TRAVELING ARCHIVISTS:
What You Need to Know BEFORE

You Hit the Road

Harry Keiner, Ph.D.
Consulting Archivist & Historian



Presenter
Presentation Notes
Good Morning.

For those of you who don’t me, my name is Hal Keiner.  Following my retirement from Appalachian State University in 2009, where I served as University Archivist, I was hired as a contract worker by the North Carolina State Archives to implement the Traveling Archivist Program.  For the next two-and-a-half years, I travelled the highways and byways of the Old North State, adding over 21,000 miles to the odometer of my old Ford Ranger pickup. SLIDE #1
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Presentation Notes
Where I went, what I did, and more importantly, what I learned, together with the experiences of my successor, former State Archivist Dick Lankford, are the basis for our workshop today.  But, before we get started, we need to complete our introductions and go over some housekeeping details.

Let’s begin by recognizing the work of two people who made the TAP possible.  The first is the aforementioned former State Archivist Dick Lankford on whose watch, the program was begun.  Indeed, without Dick’s staunch support, we wouldn’t all be here today working together to train potential new Traveling Archivists to take the program in new and exciting directions.

The second person here I want to recognize is Andrea Gabriel, the State Archive’s Director of Outreach and Development. Andrea was responsible for writing the first NHPRC grant that put me on the road in 2010, and for managing the Traveling Archivist program ever since: overseeing selection of sites, providing administrative support through State Archives, publicizing the program internally and externally, and structuring reporting of our activities to the State Historical Records Advisory Board and NHPRC.  If she had a dime for every minute she has spent talking to Dick and I on the phone, she would be a very wealthy woman.

OK. I would like to go around the room and have you introduce yourself.  If you would like to, please comment on why you are here and what career experiences attract you to the Traveling Archivist program

Today’s schedule of events:  We will meet this morning from now to noon, with a break around 10:30.  Lunch will be served here from 12 to 12:45.  The workshop will then continue from 12:45 to 4 pm, again with one scheduled break around 2:30.  Although my goal is to finish by 4:00 pm, we have scheduled 30 extra minutes for additional questions and for you to fill out your workshop evaluation forms.

The rest rooms are off the main hallway.  And finally, please turn off your cell phones.  You will have plenty of time to check voice mail or read text messages during the breaks and at lunch. 




WORKSHOP PURPOSE:

To provide selected individuals with the
Information and training necessary to undertake
the work of a Traveling Archivist:

e To determine the suitability of applicants for
assistance

e To conduct successful site visits and prepare
useful follow-up reports

e To manage the administrative details of the
program in coordination with NC State
Archives’ supervisors.
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So, why are we all here?

I think this slide is self-explanatory and I have always disliked PowerPoint presenters who simply read their slides.

However, let me add some comments.  Not everyone is suited to this work.  There is little in the SILS and NC State Public History curriculum that qualify graduates for field service work.  You need to have an empathy for the managers of the state’s smaller repositories, and an understanding of the challenges they face: most lack your professional credentials, many are wearing multiple hats for their institutions, and some are intimidated by their collections of historical records.  More about all this later.

Successful site visits and useful reports.  You will learn today that when you are in the field you are there to help.  You will fail if the repository managers and staff sense that you are just another “professional” there to scold about what they are doing wrong.  By useful reports, I mean reports that suggest PRACTICAL and AFFORDABLE improvements that can be made in preserving and providing access to their Special Collections.   And finally, as Traveling Archivists, you are state employees.  Hence, there are procedures to follow,  forms that must be used, and reports to write.  However, in my opinion, its all worth it.  Because a good day, a day at a repository where you gave them worthwhile tools to improve collection management, is, in the immortal words of Mastercard, PRICELESS.




WORKSHOP OUTCOMES:

So, | hope you leave here with these takeaways:

1. Knowledge of the history and development of the
Traveling Archivist Program

2. The program'’s goals in relation to the state’s smaller
repositories of historical records

3. The procedures for identifying eligible repositories
and the methods for conducting successful site visits

4. The tools available, based on archival management
best practices, for you to use to effect positive
changes in preservation and access to a repository’s
special collections
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I will let you digest the content of this slide which states, with perhaps a few too many words, what we hope you will learn in the next five hours.


TAP ORIGINS: The State Historical
Records Advisory Board

The SHRAB is the primary body charged with
advising state officials on the condition of
historical records throughout North Carolina and
making recommendations to improve
preservation and access.

e The SHRAB and NHPRC
e Membership
e Activities
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The SHRAB exists because NHPRC requires states to maintain such boards.  NHPRC, through yearly maintenance grants, underwrites the work of the SHRAB, work which is essential to the administration of NHPRC’s grant programs. For example, one task preformed by SHRAB members is to review all NHPRC grant proposals from NC institutions.  This helps streamline the process by eliminating weak and incomplete proposals from going forward to NHPRC, and often helps applicants by suggesting where improvements need to be made in their grants.

The NC SHRAB currently consists of 10 members.  There are two ex-officio members: Kevin Cherry, DCR Deputy Secretary supervising the Office of Archives and History, is the State Coordinator; and Sarah Koonts, the State Archivist, is the Deputy State Coordinator.  The other eight members are appointed by the governor and serve three-year staggered terms.  They include archivists, librarians, genealogists, and citizens with an interest in NC history and the preservation of historical records.  The positions are unpaid although the yearly maintenance grants from NHPRC supports members’ travel expenses.

Besides the work of reviewing grants mentioned above, the SHRAB conducts statewide studies and surveys to assess and define the conditions and needs of our state's historical records. Other activities include: developing educational programs, sponsoring conferences and workshops, and other activities designed to improve preservation and access to the state’s historical records and promote public awareness of repositories and their holdings.


SHRAB OUTREACH PROJECTS TO NC’s
SMALLER REPOSITORIES

20 Years of Accomplishment:

¢ 1996 Insuring the Future of Our Past: A Brief
Guide to Selecting or Starting an Archival
Program.

e 1996-2000 NHPRC Re-Grant Project:
$150,000

¢ 2004-2005 In Partnership with SNCA, basic
training workshop on archival management
(aka Boot Camp)

e 2006 Publication of A Manual of Basic
Archival Practices
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North Carolina is a huge state.  500 miles wide, 100 counties, three major geographic zones: coastal plain, piedmont and mountains; isolated rural communities where agriculture is still very important, and large modern cities with diverse industrial and technological economies.

One of NHPRC’s first concerns, dating from the 1980s, was to sponsor and encourage state-wide surveys to gather data on the overall state of historical records nationally.  These statewide surveys were then used by NHPRC to develop programs to improve the acquisition and preservation of the nation’s documentary heritage.

What the initial surveys of records in North Carolina revealed was that there was an incredible diversity of repositories holding historical records.  Besides the large, relatively well-funded institutions such as the University of North Carolina and Duke University, many North Carolina repositories were small, local historical societies, genealogical societies, and local history rooms in the public libraries.  This growing awareness led to the development of outreach programs sponsored by the SHRAB to help these smaller institutions, mainly in areas of collection development, and collection management. 


