operational pur
poses could be cost justified, but it should be noted that micro
filming is expensive and it has been determined that it is cheap
er to store off-site for fifty years than it is to microfilm rec
ords that will not have an informational value for that time per
iod. Also, independent microfilming operations contribute to 
fragmentation of information and records systems. Ofte� the need 
to follow standard procedures for filming operations and to pro
duce quality film that meets microfilm standards was not realized. 

On the opposite side of the spectrum, the filming of perm
anent records for security is also being conducted by some local
ities. Some provide the camera negative for storage and some do 
not. Some retain the records after filming. The need is to util
ize microfilm in a procedural recording system as the court clerks 
have done and not just film non-current permanent records 

Any recording method not producing a security duplicate copy, 
stored off-site, is not satisfactory. Disasters and thefts occur 
and no degree of physical security completely protects the unique 
documents. However, the modest additional expense of microfilm 
generation virtually guarantees the survival of the most fundament
al records of society. 

In 1971, four recording methods were used in Virginia court
houses: microfilm print projection, negative photocopy, Xerox and 
typewriter. Of these, only the microfilm print projection provided 
the necessary second copy. All the methods suffered from question
able durability because of inadequate standards and testing proced
ures for the base materials and processing. 

In 1980, the only method continued in use not producing a se
curity copy is xerographic or instant copy recording. This method 
reduces the cost of making the record copy, but it does not provide 
for a security copy unless a backup microfilming system is used. 
Also, this method does not always produce a permanent copy and the 
toner will wipe away when it is not properly fixed to the paper. 
Failure to back up this recording technique with security micro
film that meets archival standards compounds this problem. Perma
nent records bearing on title to real property are not being main
tained on a medium that insures permanency of the information. 
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A new recording system, procedural microfilm, now accounts 
for over one third of all deed recording in Virginia, and produces 
high quality, easily duplicated copies. Procedural microfilm re
cording began in Virginia in 1976 with the system installation in 
Richmond Circuit Court-Division I. Since that time the system has 
grown to ten installations accounting for 36.6% of all recording 
in the Commonwealth. Systems now being planned and installed will 
increase this percentage to 48.2%. Procedural recording offers sig
nificant advantages: generation of archival quality records, in
cluding the preparation of security copies on a current basis, tot
al control of the recording process, increased speed of records re
search, space conservation, and overall cost reductions. The re
duced format sharply restricts present and future space require
ments by curtailing the physical growth of records and eliminating 
the need for the storage of the older hard-copy records in the oper
ating office or record room. Procedural microfilm recording re
quires less staff time to produce, reduces material costs and lim
its or curtails the expense of service bureaus. The capital out
lay, moreover, is minimal when compared to the unavoidable costs 
for new construction to house the increasing volume of hard-copy 
records. 

The significance of the procedural microfilm recording process 
is that a systems approach was taken. The fact that it has been or 
will be adopted in offices recording approximately 48.2% of deeds 
recorded in the Commonwealth provides uniformity in records creation 
and maintenance across local lines. The systems approach needs to 
be considered for other local offices maintaining similar records. 
Without it, fragementation will increase and continue to plague 
operating efficiency, access to information and management's ef
:furts to evaluate practices and procedures. There is nothing as 
frustrating as trying to obtain data based on similar factors only 
to find that not all offices maintain the information in the same 
format. 

This frustration is compounded by the lack of uniform records
keeping procedures. At the present time, the land tax records are 
being maintained in hard-copy format in some localities either on 
forms provided by the tax department or locally. The majority of 
the localities maintain their land tax information on computers 
either locally or state-owned, or they contract with a private com
puter service. The print-out from the computer can either be on 
paper or microfilm. Add to these already complex variations, the 
fact that the information format varies depending on how the com
puter program was developed and you have the potential for an in
formation nightmare. 

Security microfilming, microfilm, computer and computer/mi
crofilm systems can provide relief and security to existing data 
and hard-co�y records and xerographic processes can facilitate 
dissemination of copies. However, the need is to address the 
creation state and insure that record systems are developed that 
will efficiently manage the information and provide for retention 
of information that has been identified as historically permanent 

- 9 -



vital records. There have been limited efforts to introduce rec
ords management practices and three localities--Hampton, Henrico, 
and Fairfax have local records management programs. To insure 
uniformity in records retention and disposition these programs 
comply with guidelines developed under the State Library's pro-
gram. 

The Public Records Act requires the State Library to pro-
vide records management services to all state and local government 
agencies. These services fulfill two purposes: to advise and as
sist agencies in the efficient and economical management of their 
records, and to appraise all government records for archival value 
based on their administrative, fiscal, legal and historical signif
icance. 

The control document is the records retention and disposition 
schedule. The records schedule describes the function and form of 
the records series, their physical and informational content, and 
recommends a retention and disposition plan. After approval by the 
agency, the State Library, the Auditor of Public Accounts, and the 
State Comptroller, the schedule constitutes a retention and dispo
sition policy with continuing authority for the agency to act. 
Schedules always accommodate federal, state and local laws and reg
ulations, as well as the administrative and fiscal needs of the a
gencies. Ideally, all records maintained by an office should be 
scheduled to assure accuracy and maximum efficiency. 

To make maximum use of the available staff, the records man
agement program concentrates on developing general retention and 
disposition schedules. General schedules for records series com
mon to all agencies are developed through records examination and 
consultation with appropriate officials in different offices. 
Then, the general schedules are distributed for implementation. 
Draft guidelines and schedules for the offices of county adminis
trator and commonwealth's attorney and guidelines for Treasurers, 
Commissioners of Revenue and Circuit Court Clerks, are now in pro
cess. Approved schedules are available and implemented in some 
localities for the local welfare departments, finance departments, 
municipal clerks, police departments and fire departments. 

By the first of October, 1980, 308 schedules for 52 localities 
were approved and implemented. Scheduling makes possible, often 
for the first time, clearing useless records from cramped offices 
and storage space, as well as the identification of vital records 
and provision for their eventual transfer to the archives. The 
regular disposal of records, by destruction, or archival transfer 
or microfilming, prevents disorder and confusion in the local of
fice, and facilitates preservation of the permanent documents of 
government. To begin to manage the records, a retention and dis
position program is fundamental. Without it, the result is a 
haphazard approach. Local officials are looking for guidance in 
this area. Inability to respond because of lack of staff, limit 
progress in this area. 
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The need to inventory and schedule records is never so ob
vious than at the time of a disaster or the need for additional 
space. The fact that any records at all were saved after the ex
plosion and fire at the Greene County courthouse must be consid
ered a combination of luck, foresight in construction, determina
tion on the part or the fire fighters and local officials and the 
availability of a team of professional records personnel who re

sponded. Unfortunately, school census records for the period 1780-
1940 were stored next to the furnace for want of space. The sig
nificance of these records becomes apparent when it is realized 
that they contained birth data not recorded at the Bureau of Vit
al Statistics for the period 1896-1913. Only the current deed 
receipt book and the current will receipt book were lost in the 
Circuit Court Clerk's office, but the Board of Supervisors Minute 
Books from April, 1972 forward, the Commonwealth's Attorney files, 
School Board records, Commissioner of Revenue, Treasurer, Build
ing Inspector and County Manager files were destroyed along with 
the records of the Juvenile and Domestic Relations and General Dis
trict Court. Some of the information could be reconstructed, but 
most of it was lost. Non-current records, which could have been 
removed, transferred to the archives, or destroyed added fuel to 
the fire. 

