











Issue B—
Information Management

Issue Statement

Managing information throughout itslifecycleis an opportunity to
advance preservation of and access to the Preserve' sresour ces.

Background

Management of information acquired by and for Mojave National

Preserve (MOJA) by staff, contractors, researchers and private citizensis a
critical part of the work of managing the museum and archival collections.
Thisissue is not unique to MOJA; it is an ongoing concern throughout the
National Park Service. So networking with other museum, archives, and
library professionas Service-wide to capitalize on the accomplishments
already achieved isimportant. The baseline effort to establish protocols
for information management throughout its lifecycle is outlined below.

MOJA and its museum program are young in years, so the opportunity to
build a strong foundation of information management needs to be
carefully considered.

Legacy information from predecessors exists. Sources outside the Preserve
possess information considered pertinent to MOJA’s mission. These
include the California Fish and Game Commission, the Bureau of Land
Management office in Needles, the US Fish and Wildlife Threatened and
Endangered Species Programs, and the San Bernardino County Museum.

Likely locations of records within the Preserve include the headquarters
building, Hole in the Wall (HITW), the Kelso Depot, CSU’s Desert
Studies Center (at Zzyzx), the Inventory and Monitoring Program, and
Granite Mountain. At least one accession of archival recordsisin the
museum collection.
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In addition, digital and analog records are produced continually for day-to-
day business. Increased donations of archival information are anticipated
as aresult of the opening of the Kelso Depot Visitor Center.

Finally, the Preserve library contains published and grey literature of
primary concern to the Preserve. Managing this resource needs to be
addressed by Preserve staff as well.

Discussion

36

Actions are proposed here that would advance information management at
MQOJA. “Information” refersto permanent records, donated archival
collections, and library materials that result from the day-to-day business
conducted by or for the Preserve, regardless of format. These concerns
may be addressed using a number of standard professional methods.

The overall collecting scope and goals for MOJA have not been
determined. While this affects the museum collection on the whole, it also
will have an impact on way the collection isidentified, acquired,
preserved, and made available for research.

Curatorial services now include managing and preserving a collection in
accordance with professional museum and archival practices. The
practices listed in the regulations, however, are those broadly applicable to
both the museum curation and archival professions. These, for example,
include inventorying, accessioning, labeling, storing the collections using
appropriate containers, and conserving the collections. The regulations do
not address the specialized techniques required of archival collections.

Recognition must be given to the guiding principles of provenance and
original order, which underpin archival appraisal and collection
organization. Provenance declares that records of the same origin are not
intermingled with those of a different origin. Original order preserves the
context of the records. This can also provide a built-in means of access to
the collection. When there is no discernable or useful order, amore
sensible order can be carefully devised and imposed to improve
description and access.
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National Park Service policies implementing the above mandates and
regulations are contained within DO#28: Cultural Resources Management
Guideline and the NPS Museum Handbook.

In addition, each staff member, researcher, and contractor needs to learn
and implement the on-going responsibilities of information administration.
Creating and accumul ating adequate documentation from the start may
ensure that good quality information is available for future reference.
Integration of records management practices into daily business must
become routine to succeed.

A basic difference in archival collections management and museum object
management is ratio. A museum object has a one-to-one ratio. One object,
one catalog record. For example, an outboard motor can be described as a
whole object, which is the sum of its parts. In a parallel sense, an archival
collection has many-to-one ratios. Many items create one object and one
catalog record. This many-to-one ratio isimportant to maintain to preserve
the meaning of the whole collection. Describing an archival collection one
item at atime would be like cataloging each nut and bolt of an outboard
motor.

When archival collections are physically received or brought into museum
storage, each aggregate needs to be protected by labeling containers to
identify them as parts of alarger whole.

The collection should not be brought into museum storage when a pest
infestation is suspected. Instead, it should be inspected and cleaned up off-
site before admitting it to museum storage, al the while implementing
appropriate health and safety precautions.

In preparation for accessioning, a container list needs to be made which
notes condition, eminent figures or organizations, dates, why the
collection exists, different material types, and number and types of
containers. A printed copy of this documentation should be placed with
the collection, in the accession file, and in the ANCS+ accession record.
An estimate of collection size based on the shelf space the collection will
require for storage should be entered. A more accurate measurement or
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count will be determined when the collection is cataloged and perhaps
processed.

Meeting cataloging requirements for archival collections in the National
Park Service isamatter of completing a catalog record. This should be
treated as an equivaent to an archival collection-level description.
Description of archival collections is hierarchical and managed by
breaking a collection into component parts, known as series. The series
concept refers to the basic unit of like records that are related through
being created, received, or used in the same capacity and arranged in a
filing system. Series may be formed around projects, events, persons,
places, committees, programs, or record format (electronic and analog).

All mandatory ANCS+ catalog records fields need to be completed. In the
description field, enter archival description elements that are common to
the entire group of archival materials. Elements of information would
include specific types and forms of materials, bulk dates for the entire
collection, how the collection was created, subjects, and significant
people, places, and events. The origina container list may be cut and
pasted into the description field too. This will provide a minimum of
information that should help most users decide if they want to access the
collection. It will make the collection available quickly with a shortened
period of time between acquisition and ANCS+ catal oging.

Notes made as part of cataloging will aid in additional processing, if the
collection warrants it due to demand and significance. Information about
preservation or conservation issues and about additional arrangement and
organization of the collection should be included, as well as suggestions
about possible series and re-housing and reformatting recommendations.
If there are materials to be culled (duplicates) or deaccessioned (out of
scope) that won't diminish the cumulative value of the collection, that
should aso be noted. If collections are likely to require further processing,
they should be prioritized, and steps to mitigate imminent preservation
problems should not be delayed. Archival processing can be undertaken or
overseen by experienced staff archivists, time permitting. NPS staff with
experience in archives management can be consulted if needed.
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Building an outstanding collection that supports public and internal uses
requires completing a Scope of Collection Statement (SOCS) that will
define collecting parameters for the archival materials within the museum
collections. The SOCS will address donated archival collections and
MOJA'’ s records collections. The NPS Museum Handbook, Part |, Chapter
2, provides detailed guidance on researching and writing a Scope of
Collection Statement.

Detailed instructions for establishing a park archives are found in the NPS
Museum Handbook, Part |1, Appendix D, "Museum Archival and
Manuscript Collections." Archival materials are to be evaluated against
the park's Scope of Collection Statement and NPS records-keeping
mandates. General guidelines for processing, describing, and providing
access to archival collections are presented here and in Conserve O Grams
19/15, "Storing Archival Paper-Based Materials," and 19/16, "Housing
Archival Paper-Based Materials."

Occasionaly, whether materials belong in the park archives or itslibrary
isnot clear. Publications that are not origina to the site (not NPS
generated) belong in the library. Rare books and original reports or
manuscripts should be cataloged into the museum collection. For a
definition of arare book, see Conserve O Grams 19/2, "Care and Security
of Rare Books," and 19/3, "Use and Handling of Rare Books." Published
resource management report copies may appear in both the museum
(archives) and library collections. The NPS recommends that a park
archives retain a copy of every publication produced in the park, including
those by concessionaires, cooperating associations, and researchers using
park collections and resources. Not only is this policy in keeping with
DO#28 and NPS-77, but it recognizes that park libraries rarely have
sufficient security.

A number of guidelines, Standard Operating Procedures (SOPs), and
finding aids for the general public will need to be produced once the park
archivesis established. These include a Guideline for Researchers SOP, an
Access and Use policy, duplication policy, copyright statement, and a
publication request policy. The NPS Museum Handbook, Part 11, and
Appendix B of this MMP give guidance on formulating an Access and
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Use policy. Park staff and archival contractor(s) need to be versed in
copyright issues that may apply to the park, so that the appropriate
copyright statements will be included in a collection's description and
catalog record. The park should consider using the copyright satement
included in ANCS+.

Access and use rules for researchers should be given when the researcher
checksin at the visitor log. The researcher's signature then documents
awareness of the regulations and agreement to abide by them. Access and
supervision procedures should be discussed with al park staff who assist
and supervise researchers. A research room SOP should address
duplication requests, requests for research assistance, requests for
permission to publish, reference questions, and monitoring procedures, as
well as general security measures. A security plan should be prepared so
that staff members know what to do in the event of an attempted theft.
Collections should not be unattended or left overnight in an unsecured
room, and park staff should be familiar with the applicable federal and
state laws regarding theft of archival materials. The NPS Museum
Handbook, Part I11, Chapter 1 "Evaluating and Documenting Use," and
Chapter 2 "Legal Issues’ is aso a useful reference.

As public institutions, NPS archival repositories are open to the public
without qualification as to academic or professional status. Materials that
have been published or made available to any individuals (including park
staff) for research must be equally available to all outside researchers. But
park staff is also charged with the responsibility of preserving these
collections. The aim is to establish and implement policies that
substantially reduce the risk of damage or loss to the collection while
providing access. Records which reveal sensitive site locations, or records
for which the park does not have copyright or legal custody, must be
identified by park staff and access to such material must be restricted.

Archival materials cannot be checked out like library items. They should
never leave the park except when the collections must be taken off-site to
be preserved or to be cataloged by NPS personnel or atrusted professional
archivist. Park staff that are not directly responsible for archival
collections are restricted from removing archival records from collection
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storage. Only informed and experienced staff responsible for the
collections may make copies of archival materials. Any archive collections
having to leave the park must be placed on loan, and areceipt of property
must be signed by the person who is taking the records off-site. In
addition, access to these off-site archives must be restricted, and
researchers using the materials need to be supervised.

Park staff should clearly mark all copies made from original materials,
place a copyright notice statement on the copy machine, and have
researchers sign a copyright/privacy statement. A statement should be
incorporated into the researcher registration procedure stating that the
researcher is personally responsible for obtaining the copyright prior to
publication, and is personally legally liable for any copyright
infringements. Written permission to publish materials should not be
provided to researchers unless absolutely certain that NPS has the
copyright. In addition, NPS permission forms need to be used when
granting permission, rather than signing forms provided by requestors.

Statements allowing endless usage, such as "all copyrights,” "all rightsin
perpetuity,” or "al international rights' are never granted. Also, staff
should not provide high quality photographic copies or allow electronic,
photographic, or other mechanical copying by the researcher of any
materials which have publication restrictions. A sample "Copyright and
Privacy Restrictions" statement for researchersto sign is provided in
ANCS, and a sample researcher registration form is given in thisMMP's
Appendix B. The NPS Museum Handbook, Part |11, Chapter 2, "Legal
Issues,” recommends that aresearcher sign these forms before any useis
authorized.

Regarding copyright, three categories of ownership are recognized: public
domain, copyrighted, and orphaned works. All documentation created by
government employees with government equipment is in the public
domain and contains no restrictions with regards to publication or release.
Native American Grave Protection and Repatriation Act (NAGPRA) and
other sengitive-site locations are exceptions and should not be given to
researchers without permission from the park/regional permit coordinator.
Any photo or image created by a non-governmental agency is copyrighted.
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No paperwork is required to establish copyright (except in the case of
published works, such as books).

Copyright typically lasts 26 years after the creator’ s death, unless renewed
by next of kin. Copyright law contains a series of complicated exceptions,
so park staff should contact an NPS solicitor for advice. Parks cannot
release copyrighted imagesto researchers for publication unless the park
has received a "deed of gift" specifically granting copyright to the NPS. If
the park has a deed of gift, then for all practical purposes, the imageisin
the public domain.

Orphaned works are items where ownership and/or creation are unknown.
A "good-faith effort” must be made to determine the creator of the image
(search the Library of Congress copyright database), documented, and
kept on record. If researchers want to publish orphaned work material,
they must sign arelease indicating they are responsible for determining
copyright. While copyrighted works can be accessioned into the museum
archives, it is critical that they be accurately labeled to indicate copyright
status. Public domain materials do not need to be physically separated
from copyrighted materials, but each park needs to ascertain itsown
needs.

Guidance for determining whether materials belong in the archival
collection or the library collection can be found in anumber of documents.
Appendix C, Suggested Library Operating Policy, has recommendations
on the scope of the library collection, on criteriafor acquisition, and on
controlled access for the rare books collection. Secured storage should be
provided for the books that are rare and fragile perhaps with acquisition of
avisible storage cabinet for the library.

The following list distinguishes archival collections from museum object
or library collections and can be used to identify the different forms of
archival collections:

Personal papers and family papers, such as the papers of the park
founder or site-associated eminent individual, site-associated family
papers, and similar collections,
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Organizational records, such as a cooperating association’s records or
those of early corporations, institutions, or groups which flourished on
the park site;

Assembled manuscript collections, such as historic views of the park
site assembled by visitors or donors, or manuscripts that document
site-associated events, activities, places, structures, ecosystem, or staff;

Resource management records, including NPS and contractor-
generated records used to manage cultural and natural resources; field
notes of an anthropological, archeological, or natura history field,
interview, or excavation data; architectural or landscape records,
cartographic materials; electronic/magnetic materials (such as
audiotapes, CD-ROMSs, databases, magnetic tape, and GIS data);
moving images (including videotapes, motion pictures, and research
footage); photographs (including negatives, transparencies, slides,
prints, and direct positive processes such as daguerreotypes and
tintypes); textual records (including Collection Management Plans,
Master Plans, and research data), and similar items;

Administrative history records, including files accumulated for
administrative history publications; desk files of individuals; subject
files maintained for internal use; copies of internal policies; reference
files of park ephemera; and copies of reports such as the
superintendent’ s reports,

Individual manuscripts, including individual book manuscripts,
electronic records, unpublished reports, correspondence, diaries,
letters, lists, notes, and similar materials.

Individual manuscripts can be cataloged as separate items if they are not
part of alarger archival collection. Additional examples can be found in
the NPS Museum Handbook, Part |1, Appendix D, Section N. Acquiring or
maintaining archival materials on a document-by-document basisis
discouraged. Archival materials usually are kept in their original
groupings and filing schemes, for much of the value of archival collections
liesin their contextual environment. Therefore, archival materials should
preferably be acquired on a collection or record series basis. Further
guidance for distinguishing library collections from archival collections
can be found in the Records Management Handbook (June 2005),
accessible through links available on InsideNPS, and in the NPS Museum
Handbook, Part I, Chapter 2, Section E.
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To identify MOJA’ s records collections, an internal records survey
(including the Inventory and Monitoring Program) needs to be done at the
Headquarters building, Hole in the Wall (HITW), the Kelso Depot, CSU’s
Desert Studies Center (at Zzyzx), and Granite Mountain. Current and
former staff could be interviewed about their records. Groups of materials
with the same provenance but now separated from each other should be
identified, along with a map of each location, if helpful. Information
gathered from MOJA’s records should be included: provenance, physical
description (quantity and form), subjects, arrangement, restrictions,
locations, physical condition, and storage facilities.

Another records survey to identify information pertinent to MOJA’s
mission should be taken at external facilities, including California Fish
and Game Commission, the Bureau of Land Management office in
Needles, the US Fish and Wildlife Threatened and Endangered Species
Programs, and the San Bernardino County Museum.

After the records surveys are completed and summarized, an acquisition
strategy needs to be written to identify what is missing from the archival
collections. This approach to collection development will refine collecting
goals and aid in development of comprehensive holdings. The SOCS,
administrative history, and interpretive themes should be consulted as well
as predecessor organizations including pre-Preserve individuals and
groups, affiliated associations, specia projects, and local individuals and
organizations. For additional suggestions, please refer to NPS Museum
Handbook, Part 11 (2000), Appendix D, section Q.

The current budget and staffing situations require archival acquisitions to
be highly scrutinized. MOJA museum staff needs much support, training,
and guidance in performing the full range of archives management
responsibilities.

