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1
THE AININISTRATION OF CURRENT RECORDS IN ITALIAN FUBLIC AGENCIES

By Ernst Posner

As povernment in the modern state has expanded and intensified 1its
activities, remulating or at least touching upon practically every phasc
of the 1ife of a nation, the records produced and kept by publiec agencies
have assumed increased importance during armed conflict. The invader has
realized that they are esseritial tools without which he cannot hope to
carry on or to control the administration of a subjugated country and to
exploit its human and meterial resources, while the elements of resistance
have discovered that in their fight against the conqueror the destruction
of records may be a weapon as powerful as the dynaniting of railroads and
the hlowinp up of bridges. That records must play an equally important
role when the Allied armies attempt to restore normal life in the liberated
countries and to povern those of the enemy is clear enough. It followe
that the future administrators of these countrles should have available
to them information as to the place or places where rocords, especlally
current. records, are kept in the public agencies of a glven country and as
to the manner in which such records are arranged and made accessible for
purposes of reference.

A study of the administration of current records in a forelgn country
{s surrounded with major difficulties. It should be based on personal
observation or, if that is not feasible, on realistic descriptlions of pre-
vailing practices and actual conditions. Unfortunately such descriptlions
are lackine for practically all countries. In their absence, filing man-
uals and regulatory documents constitute the only types of source material
that can be used. It must be kept in mind, however, that they are intended
to set standards and to determine procedures and thal in using them there
{s danger of describinp not what is done but what ought to be done. In
addition to these general difficulties, a study of Italian records adminia-
tration is hamperec by the fact Lhat the more recent administrative docu-
ments and pertinent literature are not to be found in American libraries.
What 1s available sulfices to pive a ploture of organization for and pro-
cedures of records work that were prescribed for Ttalian public apencies

lThLﬂ paper by Dr. Posner, a fomwr archiviet at the Privy State
Archives in Herlin end now Adjunct Professor of Archival Adminiatration
at the American University, was prepared at the rogquest of the Archivist
of the United States, for the asslstance it might render in the admint!{} ’[}
tration of occuplel territory. [ecause it 1s Lelleved to liave value [for i
persons interested in the problems of records administration, it is pub-
1ished in the National Archives series of Recorls Administration Circulars.
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at the hepinning of the twentieth century and that are known to have re-
mained in force down to the early thirties. It is not impossible that
durine the last decade changes in the organization of records offlices and
{n filinj methods have occurred, which, beeause of the lnarck of up-to-date
{nlormation, could not be considered. The followinp discussion, however,
reflects conditions and practlces that are belleved to have prevalled

down tu the present war.

In the handling of reccrds, the followling steps are distingulshed by
Italian writers on records administration: (1) The recelving and distribut-
ing of incoming communications (apertura del corriere); (2) the reglster-
inr anc¢ classifying of incoming and outgolng communications {registraziona)j

3) the preparing of fair coples of oculpoing communications (copiatura);
(4) the dispatching of outpoing communications (spedizione); and (5) the
arranging and preserving of incoming and coples of outgoing communications
for purposes of future reference (archiviagione).

This study will be concerned with the regletering, clessifying, and
arranping of an arency's records, which are the major processes in records
administration proper. The handling of incoming mail and the preparation
and dispatch of outgoing mail will not te discussed, although in smaller
agencies one urit or official may be in charge of all the work connected
with the handling ol records.