The Impact of NC ECHO’s Survey

North Carolina Explore Cultural History On-Line
e A Project of the North Carolina State Library

e Strategic Plan Goal: Promotion of state-wide
digitization efforts

e NC ECHO Advisory Board and the Digital Divide

e Survey of Holdings/Survey of Institutions with
Special Collections

e Road Trips
e Report: 1,000 Repositories and their needs
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At the same time that the SHRAB/SNCA Boot Camp was underway, a project sponsored by the NC State Library was also adding to our awareness of the overall condition of the State’s documentary heritage.

In 1999 the State Library Commission adopted a new strategic plan: Building Libraries: A Plan for Library Cooperation. State Librarian Sandy Cooper, and the president of the Library Commission, David Ferriero, University Librarian at Duke (now Archivist of the United States), took a direct interest in implementing one of the plan’s goals that called on the State Library to take the lead in developing a program to promote the digitization of historical records statewide.  The plan called for setting aside a portion of the state’s LSTA allotment for grants to fund digitization projects proposed by libraries with special collections. 

They formed an advisory board chaired by Ferriero to develop grant programs and forms, to develop statewide standards for digitization and accompanying metadata, and to review grant applications and recommend awards.  At several early meetings of the advisory board, a number of members voiced concerns about the role to be played by smaller institutions with important collections who lacked the financial capabilities, staff expertise and technological infrastructure to participate.  In other words, beyond the state’s research and large public libraries, how was the program to cross the digital divide and include the state’s smaller repositories?  And once it was decided to address this question, immediate queries followed: who were these repositories, where were they located, what did they hold, and what barriers did they face in readying their collections for digital scanning.  To answer these questions, the advisory board proposed that a survey of the state’s cultural institutions be performed by a team of young archivists and librarians that would go into each county, identify repositories, and quickly survey holdings, including both object and artifact holdings and Special Collections (rare books, papers, records, photographs, ephemera, etc.).  A subcommittee of the advisory board developed a survey instrument modeled on a similar survey conducted in New York, and the team began its work by testing the survey instrument and conducting site visits in Buncombe county.

The results were published in 2010 as North Carolina’s Cultural Resources: A Survey and Report.  There is a copy in your packet.  This remains the most comprehensive picture of the state’s cultural landscape, .  It clearly shows the depth and breadth of repositories, over nearly one thousand, with the state’s great libraries and museums complemented by an array of local institutions: historical and genealogical societies, local history rooms in public libraries, and public and private institutions, including many small museums (e.g. The County Doctor Museum Bailey, NC) with holdings of both objects and special collections.  Finally it revealed that the state’s smaller cultural repositories were at a serious disadvantage in terms of resources, with the majority struggling to meet basic collection management needs.



  


The Next Logical Step: Field Services

As the ECHO survey neared completion and the
last NHPRC-funded Boot Camps were being
taught, members of the SHRAB and the NC
ECHO Advisory Board began to think about ways
to build upon what we had learned.

e Boot Camp demonstrated that more archival
training for the staff of smaller repositories
was needed

e The ECHO survey demonstrated that field
services: sending professional archivists and
librarians to repositories was an effective way
of providing high quality assistance.
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For example, Kim Cumber visited the Transylvania Public Library in 2004 and conducted a survey of the collections in the Local History room with the manager, Marci Thompson.  Based on Kim’s advice, Marci began a re-housing project for the Manuscript collections.   A year later, Marci attended the SHRAB/SNCA Boot Camp that Janice Holder and I taught at Western Carolina University in 2005.  In 2009, Marci applied for a visit from the Traveling Archivist which I conducted in 2010.  In 2011 I conducted a re-visit and spent the day with Marci sorting out the Ecusta Mill records and establishing series for a processing project.

So, from NC ECHO and Boot Camp, to the Traveling Archivist site visit and revisit is a pretty straight line. 


SHRAB’s 2006 Strategic Plan: The
Traveling Archivist Program is born

The SHRAB’s response was a discussion at the
planning retreat that defined the goals for the new

strategic plan.

The result was a goal calling for the design and
Implementation of a pilot field services program
administered by the North Carolina State Archives.

The Traveling Archivist Program was approved for
funding under an NHPRC SNAP grant in 2009




TAP | (2009-2010): Getting Organized

Small Team:
e Dick Lankford, State Archivist

e Andrea Gabriel, Head of Resource Management
Branch

e Hal Keiner, Contract Archivist

Program Development (August-December, 2009)

e Contracts: Defining the Scope of Work, Estimating
wages and travel, 40 site visits, two Rounds (Jan-May,
July-Nov)

e Developing Grant Application Forms and Instructions
e Advertising program and soliciting applications
e Establishing procedures to review applications
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Team committed to the program: As State Archivist, Dick was the Deputy Coordinator of the SHAB, and served on the NC ECHO Advisory Board; Hal had served three terms on the NC SHRAB, 1999-2008 and had served on the NC ECHO Advisory Board from 1999 to its dissolution in 2007.  Andrea was the State Library’s NC ECHO coordinator for several years before moving over to the State Archives where she staffed the SHRAB and coordinated the board’s activity with NHPRC.

Contract work: a great deal for the State.  Defined period of employment and duties.  No benefits.  40 site visits $25,000 ( wages and travel) in return for days on the road, days on site, days at home writing reports, days at home coordinating TA schedule and following up with questions/answers

Grant applications: simple and straightforward questions about institution al organization and collection  management, and reasons for requesting a site visit.

Web sites for advertising TA program: NC ECHO, NC Federation of Historical Societies, NCLA

2 SHRAB members, plus Dick, Hal and Andrea review applications, rate them and choose first 24 based on consensus. 


TAP I: First Site Visits

LOGISTICS:
o 24 Sites plotted on an NC map.

e Divided into two groups: day trips, or less than
100 miles from Asheville. Overnights, or more
than 100 miles.

o L atter sites grouped by proximity so TA could
get to two or three efficiently.

e Home for 10 days to 2 weeks writing reports
and getting ready for next trip.
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i.e. Day 1, drive to Goldsboro, Day 2, conduct site visit nearby, and drive on to Sanford for the night.  Day 3, conduct site visit nearby and drive on the Greensboro.  Day 4, Conduct a site visit nearby and drive home to Asheville. 


TAP I: First Site Visits, cont’d.

Lessons:
e Planning : need to acquire more info BEFORE site visit

e Too much time on telephone/need for a follow up form
(The Pre-Visit Questionnaire) to the application

e Site visits need to be structured and ALWAYS begin
with a survey/walk through of the facility.

e Afternoon devoted to teaching: either a scheduled
workshop, or by informal discussion with staff
emphasizing how to improve preservation and access

e Explain recommendations
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I found that I needed to know as much about the institution as possible before I conducted the site visit.  Looked for on line  resources beginning with repository web sites, ECHO entries, etc. to learn as much about site and its holdings as possible.  (Knowledge is power)

Need for further information led to the development of the pre-visit questionnaire which we will take a look at shortly

Time to organize site visits substantial.  Identifying needs, understanding repository background, and making reservations, calculating distances, etc. 

