






















































































































































































































































































































































































Collaction Manapamant Plan

If project-generated collections cannot be accommodated in available storage space. and new
storage space consiruction is necessary, program [ construel new space 1o accommodate the
expanded collection. If interim storage is needed. specify in the project task directive the location
of that storage, and state that it must meet NPS standards, [dentify the lunding source [or imterim
storage,

4.3.17 Systematic Collections

Add collections made through systematic research to the museum collection. House those
associated with a single accession 4t the same repository 1o facilitate rescarch and use. As
appropriate, lend these collections for exhibit, research, conservation, and other approved uses.
Superintendents may authorize housing of collections from the same accession at different
reposituries i'by so doing preservation, research, and use will be improved.

Note: Director's Order #12; Conservation Planmng, Environmental lmpact Analvsis, and
Decision Making, its attendant Handhook, and draft Director's Order #88, Administrative
Records, direct the creation of admmistrative records and project liles for all comphance actions.
These files are permanent and so to be retained in perpetuity, as per DO-19. These files should
then be linked to the collecting permit project file, tile creation of which is outlined in the RPRS
Guide "Admimstranve Gutde for Park Research Coordinators” (see below)

Director’s Order #99: Records Manazement
4, General Records Management Reéquirements

4 4 Records and data that are collected, created or generated by other organizations working for
the NPS under conlracts, inleragency agreements, cooperative agreements or other agreement
mstruments with the NPS, are considered NPS records unless the contract or agreement
specifically states otherwise. All parinership agreements, contracts or other agreement
mnstruments should clearly state this. Copies or originals of all project documents and data
generated under these agreements should be obtained and retained by the NP8 office managing
the project.

4.5 Contracts, interagency agreements, and cooperative agrecments and similar agrecment
nstruments should address copyright issues of any material produced under the agreement.
Copyright is not necessarilv vested with the NPS unless specifically obtained under the terms of
the contract or other agreement.

5. Mission Cntical Records

3.1 Mission eritical records are those records that are most necessary for fulfillment of the NPS
mission. Mission critical records are permanént records that will eventually become archival
records. They should receive the lighest priority in records management activities and resources
and should recerve archival care as soon as practical in the life of the record.

3.2 Mission critical records include:
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All records of natural and cultural resources and their management that contain information that
affects the future management of the resource. General management plans and other major
planning documents that record basic management philosophies and policies, or that direct park
management and activities for long periods of time. All land records regarding legal title, rights,
and usage of NPS lands. Any records that directly support the specific legislated mission of a
park unit in addition to, or distinet from, the overall NPS mission.

Director's Order 74, Studies and Collecting
(in draft as of June 2001)

Administrative Guide for Park Research Coordinators

SCIENTIFIC RESEARCH AND COLLECTING PERMIT

This guidance is provided 1o assist parks in administering Scientific Research and Collecting
Permits in National Parks (36 CFR 2.5). The permit process uses the following documents:

Application for a Scientific Research and Collecting Permit

Scientific Research and Collecting Permit

Application Procedures and Requirements for Scientific Research and Collecting Permils
Guidelines to Researchers for Study Proposals

General Conditions

Investigator's Annual Report

Cover Sheet

2. Once the completed application form and research proposal are reeeived, park staff should: e,
Assess proposed research lor potential impact under NEPA guidelines before a permit 15 issued.
A determination must be made that the proposed project is categorically excluded or that, as a
result of conducting an appropriate level of environmental assessment, it may proceed within the
framework of any park-specific conditions that may be required.

3. If a permit 1s approved:
g. In a single folder for each study number, hardcopies of the final application and permit

package (including all signed forms) will be filed in a secure location. All relevant information.
including permit and application forms, study proposals, peer-reviews, correspondences, or
related information including notes, photos, maps, and field data, are placed in the file, These
records are considered resource management files and are maintained for long-term use. The
park may desire to use laser jet printing on acid-free paper and folders toassist with their
preservation. Final disposition within five years of inactivation should include incorporation of
the files m the park's museum collection as permanent archives. All copies of field notes, data,
reports, and other records associated with the study that are submitted 1o NPS pursuant to a
permit must be accessioned and cataloged.

