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Introduction  
In April of 2014, then-Senator Max Baucus signed an agreement with the University of Montana to 
deposit his Congressional papers with the Mansfield Library’s Archives and Special Collections (A&SC).  
The collection numbered approximately 959 boxes of manuscript and audiovisual material and 1.4 TB of 
electronic records.  Baucus began his political career in 1972 when he was elected to the Montana 
House of Representatives.  He subsequently served two terms in the U.S. House of Representatives and 
was elected to the Senate in 1978, where he went on to serve six full terms.  Baucus retired from the 
Senate in 2014 to become the U.S. Ambassador to China, a position in which he continues to serve 
today. 
 
Per the University’s agreement with Senator Baucus, A&SC staff received electronic records via network 
transfer, as well as via external hard drives, CDs, DVDs, thumb drives, and floppy disks.  
 
In this case study, I will focus on how we managed and continue to manage the data we received from 
Senator Baucus’s constituent services systems (CSS). We received the data in two batches: the first, CSS 
data from 1979-1990, arrived as a .DAT file; the second batch, dated 1983-2014, arrived as a .TAB file.  
Through trial and error, A&SC staff imported this data into a Microsoft Access database; we are 
currently working through next steps for managing the data.1  
 
CMS Overview 
‘Constituent services systems,’ also known as ‘constituent management systems (CMS),’ are general 
terms that refer to the large-scale databases that manages the relationship between a 
Senator/Representative and her/his constituency.  Within the CSS, there can be a variety of components 
facilitating different kinds of activity—scheduling, correspondence, casework, possibly even document 
management.  These systems have their roots in the Senate of the 1970s, when a pressing need for 
more efficient workflows and processes (particularly relating to the handling of constituent 
correspondence) resulted in the establishment of the Automated Indexing System (AIS), a database 
system developed by the Senate Computer Center to streamline constituent correspondence activities.  
Senate offices used AIS in conjunction with the Senate Mail File (SMF) until 1991, when the Senate Mail 
System was developed for use as a single database.  In 1994, the Senate Computer Center stopped 
supporting SMF and began moving all Senate offices towards adopting proprietary CSS systems.2 

                                                           
1 I came on board with the Max Baucus Papers project on December 1, 2014, so was not on hand during the 
transfer/accessioning processes, which were overseen by Head of Archives and Special Collections Donna McCrea 
and Digital Archivist Sam Meister.  Sam was also very much involved in conversations with the Senate Sergeant at 
Arms during the electronic records export process prior to my arrival.  
 
2When I began working with the project, I was both fairly new to working with Congressional electronic records 
and had no prior experience working with CSS data. I reached out to Brittany Durell, a former Baucus staffer, who 
facilitated the transfer of the electronic records from Baucus’ Washington office, as well as Senate Archivist Karen 
Paul. Both were extremely helpful in breaking down the nuts and bolts of how CSS are utilized, as well as the 
general timeline of CSS usage within the Senate from the mid-1970s to present day. Another excellent resource, 

http://www.lib.umt.edu/asc
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Senator Baucus’s office utilized the same CSS as other Congressional offices in the late 1970s and early 
1980s.  In the mid-1980s, the office became one of six pilot Senate offices for the implementation of 
servers using a Prime Computer.  The server provided word processing and other administrative 
functionalities, and was created by Lincoln National Information Systems and their partner, LSW.  In the 
mid-1990s, the Baucus office began using a proprietary program called Intranet Quorum, or IQ, 
developed by Lockheed Martin.  The office used IQ until 2008, when it switched over to another system 
called Voice, developed by a vendor named Symplicity.  All data from IQ was transferred to Voice at the 
time of system transition. 
 
What We Have 
A&SC received two batches of CSS data, as mentioned previously. One batch, the .DAT file, arrived on a 
CD and contained AIS data from 1979-1990. The second batch, the .TAB file, arrived on an external hard 
drive and contained IQ and Voice data dating from 1983-2014.3  
 
These files were accessioned according to our established procedures, as part of the 1.4TB of electronic 
records from the Baucus office. A&SC staff generated checksums, created disk images, secured 
preservation copies, performed virus scans, exported files to a server reserved for working files, 
extracted file system metadata, and scanned files for personally identifiable information.  Accession 
information and media characteristics were entered into the ‘borndigital log,’4 a Microsoft Access 
database containing all accession information about the Archives’ born digital collections. 
 