Collection survey: the walk through of display, admin/research, and storage areas: a chance for give and take, demonstrate (gently) do’s and don’ts, and pass on information in a seemingly unstructured way.

Afternoon when you reenforce and reemphasize in a more structured way what the problems are and how they may be addressed.
Always save time to sit down and discuss your recommendations.



TAP |: Second Round (July-Nov, 2010)

e Announcement in March
e Sites chosen in May

e Second Round completed in November,
18 Site Visits with all reports written and
submitted by December 15.

e TAP I: 42 Sites Total
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Where I went:  11 Museums; 8 Small Colleges and Universities, including 3 HBCU’s (Shaw University, Livingstone College and Bennett College); 3 Community College Libraries, 8 Historical Societies, and 11 Local History Rooms in Public Libraries, and one Institutional Archives (Qualla Arts and Crafts Mutual).

My experience as the Traveling Archivist summed up in my September 13, 2010 report to the SHRAB, a copy of which is included in the workbook/manual behind TAB II.



TAP llI: March, 2011 - August, 2012

e TAP | report well-received by the SHRAB which
recommends TAP I

e TAP Il underwritten with ARM funds
e Revisits Included

e Supplies from the Friends of the North Carolina
Archives

* ACCOMPLISHMENTS: 24 Site Visits, 21 Revisits
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TAP I report to the SHRAB, April, 2010, requested that consideration be given to enhancing the TAP through revisits.  Repository managers often contacted the Traveling Archivist after receiving reports with questions about implementing recommendations.  This feedback suggested that these managers wanted to stay engaged with the TA and that a revisit to the institution might be useful to instruct staff to help get a project off the ground.  So the idea of including revisits in TAP II was presented to the SHRAB and enthusiastically supported.

Dick Lankford facilitated TAP II by reserving ARM funds to underwrite the effort.  For those of you who are unfamiliar with ARM, these are unappropriated funds generated by a small transfer fee on legal documents.  They are used to supplement the State Archive’s budget beyond the funds appropriated by the legislature.   His support was crucial, because the use of ARM funds freed us from proposing a follow up program to NHPRC, and allowed us to try the revisit experiment.  Dick also figured out a way to pay for supplies requested by re-visit applicants: funds from the Friends of the Archives

Hal and Andrea developed a new Revisit Application, Andrea announced the program through the organizations we employed for
TAP I,  followed by an application review, notification, and development of a tentative site visit/revisit schedule based on travel logistics.     


TAP IlI: 2012 - Present

o Site Visits conducted by former State Archivist Dick
Lankford

e Underwritten with ARM funds

TAP IV: A New Paradigm?
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TAP IV will be structured differently.  The goal is to recruit a small group of professional archivists from different areas of the state who will conduct site visits and revisits without the extensive travel that Dick and I have had to endure. Hopefully, every trip will be a day trip, with travel limited to sites within 2 hours from the TA’s home.  Travel costs will be limited to mileage and meals, eliminating the costs for hotels, with the savings allocated to more visits, supplies, or other expenses that will enhance the program.  Oversight of the program may shift to regional centers such as the Western Regional Office in Asheville, again to bring the program closer to its clients. 

BREAK


ORGANIZING SITE VISITS: Selecting
Repositories

e Announcements
e Applications
e Review
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The emphasis of the workshop will now shift to and stay focused on the nuts and bolts of the work of the Traveling Archivist.

We will begin by discussing our audience, the state’s smaller repositories, how we advertise the Traveling Archivist program to them and solicit applications, and how we select participants from those who apply.  

Behind the first tab in your workbook, you will find a document titled Instructions and Guidelines for Applying to the Traveling Archvist Program.  This document serves as the announcement for the current TAP program and includes the application form that is filled out and sent to Andrea via email.  The announcement was delivered via the email lists maintained by NC ECHO, the Federation of North Carolina Historical Societies, NCPC, SNCA, and NCLA.  So the net was cast wide.

From the beginning, however, those of us involved in the TAP have done some “recruiting” because we wanted to urge repositories that were known to need help to apply.  So, after the general announcements went out for TAP I sat down with Kim Cumber who had conducted many site visits for the NC ECHO survey and asked her to recommend repositories with good collections that might benefit from a visit.  She recommended several potential sites including the archives at Methodist University, near Fayetteville managed by Arleen Fields.  So I emailed her and enclosed an application.  She applied, was accepted, and received a TA visit on March 30, 2010.  After TAP II was announced I sat down with Jeff Futch at the Western Office.  We were both concerned that Western North Carolina was underrepresented in TAP I and so Jeff recommend several sites who might benefit from  a visit from the Traveling Archivist.  One repository we discussed was the Macon County Historical Society in Franklin where I conducted both a site visit and a revisit two months later where I taught a workshop on Preservation.  So the takeaway here is that you should use your network of professional contacts and knowledge of the small repositories in your region to help them get the benefits of the TAP.

You will also recognize that this announcement defines the program carefully.  It notes that the focus is on collection management, both preservation and access, it gives examples of the kinds of repositories the program wished to assist.  And, it gives some idea about how the help will be delivered: through a site visit built around a collection survey.  Finally: there is an eligibility statement that clearly notes that the program is designed to help SMALLER INSTITUTIONS.  This is to discourage institutions from applying who have the resources to help themselves.  However, smaller institution is in the eye of the beholder and it has not discouraged large institutions from applying: for example, a large special library attached to a prestigious university applied for TAP II. 

The application itself asks for both written descriptions of collections and their provenance together with specific information regarding the size of an institution, budget, number of employees/volunteers, type of materials in the collections, main concerns for the TA to address, and info about use.  The application was based on the categories of information collected by the NC ECHO surveyors, although it was substantially modified to fit the needs of the TAP.

For TAP I and II all applications were directed to me, reviewed for completeness, and then forwarded electronically to Andrea who arranged for the review and selection process.  For TAP I, two members of the SHRAB, Madeleine Perez and Janis Holder, together with Andrea, Dick and myself reviewed the applications.  To bring a little intellectual and statistical rigor to the review we filled out forms, the Reviewer’s Evaluation, included in the workbook/manual.  As you can see, this helped us compare and rank the applicants.  We then met via conference call, discussed each applicant, and made decisions by consensus.  









  


ORGANIZING SITE VISITS: Notification,

Scheduling, and Information Gathering

e Notification: Acceptance and Rejection
Letters

e Scheduling: Planning trips, negotiating
acceptable dates, coordinating site visits
with other work.

e The Pre-visit Questionnaire
e Web Research
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Notification Letters are the next documents in the workbook/manual.  I do not need to elaborate on their content.  They are usually prepared by Andrea for the State Archivist to sign.  I would suggest that if you have worked closely with a repository and their application was nevertheless rejected, contact them and urge them to reapply if they are indeed eligible under the program’s guidelines.