4. If the permit is not approved:

a. A letier of explanation must be sent to the applicant explaining the grounds for disapproval.
Phone or verbal discussions may also take place, but do not replace the need for a written
response. The correspondence should clearly state what elements of the proposal are
unacceptable. If modifications could make the proposal acceptable, the park may state them at
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Coffection Managemenl Fign

this rime. I the permit is to be denied based upon a lack of researcher qualifications or
institutional alfiliations, copies ol written censultation on this issue with qualified scientists or
resource specialists should be obtained for the records.

b, A copy of the correspondence and application should be placed in a file identified by Principal
[nvestigator's name and year of application. Rejected application [iles should be maimntained with
the study number files in a secure location (See Step 4.¢ above). If the application pertains to a
project that was previously approved and received a prior study number, an additional copy of
the rejected application and associated correspondence is also placed i the study number file.
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APPENDIX E: Project File Checklist

Amistad National Recreation Area
Planning and Professional Services

PROJECT FILE INDEX
Date:

Project Name:

Project Number:

PROJECT MANAGEMENT

CURRENT WORK
Correspondence

Meeting Notes

Schedules

Budgers & Cost Estimares

Task Orders & Consultant Contracts
Compliance & Approvals
Documentation & Photographs
Other

DCOooooppoo

EXISTING INFORMATION
Plamming Documents

Historical Research

Infrastructure Info/Evaluations

Site info/Evaluations

Building Info/Evaluations

Market Research & Financial Analysis
Agreements & Lease Documents
Other

[ N o [ S o N i & A

L

RESEARCH & WRITING
Research Materials

Graphics

Preliminary Drafts & Commenls
Final Draft & Comments

Other

S M o )

S

PLANNING

O

=

| = I e ]

o ]

oo

[ERp ERE R E

CdogoupoEco

C.0.R. FILES Established by COR on
project-by-project basis

Scopmg

Data Collection

Public Review & Comments

Drafl Plan

Final Plan/Staff Report/FONSI
Alternatives Form/Design Review
Other

DESIGN

Schematic Design & Review Comments
Design Development & Review
Comments

Matenals Research (break out if needed)
QOutline Specifications

Specifications (break oat by CS] format)
Other

BIDDING & CONSTRUCTION
Bids & Revised Cost Estimates
Submittals (break oul by CSI format)
Inspection Records, Photos & Reports
Change Orders

Operating Manuals. Warranties
Construction Close-out

Post Occupancy Inspecrions

Other
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Coflection Managamant Pian

Cultural Resource Project Documentation Submissions Checklist
Director’s Order 28

Chapter 3: Rescarch — Report —
Standards (p. 21)

-

Object collections, field notes, sketches,
plans, maps, phorographs. computerized
dutubases, interview lapes, and
transcripts are properly curated and
maintained as part of the park’s muscum
collection and its information base, with

confidentially ensured when appropnate.

Section 106 Compliance (p. 60)

4

Documentation of no-efTect findings and
evidence of consultation with SHPQ's
must be retained in park files

Archeology (p.60)

o
d

Artifucts
All associated paper records

Cultural Landscapes (p. 111)

cogEagQ

All associated records
Mups

Field notes
Photographs

Soil or pollen analyses

goCcooco

Construction files

Culwral Landscape Report

Reports

Publications

Record of Treatment (copy: including all
specifications, plans, work procedures)

Histaric Structures (p. 136)

m |

gQauog

oo

Matenal (structure) samples

Field notes

Photographs

Construction Files (including all plans
and specification)

Reports

Publications

Ethnographic Resources (p. 163)

CoQgocooo

(]

(Summaries of) Field notes
Oral history tapes
Transcripts

Videotapes

Photographs

Draft repon

Final report

Publications

National Resource Project Documentation and Research Activities Materials for Placement
in Museum Collection Checklist:
NPS-77

Natural Resources Management Guideline

oL EooDocoo

Field notes

Daily journals

Maps

Drawings
Photographs, negatives, slides
Videotapes

Raw daia sheets
Remole sensing data
Copies of contracts
Correspondence
Repository agreements
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Specialists’ reports and analyses
Reports and manuscripts
Collection inventories

Field catalogs

Analytical study data

Sound recordings

Computer documentation and data
Tabulations and lists

Specimen preparation records
Conservation treatment records
Reports on all scientific samples lost
through destructive analysis



APPENDIX F: Archive Management Tools

This appendix includes basic tools the park will use o manage its archives. The following
figures are modified lrom information found in “Museum Archives and Manuscripts
Collections™ from the Museum Handbook, Part [1, appendix D.

