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COLLECTION DEVELOPMENT POLICY 

 Mission 

The Harvard University Archives supports the dual mission of education and research by striving to preserve 
and provide access to Harvard’s historical records; to gather an accurate, authentic, and complete record of 
the life of the University; and to promote the highest standards of management for Harvard’s current 
records.  First recognized by a vote of the Harvard Corporation in 1851, updated requirements were voted 
several times over the course of the next century. The addition of a formal records management program was 
mandated by the Corporation in 1995. 

Collecting Scope 
  
For over 150 years, the Harvard University Archives has served as the principal repository for the institutional 
records of Harvard University and Harvard faculty papers, as well as collections of student and alumni 
memorabilia and papers, records of Harvard-affiliated organizations and other historical materials.  The 
collections document the intellectual, cultural, administrative and social life of Harvard University from the 
17th century to the present. 
 
Working with satellite programs at the medical and business Schools, the University Archives seeks to 
document the faculty, students and academic programs at the University as well as Harvard’s central 
administration, its libraries, museums, research centers and affiliated organizations. 
 
Description of Collecting Areas:  
 
UNIVERSITY RECORDS 

The Harvard University Archives collects records and publications created in the course of University business 
from circa 1636 to the present.  These include administrative, operational, programmatic, personnel, financial, 
legal, and academic records with permanent historical value in documenting programs, decisions and 
individuals at Harvard. 

The four main creating/collecting groups of University records are: 
• University Offices and Academic Departments 
• Research Centers and Museums 
• Campus-wide Initiatives (e.g. “Green is the New Crimson”) 
• Harvard Affiliates (e.g. Harvard-Smithsonian Center for Astrophysics) 

 
The General Records Schedule (GRS) provides basic details of Harvard’s policy on how long to keep different 
types of records, and whether to send records to an archives or destroy them when they are no longer 
needed. The GRS describes common records found across the University in all formats – including electronic 
records and email.   
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UNIVERSITY PUBLICATIONS AND DISSERTATIONS, THESES, AND PRIZE PAPERS 
 
The Harvard University Archives collects University publications as well as dissertations, theses, and prize 
papers which are all considered University records regardless of acquisition process or source (subscription, 
transfer, gift, purchase, or web harvest). 
 
UNIVERSITY PUBLICATIONS 
University publications constitute published and/or promotional materials created by the Harvard University 
community for internal and external purposes.  These include both publications created for immediate public 
access and those created for university, school or departmental needs and not intended immediately for 
public access.  
 
University publications and promotional material may include, but are not limited to the following: 

• Serials, newspapers, and newsletters 
• Books published by the University and its departments 
• Scholarly journals 
• University-sponsored web sites, blogs and e-newsletters 
• Promotional material, such as posters, post cards, announcements, tickets, programs, flyers and 

objects (T-shirts, buttons, pins, medals) 
• CDs, DVDs and other born-digital content 
• Certificates of membership in student organizations 

 
DISSERTATIONS, THESES AND PRIZE PAPERS 
 
Per a vote of the Presidents and Fellows of Harvard College on January 22, 1951, theses and dissertations 
accepted in partial fulfillment of the requirements for a degree, or manuscripts successful in Harvard prize 
competitions, are considered the physical property of the University.  The University Archives is the repository 
for these materials and provides access to them as part of its collections. Work is underway to collect 
dissertations in DASH, Harvard’s open-access repository. 
 
PERSONAL AND FACULTY ARCHIVES 

The Harvard University Archives collects the personal and professional papers and manuscripts (including web 
sites) created by individuals who have had a significant relationship to Harvard.  These include – but are not 
limited to—archives in all formats of faculty and senior administrators. Non-Harvard, but University-related 
manuscript collections of major research significance are also considered for acquisition. 

The Harvard University Archives is the principal repository for Harvard faculty archives.  The Archives currently 
holds the personal and professional archives of over 1,600 faculty members, with collections dating from the 
early 17th century to the present. 

The holdings include the personal and professional collections of a wide variety of Harvard faculty, 
representing nearly every discipline taught at Harvard from its establishment in 1636.   These archives are 
essential to documenting the intellectual life of the faculty, the development of academic disciplines and the 
worldwide impact of ideas generated by individuals at Harvard.  In addition, faculty archives provide unique 
insight into the personal, social and cultural lives of the Harvard faculty community. 
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The University Archives is interested in collecting personal and professional archives of tenured faculty and 
others with extensive or unique academic connections with the University. Although there are certain 
materials we seek from all faculty (correspondence, manuscripts, teaching materials, research notes and files), 
every faculty member is unique and each collection contains special materials, in a variety of formats that may 
be of long-term interest. The University Archives staff works with faculty to examine their collections and gain 
insight into their work to better understand what materials make up their archives. 