Scheduling, on its surface, may appear to be just busy work, but I would warn you to think carefully about negotiating dates.  Obviously you should arrange your site visits without conflict with dates on your calendar, and you will have to coordinate your calendar with that of the repository manager.  In general, try to set dates about six weeks in the future (not too soon, not too long in future for the purpose to be forgotten), stay away from the Fridays and the day before holidays so you will avoid heavy traffic.  Plan to start the site visit no later than 9:00 am.  As we will discuss later, you will need all morning to conduct the collection survey: examining all storage rooms, closets, filing cabinets, and sampling and boxes on shelves takes time.  Leave extra time for surveying if some of the collections are stored off site.  Be flexible about time of departure in the afternoon.  I would often try to leave at 4:00 pm particularly if I had several hours of driving to another site the next day, or if I was headed home.  However, sometimes circumstances will require you to stay an extra hour to complete your work.  

During TAP I, I recognized that if I simply relied on information from the application form, that I was not as prepared for the site visit as I would have liked.  In particular, we seemed to have gathered the official information about a repository, without asking the repository manager confidentially to identify problems, to comment on obstacles they faced, and to ask what their expectations were for the site visit.  Therefore, Andrea and I developed the Pre-visit Questionnaire designed to elicit such info.  Let’s look at this document in the workbook/manual 

This questionnaire asked the manager to identify by format the collections he/she wished the TA to examine.  It then asked the manager to have available his/her “institutional documentation” defining the overall governance of the repository and providing access to collections.  My first visits had made clear that many repositories were not following access best practices because they lacked or were using inadequate collection policies, deeds of gift, accession forms, and non-standard finding aids.  If Institutional Documentation was missing or inadequate, this became a “teaching opportunity” for the TA in the afternoon.  The questionnaire concluded with a question asking for feedback about the structure of the site visit, and another asking for a candid assessment of the greatest problems the repository faced.

With this information in hand, I would then telephone the manager and make an appointment for the site visit, and discuss the structure of the visit asking whether the manager wished me to teach a workshop on either preservation or access to the institution’s staff.

Finally prior to the visit, I would search the web for information about the repository.  If a web site existed I would go through it carefully taking notes on institutional history, descriptions of collections, online finding aids, etc.  I would also look at the staff directories to understand internal governance, and information regarding finances and resources (for example, did a local historical society receive city or county support?)  In short, I would try to have a picture of the institution in my mind before I stepped out of my truck for the site visit.








INTERNAL HOUSEKEEPING

oFiles
eSchedule

* Mileage Book
o Supply Kit

e Teaching Tools
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Now, before we turn to the conduct of the Site Visits, I want to say something about your record keeping regarding the TAP.  Files: I kept both electronic and paper files organized by repository for each site visit.  The electronic files included the major documents created in MS Word: the application, the pre-visit questionnaire, and the follow-up site report.  In the hard copy file folder, I kept the application and pre-visit questionnaire if they were mailed, my reviewer notes on the application, notes and docs. printed from web research, brochures and pamphlets from the repository, local maps, and internal documents that the repository had available for me to inspect.

Schedule: I kept my schedule of site visits in my hard copy weekly planner, and would send lists of upcoming visits via email to Andrea.  In the margins of my planner would be phone numbers (office and cell) for my main contact at the repository. 

I had to file (as you will) travel reimbursement forms with State Archives.  I kept my travel expenses in a small notebook, recording my mileage for each trip and any incidental expenses: parking, tolls, etc.  My meals and hotel expenditures were reimbursed according to the State of NC per diem rates for instate travel.  Therefore, I kept my hotel receipts but did not bother with receipts for meals.   All expenses paid for by charge were kept on a separate credit card that I use exclusively for my business consulting work.  For your own accounting and taxes, you should never co-mingle personal and business expenses in case you are ever audited by the IRS. Also, it helps keep the peace at home if you and your partner use a joint checking account for household expenses. 

To demonstrate best practices regarding acid free boxes and folders and the storage of photographs, and to direct repository managers to the sources for archival supplies,  I would prepare document sized Hollinger Boxes at home with sample supplies, catalogs, pamphlets and other items that I determined might be useful,  You will find a list of the supply box contains in the workbook/manual.  I would also bring a box of props for preservation workshop.  

Break for Lunch



CONDUCTING SITE VISITS

e Arrival
* Introductions: Setting the Tone
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Arrival: be prompt and start the survey no later than 9:00 am.  You want to have completed the survey by noon and then break for lunch.

Ideally, I would try to start at 8:30 (even if it meant getting on the road at 6:30) so that I could sit down with the manager and staff, have time for introductions, and explain how I saw the day proceeding.  Sometimes you have to change things around on the fly.  Key volunteer staff might only be available in the morning, so a promised workshop would have to be taught first, robbing you of the chance to establish the context of discussing environmental controls if you have not toured the storage rooms.





 


THE SURVEY: Procedure

Conducted as a Walk Through
1. Be thorough
2. Take notes
3. “Teaching Moments”

4. The type of repository and its holdings
will dictate the survey’s course and
duration
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The purpose of the survey is to see the entire repository and make recommendations concerning collection preservation and access.  This is best done as a teaching exercise in which you constantly reinforce the lessons you want to convey.

You must be thorough, and see every nook and cranny of the building or the space within a larger institution, such as the local history room in a public library.  You must ask that doors be opened to closets, go up into attics and down into basements, if necessary, and selectively take books off shelves and open boxes.

To keep it all straight and remember what you saw when you write your report, you must take notes.  To help me in the field, I would always have a copy of a form I developed to remind me to collect information systematically and completely.  This form is in your workbook/manual, so lets take a look.

During the tour: When you see a problem, stop to highlight and introduce ideas to resolve.  If significant these suggestions may can then be brought again in the afternoon, and included it in your report.  

How long the survey will take and what you will find is dictated by the type of repository you are visiting and the contents of the collections.  For example, Historical societies with integrated house museums often took the longest to survey because you have to walk through the object and artifact exhibitions to see how materials from Special Collections was displayed.  A problem encountered again and again was the display of original photographs, documents, books and ephemera improperly: without adequate protection from light and fluctuations of temperature and humidity.  When encountered, this always led to a “teaching moment.”  For example: that original photographs are easily damaged by excess and unshielded light and Temp and RH fluctuations, and should be replaced by copies. 


THE SURVEY: Storage Rooms

e |f exhibition areas not present, start with the
storage rooms

* |ssues to address:
1. Security
2. Integrity of roof, windows , walls
3. Environmental Controls: HVAC Systems
4. Shelving
5. Enclosures
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If there are no exhibits, begin the survey with the storage areas  This will allow you immediately to address preservation concerns, while serving as an introduction to the collections.

Check to see if storage rooms are secured by locks and ask who has access to the keys.  Who is allowed in the storage areas? Cleaning personnel?  Volunteers?  Patrons?  Are interior vaults used for high value collections?  Who has access?  Are Building and Storage areas protected by electronic systems including cameras?

Is their evidence of water infiltration: discolored ceiling tiles, plaster problems in corners?  Broken windows (and check the locks)? 