The explosion and fire produced an administrative after
shock--the realization that there was no coordinated effort to 
assist in reconstructing the records. The result was a haphazard 
rebuilding of data as needed which at times resulted in wasted dup
lication of effort when two parties provided the same information
al data. The lack of one body of information on the interrelation
ship of state and local agencies and their informational needs was 
apparent. The need to identify vital records and informational 
needs a nd to develop a disaster plan for public records would re
move the necessity of relying on chance. A systematic approach 
to the management of records would provide local and state offic
ials with guidelines to insure proper retention and disposition 
of data. 

The Greene County disaster and the study pointed out another 
problem area -- the need for adequate storage. Vital records 
should be stored in a vault constructed to withstand fire and 
explosive forces. Not all such records are stored in vaults. 
Fire-proof cabinets might withstand the flames, but the intensive 
heat will destroy their contents. Non-current records that are 
of little reference value, but that have to be retained a speci
fied time, should be removed from the operating office and stored 
under proper conditions. The lack of storage facilities for non
current records prevents removal from offices and makes management 
of the records more difficult. Only three localities are address
ing this neAd. Permanent records are transferred to the archives, 
but most of che non-current as well as some of the permanent rec
ords are being stored in every place imaginable. 
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The greatest threat to the vital and historical records is 
storage in inadequate and often dangerous basements, attics, clos
ets and outbuildings. To make room, records are relegated to any 
available space, after outliving their usefulness in the current 
business of the court. The result is continuing loss from neglect, 
vermin, water damage, extreme climatic changes, unguided house 
cleaning, vandalism and theft. Indiscriminately mixed, archival 
and disposable records quickly lose all order and accessibility, 
becoming useless to the custodian of the records and the research
er alike. 

There is a growing awareness among the local officials of the 
dangers to the records and they express a willingness to deal with 
the problem. However, local or personal opposition to transfers 
away from the locality, the only remedy currently available, jeo
pardizes the records continuous existence. Thus a substantial vol
ume of records remain in adverse storage, subject to the dangers 
of neglect. Of those dangers, theft is becoming one of the most a
larming. Inaccessible records are useless to everyone. 

Growing interest in local history generates increased use of 
local records by historians, genealogists, and others who find 
these sources endlessly instructive and fascinating. Coupled 
with this interest is a growing market of collectors and dealers 
legitimately trading in historical documents and imprints. Un
fortunately, this interest attracts a small element interested onlv 
in exploiting the market regardless of the legitimacy of the mer
chandise. 

This leads to another concern noted by local officials dur
ing the study. Although there is a Public Records Act and the 
staff of the State Library is actively working with local offic
ials, records are subject to unlawful disposal. In one locality, 
some voting records, which by Code should be destroyed, were prom
ised to a local historical group. In another, some records were 
illegally removed and sold. Unfortunately, a number of unauthor
ized disposals have occurred. Most local officials are aware of 
the nature of public records and the need to preserve those of 
value. The pressures of current operations force the problems 
of managing the non-current records to a lower priority. 

Throughout the survey the same concerns were brought forth 
by local officials. They recognize the need for a systematic ap
proach that will provide them with advice, assistance and guide
lines on records creation, maintenance and preservation. They ex
press concern over the need to revise specific sections of the 
Code relating to records retention. Many of their offices are 
ciu'ttered and they need relief from the storage of non-current 
records and they need security storage for vital records. Perhaps 
the overriding need expressed was the need to be able to do away 
with archaic records and record systems and the duplication of 
records and information. The need to utilize more modern technoJ 
gy in records-keeping was expressed by many. The matter of fundj 
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is another question, but any utilization of technology should be 
systems oriented and not compounding the fragmentation that exists. 
The current problems, combined with the explosion in information 
needs and technology, are problems impacting on us that must be 
faced. As a resource, information and records like any other re
source, must be managed to insure the most efficient utilization 
of time, money and effort. Without proper management, we can 
lose control of a valuable resource. 
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RECOMMENDATIONS 

This report was undertaken with the principal aim of determin-
ing records-keeping procedures in counties and cities in the Common
wealth. The recommendations that follow are made from a consensus 
of those who took part in the study. The Virginia Public Records 
Act provides a single body of law applicable to all public officers 
and employees on the subject of public records management and pre
servation to insure that the procedures used to manage and pre� 
serve public records will be uniform throughout the state. The 
Public Records Act provides authority and procedures for the or
derly management of public records and it is within the context 
of that act and the programs authorized by it that these recom
mendations are made. 

1. Accelerate Security Microfilmin9 Program

Security microfilming of circuit court records is now 
underway in seven localities. In addition to these seven, 
there are twenty-one localities without security microfilm 
of deeds and wills and twenty-seven localities with a few 
vital records on film. 

If we consider only the number of deed and will books 
in the offices currently being and remaining to be filmed, 
it is estimated that it will take the five camera operators 
currently on the staff approximately four years just to mi
crofilm those two series. The time required to inventory 
and microfilm the other bound vital records in the circuit 
courts will take at least twice as long as the time to do 
the deed and will books. It will take twelve years to com
plete the inventory work and to microfilm the bound vital 
court records. 

As a matter of course, the minutes of local governing 
bodies are also microfilmed. The demand for this service 
has increased. The policy records of local government should 
be microfilmed. Based on the number of minute books of local 
governing bodies already on microfilm and the number of local 
units of government, it is estimated that it will take two 
years to microfilm this one series. Additional time would 
be required to locate and microfilm the minutes of local 
agencies, boards, commissions, etc. 

With two additional camera operators it would take ap
proximately four years for them to inventory and microfilm 
the vital court records in the twenty-one localities that do 
not have any records on microfilm. This would permit the 
prompt completion of the work in the smaller localities, 
and the administrative burden would not overwhelm the pre
sent management capabilities. 

