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From the Chair

Welcome to the 2012 winter issue of
the Museum Archives section
newsletter!

I 86d also Iike to
welcome to the new members of the
MAS Steering Committee:
Chair-Elect: Katy Rawdon (Barnes
Foundation)

Web Liaison: Erin Murphy (Harvard
University)

Over 78 members attended the MAS
annual business meeting at the SAA
conference in Chicago. The meeting
featured nine PechKucha
presentations ranging in topics from
recently processed collections to the

e xhtte/mndw.aachissts.erg/daagtoups/

development of a museum archive.
also brainstormed ideas for 2012

session proposals. Complete meeting
minutes are available online here:

museum/minutes.htm

The MAS Working Group also held a

meeting in Chicago. The Working
Group plans to develop a system for
those working in museum archives to i
easily share resources across ‘
institutions. The final project will be
available for all section members and $
serve as a platform for participation,

collaboration, and learning. Please visit€anda Gahegan, Museum Archives Section

the Working Group meeting minutes  Chair.

online for more information about the (Continued on pagg)

Integrating an Archives Project into the Day

-to-Day:

Encouraging Openness and Collaboration with Museum

Record Creators

By Stephanie Kays

NHPRC Project Archivist, Minneapolis Institute of Arts

(This article is an adaptation of a paper

To provide some context, the MIA is an
encyclopedic art museum. Its

permanent collection includes about
collaboration with the head librarian, eighty thousand objects spanning five

archives interns and volunteers, and

delivered at the Society of American
Archivists Annual Meeting in August,
2011.)

administrative staff to (1) conduct a
Museurawide records survey, (2)
promote an understanding of the

In 2009, the Minneapolis Institute of
Arts (MIA) received a grant from the
National Historical Publications and
Records Commission (NHPRC) to aid
in the development of a sustainable
records management program and
archives. With their support, the
Museum was able to hire a Project
Archivist, myself, to work in

amongst staff members, (3) develop
records disposition schedules for all

describe institutional records and
special collections, and (5) create
policies and procedures for both the
records management program and
archives.

records management and archives goals

Museum departments, (4) arrange and

thousand years of human creativity. The

Archives is under the Curatorial

Division and a part of the Art Research

and Reference Library department,

physically located in the Michael Graves

wing of the MIA. The archives

encompass both institutional records

and special collectionsThe

institutional records of the MIA and the

Minneapolis Society of Fine Arts, the

MI A6s governi nk88hody

document the creation of the Twin
(Continued on pag8)


http://www.archivists.org/saagroups/museum/minutes.htm
http://www.archivists.org/saagroups/museum/minutes.htm

Page 2

From the Chair (Continued from pag#)

project and opportunities for
involvement. Thanks to Megan

Senseney, MAS Secretary for producing

the meeting minutes.

| look forward to seeing many of you at

our next business meeting in San Diego.

In the interim, please continue to
participate in the section by posting to

the Museum Archives listserv or
contributing to the newsletter. The
newsletter has two exciting new
features: the Internship Profile and the
Postscript section where you are
welcome to submit news about
yourself. Thanks to Adrianna Del Collo
for creating these features and editing
the newsletter. The newsletter is an
excellent resource for the diverse MAS
community.

In closing, 106d |ike
thank you to our outgoing cachairs

Susie Anderson and Francine Snyder for
their dedication and innovative ideas

during their tenure.

Best,
Leanda Gahegan, MAS Chair

Call for Museum Archives Section Working Group
Participation: Regional Liaisons

Regional Liaisons will work directly with the Content Coordinator to gather content from their regional area for the online
platform. Liaisons will be responsible for contacting institutions and individuals in their area, soliciting content fabefinee
subject guidelines, and transferring content to the Content Coordinattore than one person can be assigned to a region. If
interested, contact Francine Snyderfegncine.snyder@guggenheim.org

A thanks to all of you that have already volunteered. Expect to hear tferworkinggroup soon!

