Appendix B to PRFMS Archive and Collection Policy – Aug 2009
Instructions for PRFMS Archive and Artifact documentation

This document should be read in conjunction with the two database entry forms Appendix A1 and Appendix A2 to the Archive and Collection Policy. These forms are part of the database, so a Word version is not available. Two .pdf files are available for printing  (PRFM_ARCHIVE-AppA2.pdf and PRFM_ARTIFACT-AppA2.pdf)
The databases themselves are on Works databases. (files PRFM_ARCHIVE.wdb and PRFM_ARTIFACT.wdb)

Part 1 - Forestry Museum Artifact Data Base procedures
Categories  (other “keywords” to be selected/added as needed. Suggestions welcome)

Augers; Blocks; Camp Life; Chain Saws; Clothing; Drag Saws; Engines; Equipment; Hooks/Chains; Jacks; Logging Tools; Outboard Motors; Pumps; Saws; Shop Tools; 

Procedures

· Museum members with subject-matter knowledge will provide the descriptions etc on paper, using blank forms  (App A1 or A2) or updating an existing printout. 

· Database person will key the data in; re-print the updated reports and individual records; and return the reports/records to the forestry museum 3 ring binder. Original in Office, copy of selected items in Kiosk binder for perusal by the public. 

· Lists will be sorted by fields of interest (e.g., by category, circa date, or location). Lists will be stored in the binder with the records

Ongoing Tasks.

· For new acquisitions: Complete an “Artifact Entry Form” and pass to Collections Committee to process the acceptance or rejection, the thank-you letter etc

· For existing items in the Museum and Trail: Add Metal tags to large items:  1000-1099 for Chain saws; 1200 – up for everything else. Write the data on the “List View” (Tab 1), or if a larger story available, write it on an “Artifact Entry Form” for later computer entry

· Complete cross-referencing the old “Black Book” list of 148 items

· find the remainder of the 148 items and write in the location (Use the compass-based grid that has the Video area at NW1, loggers bunkhouse at NW6, Spring board/tree at NW1, Shake splitting SE4, Multimate Saw at NCentral 2 etc)

· see if there is a number label physically on the 148 listed so far and add it

· Decide which items to prepare a complete sheet on, and begin doing them

· Option??? – Continue black book at #149 for other important museum items and Trail equipment

Prepare Display Cards based on the “Functional Description” to help the public interpret the collection.
Part 2 - Forestry Museum Archive Data Base procedures

Categories  (others to be selected/added as needed. Suggestions welcome)

Category 1: Filefolder; Binder (3-ring); Box; Photoboard; Video/DVD; CD-Audio tape; Display Card; Computer files (e.g., databases)

Category 2: Admin Paper(s); Map(s); Photo(s); Book; Catalog; Display Card; Brochures

Procedures

· For Historical Archive material (e.g., old photos, maps, etc), museum members with subject-matter knowledge will provide the descriptions etc on paper, using blank forms  (App A2) or updating an existing printout. As for Artifact material, database person will key the data in; re-print the updated reports and individual records; and return the reports/records to the forestry museum 3 ring Arcive/Artifact binder. Original in Office, copy in Kiosk binder for perusal by the public. 

· For the “administrative-type” archive material, an Archive Committee member will update the material and store in the appropriate location: office file cabinet and Shelves (forboxes); Binder Kiosk, Video Collection.

· For significant material requiring better storage than we have, the PRHMS Archive facilities are available.

Ongoing Tasks. (by Archive Committee)
· Rearrange the office, clear file cabinet, collect material recommended for disposal, set up filing system; get approval of Pres and Archive Committee to dispose material.

· For new acquisitions of Historical Archive Material: Complete an “Artifact Entry Form” and process the acceptance or rejection, the thank-you letter etc

· For existing Archive items in the Museum and trail display cards: Prepare Display Cards based on the “Functional Description” to help the public interpret the collection.

· Update the database files on the computer, printout updated lists for the Master copy in the office and the binder in the Kiosk
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