Additional staffing in the central office would be re-
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quired to perform the film inspection and the quality control 
functions. At the present time, this function is under-staf
fed, so that the current film cannot be verified completely, 
and no staff time is available for the inspection of the back
log. Two additional positions would be required to keep up 
with the current work, with some effort being given to work 
on the backlog on a time-available basis. 

The salaries of two additional camera operators will re
quire $25,038, and travel will cost $10,000 per year. The 
salaries of the additional positions to inspect and to perform 
the quality control functions would be about $20,000. The ad
ditional supplies will amount to $25,000 for the cost of the 
microfilm. The required cameras are now available. 

2. Increase Effort to Provide Guidelines on Records Retention and
pispositio�

While security microfilming can provide relief and secur
ity to existing hard-copy records, the need is to address the 
creation stage and to insure that records procedures are dev
eloped that will efficiently manage the information and pro
vide for retention and disposition of the primary record ser
ies. 

A number of local officials have expressed a desire for 
guidelines and concern over the delay caused by lack of a
vailable staff. This program is the foundation on which a 
records program is built. Many of the counties, cities and 
towns cannot support a full-time records manager and they 
look to the state for guidance and assistance. The devel
opment of guidelines for local records, which could be publish
ed in a manual for local officials, will require additional 
staff if they are to be available in the near future. Two 
additional positions (approximately $30,000) will be required 
to accelerate this much needed aspect of a total records pro
gram. 

3. Disaster Plan

A disaster plan with authority to act when vital public 
records are in danger must be developed. An amendment to the 
Public Records Act by inserting a new section is requested as 
follows: 

42.1-91 Development of Disaster Plan. 
The State Library will develop a plan to in-

sure preservation of public records in event of dis
aster or emergency as defined in section 44.146.16. 
Said plan will be coordinated with the Office of Emer
gency Services and copies will be distributed to all 
agency heads. The personnel of the Library will be re
sponsible for coordinating emergency recovery opera
tions when public records are affected. 
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4. � .Revisions

Several suggested changes to the Code were made by members of
subcommittees of local officials arur-they are recommended
herewith:

a. Amend section 42.1-82C by add�ng:

All records created prior to the Constitu
tion of 1902 are declared archival and may be 
transferred to the archives. 

b. Repeal Section 58-919.2 and substitute:

The treasurer of any county, city or town 
may cause records to be destroyed after a speci
fied time after audit with the consent of the Aud
itor of Public Accounts and the State Library in 
accordance with retention guidelines for records 
maintained by the treasurer established under the 
Virginia Public Records Act. 

c. Repeal Sections 17-47.1, 17-47.2 and 17-47.3 and
insert the following as 17-47.1:

17-47.1. Disposition of papers in ended cases.
The clerk of a Circuit Court may cause any or all 
ended records, papers, or documents pertaining to 
law, chancery and criminal cases which have been 
ended for a period of three years or longer to be 
destroyed if such records, papers or documents no 
longer have administrative, fiscal, historical or 
legal value to warrant its continued retention; 
provided such records, papers or documents have 
been microfilmed. Such microfilm and microphoto
graphic process and equipment shall meet state archival 
standards and such microfilm shall be placed in 
conveniently accessible files and provisions made 
for examining and using same; and the clerk shall 
further provide security negative microfilm copies of 
such ended cases for storage in the Archives and Rec
ords Division of the Virginia State Library. 

d. Provision should be made for microfilming adoption
records in the circuit court by the procedural micro
film recording system. To do so would require amend
ing section 63.1-235 by adding the following paragraph:

Such records must be retained permanently in 
original form or on microfilm. Such microfilm and 
microphotographic process and equipment shall meet 
state archival standards and such microfilm shall 
be available for examination to those persons list
ed above; and the clerk shall further provide secur
ity negative microfilm copies of such records for 
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storage in the Archives and Records Division 
of the Virginia State Library. 

e. Section 17-46 should be amended in the first paragraph by
striking the word "twenty" in line four and inserting the
word "ten." In the second paragraph the words "Delinquent
capitation tax books and" should be deleted, and the word
"may" in the second line of the second paragraph should be
changed to "shall."

Since the capitation tax is no longer applicable, considera
tion should be given to repealing any sections relating to 
capitation tax records. 

f. Section 17-46.1 should be amended to reduce the retention per
iods from 5 and 10 years down to 3 years for all three ser
ies of records mentioned and to provide for the procedures
developed under the Public Records Act. The suggested re
vision would read as follows:

17-46.1. Maintenance and disposition of certain re
ceipt books, cancelled checks and statements. 

The clerk of each court of record shall main
tain in his office all official receipt books show
ing receipt of any funds in his custody or that of 
the court, all cancelled checks showing payments 
from any such funds, and all statements of bank ac
counts in which funds of the clerk's office or of 
the court are deposited. Such books, checks and 
statements shall be maintained until they have been 
audited by the Auditor of Public Accounts, and for 
a further period of three years, in the case of re
ceipt books, cancelled checks and bank statements. 
Thereafter, the clerk may destroy such records in 
accordance with retention guidelines for records main
tained by the clerk established under the Virginia 
Public Records Act. 

g. It is recommended that the retention time for the serological
test required for applicants for a marriage license (Section
20-1) be changed from 3 years to 60 days. The test is only
valid for 30 days for the purpose of obtaining a marriage
license and has no value to the court.

h. Sections 58-884 and 58-806 require that the original person
al property and land tax books be retained by the Commission
er of the Revenue. Currently, a copy is deposited in the ar
chives for permanent retention. This copy is usually the
fourth �opy of a computer printout and of questionable legi
bility. The sections referred to should be changed to insure
that the original is deposited in the archives directly upon
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issue or after a specified time but no longer than 6 years 
as is specified for other copies of the same record. 

5. Establishment of Satellite Record Storage Facilities

Provision is made in the Public Records Act for a 
records center for the storage of inactive records. At 
present, only temporary unused state owned space is being 
used in a limited way, but the need is apparent for a great
er emphasis on this phase of a records management program. 
A network of storage areas in existing state and locally 
owned facilities would provide relief for the records cus
todian and would insure an orderly transition from current 
use to inactive or non-current storage to disposition. 
They would also relieve the records keeper from the burd-
en of caring for inactive records and allow him to �ddress 
current office administration. 

The utilization of space in existing facilities would 
reduce the cost of establishing the program and would be 
more effective utilization of some space. Any such network 
more than likely will be a combination of state and local 
action but should be a coordinated joint effort. 