A designated Preserve records manager should work with arecords
disposition board involving all park divisions and sites to review all
records before formal disposition by the records manager. The Preserve
can then ensure the retention of important documents pertaining to the
Preserve’s mission: records of resource management activities, of the
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history of interpretation of the resources, and of archeological and
historical research projects. This records disposition board would also
establish, with input from the park curator, an SOP delineating the proper
transfer of permanent material to the museum archives. It will also ensure
that ineligible records, such as personnel-related documents containing
persona data protected under the Privacy Act will not be incorporated into
the park archives.

As a standard operating procedure, records surveys and interviews should
be conducted with departing staff. The National Archives publication
“Disposition of Federal Records: A Records Management Handbook” is
available online at http://www.archives.gov/records-mgmt/pdf/dfr-
2000.pdf . Section 11, under Personal Papers, has guidelines for
distinguishing personal papers from federal records. It isimportant to
implement these guidelines before the departure of the employee.

An additiona source of information from the National Archivesis
“Documenting Y our Public Service” (http://www.archives.gov/records-
mgmt/publications/documenting-your-public-service.html).

This information should be provided to new and incumbent employees on
aregular basis in addition to records management training. The National
Archives has a number of resources for online and classroom training. For
abasic course in records management, take the online training course for
al federa employees. “ Records Management for Everyone,”
(http://www.archives.gov/records-mgmt/training/rm-everyone.html).

The Nationa Archives Nationwide Training page is one layer up from the
basic course (http://www.archives.gov/records-mgmt/training), and
includes links to training catalogs and free records management forums
and seminars. This page makes reference to the new learning management
system which is at https.//nara.learn.com/. Additional course listings,
registration, and payment are al available online.

For current thinking and instructions on NPS permanent records
management, see the NPS Records Management Handbook, Appendix D;
this MMP' s Appendix E, “ Preparing Inactive Records for Transfer to
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Storage;” and Appendix F, “ Transfer of Resource Management Field
Records to Museum Archives.”

The NPS Records Management Handbook discusses types of records,
records terminology, managing active records (including specia media
records), records disposition, and disaster planning and recovery; it also
has a number of useful appendices.

In addition to available Service-wide records and archival collection
guidance, local standard operating procedures need to be developed as part
of adirectives system. For an example that can be scaled to the Preserve
level, see the NPS intranet site for the Pacific West Region, and refer to
PW-001 for a model.

Standard operating procedures can cover how to evaluate access and
provide security during researcher use. Appendices to this document, for
example the suggested Library Operating Policy in Appendix C, may be
treated as a standard operating procedure modified for local use. This
information can be shared with new and incumbent staff, friends groups,
sister institutions and the public as needed. A well-maintained directives
system will be referenced often to communicate current standard operating
procedures consistently.

MOJA saff is currently reviving the central filing system and standard
operating procedures for its maintenance and use should be developed. A
good reference is the NPS Records Management Handbook containing
detailed instructions on central files. These files are discussed throughout
the document but the section on “Managing Records for Active Use” goes
into the greatest detail. It discusses the concept of the record series, project
and case files, research materials, the administrative record, file codes, and
establishing afiling system.

For more information on compiling an administrative record consult
http://inside.nps.gov/waso/custommenu.cfm?v=4& prg=835& id=4585 .

The central file filing structure may also be implemented on the shared
drive, known as the commons. Likewise, individuals may adopt
appropriate portions to their workstations. Joint workspaces on the share
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drive should be created for divisions and for cross-divisional projects.
Each division should designate a staff person to ensure periodic files
maintenance in the electronic environment. This filing concept can and
should continue to be developed collectively for efficient access to
electronic information parallel to the hard copy central files.

Information technology (IT) professionals can be consulted to assist with
information about file formats, software changes, and hardware upgrades.
Understanding the ramifications of changing technology will better
prepare the staff and others for managing information.

Planning for the management of records and other products that result
from research permits and contracts should begin when the permit or
contract is being developed. For contracts, start with the Scope of Work.
For research permits, start with the research design. ThisMMP's
Appendix G, “ Example Language for Addressing Records Management
Compliance in Contracts’ will be useful. Every project must include
funding for collections curation to provide for accessioning, processing,
cataloging, preservation treatment if needed, and storage of any objects
and their associated records. This should include electronic data and
information about the software [or metadata] used to produce the data.
Costs can be high for long-term maintenance of electronic media and
databases.

This funding set-aside for curation must be protected so that it is available
for use after the contract or research is concluded. The contractor or
researcher must deliver sufficient technical documentation with all
deliverables to permit the agency to use the data. Better yet, NPS software,
hardware, and media standards should be provided to the contractor from
the beginning to ensure that the deliverables are useable by the Preserve.
Specific recordkeeping requirements should be added to the contract or
permit on a case by case basis including record or file format, data content
(terminology), and data elements. Within ninety working days after the
conclusion of a contract or research project, all records must be transferred
to the Preserve.
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The Preserve has several thousand historic photographs currently managed
by the Division of Interpretation. Many of these are duplicates from other
collections. The original photographs, including many 35mm slides which
document Preserve resources, should be moved into the museum
collection. If the reproductions remain in Interpretation, then research
would need to occur in two locations. To preserve copyright and correct
citations, the reproduction could be moved into the museum collection. If
thisis not done, then the staff person in Interpretation needs to develop a
management system that allows for use while protecting copyright.

Aswith most park units, digital photographs are the norm at the present
time. But no standards have been developed for managing this important
information. Besides the need for addressing metadata, the Preserve needs
to create a system to migrate these records as hardware and software
changes. For digital photographs, certain protocols such as file types, dpi,
and formats should be established. These should be published on the
Preserve intranet, sent to all staff viaemail, and discussed in an all-
employee meeting, for staff need to be made aware of them and
understand them. Consistent use of standards will make use of the intranet
simpler for everyone. If, by default, this carries over into standards for
records creation, the immediate benefit will be increased files
compatibility. It may even make migrating files to new versions of
software easier over time. See Appendix I, “ Suggested Procedure for
Submitting Digital Images’ for a proposed policy for managing these data.

Recommendations

48

Complete the Scope of Collection Statement and an acquisitions
strategy.

Develop access policies for the museum, archival, and library
collections.

Develop and document collecting boundaries for the library, museum,
and archives collection materials.

Acquire avisible storage cabinet for the library to secure the rare
books collection.
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Conduct internal and external records surveys and establish a records
disposition board.

Write standard operating procedures for conducting interviews and
record surveys with departing staff.

Provide records management training for new and incumbent staff on a
regular basis.

Establish a directives system for standard operating procedures.

Continue to develop the central file in hard copy and on the common
drive.

Ensure that all staff members understand how to compile an
administrative record.

Ensure that museum management needs are included in contract
scopes of work and in research designs for permits.
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Figure 5 The Kelso Depot, seen here at the time of its Grand Opening in 2006,
was refurbished for use as the Preserve’s principal Visitor Center. A representative
sample of the park’s museum collections is on display here.

Figure 6 The nearly perennial stream at Rock Springs attracted both prehistoric
and historic inhabitants of the East Mojave.
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Issue C—
Partnerships

Issue Statement:

Mojave National Preserve’'s Museum M anagement Program would
benefit from expanding and, in some cases, for malizing partner ships
with other entitieswith which the Preserveregularly interacts.

Background

Mojave National Preserve is amember of the Mojave Network (the
Network) of parks that aso includes Joshua Tree, Death Valey, and Great
Basin Nationa Parks, Manzanar National Historic Site, Lake Mead
National Recreation Area, and Grand Canyon-Parashant National
Monument. The Network has actively pursued a cooperative approach
toward museum management and recently (June 2006) executed a
Memorandum of Understanding to serve as a framework within which
Preserve museum management personnel may coordinate services,
facilities, and equipment in support of Network curatorial emergency
response functions.

The Mojave Network has also worked toward devel oping curator-of-
record relationships among its member parks. Mojave benefits from just
this sort of formal relationship. A Letter of Agreement signed by both
parks superintendents on June 29, 2005, describes how Mojave National
Preserve and Joshua Tree National Park intend to carry out a cooperative
program to provide cost-efficient and effective oversight and
accountability in the storage and treatment of cultural and scientific
collections recovered from the two park units. This document will remain
in force for afive-year period and provides for the curator at Joshua Tree
National Park also to serve as the curator-of-record at Mojave. Severa
other parksin the Network have similar relationships. For instance, a
curator at Death Valey National Park also serves as the curator-of-record
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for Manzanar National Historic Site, and their museum collections are
housed in the Death Valley central curation facility.

Under the terms of their agreement, Joshua Tree Curator Melanie Spoo
assists the Mojave cultural resource program manager in the preparation of
the annual Collection Management Report, the Annual Inventory of
Museum Property, and the Checklist of Museum Collections Protection
and Preservation as required. These reports are then submitted for review
and signature by the Mojave superintendent. As Mojave' s curator-of-
record, Ms. Spoo aso assists Mojave staff with the preparation of
collection-specific planning and funding documents as required for the
management of the Mojave collections. She aso provides basic support
for the Mojave Museum Management Program and its functions, not to
exceed 120 hours per fiscal year. The Mojave cultural resources program
manager remains responsible for maintaining the accession book,
accession files, and catalog records for the Mojave collections following
standard NPS protocols as advised by the Joshua Tree Curator. Mojave's
collections remain stored in their collection facility within their Barstow
headquarters building or on display at the Kelso Depot Visitor Center.
Mojave currently funds $6,000 of the Joshua Tree curator’s salary per
fiscal year to supplement that provided by her home park.

In addition to this partnership, Mojave also benefits from formal
cooperative agreements with the University of California (1998) relating
to the management and preservation of their Granite Mountains Natural
Reserve, and with the Trustees of the California State University (2005)
concerning cooperation in the management of the education and research
programs and facilities of their Desert Studies Center. Both of these desert
study facilities are located within the boundaries of Mojave National
Preserve. However, the Granite Mountains Natural Reserve is comprised
of about 6,500 acres of NPS-administered lands and about 2,500 acres of
University-owned lands while CSU’ s Desert Studies Center at Zzyzx lies
wholly on lands administered by the NPS. The period of both Cooperative
Agreementsis five years and thus the agreement with the University of
California has expired and is in need of replacement.
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Both facilities house natural history specimens that were collected within
the Preserve under NPS Research and Collection Permits issued by
Mojave National Preserve. While the California State University Desert
Studies Center has some limited botanical voucher specimens, its
collections largely contain faunal materials. The Granite Mountains
collections, on the other hand, consist almost entirely of botanical
specimens. Together, these two facilities house the most complete set of
natural history specimens derived from the Preserve that can be found
anywhere and most certainly have the greatest utility for Preserve
researchers. Other Mojave natural history collections, also collected from
within the Preserve following standard NPS permitting procedures,
certainly exist elsawhere. But the Preserve does not have the same
opportunities for using these other collections and does not have the same
degree of influence over their curation and preservation as it does under
the cooperative agreements with its two local desert studies centers.

Collections of paleontological specimens deriving from the Preserve
generaly tend to be as geographically scattered as are the researchers who
have collected them. Two local museums, however, have particularly good
Mojave collections and have indicated a willingness to work with Preserve
staff on numerous occasions. The Paleontological Museum & the
University of California, Riverside, maintains a paleontological collection
that is particularly notable for its invertebrate specimens while the San
Bernardino County Museum is noted for its local vertebrate collections.

The San Bernardino County Museum also houses one of the twelve
Cdlifornia Office of Historic Preservation sanctioned Archaeological
Information Centers (1C). The San Bernardino IC is arepository for
archaeological site records, survey and mitigation reports, and other data
pertaining to archaeological sites within San Bernardino County, whether
historic or prehistoric. In addition, the museum holds some of the historic
and prehistoric collections recovered from Preserve lands while they were
administered by the BLM. The Director of the San Bernardino 1C has
regularly assisted the Preserve with tracking down information regarding
its cultural resources and for referrals to technical experts knowledge
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about those materials. Obviously, opportunities exist to build partnerships
with both the San Bernardino and the UC-Riverside museums.

Prior to the creation of Mojave Nationa Preserve as a direct result of the
passage of the California Desert Protection Act of 1994 (CDPA), the lands
now comprising the Preserve were administered by the Bureau of Land
Management as the East Mojave Scenic Area. The CDPA was extremely
controversial and the transfer of the land from the BLM to the NPS was
not altogether smooth. This area was previously managed primarily by
staff in the Needles Field Office of the BLM and that office still houses
numerous documents related to the Bureau' s tenure as East Mojave Scenic
Arealand managers. Recent changes in personnel within the staff of both
the Needles Field Office and Mojave National Preserve have led to amuch
more cooperative relationship between the two agencies. Indeed, a
cooperative agreement for sharing the services of law enforcement
personnel was recently signed by both parties and similar means of
pooling human capital and other resources are now being openly sought.

The passage of the CDPA also ushered in the creation in 1996 of the
Desert Managers Group (DMG), a consortium of all of the land managing
agencies in the California desert. Approximately 80 percent of the desert,
or 25 million acres, is publicly owned and includes two national parks, one
national preserve, six military bases, 72 wilderness areas, 14 state
preserves, two national forests, and extensive holdings of public lands
managed out of five field offices by the Bureau of Land Management.

Conflicting demands for use of California desert lands make it imperative
for governmental agencies to work cooperatively in support of agency
missions, protection of desert resources, and public use. The DMG was
established as the forum for government agencies to address and discuss
issues of common concern, principally as those relate to resource
management efforts. The mantra of the DMG is that through cooperative
management each agency achieves greater operational efficiency and
enhanced resource protection, thus better to serve the public. Joining the
managers of each of these land management agencies in these joint efforts
are representatives from the US Geological Survey, the US Fish and
Wildlife Service, the California Department of Fish and Game, and

Mojave National Preserve Museum Management Plan



supervisors from three California Desert counties. The DM G meets
guarterly and is assisted by the efforts of several technical advisory
committees. One such advisory group, the Paleontological and Cultural
Resources Advisory Team (PACRAT), is comprised of cultural resources
technical staff from each of the DMG member agencies. PACRAT
members have participated in numerous cooperative efforts, most notably
including the development of the area-wide Mojave Desert Cultura
Resources GIS System. This effort was in collaboration with the
California Office of Historic Preservation and provision of training
regarding Section 106 compliance and the handling of legal cases
involving the Archaeological Resource Protection Act. In addition to
providing opportunities to share resources cooperatively, the meetings of
the DMG and its advisory groups provide venues for the exchange of
experience, ideas, and information.

Discussion

There are clearly numerous opportunities to expand upon existing
partnerships that would benefit the Mojave Museum Management
Program as well as its partners. The Mojave Network of Parks will
undoubtedly continue to build upon existing relationships anong museum
management staff to maximize efficiencies and ensure that all of the parks
in the group are adequately positioned to handle their curatorial
responsibilities. Similarly, the member agencies of the Desert Managers
Group will continue to take advantage of that forum to seek additional
ways to work cooperatively on avariety of issues, certainly including
those related cultural resources management. Although there are no formal
partnerships in place that specifically deal with museum management
concerns, cultural resources management staff from those jurisdictions
with curation facilities (the National Parks and the Department of Defense
facilities) will continue to share information and equipment on an ongoing
basis. These partnering efforts will continue to develop more or less on
their own because appropriate venues are already in place to bring staff
together regularly to discuss issues of common concern.

Other partnership opportunities will require a more concerted effort to take
full advantage of the opportunities they offer. For instance, the current

Mojave National Preserve Museum Management Plan 55



Cooperative Agreement with the University of Californiaregarding the
Granite Mountains Desert Studies Center has expired and needs to be
rewritten. The new document could more formally address the
management of the Mojave botanical specimensin their collections so
improvements in their curatorial facilities and day-to-day management
could assisted by the NPS. In similar fashion the existing Cooperative
Agreement with the California State University governing the Desert
Studies Center could be amended to achieve the same end with their
natural history collections. Eventually, when the facilities have been
brought more closely in line with NPS guidelines, they could serve as
designated repositories for faunal and floral collections resulting from
NPS Research and Collection Permits.