Materials of interest include:  

• Annotated published works: articles and books heavily annotated by the faculty member as part of 
his/her scholarship;  

• Autobiographical materials: curricula vitae and bibliographies, honors, awards, degrees, press releases, 
diaries, oral histories and interviews, photographs, memorabilia, audiovisual materials, genealogies, 
your review and promotion records, biographical publications;  

• Consulting files: proposals, contracts, reports, correspondence, and notes;  
• Correspondence: letters and e-mail correspondence;  
• Collected resources: papers and articles, news clippings, curriculum vitae and applications;  
• Evaluations and recommendations for non-Harvard students and colleagues;  
• Professional organization and external conference files—“travel files” (see also speeches and 

presentations): agendas, meeting minutes, reports, correspondence, and notes;  
• Published writings: reprints;  
• Research files: proposals and planning records for non-University managed research;  
• Research/data records: research notes (such as lab and field notebooks), documentation, analyses, 

photographs, drawings, maps and plans, audio-visual materials, and reports of findings, 
correspondence, and meeting minutes for non-University managed research;  

• Speeches, talks and presentations: notes or text of speeches, abstracts, slides and transparencies, 
PowerPoint presentations;  

• Teaching files: lecture notes or class notes, course syllabi and outlines, blank assignments and exams, 
grading guidelines, manuals, notebooks, slides;  

• Unpublished writings: manuscripts, unpublished papers, drafts or notes, publishers’ contracts and 
related correspondence, comments, referees’ reports, galley proofs. 

STUDENT AND ALUMNI/AE PERSONAL ARCHIVES 

The Harvard University Archives actively collects materials documenting the intellectual, social, and cultural 
aspects of student and alumni life at and after Harvard from the 17th century to the present.  Alumni often 
have key materials that help expand our documentation of student and academic life at Harvard.  
Unfortunately, student and alumni materials are often lost or discarded after their immediate use is finished, 
and, consequently, they are not as abundant and easily accessible for research. 

The Archives seeks the personal papers and memorabilia of alumni focusing on their time and activities at 
Harvard and/or their continuing relationship with the University. The Archives does not collect all the records 
of every graduate of Harvard, but seeks special collections documenting various types of Harvard and post-
Harvard experiences.  

Materials of interest include:  
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• Diaries, letters, and scrapbooks 
• Records and memorabilia from student organizations and clubs 
• Flyers, posters, invitations, and other memorabilia from events and social activities 
• Photographs and audio and video recordings of the campus and Harvard student and alumni events 
• Copies of student publications 
• Course notes, syllabi, lab notebooks, assignments, and other class material 

ASSOCIATED ORGANIZATION RECORDS 

The Harvard University Archives seeks to document the activities and interests of students, faculty, staff and 
alumni at Harvard.  These activities and shared interests – be they theater, sports, music, games, literature, 
art, poetry, photography, social justice or politics – create and enhance Harvard’s social and cultural network 
and foster relationships through organizations, groups and clubs.  Evidence of these organizations most often 
is found in their records. 

The Archives actively collects the records Harvard student, alumni/ae, faculty and staff 
organizations.  Preserving these records not only provides documentation of the groups and the individuals 
who participate in them, but also the events they sponsor and the evolution of the social, cultural and political 
arenas and instances bringing them together.  These social history microcosms are of interest to both scholars 
and the Harvard community at large and provide researchers with material to study social and political 
movements, leadership, campus culture and university policies. 

The Harvard University Archives collects records created by organizations whose members presently work or 
study at Harvard; whose members have worked or studied at Harvard previously; or are brought together 
because of an interest in Harvard.  Associated organizations may be separately incorporated and/or receive 
financial or other support from the University.  

The four main creating/collecting groups of Associated Organizations are: 

• Student Clubs and Organizations 
• Alumni Clubs and Organizations 
• Current or Retired Employee Clubs and Organizations 
• Community Organizations (local and international working with Harvard) 

HISTORICAL MATERIALS 

The Harvard University Archives collects material not created in the course of Harvard business but which 
documents the intellectual, cultural, administrative, and social life of Harvard and its surrounding 
communities.  

The two main collecting areas of historical materials are: 

• Books and publications about Harvard or the surrounding area 
• Records and other materials collected or created by non-Harvard individuals and organizations 

enhancing our knowledge of Harvard and the surrounding community history 
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