6. Extend Study of Records-Keeping

This study marks the first effort to evaluate records
keeping procedures in local offices. It attempts to con-
sider only one part of what is a complexly interrelated ad
ministrative effort. Records and information systems are 
established as a result of state agency requirements, legis
lative action and local need. The impact on records-keeping 
should be considered as part of the planning stage. It should 
not come as an afterthought or be allowed to develop without dir
ection. Only by considering the information needs and inter
relationship of state and local government agencies and by 
considering records-keeping procedures in state agencies can 
we begin to evaluate records-keeping procedures across all 
levels of government. Such a study would not enter into ad
ministrative decisions on agency operations but it would serve 
to provide a level of expertise and information to assist man
agement in making decisions on information and records pro
cedures and systems. Such a study would also provide legis
lative and executive levels of government with insight on the 
management of a major governmental resource. 

7. Educational Seminars

Records management is a tool of management and the quality 
of records and information systems is directly related to the 
implementation of records management practices and procedures. 
The development of records-keeping procedures must be taken o 
of the realm of chance. Procedures and systems must be planned but 
there needs to be a means by which information can be shared and 
instruction in procedures, techniques and technological 
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advances can be conducted. Statewide associations of local 
officials address records problems during their annual meet
ings, but more intensive workshops and seminars are needed 
where the records keepers can address their records and in
formation needs. The basic areas of files management, micro
graphics, forms and report management as well as the utiliza
tion of technology in limited and multi-faceted systems could 
be addressed. 

8. Plats

Plats were and are the poorest made and kept records in 
the courthouses because there is no meaningful guideline for 
recording them. Present requirements are interpreted to mean 
that book sizes may vary from eight and one-half by fourteen 
inches to three by five feet. In a few cases a microfilm file 
is used. The plats may be recorded separately or in the deed 
books, and may consist of sections or reduced photocopies. 

Procedural microfilm recording offers some hope for plat 
recording. Several clerks include the plats with the deeds 
and film them as a single series. Variations in plat size 
create problems in filming and printing, especially with the 
larger plats. Standards for plats are needed so that stand
ard procedures for recording them can be developed. 

9. Marginal Notations in Deed Books.

The marginal notations of release and assignment record 
the release of an obligation, thereby materially affecting 
the chain of title to real property, and are as important as 
the original recordation. Marginal notations added to the 
deed book after microfilming compromise all security micro
film made up to 1976, and most of the microfilm generated 
thereafter. If necessary to reconstruct the records after 
a disaster, the marginals lacking on the film would have to 
be recovered from outside sources. 

The introduction of procedural microfilm recording pro
duced the certificate of satisfaction, an acceptable substi
tute for the marginal. Ten clerks of the circuit court now 
use procedural recording which, by definition, require the 
certificates. Thirty-six additional circuit court clerks also 
require the certificates, although many of these, on request, 
continue stamping the marginals with references to the certif
icates in the deed books. This practice supplements the cer
tificates as a convenience to researchers. However, the ad
vantages of complete records security necessitates consideration 
of abolishing marginal notations. 

10. Expungement

Expungement legislation is specific as to requiring the act 
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of expungement or removal of information from records, but 
procedural guidelines are needed. In some cases informa-
tion is retained by more than one agency and it is neces
sary to coordinate expungement actions. The procedural prob
lems of removal of the information from the medium on which 
it is recorded and the necessity to remove any and all ref
erences to a case from specific series in which mention is 
made and indexes to those series has never been addressed. 
The lack of procedural guidelines has resulted in instances 
of partial expungement, sealing of records, a combination of 
the two actions, or complete expungement. 

It is recommended that a special study be undertaken to 
address this problem. All local and state agencies who 
are called on to expunge information from their records 
should be represented. 
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APPENDIX A 

Local Records Program 
List of Records Microfilmed 

1. Clerk of the Court of Record 2. Board of Supervisors.

Deeds Minutes 
Trust Deeds 
Release Deeds 3. Jailer.
Plats (Plots) 
Wills Jail Register 
Fiduciary Accounts 
Accounts Current 4. Electoral Board.
List of Heirs 
Memorandum of Facts for Minutes 

Decedents 
Bonds 5. School Board.
Chancery Order Book 
Law Order Book Minutes 
Criminal Law Order Book 
Clerks' Orders 6. Social Services.
Judgment Liens & Executions 

(back 20 years, relate Minutes 
to cutoff) 

Miscellaneous Liens 7. Health Department.
Record of Partnerships 
Armed Forces Discharges Minutes 
Naturalization Records 
Marriage Register 8. County Surveyor.
Register of Births & Deaths 
Register of Physicians and Plat Book 

Dentists 
Record Books of Insane, Epi

leptic, Inebriate 
Index to State Highway 

Plat Book 
Index to Ended Chancery Causes 
Index to Ended Law Causes 
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APPENDIX B 

CONSULTANT'S REPORT 

ABSTRACT 

Virginia public records at the local government level are a
mong the most valuable of all the assets of the Commonwealth. Yet 
the threat to their well-being is ever-present. The incessant 
loss of this distinctive information--whether by catastrophe such 
as the Greene County fire of October 24, 1979, or by the contin
ued dispossession of records due to pilferage and neglect--is an 
irrefutable fact. The Commonwealth must acknowledge the gravity 
of this situation and move quickly through appropriate action to: 

(1) stop the erosion of its documentary heritage;

(2) facilitate the full utilization of this price
less information;

(3) encourage efficiency and economy in government
by proper management of records and information.

PROPER PRECAUTIONS AGAINST THE 

LOSS OF PUBLIC RECORDS 

The loss of public records from Virginia counties and cities 
is continual. Examples abound. The explosion and fire in Greene 
County, October 24, 1978, which demolished the county office 
building and gutted the courthouse could easily have destroyed 
all the records accumulated therein. The flood which damaged the 
courthouse in Grundy in April, 1977, also attests to the real 
threat of natural disaster. Such catastrophes, however, are not 
nearly so common and pervasive as other losses of records. In 
Fluvanna County, the plat of Palmyra in the early eighteenth cen
tury cannot be located and has been replaced with a sketch which 
is unofficial and probably inaccurate (Fluvanna County Deedbook 
30, page 260). In the summer of 1978, papers dating back to 1764 
were stolen from the Charlotte County Courthouse (see Newport 
News Dail� Press, December 7, 1980). Scores of instances can be 
cited, not only of past losses of records in the Revolutionary 
and Civil Wars, but in the relentless dispossession of public doc
umentation at all levels of local government. 

It is imperative that preventive measures arrest the steady 
erosion of public data. The most direct means toward this end is 
the expansion of security microfilm capability within the Virgin
ia State Library. The Archives' Local Records Section has a work
ing knowledge of the records and the micrographic experience to 
move swiftly to safeguard on microfilm any material of permanent 
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value which has not been secured via microphotography. There 
are, in addition, procedural and statutorial adjustments (dis
cussed later in this report) which are in order. However, the 
immediate emphasis should be placed squarely on the strengthen
ing of the Virginia State Library security microfilm program. 