Mojave will also likely benefit by developing cooperative agreements with
the Paleontology Museum at UC-Riverside and the San Bernardino
County Museum. Designating these museums as the Preserve’ s chosen
curation facilities for invertebrate and vertebrate pal eontol ogical
specimens, rather than allowing them to be spread out over a number of
institutions across the country, would facilitate research and collection
management by keeping the collectionsin local and central locations.

A stronger relationship with the Needles Field Office of the BLM has been
slowly developing over the last year and some cooperative ventures are
now in place or are being contemplated. Expanding upon this partnership
will benefit both agencies and can result in the acquisition of important
archives associated with the former management of the East Mojave
Scenic Area prior to its administration by the NPS.
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Recommendations

Rewrite the Cooperative Agreement between Mojave National
Preserve and the University of Californiato include a plan for
management of their natural history collections.

Amend the Cooperative Agreement between Mojave and the
California State University System to accomplish the same regarding
thelir collections at the CSU Desert Studies Center.

Consider similar agreements designating the San Bernardino County
Museum and the Paleontology Museum at UC-Riverside as Mojave's
official repositories for paleontological specimens.

Continue to develop a partnering relationship with the Needles Field
Office of the BLM to support acquisition of key archival materials,
archaeological data, and possibly some artifacts.
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Figure 7 Prehistoric projectile points found at Mojave range from early large
spear points, dating to perhaps 5,000-10,000 years ago, to the smaller atlatl dart
points and even smaller arrow points of more recent times.

R

Figure 8 This Archaic period projectile point made of basalt was found
embedded in the desert pavement near Aikens Wash.
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Issue D—
Museum Management

Issue Statement

Management of the Preserve ar chives, museum collections, and
library requires an integrated network-level approach by trained and
professional staff necessary to plan, budget, and implement successful
programsthat support Preserve operations.

Background

Although Mojave National Preserve was authorized in 1994, the first
museum data submitted to the National Catalog was not until 2004. As
noted in the “History of Museum Collections,” collecting began in the late
1990s with some archeological material and acquisitions for the
refurnishing and exhibits for the Kelso Depot. However, the June 2005
museum collections management agreement with Joshua Tree National
Park finally led to more professional and active management of the
collection. This agreement designated the JOTR curator as the curator-of-
record for MOJA. Under this agreement, MOJA pays the differencein
sdary between a GS-1015-09 and GS-1015-11 curator and supplies other
funds to support the JOTR curator in providing oversight for and services
to MOJA.

In FY 2007 the MOJA budget is $4,042,302 of which about 6% or
$259,700 is for cultural resources. Of that, $50,000 is for collections.

Most of these funds are for a portion of the cultural resource chief’s salary,
80 hoursor less for the curator-of-record, and alittle for supplies and
support.

The Collections Management Report (CMR) for 2006 records a collection
of 763 items (see Table 1, page 22). However, the Preserve’'s ANCS+
database shows that the museum collection is significantly larger than
these numbers indicate. Possible archival collections exist as well, which
will be moved into the museum collection in the future.
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Numerous Research and Collecting Permits were issued by MOJA which
include collections that are to be maintained at other institutions for which
the Preserve has not had the personnel to do follow-up. In earlier years,
these permits were accessioned at the time of issuance; this practice has
been discontinued.

In addition, the Preserve has cooperative agreements with the University

of Cdifornia, Granite Mountains Natural Reserve [GMNR] (1998) and
Cadlifornia State University’ s Desert Studies Consortium [CDSC] (2005) at
Zzyzx, which includes the storage and management of natural resource
collections from the Preserve that have not been cataloged or accessioned.

Finally, there are collections, both natural and cultural, from lands now
administered by the National Park Service located in numerous institutions
in Southern California but notably at the San Bernardino County Museum,
the Southwest Museum in Los Angles, the San Diego Museum of Man,
the University of California, Los Angeles, the Los Angeles County
Museum of Natural History, and California State University at Los
Angeles and Fullerton. Thus the total Preserve collection size is unknown
at the present time (see Table 2, page 22).

In 2005 the 1924 Kelso Depot reopened after an extensive restoration.
This historic structure houses interpretive exhibits and historic furnished
spaces that tell the story of the railroads and other human history in the
Preserve. A number of museum objects are on display in the Depot, some
original to the Preserve and others typical of the period. It isthe principle
public visitor center in the Preserve. The staff hope to have an exhibit case
to display museum objects, perhaps on arotating basis, in the headquarters
building, which also houses a small visitor contact station.

The Preserve library is under the management of the Division of
Interpretation. The Preserve ranger in charge of it is searching for
assistance in managing it and determining what items belong there or
should be moved to the archives. In addition, records management has
been raised as a concern by the staff.
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Discussion

Theregion is divided into eight networks which provide an additional
level of management support to the parks. Mojave National Preserveis
part of the Desert Network of the Pacific West Region and has been most
effective in sharing museum staffing resources to assist network parksin
projects. In addition, in 2004 (and modified in 2006), the Network
developed an Operations Formulation System (OFS) statement to address
network museum needs:. “ Develop Desert Network Museum M anagement
Strategy” (OFS 24131A). This request addresses needs including staffing
and other support costs. Part of the proposal has been implemented with
the upgrading of the JOTR curator to a GS-1015-11. But other aspects of
the request are till unaddressed so it should be revised in consultation
with the other network park museum and resources staff members to
reflect current needs and costs.

Although the JOTR curator has been named curator-of-record for MOJA,
she has made only day trips to address specific needs and to complete
annual reports such asthe CMR, Annual Inventory, and the ACP.
Although JOTR is relatively close to Barstow, it is still about 200 miles or
atwo-hour trip. Additional funds are needed to support travel of several
days each (perhaps one per quarter) to have sufficient time to complete the
work necessary to maintain the Preserve’ s museum collections.

In FY 2007 the Cultural Resources Division was able to fund an
emergency hire for 60 days to complete data entry in the Preserve's
ANCS+ database and to catalog much of the museum collection located in
the Preserve headquarters facility. The curator-of-record was not involved
with this project and a number of concerns about the recordsin the
database have arisen. In the future this activity should be under the
supervision of the curator-of-record.

The Pacific West Region Museum Collection Curatoria Facility Plan,
approved in May 2006, supports the continuation of museum collections
being stored at the Preserve’ s headquarters building in space specifically
developed for them. This plan was incorporated into the Service-wide plan
required by Congress.
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Workload Analysis and Staffing

An analysis should be undertaken to determine the complete workload for
museum management for the Preserve. This analysis should be done by
Preserve staff and the curator-of-record, and peer-reviewed by the Pacific
West regional curator. This analysis should be broken down into the
following areas:

Core work elements that are basic requirements and responsibilities for
managing the museum program

Current hours and full-time equivalent positions (currently being
expended)

Additional hours and full-time equivalents needed to meet all basic
requirements

Needed support costs to administer the museum program beyond
salary requirements. Funds would cover contracting for specialized
services, transportation, supplies, and material.

Appendix H includes a suggested workload analysis spreadsheet that has
been used for museum planning at other NPS museums. Data in the
spreadsheet should be used to support development of the core operations
and inform the budget cost projections for the Preserve. It also provides
the foundation for developing other museum planning.

When the workload analysis has been completed, an annual work plan that
addresses the core work elements, the annual reports required, and the
Preserve's strategic plan should be developed. At the end of the fiscal

year, areport should be prepared for Preserve management that outlines
what elements of the annual museum work plan have been completed,
what have not, and why.

The position description for the JOTR curator is the National Park Service
Benchmark Position Description GS-1015-11. This position description is
very general and provides no specific guidance on the work for the two
parks and the network. It would be a good idea to revise the description to
cover the specific work that is actually done in the position.
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Research and Collecting Permits are reviewed by the Preserve science
advisor and approved by the superintendent. But no staff is available to
follow up on reporting and documentation of collections maintained in
other ingtitutions. These collections (with the exception of the early ones
which have been accessioned and catalog numbers assigned but never
entered into the ANCS+ database) have not been tracked. Given the
statutory reasons for creation of the Preserve and the amount of on-going
research there, a position on the GS-7 level to follow up on al permits
should be established to maintain these records and data. This should be
included in the revision to the Network OFS statement for museum
management.

As noted in Issue B, the need for a holistic program for the management of
permanent records and their transfer to the Preserve archives has been
identified as an issue. Library management is another one of the orphan
programs in the National Park Service. Close relationships exist between
the museum and library collections, and staffing and support for these
important programs is needed. This does not mean, however, that they
should be managed by the museum program or even the cultural resources
program. But it does mean that there should be integration and
communication among all responsible parties. Preserve management needs
to coordinate and make decisions on how these important resources will

be fully managed so that preservation and access to important information
are attainable goals.

Planning

Issues A and B discuss a number of planning documents that the Preserve
needs to complete to provide for the protection and preservation of their
museum collections. Many of these can be funded through the MCPPP
program described below, although some do not qualify:

Scope of Collection Statement (SOCS) — No fund source is available
for this document. It is generally completed by Preserve staff.
Although not required, a collecting policy for the Preserve library
would provide good foundation for its management as well; it could be
a section of the Preserve SOCS or a separate document.

Collection Condition Survey — Thisis ACP deficiency H6 and funding
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for the survey qualifies for MCPPP; conservation treatment can be
funded out of CRPP-BASE and CCM.

Museum Collections Emergency Operations Plan (EOP) — This should
be part of the Preserve’s EOP. It is ACP deficiency E8 and qualifies
for MCPPP funding.

Integrated Pest Management (IPM) Plan — Addressing the collections,
this should be part of the Preserve’s IPM plan. It is ACP deficiency H8
and qualifies for MCPPP funding.

Museum Preventive Maintenance Plan (called a Housekeeping Plan in
the ACP) — Thisis ACP deficiency H9 and qualifies for MCPPP
funding.

Funding

The fund sources available for the museum collection are Cultural Cyclic
Maintenance (CCM), Museum Collections Protection and Preservation
Program (M CPPP), Backlog Catalog Program (BACCAT), Cultural
Resource Preservation Program Base (CRPP-BASE). As part of the latter
program, about $100,000 is set aside for cataloging museum collections
(CRPP-MCBC). When the Preserve has identified the collections in need
of cataloging and accessioned them, requesting funds through BACCAT
and CRPP-MCBC is a possibility. In addition, deficiencies identified in
the Automated Checklist Program (ACP) can be eliminated with funds
from MCPPP. Finally, projects that provide for preventive conservation or
suitable treatments on objects themsel ves can be funded through CCM.

MQOJA currently has no Project Management Information System (PMIYS)
statements other than the one to accomplish this MMP. With the
information contained in this plan and work by the curator-of-record, the
Preserve should begin to identify projects that need to be completed, and
write statements to cover these needs. Taken as awhole, the museum
project statements should support afive-year program for the
preservations, protection, and access of museum collections. The need for
project statements being in PMIS was further strengthened recently with a
call regarding a new program that would address specific performance
goals. Unfortunately, MOJA had no projects that would have qualified for
this funding request for museum collections.
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Channel I1slands National Park has submitted PMIS statement 131125A
“Multi Park: Identify, Inventory and Catalog NPS Collections Held in
Other Ingtitutions” for many of the parks in southern California. These
“other” ingtitutions hold collections from the parks and it would be most
efficient to review the institutions for all possible Preserve collections.
This statement does not currently include MOJA but it could be expanded
easily to do so.

The Checklist for Preservation and Protection of Museum Collections
(Checklist) is an important document from several different viewpoints.
The Checklist:

Establishes the standards under which park museum collections are to
be maintained and against which a park evaluates itself;

Documents the preservation of the park museum collections at a
particular point in time; and

Determines the funding needed to bring a museum collection to
standard.

It iscritical that the Preserve continue to update these documents on an
annual basis. Since the GMNR and CDSC are expected to be identified as
repositories for many of the natural resource collections from the Preserve,
they can be added as facilities in the Checklist in order to provide for the
needs of the collections in these locations. MCPPP funding is based on the
datareceived from the Preserve’' s Checklist. Therefore, a carefully
completed and updated Checklist is necessary for adequately estimating
the needs of the Preserve. Service-wide funding for this program is
divided by aformula based on total needs for each of the seven NPS
regions. Projects requested under MCPPP that are not listed in the
Preserve Checklist will not be funded, no matter how great the need.

The Backlog Cataloging Program and CRPP-MCBC fund distribution are
based on the Collections Management Report, so it is also critical that this
report accurately reflects the total museum collection—especialy with
regard to uncataloged backlog. The distribution of backlog cataloging
funds is based on the backlog reported on the Collection Management
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Report. As noted above for MCPPP, cataloging funds will only be
distributed to those parks that show an uncataloged backlog.

Other sources of funding are available for the museum collection. The
Save America s Treasures program provides grants for preservation and/or
conservation work on nationally significant intellectual and cultural
artifacts and nationally significant historic structures and sites. This
program requires a dollar-for-dollar non-federal match for all projects. The
non-federal match can be cash or donated services and does not have to be
“in the bank” at the beginning of the grant. The Western National Parks
Association could provide assistance in securing the non-federal match.
The National Park Foundation can also provide similar assistance.

The National Endowment for the Humanities (NEH), the National
Endowment for the Arts (NEA), and other granting agencies and
institutions might also provide funding for museum projects. The NPS
cannot receive grants directly from NEA and NEH. It can, however, be a
full partner with other institutions such as the Granite Mountains Natural
Reserve, the California Soda Springs Desert Studies Consortium, or the
Western National Parks Association to develop other programs that would
further the preservation, protection, and use of the Preserve’s collection.

Possible Intern and Student Assistance

A number of graduate programs may provide interns to do professional-
level museum project work under the direction of museum professionals.
A website (http://www.gradschools.com/programs/museum_studies.html)
lists accredited programs by geography. Two that national parksin the
PWR have used are in the San Francisco Bay Area: John F. Kennedy
University and San Francisco State University. The University of
Cdlifornia, Riverside (UCR), has masters programs in both museum and
archives studies and California State University, Long Beach, has a
certificate program. GMNR is also affiliated with UCR, so the museum
and archives studies programs there might make an especially strong
relationship for the Preserve. The University of Nevada at Las Vegas has a
public history program that is developing an internship program that might
also provide students for museum support work. The Western Washington
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State University has an archives management program as does the San
Jose State University. The latter is part of the Masters of Library Science
program which might also provide the Preserve with assistance with the
library. Additional library or information science programs may also be
located by searching the American Library Association’s website,
http://www.ala.org/al a/accreditation/lisdirb/lisdirectory.htm.

The NPS has a cooperative agreement with the National Council for
Preservation Education that provides a clearinghouse for interns from
appropriate college and university programs for parks. In addition, the
Cooperative Ecosystem Studies Unit (CESU) through the University of
California has been successfully used with the San Francisco State
University museum program to provide museum studies graduate students
to complete projects for parksin the San Francisco Bay Areaand

Y osemite; they could be used for projects at the other parks.

The American Institute for Conservation has a list of conservation
programs. Thisis available at http://aic.stanford.edu/education/becoming/.
Funding for stipends from project funds, the Western National Parks
Association, or NPS Volunteers-in-Parks would aso provide an excellent
opportunity for students to work with an interesting museum collection
and learn about the NPS museum program, while the park museum
program benefits from trained people.

If the Preserve, perhapsin collaboration with the GRNP and/or the CDSC,
could find housing, relatively inexpensive assistance is available for the
museum collections by taking advantage of these programs or VIPs.

Recommendations

Complete the workload analysis of needs for the Preserve, aswell as
the other Preserves in the Network, to assist in establishing staffing
and funding needs.