DOCUMENTARY RECORDS
MUSEUM ARCHIVAL & MANUSCRIPT COLLECTIONS OFFICIAL RECORDS
(NON-OFFICIAL RECORDS)
Sew KPS0 9. Aecords Mansgament
Eap NPE Mazwurs Hendtaeh Gudeakng
INACTIVE ACTIVE
ORCANIZATIONAL ASSEMELED AENOURCE AECONDS RECORDS
FEREGNAL ARCHIVES MANUSCRIPT MANAGEMENT ALUR-OFFIC1AL Fewnwled 1o

PAPERS (A cquired COLLECTIONE RECORDE RECORDS Fodurs’ tarvels Masigad by

Arehive) e e AN A APE. awa

wws AT TR ]

ASFOCIATID s

mICoEDy L=

Figure 36: Types of Documentary Records

To Submit General Finding Aids For Publication:

National Union Catalog of Manuscript Collections (NUCMC) of the Library of Congress will enter
a collection-level description of the materials described in the finding aid into the Research Library
Information Network, the largest network of archival source material in the world. To be included in
NUCMC, send your finding aids to Library of Congress Special Materials Cataloging Division,
NUCMC Team, Library of Congress, Washington, DC 205404375 or fax: 202-707-7161 or cal| the
NUCMC office at 202-707-7954 or 202-707-0383.

Directory of Archives and Manuseript Repositories in the United States by the National Historical
Publications and Records Commussion (NHPRC) of the National Archives and Records
Administration (NARA), (Updated irregularly via questionnaire.) Write or call the NHPRC,
National Archives and Records Administration, 7th and Pennsylvania Ave., NW, Room 402,
Washington, DC or call 202-501-5600.

National Park Sarvica

127



Callaction Management Plan

To Submit Collections with Photographs For Publication:

The Inddex to Amertan Photographic Colleetions 1s both a published guide and a database
maintained by the International Museum of Photography in conjunction with the Rochester
Institute of Technology, Write the International Museum of Photography at Georze Eastman
House, 900 East Ave, Rochester, NY 14607 or eall: 716-271-3361 or fax: 716-271-397().

To Submit Collections with Motion Picture Film Footage For Publication:

The Natlonal Moving Image Database (NAMID) of the American Film Institute is a national
regisiry and database of motion picture films, Write the American Filin Institute, Louis B. Mayer
Library, 2021 N, Weslern Avenue,, PO Box 27999, Los Angeles, CA 90027: or call: 213-856-
7660; or e-mail: hkmi@erhecom.

How ra Manage Qffictal Recordy

1 7 Then...
the collection 15 official, you may nol acquire it for the
{see Section B.2) museum collection but must instead

dispose of it according to NPS-19,
Records Managenient Lrldeline

officw) materia! js scheduled you must certify H to the
for destruction or shipping to archivist of the LS. (al NARA)
federal records center, but is thal 11 18 needed for current use

ghill actively needed in the park,  For example: museum seeession,
catalogng, amd loun records

Huow to Manage Non-Qfficial Records
If.. Then...
the collection 15 non-official. compare il 10 the park’s Scope of

it fits the park's SOUS and has add it w the park’s muscum

permanent value to the park. collection.

the collection 15 in good shape take the colleciion into the museum
without mold. msects. or work space for aecessioning:
vermmimn,

the collection 15 in bad shape. dion’y bring it into the museum
such as mfested with mold, work or slorage space 83 you may
INSECls, ar Vernn, spread the infestation.

Instead, have the-collection
stabilized via freezing or reatment
by & conservator be
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PHASE ONE:
Gain Preliminary Control Over the Park Records
s Survey and describe collections

*  |deniify offizinl/non-pfficial records
*  Appmise collections and check them against the Scope of Collection Statement (S0CS)
s Accession collechinms
=  Onder supplies
' PHASE TWO:

Preserve the Park Caollections

Conduet the Collection Condition Survey

Write treaiment or reformatling reconmmmendations
Contract 1o conserve or retormal

Rehouse

Prepare storage, work. and reading room spaces

PHASE THREE:
Arrange and Describe the Park Collections

Armange collections

Creale folder lisis

Edit and index folder lists

Updnte collection level survey description

Procluce finding aids

Catalog collections into the Automated National Catalog System (ANCSH)