To deal directly with the possibility of another catastrophe 
such as that which occurred in Greene County, a disaster plan 
should be prepared. Covered more fully in another section of the 
consultant's report, this plan would be another precaution which 
would be totally justified. 

Other precautionary measures which can be extremely effect
ive are procedural in nature. The simple practice of depositing 
the Board of Supervisor's Minute Books with the Clerk of court is 
an example. This formerly was standard practice and should be re
sumed, for the clerk's vault is generally the most secure storage 
area within any given courthouse. 

OTHER CONSIDERATIONS 

Interrelationshies of State and Local Government Agencies for In
formation and Management Reguirements 

Understandably there is much sharing of data between state 
and local government. Each level of government, in countless in
stances, is dependent upon the other for information which it 
must have to conduct business. Much of this data, however, rath
er than facilitating business operations, actually hinders the 
working of government for the data may be unnecessary, a duplica
tion of other information, or entered, transmitted, or handled in 
an inefficient manner. 

Example: (1) Land tax book data required of all lo
calities should be standardized to fa
cilitate its use by the Commissioner 
of the Revenue and others. 

(2) The tax department has statutory au
thority to set the format for data
received. This is not done, however,
and as a result columnar figures and
totals are produced in different ways.

The efficiency and/or inefficiency of sharing data between state 
and local governments has never been fully probed. Many examples 
can be cited where improvement is needed. However, a comprehen
sive study of the data interchange between state and local gov
ernments is needed in order to comprehend the extent of the prob
lem and to perceive solutions. It is a recommendation of this 
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consultant that the information relationship of state and local 
government agencies be studied in a separate and intensive ef
fort • 

. current Records Systems and the Manasement of Information 

Most of the time and effort of each office is given to the 
creation and maintenance of. current records. It is the pressure 
of everyday business that is of greatest concern to local offic
ials. The intensity of current recording is clearly manifest: 

a northern Virginia County processes 
1.2 million checks each year 

a single office in Virginia Beach pro
cesses 16,000 checks a month and 1.2 to 
1.3 million tax receipts annually 

a Tidewater city treasurer issues 180,000 
personal property tax bills twice a year 

the office of the Prince William Circuit 
Court Clerk recorded 30,044 instruments 
in 1979, double the rate of recording a 
decade ago 

Local government must have information to operate and the 
level of records management determines how well a county or city 
can function. Proper administration of records and information 
is at the heart of efficiency and economy in government. Facing 
an ever-increasing volume of data, it is crucial that records of
ficers handle their current data in a manner which insures the 
protection of the archival data while allowing maximum utiliza
tion and control over all information. 

Non-Current Records DisEosition Prosrams and Preservation of Vit-
al Records 

· · -

The statewide problem of records accumulation is not being 
adequately addressed. Except for the efforts of the Virginia 
State Library, few records retention/disposition schedules are be
ing prepared. As a result, vast qu.antities of records which have 
lived out their usefulness continue to build up, not only consum
ing any space available for inactive records storage but also en
croaching upon active office areas and interfering with the norm
al business of local government. The extensive application of rec
ords retention/disposition schedules and proper faciiities for in
active records storage will be immensely helpful in remedying this 
problem. 
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The effort to preserve vital records has been fragmented, 
lacking perception as to what records should be safeguarded and 
by what means. Microfilm can be very significant but most coun
ties have not adopted procedural microfilm recording of vital 
records and those that have instituted microfilm recording have 
often been troubled with deficiencies in film production. This 
film is frequently sub-standard in quality, is not kept up-to
date, and is improperly identified. Most circuit court clerks 
in the event of a disaster could piece together much of the real 
property records from a collection of microfilm which might in
clude that of his or her own office, the Virginia State Library, 
and a variety of commercial microfilm producers. However, in 
most instances the security film would not be complete enough to 
allow a title abstract of all the real property records, much 
less the other important records of the counties and the cities. 

This observer is unable to cite a single instance among all 
the Virginia counties and cities where all the vital records are 
fully protected. Either the: 

security copies do not cover the records 
series in their entirety; 

security copies do not touch all records 
of permanent value; 

vital records concept does not acknowledge 
that certain information should be pro
tected temporarily for its vital data even 
though there may be no permanently valua
ble information in the particular record. 

If vital records are to be safeguarded, the effort must encompass 

the deeds just brought in for recording 

Interrelationshi 
E 1c1ency 

as well as the earliest deedbook; 

all the important files of the court, not 
just the orders and decrees; 

all portions of the record, not just the 
original document but significant up-dates 
as wellt 

all records of import across the entire 
county or city, not just those of a select 
office. 

of Record Information Mana ement to O erational 
- -� 
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Public recordskeeping in Virginia is becoming increasingly 
difficult. The vestiges of previous office operations are evident 
in the carryover of vast quantities of obsolete data. There are 
added complexities due to new local, state and federal regulations; 
geometric advances in population growth and mobility; and spiral
ling costs of records personnel, equipment and supplies. Further 
there is a bewildering maze of technological developments from 
which an official must choose in order to stay current in main
taining information. The combination of these factors has creat
ed an operations problem for contemporary records officers to an 
extent which their predecessors never experienced. Against these 
challenges, records officers must adopt management practices and 
technological improvements which will enable them to do the job 
easier and at less expense. 

Let us examine more carefully the exigencies of public rec
ords-keeping. In the decade from 1968 to 1979 in the nine count
ies studied, the number of documents recorded by the circuit court 
rose by 64 per cent. Real property and court recording increased 
by 125 per cent and 135 per cent, respectively. While these coun
ties experienced a population growth averaging 55% over the past 
decade, their court receipts increased 260.51%, bringing in a to
tal revenue of $7,324,929--every cent of which had to be accounted 
for. Against these challenges, it is not surprising that files 
growth is estimated in Chesterfield County at 25% yearly, that 
this county required 8 new public buildings in the 70's, and that 
the number of employees in the nine county workforce more than 
doubled. Without special measures to come to grips with these 
challenges, local government will lose its effectiveness because 
it will have lost control of its information. 

Several offices and counties through their example have 
shown the impact of operational efficiency. 

Fairfax County through the application 
of Computer Output Microfilm: (1) elimi
nated 300,000 data processing printouts, 
saving $2,245 in paper and binding costs; 
(2) saved $4,801 annually by converting
the Juvenile and Domestic Relations Court
to COM;

Chesterfield cut the task of jury selection 
by 50% utilizing the computer, and required 
no staff increase to meet demands despite a 
leap of 8,396 within this decade; 

the City of Hampton cut $30,000 from its 
records management budget (reducing its 9 
member staff to 3) through improved con
trol of the creation of files and photo
copying; 
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the Norfolk assessor employing data pro
cessing released two staff positions. The 
City Clerk eliminated three positions 
through an entry into data processing; 

the City of Virginia Beach identified 16,880 
pages of data in one year which could be el
iminated as needless duplication and reduced 
60,000 ledger cards to 35 microfiche. 