Based on the workload analysis and appropriate museum staff grade
levels, revise the OFS programming form (budget increase request).
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Provide, in the meantime, additional funding to support the curator-of-
record to spend more time at the Preserve to compl ete the work
necessary to maintain the collections, complete reports, and ensure that
the datain the ANCS+ database is correct.

Continue and expand working within the Desert Network to provide
needed assistance for maintaining, preserving, and providing access to
the Preserve’ s collections.

Complete an annua work plan for the Museum Management Program
that should be included in the Preserve' s annual work plan. At the end
of the fiscal year, complete an accomplishment report that indicates
what has and has not been compl eted.

Create PMI S statements to meet the needs of the museum program
based on this MMP to support a five-year museum program.

Identify other funding sources (such as Save America' s Treasures, the
Western National Preserves Association) from which funds can be
regquested to accomplish the goals of the program.

Establish an internship program and contact graduate programs for
candidates to assist in accomplishing the goals of the Preserve's
Museum Management Program.

Use this plan to inform future planning for the Preserve.
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Appendix A—
Archives, Library, and
Museum Collections
Survey Results

This appendix details the results of the survey relating to the archives and
collections management program at Mojave National Preserve. The survey
was conducted in advance of the Museum Management Plan in an effort to
identify and quantify staff needs relating to the Preserve archives, museum
collections, and library programs.

Survey Objectives

The primary objectives of the survey were to determine the following:

=  Percentage of the staff using the Preserve library and museum
collections

= Percentage of the staff using non-Preserve information resources

=  Primary areas (categories) of information use, and the reasons for use
of those specific collections

=  Primary reasons the staff do not use these information resources, and
what actions may be necessary to promote resource availability and
use

In addition, limited demographic information was collected to develop a
length of service and experience profile, and to demonstrate equitable
response from each Preserve administrative unit.

Survey Methodology

The target universe of the survey was the permanent and temporary staff
of MOJA. The survey was distributed to 44 staff members under a cover
memorandum in February, 2007 requesting that the survey be completed
and returned to the chief of Cultural Resources Management and Planning.
A total of twelve responses was returned, representing a 27% response
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rate. A response rate of 12% is required for this type of survey to be
considered statistically valid, so the MOJA response should be considered
legitimate, with a high degree of confidence in the results. Responses were
not as well distributed across Preserve work units as could be hoped (50%
of the response was from the Resources Management staff), or by
employment type (91% of the respondents were permanent staff).
However, these factors alone most likely do not have a negative effect on
the results.

The primary method used for information gathering was a checklist, with
some additional supporting data gathered by filling in blanks with
guantitative information.

Respondents were also given limited opportunities to add written
comment. Write-in responses are generally not used in surveys of this
type, as they often fail to elicit a statistically valid response, and the
response that is generated is often difficult to quantify. This proved to be
the case with this particular survey, where most of the written responses
were anecdotal in nature, and tended to reinforce information already
recorded by the respondents in the checklist sections.

Since the response to the survey in general (27%) was sufficient to be
considered statistically valid, the results will be considered representative
to the survey population as awhole. Percentages have been rounded up to
egual numbers when 0.5 or more, and rounded down when less than 0.5.

Demographics

70

Demographic information can assist with understanding motivation and
needs of the respondents, in addition to documenting an adequate
distribution of response across administrative division and employment
status. Information collected from this survey included length of service,
distribution by administrative unit, and employment status.
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Length of service

Total Average

Years of service 105 9

Years at MOJA 57 5

Years in current position 37 3

Distribution by administrative unit

Administration

Interpretation

Maintenance

Law Enforcement

Resource Management

SO Ok, |O|N|W

Unknown

Employment status

Temporary / Seasonal 1

Permanent 11

Non NPS Employees 0

Survey Summaries

When reviewing survey resultsit is important to remember that a response
rate of 12% is considered necessary for the results of the survey as awhole
to be considered as valid. Within the survey, a 10% response to any given
section or question is necessary for the response to be considered
significant. Naturally this significance increases with the number of
responses to the section or question. For these reasons the results provided
below are phrased in terms of percentages of the respondents to any given
section or question.

Percentage of use of the collections by Preserve staff responding (twelve
responses):

= 83% used the library an average of 18 times last year.

= 58% used the archives and museum collections an average of seven
times last year. (Note: Actual number is higher but impossible to
guantify, as one respondent did not state the number of times ghe
accessed the Preserve library.)
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= 50% used non-service archives, library, or museum collections an
average of twelve times last year. (Note: Actual number is higher but
impossible to quantify, as one respondent did not state the number of
times s'he accessed non-NPS resources.)

The majority of the staff uses the library and a significant percentage of
the staff uses the archival and museum collections in some aspects of their
jobs. In addition, 50% of the staff is using archival, museum, and library
resources located outside the Preserve. It might be interesting to determine
what services are not being offered by the Preserve that requiresthis
number of the staff to use outside sources for needed reference. This could
be accomplished by a one-sheet survey to all employees requesting
specific information for improving services (title/subject suggestions for
books/periodicals, hours of operation, and so on).

A total of seven respondents (58% of the total response universe)
indicated they used the archives and museum collections. The top five
types of collections indicated as being used by this group are as follows:

= 100% - Photographs and images

= 86% - Historic archives and records

=  86% - Natural records, maps, images, reports

=  57% - Historic artifacts and objects

= 57% - Geological rocks, mineras, samples

The same seven respondents as above (the universe of those respondents

reporting collections use) indicated the following as the primary reasons
for using the collections:

= 100% - Address internal NPS information needs
= 86% - Personal learning

=  71% - Resource management research

= 57% - Address non-NPS information needs

= 57% - Develop interpretive programs

= 42% - Explore needs for new information

= 42% - Develop publications
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These results document that the primary resources used are the archival
collections, and that the primary reasons for use are an interesting mixture
that includes both persona and vocational motivations.

Section |1 of the survey considered reasons staff may not use the resources
and suggestions for improvement in the way these resources are managed
and made available for use. The full universe of the twelve Preserve steff
responding was considered, and respondents were allowed as many
statements as they felt applied. The results were as follows:

= 41% - Provide listings and finding aids of what is in the museum
collection.

= 33% - Provide on-line or remote access to databases.

= 33% - Provide additional professional staff to organize and work on
collections.

= 25% - Improve electronic access to museum collection data and
object information.

= 25% - Expand the collections to contain artifacts, specimens, or
information that | need.

= 25% - Provide remote computer access to collections/archives.

= 16% - Combine collections with supporting archives and/or library
references.

=  16% - Provide data access and a computer workstation.
= 16% - Provide additional staff to assist collection users.

= 16% - Improve the preservation and physical condition of the
collections.

Through the responses in this section the Preserve staff have identified
what they consider to be the major detractors to the current museum
management operation, and identified actions they would see as positive
improvements.

In addition, the staff supports expending staff time and funding for the
management of Preserve archives, collections, and libraries (an aggregate
of 57% indicating that staffing was required for management and access).
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General Conclusions

The Preserve libraries and museum collections receive a much higher than
normal incidence of use when compared to that of other Preserves.
Preserve staff indicated a need for the resources and information that well-
defined and administered collections can provide.

As aresult, the Preserve should be looking at ways to facilitate use
through the production of finding aids; the joint housing of archives,
collections, and library resources; providing adequate specimen
preparation and work areas at point of use; and providing several methods
of intellectual access to the Preserve-specific resources.

A general informational finding aid should be produced for distribution to
the Preserve staff at the earliest opportunity. Some of the specialized
features of the ANCS+ program should help with this. This should be
followed by subject matter specific finding aids as they are able to be
produced.

The survey format provided the Preserve staff with the opportunity to
offer individual impressions of the archives, museum collections, and
library program operations in a candid manner, as well as providing a
venue for staff suggestions for changes and improvement. The survey
results provide Preserve management with firm background data that
should be useful in developing specific programs to manage these unique
Preserve resources.
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Appendix B—
Suggested Collections
Access Policies

National Park Service policy dictates that park-specific cultural and
natural collections be available for educational and scholarly purposes.
The NPSis aso charged to manage these resources for optimum
preservation. To minimize the potential impact on the archives and
museum collections and to ensure basic security and preservation
conditions, access must be documented, restricted, and monitored. The
guidelines in this appendix are followed at [name of park] in order to
provide supervised management of park-specific resources.

Levels of Access to the Archives and Museum
Collections

All serious research—regardless of educational |evel—is encouraged.

Providing different levels of accessto collectionsis a standard curatorial
philosophy underlying the policies of most major museums. Based on the
information provided on the research application (included in this
appendix), individuals will be provided access to different types of
collections information or material depending on their needs and available
staff time.

Conditions for Access

The research application must be completed; it will be used as abasis
for determining the level of access necessary, and to maintain arecord
of use for statistical purposes.

Level of access will be determined by the chief of natural and cultural
resource management and/or the collections manager(s). Prior to
allowing direct access to the archives and collections, alternatives such
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as access to exhibits, publications, photographs, and catalog data will
be considered.

Access will be made with the assistance of the curatorial staff, during
regular staff working hours. A fee to cover the cost of staff overtime
may be required for access outside of the normal working hours.

Individuals provided access to archives and collections in nonpublic
areas are required to sign in and out using the guest register.

The “ Guidelines for the Use of Archival and Museum Collections”
will be followed by all individuals with access to the collections.

While no user fee will be required for access to the archives or
museum collections, the chief of natural and cultural resource
management and the curatorial staff will determine what services may
be reasonably offered and what charges may be required for services
such as staff overtime, photography of specimens, or reproduction of
documents.

All photography of specimens and duplication of documents will take
place on-site using the “ Guidelines for Photography of Museum
Collections and Duplication of Historic Documents.”

A limited amount of space is available for researcher use of archives
and museum collections. Researchers are required to check in all
collections and remove all personal possessions each evening.

[Name of park] reserves the right to request copies of notes made by
researchers, and requires copies of research papers or publications
resulting in whole or part from use of the collections.

There may be legal considerations (such as the Native American
Graves Protection and Repatriation Act, 1991) which allow or limit
access to part of the archives and museum collections.

Access Policy Administration

This statement of policies and proceduresis public information, and is
available upon request from the following:

Superintendent
[Name of park]
[Address of park]
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Implementation of these policies and procedures has been delegated to the
collections manager(s); however, the superintendent has the final authority
to grant access to the archives and museum collections.

The evaluation of requests should consider the motives of the researcher,
the projected length of the project, the demands upon the available space,
staff, and collections, and the possible benefits of the research project.
Access may be denied if thought not to be in the best interests of the
resources, the park, or the Nationa Park Service. Presumably, the chief of
natural and cultural resources management will make these decisionsin
consultation with the collections manager(s).

With increased attention and use, the archives and collections will require
increased monitoring to provide security, to detect developing
preservation problems, and to facilitate prompt treatment. Regular
inventory of the most heavily used portions of the archives and museum
collections will be required to ascertain object location and condition.
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Research Application for Museum Collections and
Historic Documents

[Name of Park]

Name Telephone Number ( )

I nstitution/Organi zation
Address

Date you wish to visit

(An aternate date might be necessary due to staffing limitations.)
Have you previously conducted research in the park’s museum collection? Yes  No

Research topic and materials you wish to see

I ndicate which activities you wish to do

[0 Consult catalog cards [0 Consult archeological records
I View objectsin storage [J Study objectsin storage

[0 Draw objects [0 Consult historic documents
O Other

Purpose of your research

O Book O Article

[ Lecture/conference paper [0 Term paper

O Thesis O Dissertation

O Exhibit O Project

O Identify/compare with other material
O Other commercia use or distribution
O Other

| have read the Museum Collection Access and Use/Research Policies and Procedures and
agreeto abide by it and all rules and regulations of [name of park]. | agreeto exercise all due
care in handling any object in the museum collection and assume full responsibility for any
damage, accidental or otherwise, which | might inflict upon any museum property. Violation
of National Park Service rules and regulations may forfeit research privileges.

Signature
Date

Pleasereturn to: Curator, [Name of park], National Park Service, [Address of park]

(reverse side: Research Application)
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National Park Service Use Only

I dentification (provide at least one)
Institutional 1D

Driver’s License Number

Research Topic

L ocation of Research (check one)
O Curatorial Office

O Storage
O Exhibit Area
O Others

Mojave National Preserve Museum Management Plan

79



Museum Objects Reviewed by the Researcher
[Name of Park]

Park Catalog Object Location | Accession | Acronym = Number

Name

Approved by:

Name
Title
Date
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Guidelines for the Use of Archival and Museum
Collections

[Name of Park]

The guidelines provided here are followed at [name of park]regarding use
of the park's museum collections and archives. It should be noted that
these resources are separate from the park's library, which is managed by
[insert name].

It isthe policy of the National Park Service that its museum collections
and archival resources be available for educational and scholarly purposes.
The NPS is aso charged with managing these resources for optimum
preservation. To minimize impact on these collections, it is necessary to
regul ate access to the materials.

Copies of the research application and the full text of the “ Guidelines for
the Use of Archival and Museum Collections’ are available to the public,
upon request from:

Superintendent,
[Name of park]
[Address of park]

Availability

The museum collections and archives are open Monday through Friday,
from 8:00 A.M. to 4:30 P.M. Park staff should contact the park collections
manager(s) for assistance with access. The museum collections and
archives are "non-lending," and the materials will remain in the building.

Non-staff users must complete a research application (included in this
appendix) prior to accessing information or materials to ensure that
assistance is available upon arrival. Access will not normally be granted
on weekends. All materials must stay within the study areas provided
within the collection management facility. The size and location of these
areas may vary according to the time of year, requests from other
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researchers, and staff available. The researcher may bring only those
materials needed for research into the assigned study area.

Registration

The Guest Register, used to record access to museum and archival
collections, must be signed when the collections are used by staff or non-
staff members. Non-staff researchers are required to complete a Research
Application (included with this policy). These forms will be retained
indefinitely for statistical analysis and as a permanent record of collections
use. A new application is required for each research project, and must be
renewed each calendar year.

As part of the registration process, the researcher will be given a copy of
these procedures to review and sign, thereby indicating his/her agreement
to abide by them.

Use of Archival Records and Manuscripts

Many of the park administrative records, archeological records, and other
historic reference material have been copied onto microfiche, and a
reader/printer is available for limited research use by the public. Where
microfiche is available, it will be used for research requests. Only in the
most extraordinary circumstances will original documents be used when
microfiche is available.

When microfiche is not available, the archives user should follow these
procedures to ensure careful handling of all materials:

Remove only one folder from a box at atime. Do not remove or alter
the arrangement of materials in the folders.

Maintain the exact order of materialsin afolder, aswell asfolders
within abox. If amistake in arrangement is discovered, please bring it
to the attention of museum staff. Do not rearrange materia yourself.

Do not erase existing marks on documents and do not add any
additional marks.

Do not lean on, write on, trace, fold, or handle materialsin any way
that may damage them.
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Use only pencils for note-taking. The use of pens of any kind is
prohibited. Typewriters and computers may be used for note-taking if
provided by the researcher.

Duplication

The park will consider requests for limited reproduction of materials when
it can be done without injury to the records and when it does not violate
donor agreements or copyright restrictions. Depending on the number of
copies requested, there may be a charge for photocopying. Fragile
documents and bound volumes will not be photocopied. All photocopying
of archival materia isto be done by the museum staff.

Copyrights and Citations

The revised copyright law, which took effect in 1978, provides protection
for unpublished material for the life of the author, plus 70 years. In
addition, all unpublished material created prior to 1978, except that in the
public domain, is protected at least through the year 2002. Permission to
duplicate does not constitute permission to publish. The researcher accepts
full legal responsibility for observing the copyright law, as well asthe
laws of defamation, privacy, and publicity rights.

