
Deciding what belongs in 
the Archive
The College archivist determines if an item 
should be preserved in the collection through an 
assessment process called appraisal. Appraisal 
begins by discussing the records with the individuals 
or groups who create or use the items. Archival 
best practices and benchmarking against other 
institutions contribute to the appraisal. Also, the 
College’s records retention schedule identifies 
records categories that are generally archival.

Making contributions to 
the Archive

•	 If	it	was	created	by	or	about	the	College

•	 If	there	probably	aren’t	many	other	copies	at	
the College 

•	 If	it	is	unique	or	one	of	a	kind

•	 If	it	summarizes	information	about	students,	
programs, campuses or the College

•	 If	you	think	it	should	be	saved	for	future	
students, staff, faculty or administrators

•	 If	you’re	just	not	sure….

…Call the archivist!

Using the Collections
The Archive is open to everyone. Some materials 
have	been	digitized,	but	most	collections	need	to	
be used in person. Copies and scans are available 
upon	request.	Research	assistance	is	available	for	
internal clients. Please contact the archivist to 
discuss your information needs. 

Appointments are strongly encouraged
Monday – Thursday, 9 a.m. – 5 p.m.

Friday, 9 a.m. – 2 p.m.

Angela	Manella,	MLIS,	CA
College Archivist

2900 Community College Avenue
Metropolitan Campus – Student Services 4th Floor

Cleveland, OH 44113-3196
PHONE: 216-987-4447

FAX: 216-987-0107
angela.manella@tri-c.edu

CONTACT

THE 
ARCH IVE
IS A NEW AND 

GROWING 
DEPARTMENT

Come explore the history 
of the College
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Highlights of the Collection
•	 Marketing	photograph	collection	–	more	than	

a million images of College staff, students, 
buildings, programs and events

•	 Scrapbooks	and	newspaper	clippings	

•	 Student	publications,	including	campus	
newspapers,	literary	magazines	and	yearbooks

•	 Materials	from	the	early	years	of	the	College,	
including	newsletters,	photos,	subject	files

•	 Faculty	senate	agendas,	minutes,	and	
supporting documents 

•	 Executive	subject	files,	reports	and	
summary budgets 

•	 Marketing	and	promotional	publications

•	 Faculty,	student,	staff,	alumni	directories	

•	 Unique	College	memorabilia		

An archivist is a trained 
professional who assesses 
records and other material for 
their informational value to 
future administrators, students, 
staff, faculty, and other clients. 
Archivists preserve these vital 
records and provide internal 
and	external	clients	with	
information from the archive. 

Did
   You
 Know?

History of the Archive
Cuyahoga Community College (Tri-C®) now has 
a historical Archive to document and preserve 
its institutional history. An archivist was hired 
in November 2009 to work with the new records 
manager to identify historical materials in records 
storage areas around the College. By the end of 
2011,	more	than	1,600	boxes	of	materials	had	been	
reviewed	and	10,000	folders	had	been	cataloged.	In	
the spring of 2012, the Archive moved into a newly 
constructed space on the 4th floor of the Student 
Services Building on the Metropolitan Campus. 

The College Archive is Tri-C’s institutional memory. 
It	serves	the	mission	of	the	College	by:

•	 Supporting	administrative	needs	for	historical	
information and materials; 

•	 Identifying,	collecting	and	preserving	essential	
evidence of our institutional history;

•	 Supporting	
teaching and 
providing	unique	
opportunities for 
student involvement;

•	 Providing	access	
to internal and 
external	researchers.

Experiential Learning 
The	archivist	is	interested	in	developing	projects	
with	students	and	faculty.	Students	can	expand	
their	academic	experience	with	challenging,
detail-oriented archival processing and research 
tasks.	Please	inquire	about	independent	study,	work	
study, internship and volunteer opportunities. 

Supporting Milestones 
and Celebrations
No event is too big or too small!
Feel free to contact the Archive for 
information or images to use in 
newsletters or at events. 
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