Local government continues to plan improvements in handling the 
mounting bank of d�ta. The City of Norfolk anticipates addition
al revenue by the automatic, computer-assisted assessment of 
70,000 properties. The Virginia Beach Treasurer, employing a 
receipting machine which will process 1,000 payments an hour, an
ticipates the immediate elimination of seven positions and the ul
timate reduction of office staff from 66 to 50. 

To meet this challenge and realize the benefits of modern 
technology, progressive action will be required. The staff re
duction referred to above (66 to 50 persons) may necessitate the 
cutting of one quarter million dollars of computer terminals, but 
it must be done within the context of uniformity in records sys
tems and records keeping practices as provided under the Virginia 
Public Records Act. 

Interrelationship of Recordslinformation Management to Preservation 

There is an interdependence between the management of current 
records and the preservation of documentation of permanent value. 
As modern methods of records management are employed such as micro
graphics, data processing and word processing, there is abundant 
opportunity either to protect or lose control of the information 
of permanent value. Carefully planned, the equipment and proced
ures used to manage the current records can also provide for ar
chival data. Satisfactory results, however, will only be gained 
if there is professional analysis, design and maintenance of sys
tems which will at once control current records while safeguard
ing the archival nucleus within that data. Coordination with the 
staff of the Archives and Records Division of the Virginia State 
Library is essential to insure preservation of vital data. 

Interrelationshi of Records Information Mana ement to Pisaster 
Re 

Proper management of records can provide built-in safeguards 
against di�aster. The growing propensity of data systems to pro
duce duplicate copies, particularly on microfilm or electronic da
ta processing tape, can be an extremely effective protection a
gainst disaster. Auxiliary copies, placed elsewhere for security, 
-can immediately be duplicated and made available on-site to recon
struct data lost in a disaster.
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EVALUATION OF EXISTING RECORDS MANAGEMENT PROGRAMS 

The Conunonweal th' s Pros:ram for Preservation and Manas:ement of 
Local Records 

The local records program at the Virginia State Library is 
one of the premier units of its type in all of the United States. 
Although it does not cover the complete spectrum of records ser
vices, it has done well in all chosen areas of endeavor and its 
priorities have been altogether proper. The primary object of 
the program, over all other options, has been preservation of perm
anently valuable information. The method employed has been micro
filming and, in its brief lifespan, 1972 to date, the local records 
program has protected via film the most important records. 

Still, at the present rate, security filming of a11·counties 
will not be completed for another twelve years. It is crucial that 
the program be strengthened, not only to complete the initial cir
cuit of the state, but to return to previous locations with suffic
ient capability to microfilm new documents at a rate equal to their 
creation 

. Records Preservation and Management within Virginia Count�_E!_S __ and 
Cities 

Locally, records management efforts are not meeting the chal
lenge. Very few counties or cities have designated a records man
ager or otherwise established a formal program in records manage
ment or archival administration. Consequently, the administrative 
office heads continue to have principal responsibility for records 
creation, maintenance, control and access. Further, there may be 
inadequate support even resistance from local parties such as the 
Board of Supervisors, bar association or historical society whose 
relation with the office can be most significant. Therefore, a 
basic weakness in the current system is that records and informa
tion matters must be negotiated through channels which by nature 
are political. The final decisions affecting records may be rea
ched by those who are in no position to understand or appreciate 
the complexities of records well-being. The fate of records must 
not remain in a political environment which is more concerned 
with perpetuating itself than with protecting and using this dis
tinctive information. 

GUIDELINES TO MEET RECORDS NEEDS 

(1) Accelerate the Security Microfilm Program

The present effort of security microfilming by the local rec
ords section of the State Library should be strengthened by what
ever budget increase is necessary to microfilm the records of 
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those counties whose vital records remain unprotected. That add
ed microfilm capability should be maintained in order to: (1) 
meet the security needs of new records as they are generated in 
the counties; (2) encompass other county records which warrant 
filming but which are not now included in the film effort; and 
(3) reach significant records of cities, town, school districts
and other levels of local government other than counties. This
should continue as the highest priority of the State's local rec
ords effort.

(2) Establish a Disaster Plan and Fund

A contingency plan should be drafted to outline a course of
action in dealing with fire, explosion, riot, flood, water-damage 
or other threat to public records. This should clearly lay out 
the steps to be followed in granting or securing permission to as
sume emergency powers for disaster relief, and should include bas
ic reconunendations to be followed in redeeming the records, attend
ing to their needs, and restoring them to public use. The plan 
should bestow direct responsibilities and powers upon the Virgin� 
ia State Library to act as needed in the interest of the records. 
An emergency fund should be created within the State Library to re
main from year to year, with interest accumulating, to be used to 
defray costs related to disaster relief such as staff compensation, 
transportation, and per diem, as well as records handling, freeze
drying, restoration and microfilming. New funding and statutory au
thority should be granted by the legislature as needed for this 
purpose. 

(3) ,Expand Retention/Disposition Schedules to Include All Local
Records

In order to encourage the preservation of records of contin
uing value and the elimination of those which have lived out their 
usefulness, all representative records series at any level of loc
al government should be scheduled for retention and disposition. 
These guidelines may also suggest how long records should remain 
in prime office space before removal to an inactive storage area, 
and which records should be microfilmed and according to what pri
ority. These schedules should be published and distributed to 
each local office, eventually to comprise an integral part of a 
local government records management manual. 

( 4) .stren9then Vir9inia State Library Consultation . to Local Gov
ernment

There always will be areas of records administration which
should be done properly by the counties and cities themselves. In 
order for them to deal effectively with these matters they need a 
source which can offer ability, experience, and impartiality. The 
best agency to supply this expertise is the Virginia State Library. 

ts assistance can be most meaningful in areas which otherwise 
ight be perplexing for county and city officials. State Library 

consultation oould include: 
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microfilm feasibility studies 
systems analysis and design 
computer/word processing applications 
files management 
records inventory, description, and 
appraisal finding aids 
indexing 
forms analysis, design and management 
control of reports and directives 
processing of records for filming, restoration 
and research. 

Funding should permit consultation at the State Library at a new 
level of intensity. Remembering that this aid would help local 
officials to help themselves, the impact of this effort would pay 
dividends in geometric proportion to the initial investment. This 
fact adds to the justification for expanding State advice and as
sistance to local government. 