Discuss environmental controls fully. How is the building heated and cooled?.  Are heating and cooling systems on 24 hours/365 days?  Are they controlled automatically by thermostats with set back capabilities? Is temperature and RH monitored through a data logging system? Be prepared to find major problems here and remember that often remediation, (as opposed to renovation) is the only immediate and affordable answer.

Construction and condition of the shelving.  Are shelving units properly secured to wall/ceiling?  Are shelves bowed?  Enamel/powder coated steel warehouse shelving best, and can be purchased second-hand inexpensively. 

Enclosures:  Are boxes and folders acid free?

Let’s look at some slides from my site visits: SLIDE #2: Carolina Aviation Museum Library; SLIDE #3: Old Jamestown School Association; SLIDE #4 St. Augustine’s College   
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Carolina Aviation Museum Library: roof leaking from above
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Old Jamestown School Association: Improper shelving; particle board bad for shelves (catastrophic failure).
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Presentation Notes
St. Augustine’s College: former president’s papers unsecured piled in hallway, bad boxes, subject to water damage


THE SURVEY: Reference/Reading
Rooms

Separate Accommodation for
Researchers?

_ockers/Closets

Reference Books, Files, Microfilm, Finding
Aids

Procedures: Registration, Written Rules,
Call Slips
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Presentation Notes
Many small repositories have only the most rudimentary reference procedures for researchers who wish to use their collections.  Reading rooms are rarely present, lockers and closets for hats, coats, and brief cases are almost never available; and in general, the arrangements are informal.  The local history rooms in public libraries are generally the best in regard to rules and procedures and the historical societies are usually the worst.

The survey should note the presence and content of the reference files. These are often the repository’s most important holding.  They are usually organized by family name, but often contain a separate of local history files arranged by the name of local businesses, schools, churches, and institutions.  These files are too often very problematic because of the presence in the files of original documents, photographs, and ephemera (both published and unpublished).  Moreover, they were often created by simply taking donations and distributing their contents into the reference files destroying provenance and original order.  Reference files in this condition should be noted and strategies for disentangling the original materials from the secondary contents (photocopies of documents, copies of genealogical research notes, and newspaper articles must be considered.
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Presentation Notes
Ashe County Public Library, Local History Reading Room: wonderful space, no staff


THE SURVEY: Work Rooms

e Processing areas”?

e Equipment available for processing and
preservation

* Work Flow system






Presenter
Presentation Notes
The Reading Room/Work Room at the Fisher Park Neighborhood Association Archives in Greensboro.  Collection processed then transferred to UNCG Special Collections.


THE SURVEY: Administrative Areas

o Offices
e Admin Files:
1. Membership
2. Acquisitions
3. Accounting
4. Public Relations



Presenter
Presentation Notes
If the repository has paid staff, there will probably be an administrative area with an office for the director/manager and an outer office for files and workstations for employees and volunteers.

At this stop on the walk through, I ask to see institutional documentation: mission statement, collection policy, deed of gift form, accessions register and forms, and examples of finding aids.  The idea is to get an understanding of the collection management system in place and note gaps.  Ask that these documents be available for the review in the afternoon.  Also ask about Preservation and Disaster Plans (but be aware that few exist).

This area is mainly important because it will allow you to evaluate the acquisition system.  Are deeds of gift used?  Are the forms adequate and do they include inventories?  Take a look and make notes for discussion in the afternoon.

As you complete the survey be careful to note the adequacy of space to accomplish all tasks, and note whether the space available is used to its maximum potential.  Would the repository benefit from rearranging space, e.g. getting storage out of basements and attics and centralized in one secure and climate controlled space.



AFTERNOON ACTIVITIES

e Lunch

e Instruction Time: Informal Discussion
or Structured Workshop

e Review and Recommendations



Presenter
Presentation Notes
Lunch can be an integral part of the site visit.  The managers and staff of repositories often expect to treat you and sitting around a table at a restaurant outside the repository allows people to sometimes speak more openly about their institution and work. I have often been made aware of issues regarding the governance of institutions at lunch: the relationship of an institution’s board to the staff regarding vision and mission, events and personalities from the past, former directors or board chairman, whose decisions continue to shape and influence the present.  For example, the influence of a Board Member in forcing the repository to accept a collection outside its collection policy and which continues to demand scarce resources, frustrating staff.  In conclusion, lunch is often the time when you learn about the opaque political background of the repository and/or its parent institution.

Teaching time: 2 hours
Review: 1 hour  


TEACHING TIME

e Prearranged Workshop: Preservation or Access
customized on the fly to address survey concerns

1. Preservation Workshop: based on Boot Camp
Module 4

2. Access Workshop: based on Boot Camp Modules 2
and 3 (Acquisition and Cataloging)

OR

Informal but structured discussion and demonstrations
based on what you saw on the survey and what you
have brought with you to help address the problems
the survey has revealed.



Presenter
Presentation Notes
Teaching time is when you apply your expertise to the problems revealed by the survey.  With your notes from the survey in front of you, try to organize Teaching Time systematically so that all the issues can be addressed, and that the outline and content of your recommendations will begin to become clear, and feedback regarding them can be explained.  Teaching Time then is the presentation and demonstration of BEST PRACTICES.  The purpose is for your audience to compare their policies and procedures to these Best Practices is understand where improvement can and should be made.


TEACHING TIME TOPICS:

1. Repository Organization and Governance
Mission Statement
Collection Policy
Deed of Gift
Donor Records
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Presentation Notes
Teaching Time can be structured and facilitated by the use of documents which demonstrate best practices, giving you a point of reference to compare and contrast what a repository may lack or could improve.  These documents can become templates for adoption.  They are the result of a lot of work and development beginning with Boot Camp and my desire to improve the original boot camp examples, bringing them up to date with archival management principles.

If you sense that a discussion of the way the repository is organized and governed would be useful, you can discuss matters that seem to be hindering progress.  However, don’t go down this road if you sense that such a discussion would be divisive and/or just encourage people to vent frustrations.  The best approach is to use examples of documents that all repositories should have to guide them forward.  Examples are in your workbook/manual behind Tab 3.

One cause of friction between the President and Board of an institution and its Director and staff, is different understanding and interpretation of the institution’s mission and goals.  Therefore, revisiting the institution’s mission statement or writing one is a useful exercise to get everyone on the same page.   

Let’s take a look at the sample Mission Statements for the Plainfield Historical Society in your workbook, manual.  

Mission statements vary with the type of organization within which a repository is located. They tend to be broad statements of intent that explain an organization’s overall goals, core values, products, and/or services. Mission statements can be brief and to the point.  For example:

The Plainfield County Historical Society is a non-profit, membership-supported organization dedicated to preserving, protecting and promoting the history of Plainfield County, North Carolina.

Or, they can go into more detail:

The Plainfield County Historical Society is a not-for-profit organization of those who subscribe annually to its membership.  As a 501c3 educational institution, the Society disseminates information and stimulates interest through its collections, publications, information sessions, meetings, and special programs for the furtherance of the Society’s purpose.  The purpose is to collect, preserve, research, exhibit, and educate with those published sources, records and manuscripts, and objects and artifacts that serve to illuminate the human experience in Plainfield County.