The papers received and prepared by an Italian publlc agency or any
cther orpanization and preserved by it for future reference are called
its archives (archivio), a distinciion beinp made between current archives
(archivio corrente) and storage archives (arcnivio di deposite). In
common parlance, however, archivio without s qualifyinp ad}ective has
come to mean the current records that are preserved and serviced in the
\mmediate neightiorhood of the records-creating offices. The units that
are charged with thelr administration in an Itelian public agenry are
variously desipnated as office of registration (ufficio di protocollo),
office of elascificatdon (ufficio d'ordine), archives (&rghjviu), or
registry and archives office (ufficlo di repistratura e ¢i archivio); the
last-nared term alone brings out the two main functions involved. Accord-
inply, B persor employea in these units 1s called uf'iciale di protocollo,
ufficials d'ordine, or archivista. According to usape in government
manuals, the title archivista scems to prevail, In the following discus-
sion the word "records™ will be used for the current archives of an
Ttalian apency, "records ofl'ice” for the urit in which they are administered,
and "records officer" or "file clerk" for Lhe person in charge of their

adminietration.

The records offices of a ministry (miristero)—the equivalent of an
executive department of the United States Covernment—and of other central
authorities are ususlly staffed with a chiefl records officer (archivista
capo), a first records officer (primo archivista), records officers
(archivisti), file clerks (applicati), and apprentice file clerks (alumni
glggﬂgggffn Hecords offices may be established at the different orpaniza-
tional levels of a ministry. These levels must Le explainea brielly.
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Each of the 15 Italian ministrics is charped with the administration of

a wain function of povernment, with the excepllion of the Ministry of
Italian Afrtea, which earries out various functions wilh recpecl Lo that
area. Cach ministry is headed Ly e minister secretary of state (miristro
serrelario di 5tat9) and an under secratary ol state (so0tbto se-roiario di
stato) &s his assistant and substitute. The adminisirative, clerical,
and records personnel that surrounds anc aills the minister ab the policy-
determininy level constitutes the offize of the minister (pabiretto del
ministro sepretario di stato), while that of the under cecretary forms
his spesial secretariat (secreteria particolare). Within the ministry,
the tureau (dlyszione gererale), headed by a director gereral (direttore
ganernlaj, i{s almost invariably the highest unit of orpanization and 1s
in cnarpe of one of the main branches of service thal make up the minis-
trv's jurisdiction. In the Ministry of War (Vinistero della Cuerra),

for instance, there is a Aureau of Artillery (Direzione generale d'Arti-
glerin), a Bureau of Engineers (Direzione generale del Genlo), a Bureau
of Logistical Services (Direzione Servizi Logistici), and so on. The
central accounting office (ragioneria) of a ministry and the inspection
service (ispettorato or servizio) of a technical bLranch may hold a rank
equal to that of a bureau. As & rule each bureau is broken down by
subfunctions into divisions (divisionl), headed ty a director chief of
diviaion (direttore capo divisione), and divieiona are divided into
sections (sezionl), under a chief of section (capc divisione), who
supervises the work of & number of counselors and clerks (consiglieri
and sepretari). Generally speaking, Cthe organizational breakdown of a
ministry is fashioned after the pattern of a French ministry and is
decidedly more uniform and more ripidly rational than that of the execu-

tive departments of the United States Government.

According to the "Regulations for the kecords Offices in the Central
Apencies" (Repolamento per gli uffici di rupistratura e di srchivio nelle
amministraziond eentrall), approved by royal decrce of January 25, 1900,

a records office was to be eatablished Ln each bureau, in major units
equivalent to a bureau, such as the of!'ice of tne minisler and the central
accounting office, and possibly in the division in charge of reraonrigl
administration. Some ministries that in 190U bad records oflices attached
to the divisions, however, retained bhem at this lLevel, and study of
Italian Covernment manuals indicates that saven maby sections have thelr
ovn records oftices, a trend towar| decentralization of records amnlnis-
tration that is not surprising in view of the increasing amount ol pjaper
work. Thua it would appear that records offices may exist at practically
any level of organization of an Italian ministry.