(5) Promulgate Standards and Procedures Regarding Local Govern
ment Records

Under the Public Records Act, the Virginia State Library is
authorized to issue standards and regulations concerning public 
records. This has been very effectively done already in certain 
aspects of records-keeping, such as microfilming. Additional rec
ords matters need to be covered, however, and these may include: 

(A) standards for the procedural micro-recording
of any type of local government record.

Since creation of records on microfilm is
becoming one of the primary means of data
generation for all counties and cities, it
is imperative that this be done properly.
Standards will furnish information, direc
tion and assistance, and will enhance the
quality of micro-recording throughout local
government.

(B) Guidelines for recording plats.

Due to their nature as real property rec
ords, plats are among the most frequently
used of all public documents. For this rea
son, as well as their size, they generally
are deteriorating faster than any other rec
ord. Standards for their recording and main
tenance could address:

limiting the size of the document; 
the requirement that the scale be en
tered on each instrument; 
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su9gestions for the filming, 
filing and use of plats. 

(C) Restoration Standards

Certain preservation techniques do not ac
tually preserve the record. It is import
ant to ascertain what constitutes satisfac
tory restoration of original documents, which
records merit restoration, and what process
(deacidification, lamination, or encapsula-

tion, for example) is appropriate in each
case.

{6) Inspec_t and Report on Local Records Environments 

In many instances deficiencies or problems in local records
keeping are not generally known, perhaps not known at all. There 
should be provision for routine inspection of any records situati
on which is suspected to be deficient or not known to be adequate. 
In the case of any office or records area housing permanently val
uable information which has not been microfilmed, inspection should 
be mandatory. The findings of such inspections should be made a
vailable to parties who should know of the deficiencies and who can 
contribute to corrective action. 

(7) Establish Records Storage Facilities

.security Deposit of Tapes and Film 

A security vault for storage of tapes and film can be of para
mount importance in thatm:,xe data of lasting value can be housed 
in this area than in any other type of vault storage. This is due 
to the importance of the information on the media as well as the 
amount of data thereon. Because of the significance of film/tape 
storage it is crucial that a facility be employed which can offer: 

storage of film and tape exclusively 
monitored control of temperature and 
humidity 
control, access and security 
sufficient room for expansion of secur
ity holdings • 

. Permanent Storage of Archival Materials 

The retention of records of long-term value which are not ac
tively used, can cause problems if retained indefinitely in their 
office of origin. The public official, pressured by current busi
ness, may have difficulty maintaining and serving the older records 
especially considering their special needs of arrangement, filing, 
restoration and handling. The presence of long-term inactive rec
ords may constitute an obstacle to the management and use of cur-
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rent records, may encroach upon office staff, floor space, and 
record equipment and supplies. The solution is the systematic 
removal of archival records to appropriate storage outside the 
original office. The optimum storage location for the placement 
of records is the State Library whose facilities were custom-de
signed to accommodate this type of documentation, and whose staff 
is professionally trained and equipped to arrange, describe, index, 
service, and protect these records, thereby meeting their unique 
needs. Toward the goal of the best possible environment and care 
for older records of permanent value, all documentation prior to 
1904 (Constitutions of 1902) should be declared archival and 
scheduled for transfer to the State Library. 

Housing of Non-Current Records of Temporary Value 

Local government offices generally house records, often as 
much as eighty per cent of their holdings, which are not needed for 
everyday operations. If these records remain in prime office space 
they constitute a serious hindrance to current operations. If re
legated to storage elsewhere, they often become inaccessible and 
in disarray not only posing a problem to research but one of safe
ty as well since marginal storage environments may easily be a fire 
hazard. It is important that such records be evaluated for con
tinuing reference needs, wherever present, and that the information 
of continued importance but infrequent use be transferred out of 
prime office space to secure, accessible, inactive storage else
where. 

It is possible that available space in state facilities in 
various Virginia localities could be used, at least initially, for 
this purpose. This inactive storage may be located in each county 
or in regional site serving several counties or in a Richmond lo
cation under the aegis of the State Library. The first and last 
of these options are recommended. Each county or city, no matter 
how small, should have a suitable area designated for inactive rec
ords storage. The "records center" should be created with the 
guidance of the State Library and once established can serve as an 
important "safety valve" for local government, allowing surplus 
records to be routinely removed from the offices per se and there
by realizing as much as eighty per cent savings over what it would 
cost to retain them in prime office space. Further, there should 
be a state records center to serve state agencies as well as local 
government. 

(8) �ncourage the Full Use of Local Records

If the full value of Virginia's documentary heritage is to be
realized, local records must be readily available for research. In 
a state where so many of the counties were formed in the 1700's, 
it is no small undertaking to insure that all the archival mater· 
ial is arranged, described, indexed, restored as needed, secure 
and researchable. Such archival activity must be carried out at 
a high level of expertise, in what always proves to be an expen
sive and time-consuming process. Few localities may be willing to 
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fund an archival program for their county or city at a level of 
effectiveness warranted by the value of the records. The key to 
solving the problem is the involvement of the State Library. 
Wherever the local government initiates a program to seek to man
age its archival heritage, it should consider the total spectrum 
of records administration and consult with the State Library to 
insure that plans are in conformity with the provisions of the 
Public Records Act. Wherever a county or city can not, or will 
not, meet its records responsibilities the State Library should 
provide the staff and facilities to assume responsibility for 
those records. The unique and valuable role of the State Lib
rary in this regard must be recognized both by local government 
offices and by the legislature. The cooperation of local govern
ment officials is essential if there is to be progress in manag
ing and protecting the records. Financial support by the Gener
al Assembly is also required and should be increased both to al
low additional aid to local government by the State Library and 
to facilitate use of local records already in the custody of the 
Library. An example of a major increase in appropriation which 
is needed is funding to allow duplication of local records micro
film deposited for security in the State Library. This can free 
for research the contents of hundreds of thousands of rolls of 
microfilm, opening in a single location a data source on local 
government to an extent never before equalled in Virginia history. 

(9) Adjust the Code to Permit Improvements in Records-KeeEi�g.

There are many changes in the statutes which will ease the
duties of public officials charged with records responsibilities. 
Examples could include the: 

(a) deletion from the Code provisions which are
inappropriate regarding records retention.

Upon close examination, many such examples
may be evident.

(b) Elimnation of marginal notations

The practice of indicating satisfaction of Deeds
of Trust by a notation in the margin of the vol
ume has been altered. Now the local official has
the option of whether to allow this practice.
However, marginal notation should be discontin
ued entirely. Both the recording of mortgage
indebtedness and the satisfaction of that mort
gage are sufficiently important as to justify
the security microfilming of both phases of the
process. For microfilming to cover procedural
ly, the satisfaction of mortgage, this must not
be handled in the margin but must be entered, in
dexed and filmed as a separate step in the over
all process. �o �tte��t this in any other way
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is to compromise the effectiveness of the 
recording, and the security microfilming 
thereof. Consequently the cessation of mar
ginal notations-should be mandated. 