How do you write a superior mission statement?
 
Key points:

Not a waste of time because it focuses your board and staff on Purpose and Goals.

Mission Statements should be reviewed, discussed and recommended by Board, Staff, and Members (patrons) to get buy-in from all stakeholders and get everyone on the same page.

Mission statements should be regularly reviewed and updated because times change, and so do missions in response to outside events: old organizations go out of business, founders and “old guard” members retire, catastrophes strike, economic situation changes, etc.

Mission statements set the tone: Who we are, What we do

2.  Another source of disagreement between Board and Staff are Collections Policies.  Superior collection policies address the eight elements spelled out in the Eight Elements of a Collection Policy document contained in the workbook/manual and the PCHS model Collection Policy: 

Policy should be well-defined but flexible, a tool for the organization to use to make good decisions about acquisitions.   It should begin by explaining the purpose and scope of collecting activities.  It should then define areas of particular interest, and identify the formats of records sought and those excluded. The collection policy should include a statement on access; and it should note the existence of important Society-wide regulations that govern the management of all collections.
 
Ad hoc collecting in the absence of a collection policy can easily result in a number of undesirable outcomes, including the creation of an irrelevant collection, misuse of resources, and duplication of another institution’s efforts.

Collection Policy restrains Directors and Board Members from accepting whatever is offered. (Doesn’t stop them, but may give them pause)
 
 Lastly, a well established collection policy is a very useful document to have when you are explaining your decision not to accept a collection to a disappointed donor.

And again, the act of writing a collection policy or updating an older document, will bring board members and staff together and help to define the organization’s underlying goals as reflected in what it seeks to acquire.

3.  Deeds of Gift are very important to formalize legally the acquisition of materials for the repositories collections.  Let’s take a look at the documents in the workbook/manual entitled PCHS Deed of Gift form, and Curran Deed of Gift and Inventory:

The first four elements, Date of Transfer, Donor, Repository, and Contact Information are obvious.  For legal and tax reasons, some larger organizations, such as colleges and universities, demand that all gifts, both monetary and in kind, be gifted to a  foundation related to the institution.  Also, the contact person may be different from donor, particularly if the donor is elderly.
 
The Title is usually an artificial but descriptive name referencing the creator of the collection, e.g. The Smith Family Papers, 1871 – 1937; The Literary Archives of John Smith, 1910 -1967; The Genealogical Research Files of Jane Smith, 1953 - 1984; the Records of the Smith Manufacturing Company, 1921 – 2008.
 
The Summary Description, provides an overview and should include a statement of extent (amount).  For example: The Papers of Professor Joseph Smith occupy a five drawer, letter-sized, filing cabinet, containing approximately eight cubic feet of records.  The papers document his work in the Geology Department at State University from 1969 until his retirement in 2005.  They include correspondence files; mainly with colleagues at other universities; grant proposals; photographs taken during research field trips; field research notebooks; records of academic committees Smith served on; student recommendations and other student correspondence; and manuscripts of articles and three books.
 
The Inventory, includes a general description of the contents of each storage container, in the case of the Smith Papers above, organized by file drawer, numbered one to five.
 
Inventory of the Papers of Professor Joseph Smith
 
File Drawer #1
 
Correspondence with colleagues, 1969 -2005, 25 folders
 
Note: The level of detail in creating the inventory should be driven by the contents.  A box of text books can be a box of books, a box of rare books should include a list by title.
 
The inventory is important for two reasons.  First, because it gives you a record of what was actually delivered as part of the gift.  If a relative claims later that items were gifted improperly but are missing from the collection, you have the necessary documentation to prove that these items were not included.  Again, the level of detail in the inventory will be of importance here, particularly if you are trying to locate a particular object.  Second, the inventory gives you the a starting point to create administrative and intellectual control over the collection through accessioning and processing in the future.  In particular, the inventory will reveal the collection’s original order, a crucial starting point for later cataloging.

The Transfer of Ownership Statement formerly gifts legal ownership and physical custody of the materials to the repository (or entity associated with the repository, e.g. a foundation).  The statement then notes whether the intellectual property associated with the collection, in particular copyright, is also transferred.  If the intellectual property is retained by its creator (or creators), the terms of use and permissions should be spelled out. In any event, most collections will contain intellectual property that cannot be gifted such as letters from others who retain copyright to their words, to photographic images they created, etc.  Therefore most repositories provide blanket statements in their accession records and finding aids, shifting the onus for obtaining permission to quote from literary works, use images in publications, etc. to the researcher. The Transfer of Ownership often concludes with a pledge by the repository to manage and care for the records in accordance with recognized professional standards.
 
Format Conversion statements grant the repository the right to microfilm collections, to make copies of certain files, and, most importantly to digitize and publish collections on the Web.  The donor needs to understand that digitization means that the content of the collection, in spite of demands to respect copyright, usually mean that the content is lost to the public domain.
 
Access Restrictions provide donors with the opportunity to close collections for a term of years or to force researchers to ask for permission from the donor before the repository will make a collection available.  Repositories would be well advised to understand the onerous nature of restrictions for their staff, the potential for misunderstandings, and the overall difficultly in carrying out access restrictions to the letter.  Collections that donors want to lock away from view except to a hand-picked few researchers should be rejected.
 
The Credit Line defines how the gift will be cited in the future.
 
Disposal Criteria and Authority is a necessary statement that notes that some items or groups of items may be found in the collection having limited research value. For example, they may be duplicates, routine, or divorced intellectually.  The statement then allows the repository to dispose of these items or requires the repository to first offer to return them to the donor. 
 
Signatures  Obvious necessity, but note that your institution’s attorney may request that Deeds of Gift only be signed using blue ink, to distinguish the original from copies.
 
Notes:  In writing or updating your forms I highly recommend consulting the SAA pamphlet A Guide to Deeds of Gift.  The URL is at the bottom of the slide.

Deeds of Gift should be kept with files organized by donor, and Donor Records Need to be Maintained!

Donor Records include:

Donor correspondence
Certificates of Appraisal
Deed of Gift and Inventory
Copies of Accession Records






TEACHING TIME TOPICS (cont’d)

2. Preservation:
Building Integrity and Security
Environmental Controls

Storage: Organization, shelving,
enclosures

Preservation and Processing



Presenter
Presentation Notes
In discussing preservation, these Documents found in the workbook/manual will be helpful:

Environmental Fact Sheet

Environmental Equipment Monitoring Fact Sheet

Storage Environment Reading Record

Storage Equipment Fact Sheet

For example, the Environmental Fact Sheet will help you reinforce recommendations concerning taking original photographs and documents off walls and exhibit cases and replace them with copies, and will provide you with the steps to recommend to reduce the risk of water damage from leaking walls, ceilings and pipes.  The Environmental Monitoring Equipment Fact sheet will help you initiate a discussion on the need for data logging in storage areas; and the Storage Environment Reading Record provides a template for recording Temperature and RH readings on a daily basis.  Finally, the storage equipment fact sheet will answer questions regarding shelving and cabinets suitable for use in storage areas, while the Gaylord Cabinet and the Gaylord Collection Care booklet will help staff understand the need for and the sources for purchasing acid free products.