Information obtained from the park museum collections and archives must
be properly cited, in both publications and unpublished papers. The
citation should read:

“(Object name and catalog #) in the collection of [name of park].
Photograph courtesy of the National Park Service."

Restrictions on Use

The use of certain materials may be restricted by statute, by the creator, or
by the donor. For the protection of its collections, the park also reserves
the right to restrict access to material that is not fully processed, or is
exceptionally valuable or fragile, and to information that may be restricted
or confidential in nature.
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Responding to Off-Site Reference Inquiries

It isthe responsibility of the park curatoria steff to attempt to answer
inquiries received by letter or telephone within at least 20 days from the
date of receipt. Clearly, the extent to which this reference serviceis
undertaken will depend upon availability of staff time and the nature of the
guestion. The receipt of written inquiries will be acknowledged by
telephone if afull response cannot be provided promptly. The staff must
set time limits for answering research questions, so researchers are
encouraged to use the collections in person.

A record of al research inquiries will be maintained. Such arecord is
useful for security and for compiling statistics on research use of the
collection. Use of the collections by park staff will be included in these
statistics.
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Guidelines for Handling Museum Collections

Handling museum collections may be hazardous. Follow the
guidelines provided hereto ensure safe handling.

Archeological collections can contain broken glass and rusty metal objects
with sharp edges. Historic material may retain chemical or biological
contamination. Natural history collections contain chemical preservatives
and possible biological contamination. Archival collections may be
contaminated with mold, insects, and vermin droppings, or may contain
asbestos or cellulose nitrate film.

Use caution in handling collections, and wear gloves when requested
to do so.

Curatorial personnel will retrieve and replace material for anyone
using the collections. Direct access to material may be restricted if the
object is very fragile.

Do not remove materias from storage packaging without the
permission and assistance of the curatoria staff. The packaging is
necessary to prevent damage and deterioration of the specimen, and to
protect the researcher from potential injury.

Always handle objects with clean hands. Use white cotton gloves
when handling metal, photographs, paper, and leather objects; washed
white duck gardener's gloves may be required for heavy objects.

Do not use white cotton gloves when handling glass or other objects
with dlippery surfaces, very heavy objects, or items with friable or
brittle surfaces.

Do not pick up anything before you have a place to put it down and
your path to this placeis clear.

Look over an artifact before lifting it to see how it is stored and to
observe any peculiarities of its construction, fragility, etc. If an object
is made in separable sections, take it apart before moving it. Do not
attempt to carry heavy or awkward objects alone. Never carry more
than one object at atime, and be particularly careful with long objects.

Except for small items, always grasp an object with two hands, and
grasp the largest part or body of the object. Slide one hand under
fragile items as you lift them.
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If an artifact has a weak or damaged area, place or store it with that
areavisible.

Special Objects

Mounted herbarium specimens should be laid on aflat surface and the
folder cover and specimens handled gently, taking care not to bend the
sheets or touch the actual specimen.

Pinned insect specimens should be handled as little as possible, and
then handled by the pin. Avoid bumping and strong drafts when
handling these specimens.

Skulls and skeletons should be kept in their jars or containers while
examining.

Ceramics and baskets should be supported from the bottom, never
lifted by the rim or handles.

Photographs, transparencies and negatives should be handled by the
edges, and should remain in protective mylar sleeves whenever
possible. White gloves should always be used when handling
photographs.

Unrolled textiles should be broadly supported from underneath rather
than by holding from the edge.

Reporting Damage
Please report any damage you observe or cause to specimens.

Behavior

Food, beverages, smoking, and pets are not allowed in the storage or
study areas.

Staff members are responsible for the behavior of any person
accompanying them into the collections.

Children under six years of age must be accompanied by an adult and
physically controlled at al times. Other minors must be under the
direct supervision of an accompanying adult at all times.

| have read and understand the above policy.

Name Date
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Guidelines for Photography of Collections and
Duplication of Historic Documents

[Name of Park]

This policy documents appropriate procedures for providing photographs
of [name of park] National Park museum collections, and for duplicating
original historic photographs and documents. The policy is intended to
prevent damage or loss through mishandling or exposure to detrimental
environmental conditions.

Duplicate Photographs of Museum Collections

There are many possible uses for photographs of the items in museum
collections, the most common being exhibits, publication, and research. It
isthe policy of the National Park Service to encourage the use of NPS
collections in these legitimate ventures and to make photographs of
museum collections available within reasonable limitations.

Photography involves exposing often fragile museum objects to potential
damage or loss from handling and exposure to heat and light. The NPS
minimizes this potential damage by photographing items as few times as
possible. To accomplish this, the park will develop areference collection
of object photographs that will be available for public use. A minimal fee
may be required for copies of the photographs.

In order to provide this service, and to build the necessary reference
collection, the following procedures will be followed:

Requests for photographs of items in the museum collections will be
submitted to the park curator, who will establish any necessary priority
for the work. Requests should be made on copies of the attached form.

Requested items that do not have copy negatives will be photographed
based on these priorities. A cost recovery charge for photography and
processing may be required.

Photography will be done at the park, under park control, to preclude
the possibility of artifact damage or loss. The resulting photographic
negatives and their copyrights belong to the National Park Service.

Mojave National Preserve Museum Management Plan 87



Once an object has been photographed, the negative will be
maintained at the park to fill future requests for photographs of that
objects. A minimal cost recovery charge through the Park Association
maybe required for prints.

Duplication of Historic Photographs and
Documents

All historic photographic processes and document types are subject to
rapid deterioration from exposure to visible light and are very susceptible
to damage from handling. Handling is often disastrous to these materials
and causes damage such as tears, cracks, abrasions, fingerprints and stains.
Handling also subjects historic photographs and documents to frequent
fluctuations in temperature and humidity.

To prevent further deterioration, copies will be made of al historic
photographs and documents, with the copy replacing the originals as the
primary item for research and use. The original material will remainin
storage, for the most part, as primary source material.

Increased requests for access to and copies of historic photographs and
documents will require the following procedures to establish priorities for
the duplication work:

Requests for duplicate historic photographs and documents are
submitted to the park collections manager who will establish any
necessary priority for copy work.

Requested items that do not presently have copy negatives will be
duplicated based on these priorities. The originals must be accessioned
and cataloged into the park collection. A cost recovery charge for
duplication may be requested.

Duplication will be done at the park, or under park control, to preclude
possibilities of loss or damage of the originals.

Once the photographs have been duplicated, copy prints and modern
negatives of the originals will be maintained and used for intellectual
access and for further duplication. Microfiche copies of historic
documents will also be maintained and will be available for use. A
cost recovery charge may be required for copy prints.
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The park will provide the sufficient quality duplication necessary to fulfill
all the normal requirements for suitable reproduction. Outside individuals
or organizations that request use of the images will be required to use only
those copies provided by the park; and they will be obligated to
acknowledge NPS credit if the photographs are published or exhibited to
the public. By law, users must also credit the photographer, if known.
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Request for Photographs of Items from the
Museum Collections

[Name of Park]

Catalog # Object Name B&W/Color

The undersigned agrees to provide the following credit statement for all

publication use:

"(object name and catalog #) in the collection of [name of park]. Photograph

courtesy of the National Park Service."

Signature

Date
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Appendix C—
Suggested Library
Operating Policy

This template may be used by the Preserve to write its own operating
policy.

Introduction

The libraries at [name of park] are an essential resource that enables staff
to carry out the park's mandate. The operating policies establish guidelines
and standards for developing and operating the libraries, and provide
stability, continuity, and efficiency in their operation. The policies are
intended to guide and support decisions of the library manager and to
inform park staff and other users of the library's objectives. Operating
policies will be reviewed and updated by park staff every two years and be
approved by the superintendent, unless policy changes require action
sooner.

Objective

The primary objective of the [name of park] librariesis to select and make
available material that assists park staff and site-related researchers in their
work. Primary emphasis will be the support of interpretive services to park
visitors.

Responsibility

Implementation of this policy is the responsibility of the library manager.
This person will be designated by the superintendent and will be
responsible for compiling alist of desired acquisitions, promptly adding
new library items to the collection, shelving materials, ensuring that
material is returned in proper condition, accounting for the collection, and
maintaining catalog materials in computerized and physical form.
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Scope of Collection

The collection consists of books, periodicals, microfilm, videotape, maps,
photographs, and a vertical research file. These materials cover [emphasis
of the park], park mandate and development, and NPS material.

Materialsin the library will pertain to the following:

[List areas of interest to the park, including cultural and natural resource
management, law enforcement, maintenance, administration, and
interpretation].

Selection Guidelines and Procedures

The Division of Interpretation and Education and the Division of Natural
and Cultural Resources will use the following criteriain selecting
materials for the library:

Importance of the subject matter to the collection
Authenticity and accuracy

Permanent value and/or historic potential
Author’ s reputation

Publisher's reputation and standards

Readability

Price

Availability in nearby libraries

The library manager will compile alist of desired acquisitions in August
of each year. Input from all staff will be considered. Copies will be
forwarded to the superintendent and team leaders for budget and reference
purposes.

Microfilm

The microfilm collection will include materials unavailable or
prohibitively expensive in their original form.
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Periodicals

In addition to genera library selection criteria, periodical selections will
consider the following:

Periodicals must supplement the collection as an additional and current
source of information.

Periodicals must occasionally or regularly publish popular articles, or
historic articles of use or interest to the park staff.

Operating Guidelines
Loan Privileges

Borrowing privileges are extended to al NPS employees and volunteers at
the park. There is a 30-day limit on individual loans. The 30-day loan
period can be extended at the discretion of the park library manager. The
library manager is responsible for reviewing the card files no less than
once a month and contacting staff with overdue materials. No more than
three items may be checked out at one time.

At the discretion of the park library manager or the chief of natural and
cultural resources management, library privileges may be extended to the
following:

NPS employees from other areas.
Contractors conducting research in the park.
Researchers with valid research needs at all levels.

Other users who will benefit the park and not interfere with normal
operations.

Non-NPS library use will be restricted to on-site use. The
superintendent may make exceptions. Use of the library by non-park
staff will be by appointment with the park library manager. Use will be
supervised; users will sign in and check out. The library will maintain
an attendance log of non-park users.

Returned materials are to be placed in the “ Return” box. The park
library manager is responsible for re-shelving and re-filing materials.
No other person should re-shelve books. Materials should be re-
shelved at least on abiweekly basis.
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Damage and Loss Policy

Borrowers will replace lost or seriousy damaged materials and, if
materials are not immediately available, reimburse the park with the cost
of replacement. If materials are not replaced or compensated for within a
period of 90 days, abill of collection will be issued for the estimated
market value of the materials.

Abuse of library materials and privileges will result in the loss of library
privileges.

Vertical File

The library will maintain a vertical file. Thisfile contains information
about the park, photocopied material not suitable for cataloging into the
regular collection, pamphlets, articles, and personal accounts from diaries,
journas, letters, and newspaper clippings. Materials in this file will be
cataloged into a vertical file index, which the park library manager will
maintain. This file will be updated yearly in January.

Paperbacks
Paperbacks will be acquired for the following reasons:
Titleis not available in hardcover.
Substantial price difference exists.
Subject is estimated to be of current interest only.
Duplicates

Duplicate copies of heavily used materials will be acquired when needed.

Replacement

After all reasonable efforts have been made to recover lost or stolen
books, replacement will be attempted if there is a demand and/or the item
meets selection criteria. If possible, a replacement should be purchased by
the individual to whom the lost book was |oaned.

Gifts

Gifts of materials that meet the selection criteria may be accepted with the
understanding that:
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The park retains the right to keep, use, or dispose of them as deemed
appropriate by the superintendent.

The materials will be integrated into the regular collection.

Park staff will give no appraisals for tax purposes, but the park library
manager may assist in the following ways:

Suggest sources of such information, such as dealers' catalogs

Provide areceipt describing the donated items but not assigning a
value to them.

Controlled Access Collection
A locked cabinet will be maintained in the library with rare and fragile
materials. Items will be considered for inclusion in this cabinet if they:
arevirtualy irreplaceable.
have a monetary value over seventy-five ($75.00) dollars.
have particular historic interest to the park.
have unusual attractiveness or interest.
arein fragile or delicate condition.
Materials from this collection will be loaned only at the discretion of the

superintendent. Titles will be noted in the catalog as being in the cabinet.
A separate list of these materials will be maintained in the cabinet.

Exhibited Materials

The library manager will compile and maintain alist of al books,
periodicals, and maps that are used as furnishings and are not part of the
library. Thelist will be kept in the controlled access area.

Interlibrary Loan

Interlibrary loans will be made only through the [name of regional library
or support office]. Loans will be made of non-sensitive materials only, and
the concurrence of the park library manager is required. The log of loaned
materials will be kept.
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Vertical File Policy

Items in the vertical file may be checked out in the same manner as books
unless they are specifically marked to the contrary. When borrowing a
vertical file, the entire folder must be taken and all materials returned to
the re-shelving area.

Photocopying

Photocopying of materialsis permitted except in the following situations:
Materials could be damaged by flattening the binding or exposure to
light.

Materials are marked “ Do Not Copy.”

Material photocopied for use outside the park must be labeled as follows:

NOTICE:
Copyright law found in Title 17, U.S. Code

may protect this material.

Adding New Publications

The Library of Congress Cataloging System (LCS) is used at [name of
park]. The following steps will be taken when new publications are added
to the system:

1. The Administration Office will receive new books and attend to all
invoice matters.

2. The new books will then go to the library manager.

3. The library manager will photocopy the title page and the reverse page,
and forward the copy to the [name of regional library or support office].
The library staff will catalog the book, add it to the card catalog, and
prepare labels for the book.

4. The library manager will prepare an accession record for the book
consisting of date received, cost, source of acquisition, and condition.

5. While books are being added to the catalog, they will be placed in the
controlled access area; they can be used in the library only with the
permission of the library manager.
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6. The library manager will prepare a monthly memo for the park staff,
listing the new additions and providing the title, author, and a short
summary.

7. When cataloging is completed and labels arrive, the library manager
will affix labels, pocket, and checkout card to the publication.

8. Books will then be shelved according to their LCS number.

9. Every four months the library manager will update the park's
computerized catalog with the most current copy from the [name of
regional library or support office] library. At thistime, hard copies of the
author, title, and subject listings will be added to the library reference area.

Excluded Publications

With the exception of the categories listed below, all books purchased
with NPS or cooperating association funds will be accessioned and
cataloged into the park library in atimely manner. Excepted categories
include the following:

Dictionaries, thesauruses, word finders, usage guides, or similar
reference guides

Other books regularly needed by employeesto carry out their day-to-
day duties, such as safety manuals, fire codes, regulations, laws,
museum manuals, and public health manuals

Annual publications, such as almanacs, price books, catalogs, and zip
code guides

Publications purchased as part of an approved training program

Books in the excepted category may be included in the collection at the
discretion of the library manager.

Inventories

The library will be inventoried annually in October. An up-to-date shelf
list will be acquired from the [name of regional library or support office];
the library manager will match the shelf list with current holdings and
account for all missing books. Books that cannot be found will be listed on
amemorandum, which will be circulated to staff for input. If this process
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produces no results, the list will be forwarded to the [name of regional
library or support office] for deletion from the catal og.

By the end of each fiscal year, the park library manager will compile alist
of acquisitions of the past year, noting source and cost. The list will be
forwarded to the [name of position].

Binding
Unbound or paperback material will be bound at the recommendation of

the library manager when value, condition, or frequency of use justifies
this step.

Weeding

The removal of material from the collection judged to be of no use for
research or documentary purposes will occur on ayearly basisin October.
Weeding will take place at the time of the annual inventory, and library
managers will use the same criteria used in the selection of new materials.
Items considered for de-accession should exhibit the following
characteristics:

Information outside of the scope of collection
Outdated information
Inaccurate information

Irreparably damaged or worn materials

All items, including those that exhibit the above characteristics, should be
carefully considered for possible historic value.