In regard to the field ofrfices of the Central Covernment, records
administration in the or!ice of the profect (prefottura) of tns province,
the powertul executive organ of the Centrsl Goverrment and of its Ministry
of the Interior in particular, warrants a lew resarks, IL sooms that as
a rile one unit, stalfed with records officers and file clerks, adulnlsters
the records for the seeretariat of the prefeet (gabinetts) and for the
different divisioss ol the ofl'ice, which are staffed by udw1niaLr&t!§i3}l
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clerical, and accounting personnel. Unless changes have occurred recently,
the important office of public security (ufficio di pubblica sicurezza),
which,although enjoying a certaln autonomy, ls subordinate to the office
of the prufect, has 1ts om, well-regulated records office.

In the thousands of communes the orgnnization for records work depends,
of course, on the size of the commune, In smaller places, the municipal
sacratary does all the work connected with the hendling of incoming and
cutgolny communicatlons and 1s the officlal keeper of the records. Middle-
slzed cltien with & population of from 20,000 to 40,000 have their municlipal
office (utficlo comunsls) organized in a number of divisions, one of
which, called secrelariat and general affalrs, aseists the mayor i.'Er_gd_ggFt-:g_]
in the supervision of all business, administers personnel matters, takes
charge of correspondence, and keeps the records. Major cities, finally,
have an organizational set-up compasrable to that of & Covernment minietry,
which calle for decentralization of records work.

As befits s otrongly bureaucratic administration, methods of handling
and keeping rocords have been made the subiject of detalled regulations,
which were lss#uad for the agencles of the Central Govermnment, for the
fleld offices of the different branches of service, and for the comnunes.
These regulations are all basec on the same general princlples and have
remalned in force over long periods of time. HRecords work of the communes,
for Instance, ip atill governed by the "Instructlions Concerning the Manage-
ment of Municipal Hecords,” issued by the Ministry of the Interior on
March 1, 1B9/. Such lack of change in procedures is not surprising. Be-
cause of the poverty ol the country, funde for ealaries of officlals and
for office malntenance were always small, & situstion which undoubtedly
became everi more acute when fasciet Italy embarked upon a policy of military
expansiocn that went far beyond 1ts5 resourcea. Under these circumatances,
procurement of modern office and filing equipment for Covermment apencles
was certainly out of the quastion, and such aquipment, more than amvthing
else, might have supplied the inpetus l'or adopting improved methods of
handling and kesplng recorda. Wnat little steel Italy had went into battle-
shiips, tanks, and guns, not into filinf wquipment.

The unit that in all ltalian agencles is used for purposes of record
keeping iws the dossier (fascicolo). Each dossier contains the records
pertaining to one transaction or case (pratlca or affere), and for that
reagen pratica has become 8 ters [roquently used for the cossier itself.

A case or transaclion is defined as the actions ol an agency in the handling
of specific matter falling under its jurlisdiction, repardless of whether
the initiative har come from the agency or from a person or orpanization
outside. The dossier, accordingly, ‘s composed of the papers (atti) made
or received in connection with a single crAse or transaction. T

The arrangement of the dosesiers of & recordms office is determined by
a classification schems (titolario), which reflecta the funotional, and
indirectly the orpanisational, breskdown of the agency that the records
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offic serves, (As an exanple, a part of the 16901 elas-ification nchuins

of t2 (nistry of the Marine 1s piven in anpendix A.) Uniform clnssifica-
Liod st es are prescribed for fleld offices and commun.s but arc uot
alwa.t adhrrea to in practice. In thu records of'tice of a btureau (dirszlonc
EF'LIFIE}- main headings of the classificatlion sclieme are taken from the
varlous functions of the buresu to which, in terms of organization, the
Alvisions corresyond. kach main heading falls into a number of clesses
(sla:zsi), which, as a rule, colneide with the various sections of the divi-
«ion, and, within each class, subclasses (sottoclassi) reflect the ficlds
acnigned to the officials within the section. Main headingas of the classi-
ficatlon scheme, classes under each main heading, and subclasses thereunder
follow each other in the order of the importance of Lne units whose records
thiey cover (ordine di asutoritd). Thus, for instance, the main heading

tor a divielon of intemal administration and personnel matlers would pre-
cece all other main headings of the same classificalion scheme, In ad-
dition, the classification scheme is devised 1n such a fashlon that under
each maln heading the records relating to general and policy matters, to
¢ecinl cases, and to miscellanecus business are brougnt togpether.