Museum Archives Section Leaders

Leanda Gahegan, Chair
leanda.gahegan@gmail.com

Katy Rawdon, ChaiElect
krawdon@barnesfoundation.org

Adrianna Del Collo, Newsletter Editor
adrianna.delcollo@metmuseum.org

Erin Murphy, Web Liaison
erin_murphy@harvard.edu

Megan FintsensengySecretary
the.dormouse@gmail.com

Deborra Richarson, Council Liaison
richardsond@si.edu

Museum Archivistissued two times each year by the Museum Archives Section of the Society of American Archivists. Articles,
news and comments from the archives community are welcome. Submission deadlines for the Winter and Summer issueg are the
second Fridays in December and June or as announced on the listserv. All submissions can be sent to the editor, Adrianfma Del
Collo, at:adrianna.delcollo@metmuseum.org
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Kays (Continued from pag#)

Cities®6 art and
the turn of the last century and extend
to present day research and business
records. Some of the highlights of the
Special Collections include the papers
of Anson B. Cutts, Jr., who bequeathed
the PurcelCutts Houseto the MIA in
1985; the records of Vermillion Editions
Limited, a printmaking studio based in
Minneapolis from 1971992; and the
papers of Karen Daniels Petersen,
which include the

aut hor 0s

and manuscripts fo
Plains Indian Art fr cee o R
Fort Marionand =

other published anc ¢
unpublished works
The MI AGs
grant project, whic
spans three years, = & —

endeavors to = L‘W‘*W
preserve the

historical coIIectlon ‘

within our care, andil, &85 |
to facilitate the best; -.-.q =

possible access to | g . |
staff members and &
researchers.

records-records individuals had been
accustomed to maintaining on their

mu sosviol. Mo negotiate deepdy established g

institutional traditions, which all
museums possess, it was helpful to
acknowledge that the Museum has

never had a centralized archives before,

nor an enduring archivist role. Records
from the past had been stored in
basements and closets around the
building and in some cases rendered
inaccessible. As a result, departments
learned to store important records,

a centralized archives was the way
forward and to create a new culture for
it in the Museum. While faced with
these challenges, it was clear that they
provided exciting opportunities for
collaboration and discussion between
the archives and MIA record creators.

For the records survey, we relied

heavily on individual and group

interviews. However, with over thirty

departments to survey and between

one and seven people to speak with per
department, it was

. unlikely that any one

l method would be
suitable for everyone.
Remaining flexible with

¥ the survey procedures

| enabled us to gather as

much information as

possible about the

records and

_ | departmental functions

. while accommodating
busy schedules, variable
abilities and knowledge
' of records, and
communication
: preferencesWe then
= worked with Museum

From the beginningassa
we knew that '

collaboration with  Exterior view of MIA bundlng 2008 aneapolls Instltute of Arts.

staff members was

the only way the records management
and archives programs would succeed
as a whole. Museum staff was
supportive of the project objectives and
understood the importance of their
participation, however, gaining insight
into departmental and individual record
keeping habits and job functions can be
a delicate business. A big part of
building relationships and maintaining
collaborative partners is cultivating
trust, and | will soon provide a few
examples of how we tried to do that by
remaining as transparent as possible
with the information we gathered and
with the processes for both creating
disposition schedules and processing
archives.

A few initial concerns were brought to
our attention dealing with access,
privacy, and the overall stewardship of

both active and inactive, in their offices
or departmental storage spaces. It was
also common for curatorial
departments to maintain the bulk of
their records, respond to public
inquiries, and facilitate access at times
by allowing researchers to view records
in their offices or study rooms. Again,
just like many other museums, some
departments had taken on certain
archival tasks. Additionally, four
curatorial departments had collected
papers from people or institutions
outside of the Museum that were in
some way related to the permanent
collection or the Museum's history and
relationships. With the promise to
preserve and make those records
publicly accessible, we felt that those
special collections should be housed in
a museum archives. So in addition to
building trust we also had to prove that

administrative staff to
identify an archives
liaison for each
department. This person
would be our initial
contact, the person we would
communicate with to set up meetings,
to ask questions, and likely the person
to facilitate the records transfer and
help with compliance for their
department once those policies were in
place.