Weeding Procedure
Items are removed from the collection following the above criteria.

Selected materia isincluded in amemo and circulated to park staff.
Final approval of weeding is made by the chief of natural and cultural
resources management.

A Report of Survey (DI-103) is prepared and circul ated.
Library records will be updated.
Cataloged items are offered to the following:
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a) [Name of regional library or support office]
b) [Name of region] Region Units

c) HarpersFerry

d) Department of the Interior Library

e) Library of Congress

Materials may be disposed of to other institutions at the discretion of the
park library manager with the concurrence of the [name of position]. The
library will be weeded in October.

The staff at the [name of regional library or support office library] may be
contacted with questions concerning library management or operations not
specific to the park at [phone number].

Approved by:

Superintendent Date
Team Leader Date
Library Manager Date
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Appendix D—
NPS Records Management

The underpinning philosophy and paradigm of records management within
the National Park Service is being rethought in light of NPS best practices
and continuing technological impacts on communications. The
Department of the Interior (DOI) and NPS have identified the need for
continuing management of park cultural and natural resources in two
concepts: “Mission Critical Records,” as presented in Director’s Order 19
(DO#19) and “ Resource Management Records,” as presented in the DOI
and Nationa Park Service museum management policies.

DO#19 specifically identifies mission critical records as having the
highest priority in records management activities. Mission critical records
are al records documenting natural and cultural resources and their
previous management. These records contain information crucial for the
future management of the resources and include “ general management
plans and other major planning documents that record basic management
and philosophies and policies, or that direct park management and
activities for long periods of time.” Other examples of mission critical
records include records that directly support the specific mission of a park
unit and the overall mission of the National Park Service. These records
are permanent records that will eventually become archival records.
Therefore, DO#19 dictates that these records should receive archival care
as soon as practical in their life cycle.

Similar to that of mission critical records is the concept of “resource
management records.” The DOI manual’ s definition says that resource
management records are “ made or acquired by the federal government to
record information on cultural and natural resources.” Asdescribed in the
Cultural Resource Management Guideline (NPS-28), resource
management records document park resources and serve as key
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information for their continuing management. Accordingly, they are
classified as“ library and museum materials made or acquired and
preserved solely for reference or exhibition purposes.” Therefore, these
materials are excluded from the National Archives definition of records.

However, in the last few years, the definition of resource management
records has broadened beyond reference or exhibition materials. Many
official records have also been designated as important for the long-term
management of park cultural and natural resources. In the past, official
records could not be added to a park’s museum or library collection. But
records generated by the planning process and compliance review actions
of resource management are important official records that never reach an
inactive status.

The past system of records management and disposition as promulgated in
NPS-19 focused on “ official records’ and * unofficial records.” Official
records were original documents created or received by a park in the
course of performing the daily business of the NPS. Unofficia records
encompassed duplicate copies of official records and documents generated
in association with a resource management project (e.g., archeological
field notes). Non-official records were materials not created by a
government agency, and included donated manuscripts (e.g., letters
written by an eminent figure associated with the creation of a park),
collections of persona papers, organizational records of non-governmental
entities such as businesses or civic groups, and collections accrued by
private individuals.

Only unofficial and non-official records could be placed in a park’s
museum collection, after evaluation against the park’s Scope of Collection
Statement (SOCY) for retention, if appropriate. By law NARA has been
responsible for the official records of the federal government, once the
records are no longer actively needed and have reached their disposition
date. Non-official records, such as manuscript collections, were not
governed by the NPS Records Disposition Schedule and NARA and
included in a park’ s museum collection based upon its SOCS.
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Under the new methodology, instead of arecord’s importance being
primarily dictated by itsform (asigned original or a copy), arecord's
primary importance is to be determined by the actual information it
carries. This philosophy divides records into “ permanent” and
“temporary;” copies are to be considered just copies and so are not
addressed. Permanent records have continuing value to resource
management. Temporary records have a limited use life in the operations
of a park (or support office). Thereis also discussion of the notion of

“ permanently active” records, those materials needed for the long-term,
ongoing management of park resources for the NPS to fulfill its agency
mandate. The criteriafor permanent and temporary also take into account
the office of creation—a permanent record for one office, such asa
regional office, may be temporary for a park because it is a distributed
copy for general reference only. Temporary records are to be retained as
long as indicated by the revised Records Retention Schedule. After their
allotted retention time, temporary records may be disposed of by parks or
retained longer if still needed.

Many of the disposition time frames outlined in NPS-19 have been
retained in the new DO#19 retention schedule. This appliesin particular to
fiscal, routine administrative, law enforcement, forms covered under
NARA General Records Schedule 20, and other daily operational
materials. Permanent records may also be retained as long as actively
needed for use and reference. Under the new DO#19, permanent records
are to include land acquisition records, park planning documents,
documents pertaining to cultural and resource management decisions and
projects, and documents pertaining to the history of the administration and
interpretation of a park.

The concept of resource management records has been broadened in
DO#19 from definitions in NPS-19 that classified only associated project
records as permanent, such as archeological field notes and natural history
project data. Currently, the National Park Service Records Advisory
Council (RAC) has suspended disposition of certain officia records that
may be important for parks to retain on-site. The new, broadened concept
classifies as permanent a wide array of documents previously considered
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temporary (such as construction reports) because the subject of the
document is a park resource or substantially impacts a park resource.
Thus, for example, previoudly all contracts were considered temporary,
whereas the broadened definition of resource management records
considers contracts on cultural resources (e.g., a historic building on the
National Register of Historic Places) permanent.

Under the new NARA protocol, parks will have three avenues to choose
among to provide accessibility to their inactive (no longer actively needed
or in use) records before the records are permanently destroyed or retired
to the National Archives. Under the new proposal, parks may still send
inactive records to aNARA Federal Records Center for public access and
storage following the current procedure, but now afee will be charged by
the Office of Management and Budget ($3.28 per cubic foot as of Oct.
2000). This chargeis currently being paid by WASO for all parks.

Parks can now arrange for storage at an off-site commercial repository, or
to retain their own records on site. In both cases, professional archival
parameters of preservation and access set by NARA must be met. These
archival parameters include security, fire protection, appropriate storage
techniques, climate controlled environment, and widely disseminated
collection finding aids. Once the inactive records have reached their
disposition date, records are to be destroyed or transferred to the National
Archives for permanent storage. These new changes in records definitions
and storage procedures will not be reflected in DO#28 Cultural Resources
Management Guideline and the NPS Museum Handbook, Part I1,
Appendix D, “Museum Archives and Manuscript Collections,” until these
documents are revised.

Records managers recommend parks establish comprehensive, stand-alone
project files for resource management, major special events, park
infrastructure and research projects, and that these project files not be
assigned NPS file codes. These files should contain copies of finalized
contract documents including substantive change orders and
specifications, DI-1's, “as-builts’ for finished construction projects,
related project planning documents, and all documents illustrating all
decisions made and why.
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For research projects, project files should aso include copies of all
researcher field notes, laboratory notes and results, a copy of the find
report and report drafts, and any other materials generated by the project
in question. Thus, staff are assured that a full set of documents covering an
entire project are gathered, in order of creation and project evolution, in
one place. It also averts problems when some fiscal records are filed
separately from other project materials, thus potentially loosing critical
datafrom a project’slife history. These project files, upon completion of
the project, should then be retired to the park’s museum archives for long-
term reference. The separation of routine administrative records from
project records is recommended practice in the General Records Schedules
aswell. NARA expects that routine administrative records are temporary
with short retention spans before destruction. Project records, on the other
hand, are expected to have long retention periods, be permanent, and have
potential (if not anticipated) archival vaue.

The Museum Handbook, Part I1, Appendix D, “Museum Archives and
Manuscript Collections,” governing the creation and management of park
archives and manuscript collections, does not reflect this paradigm shift. It
reflects the guidelines of NPS-19, and states that non-official records, or
only “ associated project records,” are eligible to be retained by a park for
its museum collection archives. The new paradigm is also not reflected in
DO#28, Cultural Resources Management Guideline. Both Appendix D
and DO#28 will be revised to reflect the changesin NARA policy and
NPS records management upon their finalization.
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Appendix E—
Preparing Inactive Records
for Transfer to Storage

The records management program is able to assist park divisions,
branches, and offices to professionally and legally manage the records
created and received in the course of performing the park's business. This
program can provide legal and technical advice regarding the management
of records in offices aswell asin park retention storage locations housing
inactive records. Retention periods for National Park Service records are
specified either in the General Records Schedule (GRS), the Federal
Government’ s guideline on retention/disposition of records common to all
government agencies, and NPS-19, Records Management Guideline,
Appendix B, Records Retention Schedule.

It isthe responsibility of each park office wishing to retire inactive records to
fully prepare them to the specifications that follow before they may be
transferred to the park museum collection. Once thisis done, the park curator
or higher representative will visit the office to verify the preparation and
physicaly transfer the records to the museum collection. Of course, park
museum staff will be happy to provide assistance in the interpretation of
these instructions at any time during the preparation of records for transfer.

No records are to be dropped off at the curator’ s office without full prior
preparation and approva of the curator.

Records received unannounced or unprepared will be returned to the
owning office.

ALL files pertaining to agency business are government property, not the
property of the individual employee.

Preparing Records for Transfer

Use only approved GSA Records Storage Boxes, NSN  8115-00-117-
8249, or approved archival boxes. These boxes can be ordered through

Mojave National Preserve Museum Management Plan 107



GSA for large quantities of records, or the park museum may be able to
provide boxesif only afew are required.

Remove al files from hanging folders and three-ring binders. Place in
appropriately sized (legal or letter) foldersthat fully contain the records
without folding. Any file exceeding one inch in thickness, such asthick
files contained in binders, must be split between multiple folders (place
in two or more folders). This rule does not apply to Contracting Project
files, which are self-contained packages and may be thicker. Number
multiple folders "F1/2, F2/2", etc.

Make certain EVERY folder has a clear |abdl, typed or nestly
handwritten, indicating a clear, descriptive title of the contents, the date
or date range of the file and, preferably, afile code and retention period.
NPS file codes are not mandatory, but they make records review and
disposition actions must faster and ssimpler and provide a common
scheme for filing of related documents. File codes are not necessarily
appropriate for project files as they may contain alarge variety of
materiasthat do not fit within afile code.

Remove al personal materials and multiple copies of documents (keep
no more than two). Remove all blank forms.

Remove al office supplies and computer materials such as desk
supplies, computer manuals, miscellaneous diskettes, etc.

Consult with Records Management staff for assistance with odd-size
and unusua format materials such as engineering drawings,
photographs, audio and videotapes, etc. Do not combine these materials
in boxes with standard-sized recordsin folders, unless they are an
integral part of aparticular file. NEVER fold oversize materials to fit
into record storage boxes.

Electronic Records

108

Many word-processed and other types of documents are now received in
electronic format and are used that way in park offices. The preservation
of recordsin electronic format is a very problematic issue, one which
much larger agencies are having difficulty grappling with. The park
curator advises all park departments that preserving records in electronic
format is not possible at this time, as neither the hardware nor software
capability to do sois available.
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Make sure to print hard copy of critical and important records and interfile
them with the related paper records. Hard copy records have a proven
history of preservation capability. The curator will be happy to discuss the
management of databases in electronic form for long-term storage and
preservation. All electronic mail and word processing documents that must
be retained for either temporary legal purposes or are permanently
valuable as archival materials MUST be printed and transferred to records
storage in hard copy format.

Records Series and Records Disposition

In archives and records management terminology, records are dealt with in
groupings caled “ series” A seriesisagroup of records which may be
defined either by format or conditions of creation or use. A more formal
definition may be “file units or documents arranged according to afiling
system or kept together because they relate to a particular subject or
function, result from the same activity, document a specific kind of
transaction, take a particular physical form, or have some other relationship
arising out of their creation, receipt, or use, such as restrictions on access and
use.” A records seriesis generaly handled as a unit for disposition
purposes.*

Examples of seriesin National Park Service recordsinclude: contract
project files; time and attendance records; alphabetical subject files; purchase
orders; and press releases. Records are handled in series because these
categories may be designated within the Nationa Park Service Records
Disposition Schedule for authorized lega periods of retention. Some series
(such as budget, human resources, and contracting) records may be
destroyed after keeping for a certain period for lega purposes. Other types of
records, generaly all records dealing with management of resources and
administrative decision process, etc., have permanent value and are retained
as archives collections. For this reason, the museum staff asks that records be
managed and retired in identifiable series to increase the ease of handling

1 Definitions provided in this paragraph are taken from Appendix D: Glossary,

Disposition of Federal Records. A Records Management Handbook, Washington, DC:
National Archives and Records Administration, 1992.
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when assigning retention periods and, later, in destroying or transferring
records to appropriate locations.

“Disposition” in records management is defined as “ the actions taken
regarding records no longer needed for current government business.” These
actions can include transfer to storage facilities, destruction, or transfer to
archives. In thisinstance, “ disposition” does not automatically mean
destruction.

Packing Records for Transfer
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Try to place only one record series with one disposition date in a box.
Records will later be disposed of by box, not by removing individual files
from boxes. Example: Place dl retiring DI-1sin agroup of boxes. Thisis
one “series’ of records, all one document type with al the same destruction
date. If asingle series doesn't fill abox, different series may be combined in
abox for space economy, aslong asthey are clearly labeled.

Pack the files in the same sequence in the cartons as they are arranged in the
file drawer, using the same filing system as that used in the office. Place
folders with labels facing the front of the box (label area), or facing to the
right of front if the folders are legal sized.

Do not over pack boxes. One must be able to dip a hand easily between
folders and get into the hand-holds. If thisis not possible, the box istoo full.

Label each box asitisfilled. Label only in PENCIL! Labeling should
consist of the following: the owning office symbol plusfiscal year in the
upper left hand corner label area and the sequential number in the upper right
hand corner. Number sequentidly, e.g., /12, 2/12, etc. If it is unknown how
many boxes there will be, just enter the sequence number, then add the
whole number to al boxes after completion of the packing job, eg., 1/, 2/,
3/, 4/, then go back and add in the total box count at the end: 1/4, 2/4, 3/4,
4/4. The office may contact the museum staff for assigning a unique
accession number prior to ascertaining boxes are fully identifiable, especialy
if multiple groupings of records, or series, will be retired at the sametime.
Each series group will be assigned a unique number by the museum staff for

Mojave National Preserve Museum Management Plan



control purposes and to facilitate later destruction or other action. A fully
labeled box may resemble this example:

ACP-99-2 BPA Records Box 1~

This example identifies the second group of records (the "2" is assigned by
the Records Center) retired from the Contracting and Procurement Officein
Fiscal Year 99, which consists of BPA Records and isthe first of two boxes
in this grouping to be prepared and retired to the Records Center.

For security, aswell as neatness, do not identify the contents of the box on
the outside, beyond the smple title shown in the example above. The
detailed contents will be outlined in the inventory document.

When packing records, do not stack boxes over four high, any higher tends
to begin crushing the boxes. A stack of four boxes can easily be loaded on a
hand truck for transport without additional handling.

Preparing Records Inventory or Transfer List

Prepare arecords transfer document consisting of agenerad list of the
contents and boxes. A detailed listing of foldersis not needed because this
information will be entered into the master database at the park museum. If
everything iswell labeled, this database input can occur very quickly at the
museum, and a printed copy of the inventory will be returned to the office
for incorporation into the Department’ s I nactive Records Binder. Thisisa
good chance to double-check to ensure that adequate and consistent labeling
has been applied to ALL foldersin the box. The general listing may provide
the name of the records series, the date range of the records, the number of
boxes in the group to be retired, and disposition information if known, also
any information that may assist the museum staff in preparing or managing
the files during their retirement period.