The classification schemes prescribed for field offices and communes
are simpler than theose of central agencles. They have main headings
(cateporie), taken from the major functions of the agency, and these fall
{1to classes that are not further divided.

#ithin the subclasses (or classes in the case of noncentral agencies)
logieal arranpement of dossiers is not attempted. Dossiers are either
rept chronolopically in the order in which they have been constituted,
receivine procressive numbars or possibly the permanent registration number
of *ho trnsactics or are arranged alphabetically according to the names
of apencies, orcanlzations, or persona to whose affalrs they relate. The
nogition of tie Jdossier in the class or subclass, tnat of the subclass in
the cla s, and Lhat of the class under the main headinp 18 permanent and
exaresred Ly means of a formula or a symbol. The first elements ol the
famula are the atbreviated titles of the maln heading, the class, and the
subelass, If a symbol is used, a roman numeral may represent the mailn
neading, 8 lettar the class, and an arabic number the subclass. In elther
cate the exsct position of the dossier is indicated by tne name of the
agency, orgarization, or person or by the nunber assiyned Lt.

It scems probable that the principles of classifiwd arrangement., AS
explained above, have been retained in recent years without major change.
A8 in other countries, applicatio: of the ikewey decimal system was ap-
parcntly uiscussed, but experts, such as tne Italian archivist and writer
Casan~-va, trought it unsuitable to the orpganization of records.

It should be poseible under a system of rlas=ilisd arrangement of
dosslers to locate material on the pasis of subject matter witnout using
finding aius other than the clarsifiecation acleme. Ttalian regulations,
however, preacribe the keeping of daily replsters and of inrlexes, wff}f?i;
eriable the records uersonnel to control the handling of every single
docunent end %o follow it Lo its place in ke files. In central agencles

5




Declassified E.Q.

a dally register (protocollo) is supposed to be maintained for each main
heading (titolo) because, as against a gernnral dally repister, separate
registers are thought to expedite the process of registration and to
facilitate the segregation and tranefer of files to another agency, should
redistribution of functions make thils necessary. In noncentral agencies,
all incoming and outroing communications are registered in one dally

replater,

The daily register may be of the analytical or of the so-called
synttetic type. In the analytical dally repgieter (protocolle analitico),
a new reglistration number is assipned to every incoming conmunication.
Two varieties of the synthetlic register (protocollo sintetico) exist:
the daily repister with fixed registration numbers (protocollo a numero
fisso) and tle alphabetical daily register (protocollo rubrica). 1n the
former, all comunications belonpging to the same transaction are listed
under a comnon number, while in the latter entries are made under the
namaes of correspondents, alphabetically arranged. In either case, suf-
ficient space must be left for the reglstration of a certaln number of
comiunlcations.

As & rule, one rerister servee for the repglstration of incoming as

well as outroing communlcations. The pattern used covers two pages of

an open book. The analytical register, for instance, shows in the columns
of the lefthand pape the followinp characteristice of the {ncomire docu-
ments MNumber and date of registration, cross relerences to earller or
later documents, the name of the sender, the content of the conmunication,
its date, and the number of enclosures. On the right-hand page, the name
of the recipient, the content anrd date of the mnswer, and the number of
enclosures are entered. The column at the extreme right gives the class,
pubclass, and dessler in which the document is to be found.