Your prop box can be used here profitably to demonstrate the proper way to clean documents, the use of certain kinds of acid free enclosures, etc.


TEACHING TOPICS (cont’d)

3. Arrangement and Description
Accession Records
Finding Aids
Digitization
Web Site Access/OPAC Access
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Presentation Notes
Documents:

PCHS Accession Record Form
Curran Accession Record
Curran Accession Inventory
Curran Finding Aid

With these documents as teaching aids you can demonstrate how to make improvements in Arrangements and Description.  In particular you will have the tools, together with the Curran Deed of Gift and Inventory to show how all these steps build on each other to create a complete a system of finding aids to manage access to a repository’s holdings.

Notes:  Accessioning provides an opportunity to sort materials acquired by gift into separate categories by format, creator, or other logical divisions. Objects to the registrar, books to the librarian, manuscript materials to the archivist.  The archivist may decide that the manuscripts are one collection or several.  If the latter, then a separate accession for each collection should be created, all related to the deed the gift and the original inventory.  Example: a cohesive collection of family papers containing a separate and unrelated group of scrapbooks from a distant cousin.  This relationship can be explained in a note on the collection’s provenance.
 
Notes:  Accessions records have become increasingly important for many repositories collecting personal papers, archival records and other unpublished manuscripts.  Because formal processing takes a great deal of time and resources, accessions sometimes sit on shelves for years after acquisition.  Especially in the case of accessions in which the provenance of the material is clear and the original order is logical, it makes sense to create “super” or content rich accession records, which will serve as finding aids and open the collection for research.  At the same time, the collection can be re-housed in acid free boxes but folders can be maintained and the arduous work of removing stables, reformatting acidic paper (e.g. newspaper clips), can be left for reprocessing at a later date (if warranted)

Note:  It is important to recognize how the Accession Record builds on the Deed of Gift, that is, how one document is based on another and is dependent on the quality of the information recorded.

Well written Finding Aids are the most comprehensive descriptive tool for researchers.
Well written Finding Aids can provide remote access to collections in different ways:
Published on your web site as PDFs
Marked up in EAD, they become a fully searchable XML document on your web site
Used as the basis for collection level MARC records with URL links to complete document, located through OPAC
Well written Finding Aids a prerequisite for Digitization

Notes: If your collections justify the time and effort to process and write finding aids, both NHPRC and NEH have programs that fund such efforts.  If you want to digitize your collections, finding aids are an essential pre-requisite to a grant for this work (NC ECHO LSTA Digitization Grants, see NC Digital Heritage Center brochure, contact Nick Graham)



TEACHING TIME TOPICS (cont’d)

4. Reference and Research Services
Physical Considerations

Rules and Procedures

Registration
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Presentation Notes
Workbook Documents:  The Five Elements of a Reference Policy, Patron Registration Form, Search Room Rules, User Survey

Repositories should have dedicated space where patrons can use their collections.  Arrangements should be made for patrons to store coats and brief cases while using the collections.  Tables and chairs need to be provided, and would be ideal for the research area to be a reading room isolated from administration and work/processing areas.  

Any repository needs to have policies and procedures in place that govern patron use.  These policies and procedures must balance the need for security of the rare, one-of-a-kind materials in the collections, with the need to provide the public with access so that the collections can be of use.  As has been noted many times: locked away, unprocessed collections might as well be in a landfill.   Registration procedures must demand identification but still be welcoming and helpful.  The rules must be sensible and no arbitrary.




TEACHING TOPICS (cont’d)

5. Money: Internal/External Funds
Membership and Programming
Shops
Community Fundraising
Planned Giving
Grants
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Presentation Notes
The Traveling Archivist was never in a Historical Society that didn’t need money.  But some institutions are better than others at raising funds internally.
	Membership growth through aggressive and attractive programming
	Shops
	Community Fundraising for Capital Projects
	Planned Giving

Grants are the primary means of gaining outside support.


GRANT OPPORTUNITIES

e Federal Programs: NHPRC, NEH, IMLS

e State Programs: NCPC, NC ECHO
Digitization Grants, Private Foundations

e Local Programs: Lowes, Community
~oundations, County Travel and
Development Funds, NCNG
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Presentation Notes
Traveling Archivists are regularly asked for advice about attracting external funding through grants.  These queries are often tentative and confused because the world of grants is complicated and intimidating.  Traveling Archivists need to know which programs are the most likely source of funds for smaller repositories and direct managers to those opportunities.

Included in the workbook/manual are the program announcements for Federal programs sponsored by the National Historical Publications and Records Commission, the National Endowment for the Humanities, and the Institute of Museum and Library Services.  Also included are the North Carolina Preservation Consortium’s grant program description and the brochure for the Digital Library of North Carolina which administers the NCECHO Digitization Grant Program.  Finally the workbook/manual includes a description of the grant program sponsored by the  Marion Stedman Covington Foundation which has been very generous to North Carolina museums and historical society in the past.  There are other private foundations and non-profit organization making grants that can be identified through the Foundation center, a clearinghouse for those looking for funding opportunities.  Finally there are local and community based resources.  Lowe’s, for example, allows its store managers to provide in-kind help in the form of building materials for local brick-and-mortar projects, and many counties have community foundations that can be approached for financial help.


RECOMMENDATIONS and WRAP UP

Site Visits terminate with a final meeting, usually with
the repository manager and the TA

e Discussion summarizing survey findings and results
of instruction

e Discussion of the Recommendations (usually from 3
to 5) that will be included in the written report

e Definition of Next Steps:
1. Leave kit and documents, pamphlets and brochures
2. Provide contact information: names, email, etc.
3. Recommend a Re-visit (if warranted)



Presenter
Presentation Notes
Try to reserve the last 30 to 40 minutes of the site visit for a conference with the repository manager.  Discuss the survey.  Complement the manager on what the institution is doing RIGHT.

Discuss your recommendations candidly and ask the manager for feedback.  No Surprises!!! You do not want the manager to start reading the report and be blindsided by recommendations you have not discussed.  Remember, you are their to make practical, relatively inexpensive recommendations that can be implemented given the resources available and staff expertise.  If further training is needed, recommend a revisit to get a project off the ground.

Try to leave the manager feeling good about their work and enthusiastic about going forward.  Remind them that the report will be sent along with an evaluation form and ask them to be sure to complete the evaluation and return it.  
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Presentation Notes
As you stagger out of the repository after a full’s day work, you will probably be hungry; that cup of soup at lunch as worn off and you have a two hour drive in front of you.  Thank goodness for North Carolina barbecue, available along our highways and byways at some of the biggest honking food trucks in the good old U.S. of A.