Where there are multiple folders of asingle records title and date range, they
will be listed in the database inventory as a group as shown below rather
than individually for space and time efficiency. Please ensure that related
groupings are appropriately marked with sequential folder numbers, eg. 1/3,
2/3, 3/3. Theinventory listing will appear as:
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"BPA File- Ace Hardware - 3 folders

Some types of documents have their own unique number sequences, such as
contract files, purchase order files, and time and attendance files by pay
period. These types of documents may continue to be in folders as they were
in the department (e.g., accordion folders containing all time sheetsfor a
single pay period, etc.). The complete number range of such documents
should be correctly listed on the folders, so when the folder headings are
used to create the inventory, the information is complete and correct. When
preparing the inventory, list the documents in their normal numbering
sequence. Consult with records management steff for assistance.

Transferring Prepared Records to the Park Museum

After al above steps have been completed, contact the curator to request
physical transfer of the records. The curator or a member of the records staff
will come to review the preparations and physicaly transfer the recordsto
the park museum.

The records always should be physicaly transferred by museum staff, to
protect against damage or |oss to the records or personal injury during
moving.

An appointment will be scheduled to complete the physical transfer to the
Park museum. Depending on the current demand, pick-ups may be delayed
because of other records intake actions in progress which may be occupying
the limited workspace. Records will be picked up as quickly as possible.
PLEASE do not move the records to a dangerous storage environment—a
basement or unheated building in the park—while waiting for pick-up!

After-Transfer Actions
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Museum staff will review records boxes and transfer documentation, and
make any necessary corrections. Museum staff will perform database entry
of theindividual file foldersin the records accession. Finalized copies of the
inventories and transfer forms will be placed on file in the park museum with
atickler system for later action on the records. The staff will send a printout
of the completed inventory back to the office, dong with arevised Table of
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Contents for the Department Inactive Records Binder including the newly
accessioned and processed material. Please follow the instructions with the
inventory and in the Records Binder to incorporate this new materia into
your department’s binder.

Recordsthat areretired by park officesto the park museum remain the
property of the office. They will not be available for research to anyone
except that office's personnel without the express written permission of the
office head.

Records that need to be recalled by the office should be referred to by the
accessi on number, the box number, and the folder title as listed on the
records inventory in your department’s I nactive Records Binder.

Office staff may request the return of records for a period of 30 days,
renewable, or a photocopy of the records. Thisisto ensure that retrieved
records do not become lost and unavailable for further review as needed.
One office employee must sign for the records to ensure accountability
during the time they are removed from storage.

As scheduled review dates for the records come up, the museum staff will
communicate with the owning office regarding the ongoing value of the
records for government business. Reviews should occur approximately every
two years. These reviews form the basis for further records actions which are
normal in the life cycle of records. Many financial and human resources
records may be destroyed within a certain period of years. The Records
Action Form will initiate further actions, such as a decision to retain records
in the park museum for additional time, for destruction, or for transfer of
permanently valuable recordsto the park’s archives.
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Appendix F—

Transfer of Resource
Management Field Records
to Museum Archives

Suggested Standard Operating Procedure

The purpose of this SOP isto aid park staff in accomplishing their
responsibilities according to DO#77 (Natural Resources Management
Guideline), DO#28 (Cultural Resources Management Guideline), DM 411
(DOI Property Management Regulations), DO#19 (Records Management
Guideline), 36 CFR 2.9, and legislation associated with archiving resource
management records.

The [name of park’s] Museum Management Plan documents the need for
guidelines on the management of archival material. Recommendations
include retention of reports of archeological, historical, architectural, and
other scientific research conducted within and for the park.

The parks' archives include many unigue information resources that need
professional organization and arrangement to promote their most efficient
use. Park resource management staffs generate records on adaily basis
that should be considered for inclusion in the park archives. Staff is
creating data sets, photographs, maps, and field notebooks that future
generations will need to access to research the history of cultural and
natural resource projects at the parks.

Park staff are involved in capturing fire monitoring data, plant collections,
air quality research, and a host of ethnographic and archeological research.
Preserving the corporate knowledge of each of these individual activities
depends ultimately upon the archival process. The organizing thread, then,
should be the project itself.
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Archeological Records
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Government-wide regulations for the curation and care of federal
archeological collections required by the National Historic Preservation
Act (NHPA), the Reservoir Salvage Act, and the Archeological Resources
Protection Act (ARPA) were issued in 1990 as "Curation of Federally
Owned and Administered Archeological Collections' (36 CFR 79). These
regulations establish procedures and guidelines to manage and park
collections. They also include terms and conditions for federa agenciesto
include in contracts and cooperative agreements with non-federal
repositories. This document covers excavations done under the authority
or in connection with federal agencies, laws, and permits (Antiquities Act,
Reservoir Salvage Act, Section 110 of NHPA, ARPA). It also appliesto
the collections and the generated data, or associated recordsand is
applicable to both new and preexisting collections

Associated records are defined as "Original records (or copies thereof) that
are prepared, assembled and document efforts to locate, evaluate, record,
study, park or recover a prehistoric or historic resource. Some records
such as field notes, artifact inventories, and ora histories may be originals
that are prepared as aresult of the fieldwork, analysis and report
preparation. Other records such as deeds, survey plats, historical maps,
and diaries may be copies of original public or archival documents that are
assembled and studied as a result of historical research (36 CFR Part
79.4.a2)."

These guidelines are provided so future materials can be processed and
included in the collection in a systematic fashion. Staff may also use this
procedure for materials already in their possession in preparation for the
materials being accessioned or registered by the archivist under the park
museum collection accountability system, the National Park Service
Automated National Cataloging System (ANCS+). Accessioning is the
preliminary step in identifying collections that will later be cataloged and
processed to NPS archival standards. Eventualy, finding aids are created
to enable staff and researchers to easily access information in the
collection archives.
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Staff cooperation in carrying out this SOP will greatly accelerate the rate
at which materials are processed. Subject matter specialists involved in the
creation of these materials carry the greater knowledge about these
collections. The quality of the final product will depend upon the quality
of staff involvement in the process of identifying the exact nature of
archival materials.

Checklist for Preparing Field Documentation

1) Obtain an accession number from the park curator at the
commencement of all new field projects.

2) Label ALL materials with the project accession number. Use a soft |ead
pencil for marking documents or files and a Mylar marking pen for Mylar
enclosures such as side, print or negative sleeves.

3) Materials must be arranged by material type such as field notes, reports,
maps, correspondence, photographs, etc. Each group of materials should
be stored in individual folders or acceptable archival enclosures.

4) Resource management staff is responsible for turning over al project
documentation to the park curator upon completion of a project. In the
interest of preserving institutional knowledge, leave collectionsin their
original order. Original order means the organization system created by
the originator of a document collection. Resist the urge to take important
documents from these collections. If something is needed for future use,
copy it or request that the curator make a copy. After copying, replace the
document or photo where it was found. Much information about past
projects has been lost because collections has been picked apart.
Remember these materials will always be available. That is the whole
point behind establishing archives.

5) When the archival documentation is transferred to the park museum, the
form below should be provided. This form includes the project title,
principal investigator, date of project and a history of the project. The
name of the individual who obtained the accession number should also be
listed. The type and quantity of documentation would be included as well,
such as maps (13), field notes (4 notebooks), Correspondence (3 files).
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Project Identification Sheet (use one sheet for each project)

Accession No: (Assigned only by the curator)

Your name, title, office:

Project Title

Principle Investigator and position during project. Please list staff who might have aided in the
project implementation.

Researcher's office location and extension, or current address, occupation, and employer or
contact number.

Type and quantity of materials in collection(s) (specimens, papers, files, reports, data, maps,
photo prints/negatives/slides, computer media - format/software?) Condition. (i.e. infested, torn,
broken, good) Attach additional paper if necessary.

Scope of Project:

Is this collection part of an ongoing project to be updated annually?  Yes No
Research goals or project purpose and published or in-house reports to which collection relates

Abstract of collection content. Keywords referring to geographical locations, processes, data
types, associated projects. Indicate whether specimens/objects were collected. Attach additional
paper if necessary.
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Planning for the Curation of Resource
Management Records

Records in the Field

Anticipate the kinds of documents that will be needed in the field to record
data and use archival materials to produce them (e.g., field excavation
forms, field notes, photographic logs, transit data, maps, level records, and
videotape). Use archival quality materialsin the field. This can reduce the
cost of copying information onto archival quality media later. Remember
that documentation on electronic media alone is not sufficient because of
the lack of long-term stability of these media and their contents.

The records created in the field, aswell asin the lab, are vulnerable to
insects, vermin, mold, humidity, light, temperature changes, and
mishandling. They are also vulnerable to a variety of environmental
threats, such as roof leaks, flooding, fire, and asbestos problems, and to
theft or other malicious action. The following are a number of general
recommendations to follow in the field and lab in order to promote the
long-term preservation and viability of the great variety of records created:

Use appropriate long-lived mediafor all record types.

Use permanent and archival stock in paper, ink, lead pencil, folders,
and boxes.

Inspect and redo damaged or inadequate records.
Label everything, or their containers.

Use appropriate storage for al mediain the field in order to protect
them from poor environmental conditions and threat of fire or theft.

Carefully consider existing guidelines and equipment for digital and
audiovisual media, make sure backup copies and hard copy printouts
exist, and migrate data to updated software on aregular schedule.

Ensure that project information and datais captured by appropriately
knowledgeable staff.

Paper records

A number of conservation principles should also be considered for each of
the primary types of media used for associated records.
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Use high apha cellulose, lignin free, acid-free paper, especialy for
field notebooks, and standardized forms.

Record information using archival (permanent carbon) inks or #4 (HH)
pencils.

Protect paper from water and humidity, and minimize its exposure to
light.

Try not to fold or roll paper.

Store papersin archival foldersin polyethylene boxes.
Photographs

Protect all photographic materials (e.g., film, prints, slides, negatives,
and transparencies) from heat, rain, and wind. Store them in archival
folders in polyethylene boxes.

Maintain alog of all photographic images.

Only handle photos aong their edges. Do not touch the image with
bare fingers.

Do not use paper or plastic clips, rubber bands, pressure sensitive tape,
adhesive or pressure sensitive labels, or Post-it® notes directly on
photographs.

Do not put photographic materials, except unused film, in cold storage
without reformatting them for access and duplication.

Magnetic Records

Protect all magnetic materials (e.g., audio tapes, video tapes) from
heat, dust, and dirt.

Consider the equipment required to play the audiovisual material and
the longevity of that equipment.

Label al recordsin a permanent, carbon-based ink.
Store the records in their cases in polyethylene boxes.
Cartographic and Oversized Records

Oversized records should be stored flat in folders, preferably in map
cases. Do not roll or fold.

Protect paper from water and minimize its exposure to light.
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During storage and use, protect oversized records from tears and rips.
Do not use tape to repair tears.

Label the oversized folders in permanent, carbon-based ink.
Digital Records and Data

Produce your master records in uncompressed TIF format, if possible.
Avoid using proprietary file formats or loss compression.

Protect al digital records from heat, dust, dirt, and ultraviolet
radiation.

Choose a storage medium that is considered a standard and research its
longevity.

Keep digital records away from magnetic or electric fields that are
created by old telephones, static, and field and lab equipment such as
magnetometers and 12-volt transformers. Computer diskettes can be
partially or completely erased by such exposure.

Label the records in permanent, carbon-based ink.
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Attachment A: Five Phases of Managing Archival
Collections

(From “ Museum Archives and Manuscript Collections,” NPSMuseum
Handbook, Part 11, Appendix D)

Phase 1: Gain Preliminary Control Over the Park Records

Survey and describe collections; identify official/non-official records;
appraise collections and check them against the Scope of Collection
Statement (SOCS); accession collections; order supplies.

Phase 2: Preserve the Park Collections

Conduct the Collection Condition Survey; write treatment or reformatting
recommendations; contract to conserve or reformat; re-house; prepare
storage, work, and reading room spaces.

Phase 3: Arrange and Describe the Park Collections

Arrange collections; create folder lists; edit and index folder lists; update
collection-level survey description; produce finding aids; catalog
collections into the Automated National Catalog System (ANCS+).

Phase 4: Refine the Archival Processing

L ocate resources; prepare processing plan and documentation strategy;
develop a guide to collections; publicize collections.

Phase 5: Provide Access to Park Collections

Review restrictions; write access and usage policies; provide reference
service.
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Attachment B: Sample Archival and Manuscript
Collections Survey Form

(From “ Museum Archives and Manuscript Collections,” NPSMuseum
Handbook, Part 11, Appendix D), US Department of the Interior, National
Park Service

COLLECTION TITLE (Creator / Format / Alternate
Names/Accession/Catalog #s): Asa Thomas Papers DRTO-00008

DATES (Inclusive & Bulk): 1850-1925; bulk 1860-69

PROVENANCE (Creator / Function / Ownership and Usage
History/Related Collections/Language): Asa Thomas (1830-1930) an
American engineer, inventor, and explorer speciaizing in hydraulics
created this collection as arecord of hislife, family, and employment
history. Captions on some photos are in Spanish. Note: Must locate a
biography of Thomas for the Collection-Level Survey Description. Check
the Who' s Who in Science. This collection was given by Thomas's third
wife, Eva Bebernicht Thomas, to their son, Martin Thomas in 1930.
Martin Thomas left it to his only daughter Susan Brabb, who gave it to the
Park in 1976.

PHYSICAL DESCRIPTION (Linear feet / Item count / Processes /
Formats / Genres):45 linear feet of papersincluding 15 diaries (1850-
1925), 63 albums and scrapbooks, 10 If of correspondence, and 2,000
blueprints.

SUBJECTS (Personal / Group / Taxonomic / Place Names/ Eras/
Activities/ Events/ Objects / Structures/ Genres): This collection
documents the life, family, inventions, instructions, and professional
activities of Asa Thomas including engineering projects in the Dry
Tortugas, the 1873 world tour, and hydraulic pump inventions.

ARRANGEMENT (Series/Principle of Arrangement / Finding Aid): Into
four series by type of document: correspondence, diaries, albums and
scrapbooks, and blueprints.
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RESTRICTIONS (Check and Describe) Donor
Privacy/Publicity _ Copyright __ X__ Libel _ No Release Forms
____Archeological, Cave, or Well Site_ Endangered Species Site
_ Senditive_ Classified  Fragile  Heath Hazard
____ Other __ Thedonor, A. Thomas's son Marvin, did not donate
all copyrights. The papers are unpublished. Some inventions are patented.

LOCATIONS Building(s), Room(s), Walls(s), Shelf Unit(s), Position(s),
Box(es): B6 R5 W2 S1-3, B1-40

EVALUATION (Check and Describe Status) Official Records
Non-Official Records  FitsPark SOCS __~ OutsideSOCS
(Rate Callection Vaue: 1=Low; 3=Average; 6=High) Informational

__ 6 Artifactual __ 6 Associational __ 6 Evidential 3
Administrative__ 3 Monetary 1

CONDITION (Check and Describe) Excellent Good X
Fair Poor Mold Rodents Insects Nitrate
Asbestos Water Damage X Other

OTHER (Please Describe)
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Appendix G—

Department of Interior

Example Language for
Addressing Records Management
Compliance in Contracts

Contracting officials should consult with their records officers in selection, addition, or
deletion of any of the following clauses. Additionally, contracting officers MUST add
applicable Federal Acquisition Regulation (FAR) and Federal Information Processing
Standards (FIPS) to contract language.