The dailly reglster is a bound book and on its back its character, the
year, and the reristrantion numbers contained therein are noted. A new
repister is started each year. Unless the register 1s of the alphabetical
type, it must be supplemented by an alphatetical index (rubrica or indice
alfatetico delle repistrazioni), which lists under the name of esch
correspondent the subject matter and the replstration number or numbers
of all communicatione excharged with him and their classification. Separate
parts may be provided for apencles and organizations and for private cor-
respondents. (See Appendix B for blank form used in the ministries.)
Indexes, tvo, must Le renewed annually with the resulting irconvenlence
that frequently more than one index nust be consulted to trace an extensive
corresponcence. To remedy Lhis situation, some agencies have replaced the
indexes Ly A permarent Alphabetical card catalop of the Amerlcen type, which
had come int: use in the more progressive Italian libraries.

Papers that have been properly replstered, classified, and lndexed are
ddded to the dossiers to which tley belong or are made up as dossiers if
they pertain to new tusiness. An exception, however, 1s made lor material
of temporary value. It is marely assembled in bundles and stored in the
neighborhood of the permanent records Lo which it is related. This is

6
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inteaded fo lFacilitnoe the seprepation of material of no perwsnent valis
and Liue to prevent Loo rapid a gromtl eof an avency's {iles,

fithin the dosejer records arde arranped so that She - =l rocent
docunent 1s on top. Dossfers are protected o carabonrd covers (rorertinn
0.7 x 0.28 m. (14.2" x 11"), which are of & aifferent coler for enrh nalmn
heading of the elassificatlon. bNoted on the covirs arc the nare U0 tre
agency or office wlese records the dossler contains, the subject and date
of the cussier, bthe formula or symbel that determires its position in tne
files, and the sinple documents that have gone into it. (feco Arpendix
for blank form of a dossier cover.)

All dossiers in the custody of a records office are listed in inven-
tories, which must be distinguished from the clessification schera., Y ile
the latter serves as a gulde in clas:ifying papers, the inventory (rerer
torio del fascicell) is & list of dossiers that have actually been creatiu
and are to be found on the shelf. Records offices of central apenclues
are required to have separate inventories for earh clsss or even subelass,
while 1n fleld offices and comrunes an inventory may cover all the dorsiers
of a main heading. (See Appendix D for blank form of an inventory.)

Dosslers are preserved in boxes of strong cardhboard (caselle), which
are placed vertisully on open shelves. The boxes carry on thelr backs
labels in the color of the cover of the dossiers that they contain. lain
heading, class, subelars, and dossier numbers are showm on the label. If
dossiers are kept in alphateticsl order, the lahel tells the letters of
the alphabet contained in the box,

Only current dorsiers are presarved in the records office. Those
that are noncurrent must be seprepgated at the begirning of each year and
set aslde as storape archives (archivio di derosito). The storaps archives
of 8 smaller agency renain under tho charge of the records personnel that
adrinisters the current records. In the ministries and other central
apencles, on the other hand, the storage archives are administered by a
separate unit, which receives noncurrent records from =1 the records
offices of the apency and administers them throurh personnel of its own.
Although in storsge, dossiers are retained in their previous arrangement.

Theoretically noncurrent dossiers are to remain in storape for a
period of 10 years, whereupon those lacking permanent value must be elimi-
nated. Pommanently valuable roecords are to be transterred to the archival
establislments of the state, those of the ministries ard other central
authorities to the Archives of the Kingdom in Rome (15 Via depli A:rtalli),
and those of fleld offices to the state archives of the province in which
they are located. In reality, however, tnis repulation is not alwayvs
observed. Many provinces do not yet possess archival estatlishments to
whdch noncurrent records can be removed, and, as a result, Lhey remain -
with the agencles where, frequently, they are neplected. In the naLlanj‘}'?
capital, many ministries and central authorities have retained all or
practically all the noncurrent recorus as, for instance, the iinistries
ol Foreign Affairs, War, larine, Aeronauties, Colonies, Justice, and
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Finin~e. Full-fledjed archival establishments to care for the noncurrent
veeords of the Ministries of War, Navy, and Aeronautics have develcped.
Thes are upder the peneral staffs of these three branches end ere desip~-
rated an historleal offices with a title such as ufficio storico del
comando del corpo ¢i stato maggiore. In the Minictry of Forelgn Affairs,
the IHstorico-tiplomatic Office (Ufficio Storico-Diplomatico) of the
Pureau of feneral Affairs (Direzione peneralc degli Affari tenerali)
admird steres the storage archives as wall as the so-called historical
archives of the Ministry.
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ArPENDIX A