Figure 1: The two CSS data files were part of larger accessions received from the Senate Sergeant At Arms and 
documented in A&SC’s “borndigital log.” See Appendix for more screenshots. 

 
 
The .DAT file, comprising CSS data from 1979-1990, contained thousands of correspondence records 
from AIS, the early Senate office correspondence system (see Figure 2). This file consisted of names, 
addresses, issues, and other constituent metadata entered by staffers into the CSS.  It contained 32 

                                                                                                                                                                                           
recommended by Karen Paul, is Naomi Nelson’s “Taking a Byte Out of the Senate: Reconsidering the Research Use 
of Correspondence and Casework Files”. 
3 Dates are approximate, as most ex-staffers I have spoken with are unsure of exact transition dates. We are 
working to figure out specific date ranges of what we have. 
4 This is the name of the Access database for accessions. Our digital archivist maintains a no-spaces file-naming 
convention for command-line reasons. 

https://www.intranetquorum.com/
http://www.symplicity.com/products/voice.html
http://digitalcommons.kennesaw.edu/provenance/vol15/iss1/4/
http://digitalcommons.kennesaw.edu/provenance/vol15/iss1/4/
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fields of data and was operable in Excel as well as text editors and word processors (although the latter 
programs did not format the data properly as a table, as it was tab delimited).  This was accompanied by 
a note from the U.S Senate Historical Office including full descriptions of the 32 fields that we received.   

 
Figure 2: .DAT file, 1979-1990, as received. 

 
 

The second batch of CSS data—from both IQ and Voice, cumulatively, dating from 1983-2014—arrived 
as a .TAB file (see Figure 3), also accompanied by record layout notes from the U.S. Senate Historical 
Office.  
 
Figure 3: .TAB file, 1983-2014, as received. 

 
 
In addition to the main ‘correspondence’ file, we received library data—relating to the office’s form 
letter library—as well as the corresponding form letters; incoming/outgoing correspondence correlating 
to the data in the ‘correspondence’ .TAB file; and email attachments (see Figures 4-7). 
 
Figure 4: Correspondence folder & incoming, partial. Received as part of .TAB file data. 
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Figure 5: Incoming correspondence received as part of .TAB file data. 

 
 
 
Figure 6:  Incoming correspondence in .TXT format, received as part of .TAB file data. Incoming correspondence came in a few 
different formats, mostly .TXT, but also including .TIFF, .PDF, and .HTML formats. 
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Figure 7:  Outgoing letter from the CSS ‘library’ file, in .TXT format, received as part of .TAB file data. 

 
 
We have the files: Now what? 
Both batches of .TAB correspondence data—‘Archive’ and ‘correspondence’—were unable to open fully 
in a Microsoft Excel spreadsheet, as they exceeded the maximum number of rows Excel is able to 
display (Excel 2007, 2010 and 2013 support 1,048,576 rows).  I experimented with opening 
‘correspondence’ in a text editor and then dividing that text into smaller, more manageable batches of 
data, but this was extremely time-consuming and carries a significant risk of losing data in the process 
due to the copying and pasting of large quantities of data. Microsoft Access turned out to be the 
solution.  Sam and I saved the .DAT and .TAB files in .TXT format, and were then able to fully import both 
converted text files into an Access 2013 database, along with library data correlating to the 1983-2014 
CSS data.5 (See Figures 8-9.) 
 

                                                           
5 Microsoft Office Support. “Import data into an Access database.” https://support.office.com/en-
IE/article/Import-data-into-an-Access-database-782703aa-6b21-4458-9429-480eaf0c71d6. Accessed July 28, 2015. 

https://support.office.com/en-IE/article/Import-data-into-an-Access-database-782703aa-6b21-4458-9429-480eaf0c71d6
https://support.office.com/en-IE/article/Import-data-into-an-Access-database-782703aa-6b21-4458-9429-480eaf0c71d6
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Figure 8: CSS data tables in Microsoft Access (data redacted). 

 
 
 

Figure 9: CSS data tables in Microsoft Access (data redacted). 