RECORDS CONTRACT LANGUAGE
I nformation Handling and Records M anagement

1.1 Information Sensitivity

The tasks listed in this contract documentation are expected to contain unclassified
sensitive information that could cause harm to constituent and organization interests. The
Contractor shall handle all documents in accordance with Federal government and DOI
specific requirements. The Contractor must meet the requirements of OMB Circular
A130, Appendix |11, Computer Security Act of 1987, Federal Records Act, Freedom of
Information Act, Privacy Act and the policies of the DOI. Failure to adhere to these
records requirements may be punishable in a Court of Law.

1.2 Information Handling and Disposition Special Provisions of the Contract
Authorities

Per 36 CFR Part 1222, Subpart 1222.48: All data (records) created for Government use
and delivered to, or falling under the legal control of, the Government are Federal records
and shall be managed in accordance with records management legidation as codified at
44 U.S.C. chapters 21, 29, 31, and 33, the Freedom of Information Act (5 U.S.C. 552),
and the Privacy Act (5 U.S.C. 552a), and shall be scheduled for disposition in accordance
with 36 CFR Part 1228.
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1. Contracts for deliverables that include written, coded, digitized, etc. documents, whose
creation, compilation, etc. does not require that contract personnel access government IT
equipment and/or government records.

126

a. The Contractor will ensure that all contract personnel requiring access to
government facilities for a period longer than 180 days have HSPD-12 compliant
identification cards prior to the start of the period of the contract performance, or
that the time required to obtain such cards and the cost of obtaining them through
the Department of the Interior is factored into the period of performance and cost
of the contract.

b. The Contractor will treat all reports delivered under this contract as the
property of the Federal government for which the Federal government shall have
unlimited rights to use, dispose of, or disclose such data contained therein as it
determines to be in the public interest.

c. The Contractor shall not retain, use, sell, or disseminate copies of any
deliverable that contains information covered by the Privacy Act of 1974 or that
which is generally protected by the Freedom of Information Act.

d. The Contractor shall not create or maintain any records containing any
government records that are not specifically tied to or authorized by the contract.

e. The Department of the Interior (DOI) owns the rights to all data/records
produced as part of this contract.

f. DOI owns therightsto all electronic information (electronic data, electronic
information systems, electronic databases, etc.) and all supporting documentation
created as part of this contract. Contractor must deliver sufficient technical
documentation with al data deliverables to permit the agency to use the data.

g. The Contractor is required to obtain the Contracting Officer’ s approval prior to
engaging in any contractual relationship (sub-contractor) in support of this
contract requiring the disclosure of information, documentary material and/or
records generated under, or relating to this contract. The Contractor (and any sub-
contractor) is required to abide by government and agency guidance for protecting
sensitive and proprietary information.
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2. Contracts for services (and/or deliverables that include written, coded, digitized, etc.
documents) requiring access to government I'T equipment and/or government records.

a. The Contractor will ensure that all contract personnel requiring access to
government I T equipment and/or government records or access to government
facilities for a period longer than 180 days have HSPD-12 compliant
identification cards prior to the start of the period of the contract performance, or
that the time required to obtain such cards and the cost of obtaining them through
the Department of the Interior is factored into the period of performance and cost
of the contract.

b. The Contractor will treat all documentary materials delivered under this
contract as the property of the Federal government for which the Federal
government shall have unlimited rights to use, dispose of, or disclose such data
contained therein as it determines to be in the public interest.

c. The Contractor shall not create or maintain any records that are not specifically
tied to or authorized by the contract using government IT equipment and/or
government records.

d. The Contractor shall not retain, use, sell, or disseminate copies of any
deliverable that contains information covered by the Privacy Act of 1974 or that
which is generally protected by the Freedom of Information Act.

e. The Contractor agrees to comply with Federa and Department of the Interior
records management policies, including those policies associated with the
safeguarding of records covered by the Privacy Act of 1974. These policies
include the preservation of ALL records created or received (regardless of format
[ paper, eectronic, etc.] or mode of transmission [email, fax, etc.] or state of
completion [drafts, final, etc.] associated with all DOI court orders regarding
ongoing litigation and records preservation orders. (See 10. below.)

f. No disposition of documents will be allowed without the prior written consent
of the Contracting Officer. DOI and its contractors are responsible for preventing
the alienation or unauthorized destruction of records, including all forms of
mutilation. Willful and unlawful destruction, damage or alienation of Federal
records is subject to the fines and penalties imposed by 18 U.S.C. 2701. Records
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may not be removed from the legal custody of Federal agencies or destroyed
without regard to the provisions of agency record schedules.

0. The Department of the Interior (DOI) owns the rights to all data/records
produced as part of this contract. All records (in all media, paper and electronic)
created or produced in part or in whole are to be maintained for the duration of the
contract, made avail able upon request, and upon termination of the contract are to
be turned over to the office/customer. Refer to specified contract deliverables for
ageneral scope of records to be maintained and provided to DOI. Other specific
record keeping requirements may be added to the contract on a case by case basis.

h. The Contractor is required to protect all information, documentary materials
and records. Letters of Transmittal for deliverables, when used, will be
unclassified and will only reference material delivered under separate cover.
Letters of Transmittal must include a transmittal or receipt number. Sensitive
material must be delivered by a cleared courier, person-to-person, to the COR, by
prior appointment only.

i. DOI owns therightsto all electronic information (electronic data, electronic
information systems, electronic databases, etc.) and all supporting documentation
created as part of this contract. Contractor must deliver sufficient technical
documentation with all data deliverables to permit the agency to use the data.

J. Court Orders and Litigation: Contractor employees must comply with al DOI
court orders regarding on-going litigation and records preservation orders. Current
records restrictions due to litigation and court orders are:

a. Cobell v Norton class action lawsuit: Any Indian fiduciary trust records
(IFTR) cannot be disposed of and are to be retained permanently. See DOI
Departmental Manual, 303 DM 6, Indian Fiduciary Trust Records, dated
9/5/03, for policy and guidance on identifying IFT records.

b. All email messages (with all attachments) related to:
i. American Indian trust reform,

ii. the Cobell v Norton litigation, or
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iii. administration of Individual Indian Money (1IM) accounts must be
printed and filed in the Federal office’ s official record keeping system and
cannot be deleted until receiving notice from the e-mail system
administrator that a successful backup has been completed.

c. Jicarilla Apache Nation and the Pueblo of Laguna— U.S. Court Order,
General Obligation to Park: “every document, data or tangible thing in its
possession, custody or control, containing information that is relevant to, or
may reasonably lead to the discovery of information relevant to, the subject
matter involved in the pending litigation.”

k. Should the contractor receive arequest for records under the Freedom of
Information Act (5 U.S.C. 552) or the Privacy Act (5 U.S.C. 552a); the contractor
shall forward the request to the Contracting Officer for appropriate action.

I. The Contractor shall immediately notify the appropriate COR upon discovery of
any inadvertent or unauthorized disclosures of information, data, documentary
materials, records or equipment. Disclosure is limited to authorized personnel
with a need-to-know as described in the delivery/task order. The holder shall
ensure that the appropriate personnel, administrative, technical, and physical
safeguards are established to ensure the security and confidentiality of this
information, data, documentary material, records and/or equipment is properly
protected. The Contractor shall not remove material from Government sites
without the expressed permission of DOI. When no longer required, this
information, data, documentary material, records and/or equipment shall be
returned to DOI control or held until other wise directed. Items returned to the
Government shall be hand carried or mailed to COR or address prescribed in the
delivery/task order. Destruction of recordsis EXPRESSLY PROHIBITED.

m. The contractor is required to obtain the Contracting Officer’s approval prior to
engaging in any contractual relationship (sub-contractor) in support of this
contract requiring the disclosure of information, documentary material and/or
records received under, generated under, or relating to this contract. The
Contractor (and any sub-contractor) is required to abide by government and
agency guidance for protecting sensitive and proprietary information.
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n. Upon termination of contract, the contractor shall, within ninety (90) working
days from the date of termination, assemble all records, complete all working
paper files and transfer such records to a place and location determined by the
agency/office. All costs directly associated with the requirements of this provision
are reimbursable under the terms of this contract.

0. The contractor shall maintain in a separate record or file maintenance system
and in a safe and secure manner all records, work papers, documents, information,
reports and correspondence gained or developed as a consequence of audit or
investigative activities conducted under the contract. All such records shall be
made available for monitoring, review and inspection upon request by the
Comptroller General of the United States and representatives of the Secretary of
the Interior during and upon completion of the audit and at the locations where the
records are created or maintained until such time as the provisions of
subparagraph 1 are implemented. (30 CFR 227.200(d))

p. As prescribed in FAR Subpart 4.7, Contractor Records Retention, the
contractor shall maintain and make available to the agency and/or the Comptroller
General for auditing purposes al records in support of contract negotiation,
administration, and audit requirements, regardless of form. Refer to this
regulation for specific retention period policy. FAR Subpart 4.7 applies to records
generated under contracts that contain one of the following clauses:

a. Audit and Records — Sealed Bidding

b. Audit and Records — Negotiation
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Appendix H—
Suggested Workload Analysis

This appendix provides an example of a system for analyzing the museum
management program work elements for MOJA. By completing this chart
the total staffing needs will be documented. Additional work elements
relating to Park records management, library, and the permit process could
be added.

Current Current Needed Needed Non-

Core Work Elements (Hours) | (FTE) | (Hours) | (FTE) | Pers.$

Acquisition of Collections

Plan strategy for acquisition

Identify sources of collections

Survey for inclusion in Park collections

Appraisal and evaluation of proposed
acquisitions

Manage acquisition committee

Manage Park records

Acquire rights and permission

Subtotal

Documentation of collections

Accession new acquisitions within two
(2) weeks

Process archival collections including
completion of ANCS+ catalog records

Catalog museum objects

Catalog library materials
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Photograph museum collections

Maintain museum documentation

Manage databases/knowledge systems

Maintain documentation of treatment,
use, etc.

Maintain NAGPRA information

Subtotal

Preservation and protection of
collections

Maintain facility

Provide for physical and operation
security

Ensure fire protection

Monitor environment

Monitor pests

Ensure disaster preparedness

Conduct housekeeping

Ensure proper storage, including
organization, equipment, and housing

Conduct conservation program by
assessing collection condition

Treat items in need

Subtotal

Access and use of collections

Provide for public and Park access
including reference services
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Develop and maintain exhibits

Participate in curriculum-based
education programs

Conduct public program

Produce publications

Conduct research and obtain legal
rights and permissions

Loan collections for appropriate use by
other institutions

Develop and maintain internet/intranet
access and website(s)

Participate in NPS planning and
compliance

Conduct research

Support appropriate reproduction of
collections

Subtotal

Program administration and
management

Maintain up-to-date scope of collection
statement

Complete annual reporting: Collection
Management Report; Annual Inventory;
ANCS+ Database

Manage annual budget

Provide for future programming: PMIS
and OFS

Supervise paid and unpaid staff

Develop and maintain up-to-date
museum plans and policies

Manage contracts
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Maintain information
technology/management

Provide administrative support

Participate in Park management and
administrative issues

Subtotal

Total

134
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Appendix |—
Suggested Procedure for
Submitting Digital Images

Transfer Documentation

1) Issuers must submit a signed Digital Photograph Receipt for Property along with the
digital images. Digital images should be deposited directly to Common Drive or
submitted on a compact disc. DV Ds or CDs need to be labeled and organized by date.
The Receipt for Property form needs to be completely filled-out in hardcopy form and
signed by the issuer. All images need to be numbered, and the numbers need to
correspond with the numerical entries on the Receipt for Property. The following
information needs to be adequately completed on the form:

Photographer. Identify the full name and division of the photographer credited
with the photograph.

Subject/Caption. Provide descriptive information describing each individual
image in order to understand and retrieve it. Standard caption information
typically includes the "who, what, when, where, why" about the photograph and
the logical arrangement of the files (e.g., by subject or date). Also provide
technical information about the records (i.e., metadata). Specific information
includes:

Fileformat. List the file format and version.
Image size. Specify the image height and width of each image in pixels

Public Domain/Copyright. If the images were taken as a part of government
business and/or government equipment was used in their creation (eg. camera,
film), then the images are in public domain. Contracts should have provisions that
require images to be released to the park. Park staff and the public can submit
their own images, provided that they own the copyright (i.e. created the images)
and are willing to release the images for unconditional use. Images not in public
domain require asigned Deed of Gift.

Send the completed form to the Archives.

Digital Quality Guidelines

The following guidance pertains to images produced from digital cameras and scanned
photographic prints, slides and negatives. Digital images need to bein TIFF 6.0 or JPEG
format. Files should not be compressed, especially JPEG files (which would include
emailing). Images to be archived should be first generation TIFF or JPEG files that have
not been degraded in quality by multiple revisions and re-saving. Making changes to
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JPEG files (e.g., dtering the image size), and then re-saving them, can result in re-
compression of the images, leading to additional dataloss and degradation of image
quality. When transferring images to compact disc, select the slowest transfer speed
allowed (x8 or less). For long-term storage onto CD, it is best to select gold-on-gold CDs.
When labeling CDs, do not write on the CD or place any adhesive such as labels on the
disc. Only the 1/8" narrow inner-circle of the CD can be written on.

Resolution Standards

The following information is technical guidance that offers recommendations on how
best to preserve digital images. While these standards are not easily achieved, it is
suggested that we make every effort to move towards these standards.

The quality of spatial resolution is expressed in either dots-per-inch (DPI) or in pixels-
per-inch which is given as the density height x width. In addition, tonal resolution color
and bit depth can be expressed in grayscale for black and white images, or in
red/green/blue scale for color (commonly referred to as RBG).

Color images must be produced in RGB color mode as 24-bit to 48-bit color files. Digital
camera files must be captured as 6 megapixel files or greater with a minimum pixel array
of 4,800 pixels by 6,000 pixels. Records produced at this size resolution are comparable
in quality to 35-mm film photographs.

Scan an 8" x 10" original (print, slide or negative) at 600 dpi to produce a
file that is 4,800 x 6,000 pixels.

Scan a4" x 5" original (print, slide or negative) at 1,200 dpi to produce a
file that is 4,800 x 6,000 pixels.

Scan a 35-mm origina (print, lide or negative) at 2,400 dpi to produce a
file that is 4,000 x 6,000 pixels.

Ideally, digital cameras need to produce a 6 megapixel file
Grayscale 16 bit/20 megabytes or larger
RGB scale 24-48 bit/54 megabytes or larger

Rulesfor Use
1. All photosin this library are subject to use by anyone at anytime but may not be
bought or sold. A limited list of examples of use includes:

PowerPoint presentations (for the public or employees)
Brochure/ publication covers

Promotional photos for the media

News stories

Trainings

World Wide Web
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By putting photographs into this library you are agreeing to release photographs for
unlimited use. All submitted photos become the property of the National Park Service.

Y ou may request that your name be put into the credit (e.g. John Smith/ NPS Photo), but
it is up to the discretion of the user whether or not to include the credit.

2. Users of thislibrary understand that thisis not intended to be a permanent storage
place for photographs. Users who want photographs to be permanently archived should
contact: Paul Rogers at 379-1282.

4. Those submitting photographs to this library understand that if they submit a
photograph taken by an individual without receiving permission (verbal or written) to do
so they may be personaly liable for the repercussions of releasing a copyrighted
photograph.

5. Users of thislibrary understand that when photos are removed from this library they
will not be sent back (electronically, by CD, or in any other form) to the individual who
submitted them. Users are encouraged to save photos (on external media such as CD or
disk) before submitting them. Additionally, if photos are submitted on CD the original
CD will not be returned to the person submitting them. Photographs submitted
electronically will be erased once they are posted.

6. A committee will review and determine which images are to be placed into the digital
photo library. Images will be placed into the digital library in batches, once every three
months (Oct. Jan. April, July). The digital photo library will have outdated images
expunged every six months (Oct and April) because of space limitations. Prior to
expunging the database, an email notice will be sent to park staff alerting them of the
guarterly cleaning.
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