Two instructional documents were
created for alistaff distribution. The
first outlined a basic records
management program and its
components. It included a diagram
articulating the life cycle of an MIA
record and a sample disposition
schedule to help survey participants
visualize the final outcome. The second
handout included specific survey
procedures; how participants should
prepare for the survey, and a brief
glossary of terms to ensure we were
(Continued on pagé)
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Kays (Continued from pag8) an educational opportunity we could not the public but the library remains open for

pass up and considered the positive affestaff use. Last summer we suspended most
working with the same definitions. Once it would have with employee beiy with  of our library services to staff members
the instructional documents were records management policies and on Mondays and turned the library
circulated, we worked with the archives schedules. reading room into one big archives
liaisons to arrange processing room. Our head librarian,
department meetings assistant librarian, myself along with two
with the archives staff, volunteers, one of whom was the former
providing an Director of Education at the MIA for over
opportunity for us to thirty years, began minimally processing
explain our goals for thg exhibition files, currently the largest
survey and how they fit record group in the Museum. Museum
in to the overall project. staff was still welcome to use the
We went over the reference material, return books, drop off
instructional handouts requests, so we received a fair amount of
and answered questio foot traffic, and people would inevitably
A few examyf ask gquestions about our archival
not sure if | fully processing procedures. This was a great
understand the way for the archives to maintain visibility,
relationship between show our colleagues what was happening
the records with the records they had transferred to
management and the archives, and promote our efforts
archi ves prSzchpol unim a gallery ca. 1915, Mlnneapolls Institute of mtge tackling a large collection. And
OAre you just looking because the MIAGs | eac
for historical records during the s utodethis?italso communicated to staff
oOWhat i f we keep c Anotha primaryirgtiatioeroftte granti t that the archives is an institutional
know another department is ultimately  project is to persistently promote an priority.
responsible for them, do you want to understanding of our goals: What it means
know about those, tobuldaimusedoaelsivesahdawhat itisAs we have been working over the past
survey include el e wdactoallyideall dag. tndunel 20721 Gwe Twb gears and thinking about the
together, we identified people in the came up with the i dustainalilityofthé aahigeb,ihgissseobDay .
department that should be interviewed. IfEvery Monday the Museum is closed to electronic records has been invariably
the end, the surveys took a little over a
year to complete; we interviewed sevent]
-three individuals and held numerous
group meetings. These group meetings
provided an opportunity for all staff to as
guestions and give feedback even if the
were not selected to be interviewed.

A database was created to manage the
information gathered in the interviews a
notes from legal research we conducted
for MIA business records. We also viewse
disposition schedules from other
museums for baseline comparisons. All
this data informed the disposition
schedules created by myself and the heq
librarian. Using an iterative approach,
once draft schedules were complete the
were sent back to their departments for
additional feedback. This was an
opportunity for the archives and
departments to come to a consensus
before sending the draft to administration

for final changes or approval. It may seeffyaren Daniels Petersen papers with Sketchbook by William Cohoe , Minneapolis Institute
that we had chosen a time consuming ~ Arts.

course, but in spite of this we knew it was (Continued on pags)
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Kays (Continued from pag4) email had been accumulating for over  occasions opened up opportunities for
fifteen years with little weeding and with them to provide feedback on what they
present.The scope of our goals and no management scheme. Information  want to see from the archives in the near

responsibilities at this point cannot begin Systems supplied guidance on email  future. Most of their ideas are very much

to tackle electronic records, but at the  migration, space allotment, how to locatein line with how we would like to

same time does not excluderecords, archived email, and what would happen tprogress after 2012. Ideas include scanning
either. The disposition schedules are notemail not migrated due to size limitationsprojects to backup vital records, making

specific to any medium, and it is commoriFrom the archives perspective, we object files more accessible across

for record series to consist of both paper provided appraisal guidelines, examples ofiratorial departments, creating an oral

and electronic recordsWe plan to draft types of email that would be considered history program, especially in light of the
propositions on managing electronic records, common types of email that Museumbs 2015 centenni