Part of the Classification Scheme of Lhe Minist-y gt ‘fie Vurine

(Ministero della Marina)

Approved December 15, 1900

Grandl reparti ' Titold Uft'dei speciald
(Major units) (Main headings) (Special offices)

Bureau of Naval Construction material ' Div. I. MNaval con-
Construction service struction

Naval engineering per- Ditto
sonnel; mechanics,
employees, designers;
laberers

Ship engine service Div. II. Engines

Machinist personnel Ditto
with officer rank

Accounting and manage- Div. III. Account=-
went (of material and ing for naval con-
labor for the naval struction
construction branch)

Bureau of Artillery, portable arms, Div. TI. Artillery
Artillery and ammunition and ammunition
and Armament

Naval armamernt Ditto

Underwater wcauonrs and Div. II. Underwater
diving service weapons and elec-
trical material

Eleckrical service Ditto
(physical and chemlcal)

Personnel and Lalor Mtto
(artillery and armament)

Acrounting and management Mtto
(¢f mrtillery and arma-
rment raterial)
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(Classification scheme continued)

Grandi reparti
(Major units)

Bureau of the
Merchant Marine

Note: Classes and subclamses under the
included. Frequently
division. Undoubtedly this
Ministry of the Marine,

Titoll
(Mazin headings)

Studies of & general char-
acter and statistics

Port personnel

Maritime police; harbor
installations; disburs-
ing offices and fund for
disabled seamen

Peaches; ports; fisheries;
salvage; savings bank
for the seafaring
population

Compensation for construc-
tion; subsidies to ship-
omners; refunds of
duties; maritime fees;
consular rights

Uffici =peciall

(Special offices)

Office of GCeneral
Affairs

Ditto

Div. I. Maritime
police and disbura-
ing offizes for dis-
abled seamen

Div. II. Ports and
beaches

DHv. IIT. Maritime
subsidies and levies,

different main headings are not
two main headings are set aside for the records of one
classification scheme is no longer used Ly the
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APFENDIX B

Blank Form of an Index

DMrezione generale
(Bureau)

Classee

(Class)
Indice delle registrazioni
(Index of registrations)

Parte 18
(First part)

r Persona
(Person)

Oggetto
(Content)

Hubrica
(Letter)

Parte 28
(Cenond part)

Ogietto Numerl

(Content)

(Numbers)

il

A

C

r
hubrica I
{Letter)
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APPENDIX C

Blank Form of a Dessier Cover

Comune di
(Commune of

OCggetto (Content)

Anno

(Year)

Categoria Classe Fascicolo N

(Main heading) (class) (Dossier number)
l

Carte e documenti componenti il fascicolo
(Papers and documents making up the dossier)

Data e Data e Data e [ata e Data e
numero numearo numexro numaroc numero
(Date (Date (Date (Date (Date

and number) and number) and number) and number) and number)
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Blank foiae of an Tovonto

Tirezione generale
(Bureau)

Titolo

(Main heading)

Classe

(Class

785015

—

Sommario del fascicoll Numero

(Summary list of dossiers) ordinale del
fascicolo

(Number of
dossier)

Annotaziond
(Remarks)

Publication No. &44-6




No. 3.
No. 4.

Mo. 5-

&

RECORDS ADMINISTRATION CIRCULAKRS

Records Management in the National Recovery Administration, by

G. Philip Bauver, Dec. 1942. 7 p.

Current Aspects of Records Administration: The Archivist's
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