 
It was a major success to be able to open both files in full. I went ahead and filled in the field names for 
each column, so we have an organized, searchable database. 
 
Looking Forward 
This is where we’re at currently, and we are discussing how to move forward, as there are several things 
to consider in regards to future plans for the CSS data.  Primary on our minds is access:  What will that 
look like for researchers?  The collection currently has a 30-year blanket restriction in place, in addition 
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to further potential restrictions due to sensitive information inherent in the data, so developing a ‘good-
looking’ front-end was deemed a low priority for the time being.   
 
Long-term preservation of the original data is another high priority; in addition to the source .TAB and 
.DAT files, preservation now encompasses the data currently housed within the Access database.  Given 
the long period of dormancy in regards to use of the collection, we will need to start considering 
migration policies and subsequently open-source solutions. 
 
Incorporating the correlating form letters and incoming/outgoing correspondence, too, poses a similar 
problem.  Building a robust database capable of linking the above data to these text and PDF files 
requires specialized knowledge and skills that we will likely need to outsource; there is much future 
potential for more capable and streamlined tools for manipulating CSS data, and having the data 
contained within open-source database software will more easily facilitate migration.  Users can, for 
now, identify file names within a field named ‘In Correspondence Document Name(s)’, and subsequently 
find that particular incoming letter by searching for that file name within the file directory (see figures 
10-11). The same goes for outgoing correspondence, which can be identified with a field named ‘Out 
Correspondence ID.’ 
 
Figure 10: The highlighted file name is associated with a letter stored in the Incoming Correspondence file 
directory. 
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Figure 11: The file name identified in Figure 10 above can be searched and the letter identified via Windows 
Explorer. 

 
Finally, the momentum has already begun to gather in our field for requesting the full range of fields 
from proprietary CSS entities, which would result in vastly more robust caches of data.  I have not 
reached out to Lockheed Martin or Symplicity, the respective proprietors of IQ and Voice, to request this 
data, but I imagine they would ask for a significant fee to export these additional fields, as Adriane 
Hanson experienced.  I am hopeful, however, that current and future lobbying will gain momentum such 
that Congressional offices will begin to advocate for the full export of CSS data as standard practice. 
  
The conversation continues around future preservation and manipulation of the CSS data/Access 
database here at the Mansfield Library’s A&SC.  For now, I am comfortable having the totality of the CSS 
metadata temporarily housed in Microsoft Access, and we will soon begin exploring the construction of 
a MySQL-based database for long-term storage as well as continuing our other work with electronic 
records.  I would love to see conversations around the research potential of combining multiple 
Congressional CSS datasets; Middle Tennessee State University’s Gore Center has already initiated the 
development of a software enabling the ingest of CSS data from Intranet Quorum, in addition to 
proposing an IQ dataset consortium.6  Finally, I hope to see repositories continue to lobby for the 
release of the full range of data fields from proprietary CSS producers, ideally before the final transfer 
from Congressional office to repository.  If anyone has had success in receiving more than 32 fields, I 
would love to hear about it. Please do not hesitate to contact me with questions, suggestions, or for a 
general chat about working with Congressional electronic records. 
 
Natalie Bond 
Adjunct Political Papers Archivist 
Mansfield Library, University of Montana 
natalie.bond@mso.umt.edu 
(406) 243-2053 
  

                                                           
6Williams, Jim. “Recreating the Intranet Quorum Interface for Archival Retrieval and Research.” August, 2014. 
[PowerPoint Slides]  

mailto:natalie.bond@mso.umt.edu
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APPENDIX  
This appendix consists of additional screenshots of the A&SC’s management of CSS data. 
 
Figure 1: In the ‘borndigital log,’ staff enter metadata and document all relevant accessioning processes. This is 
the record for the external hard drive which the .DAT file arrived on. 
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Figure 2: Same as Figure 1, but for the CD that the .TAB file arrived on. 
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Figure 3: Incoming .TIFF correspondence, received as part of the .TAB data file. Incoming correspondence came 
in a few different formats, mostly .TXT, but also including .TIFF, .PDF, and .HTML formats. 
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Figure 4: What the .TAB file data looks like when opened it in WordPad.  Note that the file did not open fully in 
WordPad; this is just how the data appears in a word processer. 
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