records during the third year of our could be discarded, and the metadata to guidelines on how to manage email and
project as we assess issues of capture if printing emailsHopeful for electronic records.These are all
sustainability. We did, however, have onduture collaboration, this is a good important initiatives and all should be

opportunity to col lexarhptemofdadweouriwio tiepartmemts dnéddlkgboratively to some degree with
Information Systems department on ematame together with different perspectivesvarious departments. It is promising to
guidelines duri ng trderiorfMes so@pprodcis a pleSsind  hear colleagues and Museum leadership

migration from Groupwise email client to challenge. planting the seeds of future projects and |
Google applications. Before the migration, think it speaks to the importance and
staff was asked to clean out their Working closely with our Museum sustainability of the archives in this
doarchivedd emai |l . Edeaguesdontiee pasttvioiyears entmampaseumf

.
LAMLAR (A N8 pas

Archives Mondays, 2011, Minneapolis Institute of Arts.
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Disaster Recovery

This yeards SAA conference coincided with two sitgasfelf i cant
hundreds of miles beyond its epicenter in Virginia on August 23th, and Hurricane Irene, which swept up the @Hs288m August
leaving considerable wind and flood damage in its wake. These events have prompted many of us to reassesslitutiGadeanadf our c
our ability to respond effectively. The f ol | owinedftheaworsti cl e
natural disasters experienced by this country in recent history.

oLearn from the Past: Build for thi
Orl eans Collectionds Response to H

By Alfred E. Lemmon
Director, The Williams Research Center of The Historic New Orleans Collection

(This article is an adaptation of a paper delivered at the Societyadé officials granted us permission to reenter the city under

American Archivists Annual Meeting in August, 2011.) State Police escort, and within ten days our previously
designated oOmost valued coll ect

On Saturday morning, August 27, 2005, New Orleanians awokaother museum, the Alexandria Museum of Art in Central

to the news that hurricane Katrina, previously predicted to  Louisiana. The collections were moved due to the prolonged

make landfall in Florida, and changed its course. The revisedabsence of climate control in our facility and the inability to fight

projected path pointed directly towards the Crescent City. In fire.

accordance with our institutionds emergency preparedness p

all staff immediately reported to work. Collections were moved oday, in posKatrina reality, a cityvide plan exists whereby

away from exterior walls, down from top floors, and up from cultural institutions are given a priority pass to-eater the city

ground floors. Windows were shuttered or boarded. Sandbaga the event of such a disaster. A revitalized emergency

were placed in front of doors to protect against possible risingpreparedness plan addresses the shortcomings discovered in

water. Special precautions were taken with our computer

systems. Preut visquin was placed over all office furnishings

and equipment. Special visquin curtains were lowered over the) O U [ i nsti tuti onos mi S

_she_lvm_g units. All emergency procedures were followed. Our with Katrinabd

institution was prepared.

Like numerous other organizations however, we soon realizedesponse to Katrina. We have revamped our emergency contact
that our emergency response plan was not necessarily desigrsgdtem for the staff. Alternative email addresses and telephone
to address a major regional disaster. In the wake of hurricanenumbers (one of which must be out of the region) are required.
Katrina, evacuated staff members were dispersed across the Special sections have been created on our website for staff
United States. Residents of the region had never imagined thatcess only during an emergency. The realization that an

an evacuation could last more than a few days. With homes immediate responseamot always be a possibility resulted in
destroyed, staff had to relocate for an unexpectedly long the installation of emergency generagdor certain vaults.