Cc) Revision of Uniform Commercial Code Requirements 

Financing statements under the Uniform Commercial 
Code (Exclusion of Real Property Recording from 
Uniform Commercial Code Procedures) appear to 
have been intended for personal property matters 
only. However, real property matters are some
times entered by this procedure (presumably to 
avoid a recording fee for a Deed of Trust). An 
amendment to the statutes may be in order, stip
ulating that no real property matters be en·tered 
without Uniform Commercial Code statements. 

(d) Indexing of Renewed Financing Statements

Apparently some offices, when recording a renew
al of a financing statement, do not enter the
renewal in the index. To facilitate research
and uniformity, the renewals, by law, should
be indexed.

(10) Maintain Local Government Records Solely in Public Hands

Local government records should remain in public custody,
either in the office of origin or the State Library. Relocation 
of county or city records to local public libraries, historical 
societies, colleges or universities, or other quasi-governmental 
agencies is inadvisable. Further, the current trend of allowing 
private data processing companies to process, control, distribute, 
even sell public information could lead to serious ramifications 
since public information and the control thereof, is in private 
hands. This practice should not be allowed to continue. 

(11) ,InJ tiate Virginia State Library Training for Local Officials

In order to share professional acumen in archival administra
tion and records management, seminars should be sponsored by the 
State Library to inculcate effective techniques in such areas as 
files management, forms control, and micrographics. To encourage 
maximum participation by local government officials, per diem 
should be paid to attendees at all training sessions. 

{12) Cont:inue the Stud)!' of InterrelationshiEs of State and LoGal 
9oyernment Agencies for Information and Management Require
ments 

The impact of state agency information requirements on local 
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bovernment is pervasive but the exact extent is not known. An 
in-depth.study should be carried out to determine what information 
is required of local government, whether it is a duplication of 
other data requested, if it is necessary, and obtained in the most 
efficient manner. Because this is a complex matter, an extended 
time frame and special expertise will be essential. 

CONCLUSION 

It should be reaffirmed that the Commonwealth of Virginia has 
some of the finest local government records in the United States. 
This documentation is significant to all Americans because of Vir
gir.ia's contribution to our great nation. Within Virginia, the 
records of each county or city are important to all Virginians 
everywhere because they comprise a major source revealing the over
all history of the Commonwealth--the local government records rr�y 
be without peer in reflecting the story of the people of Virginia. 

The opportunity to preserve and manage the local records of 
Virginia--old and new--is unprecedented. Due to technological ad
vancements contemporary Virginians are able as never before to pro
tect this documentary heritage. Reme�bering Mr. Jefferson's chal-
lenge that "it is the duty of every good citizen to use all the op
portunities which occur to him, for preserving documents relating 

o the history of our country,"* we should work quickly and dili
ently to preserve and manage the distinctive data of Virginia's

counties and citjes. 

Julian L. Mims 
Data Management 
Columbia, South Carolina 

·*'I·homas Jefferson to Hugh Taylor, October 4, 1823
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During the survey of records-keeping procedures in nine lo
calities, research was undertaken to determine the impact of 
growth and demand of services ·on local governments. The findings 
are related in the accompanying chart. · 

NOTES TO CHART 

1. 1980 population figures are preliminary figures provided by
the Bureau of the Census to county planning officers.

2. Unofficial audit figures.

3. Does not include school board employees.

4. Does not include figures for hunting and fishing licenses
sold or bear and deer damage stamps sold. It does include 
a notary commissions category {1,294). 

5. Does not include figures for marriage licenses issued, hunt
ing and fishing licenses sold, bear and deer damage stamps
sold, or financing statements filed.
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I
J>JIINCE VIJIGIYIA 

I
AV!'RAG.S 

ALBEIIIUILB CHBSTERFI.rl.D DINIIIDDIE: FAIRFAX l'UJVANNA GRBN.S HENRICO IIILLIIIJI INCREASE 
(l744 }  (174'} (l7S2J (1742} (1117} (1838} (1634} (17301 

!JEAC!f 

( 1961) 

POPUL ATION l 

1980 54,355 141,140 22,185 595,476 10,184 7,547 174,094 144,447 260,690 
35. s,

1970 37,780 76,855 25,046 455,021 7,621 5,248 154,364 111,102 172,106 
Ra te or Increase 43.9\ BJ.6\ (ll .01} JO.Bl JJ.61 43.B\ 12.s, 10.0, Sl. 5' 

RECOR DING 

Deeds, Real 
Property 
Records etc. 

1978 5,645 24,361 1, 77!) 97,291 1,596 1,343 21,948 J0,365 36,214 
125.U

1968 3,315 10,400 1,500 39,452 702 531 9,849 9,724 15,005 
Ra te of Increase 70. 3' l 34. 2, JBI l46.6t 127 ·" 152. 9t 122.9' 212. J\ 141.4\ 

Court Cases 

1978 945 2,234 246 9,349 158 159 3,263 2,756 7,212 
135.31 

1968 470 1,515 229 4,681 39 40 1,817 1,067 3,262 
te of Increase lOl.l\ 4 1.St 7.4' 99.7' JOS .1' 2 9 7.St 79.6, lS B. 11 l2l.lt 

RECEIPTS 

1978 1,171,166 3,120,137 345,527 21,275,ooo' 203,774 323,246 3,359,713 4,858,26a
2 

7,324,929 
260.51 

1968 832,693 813,220 124,862 11,758,932 105,202 35,006 810,550 1,850,986 1,564,962 
te of Increase 41.lt 281.7' l76.7t 80.9' 93. 7' B23.4\ Jl 4. s, 162. 5' 368.H 

F EMPLOYEES
3 

(FY 78) (FY 78) 
1978 (FY 78)1, 089 122 6,657 300 FY 78) 51 2,322 1,115.25 (CY 78) 3,149 

96.01 
1968 (FY 74) 640 91 2,030 NII FY 70l 23 WV 68)78E (FY 73)659 (CY 77)2,615 

te of Increase 10.2, 3 4.1' 227.9' 5 4.9' l 95. 41 69.21 20.4' 

RECORDING 

1978 11,046 28,408 3,026 126,974
4 

3,571 3,044 28,604 33,35,
S 

58,417 

64, 41 
1968 8,926 13,706 5,489 55,587 3,544 2,533 14,235 11,583 37,670 

te of Increase 21.,, 107.Jt (44.9t) 12B. 4' . 761 20.2, 100 .9\ 187.9' S5. 1' 