But, wait, there’s more.  After you get home there are Re-visits to consider, reports to write, and evaluations to collect, read and forward to Andrea. 


RE-VISITS

PURPOSE: To provide specialized training and assistance
to repositories that have received a TA site visit, primarily
to assist in the implementation of a specific
recommendation. ENGAGEMENT!!

APPLICATION
ORGANIZATION AND CONTENT

RE-VISIT EXAMPLES:
e Forsyth County Public Library
e Bennett College
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Re-visits, as stated this morning, grew out our concern that what was missing from TAP I was a way to promote an on going relationship with repositories after we had sent out our reports and asked for evaluations.  It seemed that one way to stay engaged and provide further training and assistance to implement recommendations was to offer the TAP I repositories a chance to ask for a return visit.  And so, TAP II offered this opportunity.

In your workbook, you will find a Re-visit application.  You will note that it asks specifically for the repository manager to identify the kind of assistance they would like to receive to implement a recommendation made by the Traveling Archivist.  Obviously, this helps the TA know how to prepare for the visit, and understanding that is deepened by talking to manager when the visit is scheduled.  The other new component of the Re-visit program was to offer to bring supplies needed to accomplish the designated project.  These supplies were purchased in bulk from Gaylord, delivered and stored at the Western Office where I worked to sort out who was to get what, loaded what I needed to take with me on my travels, and then delivered when I arrived.  The supplies were paid for by the Friends of Archive fund which Dick arranged after much trouble.  Perhaps the best way to describe the content of Re-visits is to give you two examples:  

On January 26, 2010 I visited the local history room at the Forsythe Public Library, my first TAP visit. One year later I went back to conduct a revisit.  At their request I prepared and taught a workshop on creating collection level MARC records for inclusion in the library’s OPAC from standard archival finding aids, including ways to link the full text of the finding aid to the MARC record through the 856 field. In other words, I showed how to cross walk specific data elements from the finding aid to the applicable MARC field, while at the same time emphasizing the need for consistency in preparing the finding aids, not only for the MARC project, but eventually for mark up into EAD, Encoded Archival Description.
 
I was often asked to come back to repositories to assist in implementing projects I had recommended during a TAP I site visit.  I also would often bring supplies for the project paid for by the Friends.  For example, Marcellaus Joiner, the young archivist at Bennett College, asked me to come back and work with him on organizing a survey of a huge record group, the papers of a recently retired president of the college.  We spent the day sorting through boxes to reestablish the original filing order as a first step to defining an overall scheme of series.  To help keep the momentum of the project going, I left behind 10 Hollinger Boxes and 100 acid free file folders, about $90.00 worth of high-quality supplies.



SITE REPORTS

e Example: Yadkin County Public Library

e Organized into Sections:
1. Contact Information
Introduction
Description of the Special Collections
Preservation
Access
Recommendations
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Report writing is time consuming but necessary.  After two or three visits, I began to organize my reports into the sections outlined above.  The note taking form I developed mirrored this scheme.  Therefore, the writing of the reports became easier and speeded up the process.  It helped Andrea and others looking at the reports because the information was systematically presented.  It helped me write summary reports for the same reason and quickly abstract info for statistical presentation.

The written report sums up the site visit.  It should include a brief introduction to the repository, its history, physical setting, relationship to other institutions and governmental entities, and governance and sources of financial support.  The sources for this information are the research you did on the repository’s web site before the visit, questions you asked the staff, and printed material available at the repository. The next section should provide a broad overview of the collections, highlighting holdings of particular historical significance. The next section describes the overall preservation of the collections, focusing on environmental conditions, storage, and security.  This discussion should be followed by a section addressing access to the collections and the system of finding aids available for research.
The final section of the report should provide the repository staff with a short list of recommendations that can immediately improve collection management.  These recommendations should have been discussed in the wrap up session at the end of site visit so that there will be no surprises.
The recommendations should be straightforward and relatively inexpensive, practical ideas that can be translated into projects with clear focus and defined outcome.  For example: Re-housing collections in acid free containers, replacing wooden shelving with second-hand steel units; creating a searchable index of reference files, etc.
Remember: the report may be used as an assessment to support a grant application, or in support of a manager’s request to a resource allocator for funds to implement a recommendation.



RE-VISIT REPORTS

e Example: Yadkin County Public Library

e Structure:

1. Contact Information
Introduction
Purpose
Work Accomplished
Recommendations
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The Re-visit Reports are also organized into sections for the same reasons as the site visit reports: consistency and ease of use by repository mangers, TAP program supervisors, etc.  However the content of the some of the sections is somewhat different.  The Introduction reviews the site visit and then reports on changes that were made based on the TA’s recommendations.  The Introduction also notes the delivery of supplies paid for by the Friends.  The Purpose section states the reason for the revisit.  The Work Accomplished section describes what was done to accomplish the purpose.  The Recommendations provide guidance on building on the RE-visit to complete specific projects and general comments to remind manager and staff to follow best practices. 


REPORTS TO THE SHRAB,
SUPERVISORS, GRANTING AGENCIES

These Reports are Required for Program

Management:
e Summaries of Work
e Statistical Component
e Justification of Program and Expenses
e Used by Supervisors to Report Upward

e Provide Opportunities to Lobby for
Enhancements
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I have enclosed two reports that I wrote and presented at SHRAB meetings at the end of TAP I in 2010 and TAP II in 2012.  These reports were accompanied by tables detailing repositories visited and when, location by county, and type (historical society, local history room in public library, etc.).  The reports were complete, summary reviews of my work, with examples of assistance given, and some discussion of cost effectiveness.  Andrea used this information to write interim and closeout reports to NHPRC for TAP I, and information from the reports was used to report upwards to the DCR Secretary.

Finally I used, somewhat shamefully, my reports to lobby the SHRAB for enhancements to TAP, including, successfully, the Re-Visit component of TAP II.  You won’t get what you don’t ask for.


EVALUATIONS

e Required

e Sent with Site Visit Report
e Follow up

eValue



Presenter
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Because the TAP began under the terms of and NHPRC SNAP grant, we understood that there had to be an Evaluation component to the program.  In particular, we knew we had to ask our repository managers to provide us withy honest feedback concerning our work.  Therefore, we developed a robust form that has served us well over the life of the program.

Let’s take a look at the TAP Evaluation form: Specific questions with 3 choices (for statistical value)  Comments also for incorporation into reports. 

In our application materials we let applicants know that if successful in participating in TAP they will be REQUIRED to fill out and return the Evaluation Form.

When I would submit site visit report, I would ALWAYS include the evaluation form and request return quickly.  Nevertheless I would often have to follow up with another pleading/scolding email.

Worthwhile: we have gained information that has helped us refine the program.  Andrea has used comments from the form for her reports to NHPRC and the Secretary’s office. 


Thank You

Good Luck in Your TRAVELS across
the Old North State



Presenter
Presentation Notes
And so we have reached the end of our training.  It is appropriate that we end with evaluations because we will now ask you to fill out the evaluation forms for this workshop in your packets.

Thank you for attending! 
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