duration. Our emergency contact lists, so geared to an

oinstitutional emergencyo6 wOue iestdetedi osélksems sduent chtane
magnitude of the disaster. Our plan was geared to an numerous other cultural organizations throughout the region,
0Oi mmedi ate response. 6 Yet , gurungue roteimé¢he relmildihg ptogess wasrsool definedendai a t

responseod6 was not possi bl e. seriesof projects ranging from programming to documentation.
The institution also needed to assist staff members devastated
The Historic New Orleans Collection was fortunate in that theby the tragedy. In the months following Katrina, we worked to
buildings sustained only minimal wind damage. Our plan care for our collections and help the staff overcome the tragedy
contained contact information for a fine arts moving companyTine institution set up a fund for staff members who had lost
the event that collections had to be moved after a disaster. Yeheir homes. Donors from the community quickly responded.
with a regional failure of communication systems, it did not Funds were generated to assist the staff financially for expenses
work as planned. Fortunately, contact was eventually established,; (Continued on pag®)
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Lemmon (Continued from pag8) exhibition, it was a tremendous vote of confidence that not a
single repository backed out of their loan agreements. The
that insurance did not cover. symposium designed to accompany the exhibition went on as

scheduled in early February, 2006. Attracting four hundred
Katrina also brought the institution new audiences. The natiorstendees from fourteen states, it sent a strong and positive
and international media besieged us with a wide variety of  signal to the city and our larger communities. The exhibition
guestions, including oOoOurgendiCy mmeediRogt elsdl oSuyirsaidonsa 6o goupeehree
hurricane that had destr oye @0HN Same Gfyourevaumteers Gtaffddethe lgadlaries nOm July
teachers for emergency response teams, dispatched to the 18, 2006, the following x hi bi ti on o0City of H
region, who were in need of education about New Orleansand f t er Hurri cane Katrinad openec
the region in order to better do their jobs. As guardians of  the city and chronicled how the city had survived other disasters
cultural patrimony, people looked to us for help with their throughout its nearly three hundred year life. The exhibition was
damaged documents, books, and photographs. As a repositoso popular that it had to be extended.
for local history, we had to document this tragedy. It was firmly
evident that quality of life issues were to
be critical to the rebuilding of the city.
Our institution had to quickly adapt its
mission to the new reality. Our motto

changed from: o0Telling the story of our
region to the nation and the world, 6 to:
oOLearn from the past; build for the
future. 6

The Historic New Orleans Collection was

very fortunate and reopened about five

weeks after Katrina. Many staff members,

however, were unable to return

immediately. Others returned to face the

reality of rebuilding their houses. Yet, they

had jobs. The ability to go to work

permitted them to resume some form of

normalcy, which was extremely important.

Both the staff and the institution began

onewdé | ives. On November 13, we hosted
a OoOwelcome backd6é party for our neighbors
that attracted far more people than

expected. At the same time, we began R b b o n utting for the opening -New the ex
hosting our versi °®rle&’n§relét|5n§ M&réhn4, 20864 € S Road

Show, 6 fondly known as the ORestoration

Road Show. 6 Held in shopping centers,

people would bring their family treasures and we would try to By the end of 2005, the French Minister of Culture had

present ways for them to salvage what remained. promised that two exhibits, gifts of the people of France, would

be sent to New Orleans: the first at the New Orleans Museum
In the immediate aftermath of Katrina, the board of directors of Art and the second OLoui siar
met in Baton Rouge. They decided to go forth with planned Nat i on al Librarydé at The Histor
exhibitions (including a complicated exhibition withadozen 0 Loui si ana Treasureso6é exhibit f
\

European lenders that focused on the relation between St t he Bi bl i ot hequeds divisions.
Dominguépresent day Haiiand New Orleans); to begin displayed. The items from the French National Library were
planning to document the tragedy; to form alliances with complimented by items from our holdings. Additionally, the

selected institutions; and to reach out to the community in theArchives Ministry of Foreign Affairs contributed the 1778 Treaty
broadest sense possible. It was clear our board understood the Friendship and Commerce between the United States and
important role cultural and quality of life issues would need toFrance and the 1778 Treaty of Alliance between the two
play in our cityds rebirt h. countries. Both were unprecedented loans. While several

Spanish institutions contributed to the exhibition on St
Within two months after Katrina struck, we had contacted all ddomingue and New Orleans as a sign of their support of the city
our U.S. and European lenders about the planned exhibition égmmediately following hurricane Katrina, in 2011 Spain also sent
cultural relations between f8century StDomingue andNew t he exhi biti on o0Threads of Memc
Orleans. With several years of planning invested in the (Continued on pag8)