H 5 8 & 8 8

PHASE FOUR:

Refine the Archival Processing

Lucite resotirces

Prepare processing plan and docimentution stralegy
Develop a guide to collections

Publicize collections

PHASE FIVE:

Provide Access to Park Collections
s Review restrnictions
o Write access and usage policies
& Provide refurence service

hMatlonal Fark Sanvica
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Calecton Managamant Flan

US Dopartmant of tha intardar Page 1of 2
National Park Service (NPS)

Access Policies and Rules Governing Use
Amistad National Recreation Area (AMIS)

Availability

Researchers are encouraged lo complete thelr praliminary research at archives and libranes with a
broader topical focus before approaching the holdings of the AMIS. NPS has limited reference staff
and resaearch resources that must be made available to researchers whose work locuses on
materials available only at the AMIS. Access to materials Is dependent upon their physical
condition and the level of processing to-date by the NPS. All research must be done on-site in the
research room,

Access

= Researchers should submit a wrilten request to the curatorial office, detalling their research
project fo the curatorial staff.
= Requests for malerials should be submitted with enough lead time to allow for the
evaluation of the request and the scheduling of curatorial staff to oversee the research.
« All research requests should be addressed lo:
Curalorial Office
Amistad National Recreation Area (AMIS)
4121 Hwy 90 West
Del Rio, TX 78840
» Approval of all requests will be based on availability of curatorial staff to supervise
researchers.
» The curatorial staff at [Park] requests that the researcher read the abstracts in the archival
guide or finding aids before requesting to view any collection of documents.
* To ensure the conservation and securily of this resource, browsing is nat permitted.

Citations

s When crediting the park, list "National Park Servica”; the full park name; coliection litle; the
catalog, box, folder, and image numbers, and credit the creator of the item (e.g.,

photographer).
Reading Room Rules

Only lead pencils, not pens or markers, may be used for note taking.
Scanners, portable photocopy machines, and cameras (including digital cameras) are
prohibited to avoid damage to materials and copyright infringement.
* Use of tape recorders, lypewrilers, and portable computers is subject to security
procedures.
Use of any equipment must not bother other researchers.
No food, beverages, or smoking will be allowed in the reading room area.
No coats, packages, containers, folders, cases (including briefcases), or bags (including
handbags larger than wallets) are parmitted in the reading room area.
Copying is available within reasonable limits at 25 cenls per page.
The reading room will close if no supervisory staff is available.
Researchers must maintain quiet in the reading room.
Researchers register annually and must sign in and out sach time they enter or leave.

LN

- 8 O @
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U8 Departrent of the interior Page 2 of 2
National Park Service (NPS)

Reading Room Rules (continued)

Permission to obtain a copy for scholarly purposes does not constitute permission to
publish
[See Copyright and Privacy Restrictions Statement.]

Handling

| understand the rules listed above and will abide by them.

Access Policies and Rules Governing Use
Amistad National Recreation Area (AMIS)

Researchers may nol remove any archival or manuscript materials from the reading room,
Ressarchers may work with archival or manuseripl materials only in the reading room, not
in museum storage or siaff work spaces.

Researchers must submit prepaid wrillen requests for copias or duplicates.

Researchers must submit for inspection all materials cammied into and oul of the reading
room.

The park reserves the nght to limit access to fragile or restricted collections.

The park archive is not a lending library. All materials must be used in the reading room.
Researchers will work with only one documeni from one folder from one box of matenals at
a time to aveid damaging a collection’s original order.

Researchers who disregard these rules or endanger the records or the work of others will
be denied access.

Whaen handiing the archival and manuscript matenals, only one folder may be removed
from a box at a time, and folders mus! be laid fiat on the table.

Documents should be handied with ulmost care and viewed only one al & lime.
Manuscripls and books may not be leaned on, written an, folded, traced over, or handled in
any manner that may damage them.

Researchers must maintain the original order of documents within their foldars. Attending
staff should be contacted If there is any sign of damage or if items appear to be out of
order.

Mo attempt should be made o reorder or rearrange the documents or lolders or lo repair
any physical damage.

Cottan gloves must be used when handling pholographic Images.

Only one box or volume of material will be issued at one time.

Latex gloves must be worn when warking with materials that may pose a health hazard,

|nted Name of Researcher Signature of Researcher Date
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