
Procedures for a Community Archives & Museum
by Henry Strobel, last revised October 25, 2014

–----------------------------------------------------------------------------------------------------------------------------
1. Our  physical presence is in the St Boniface church property in Sublimity, Oregon, managed by the

board members  listed in  "Who are we?" 

2. Our internet presence is here, at  www.sublimityhistory.net, managed by Henry Strobel.

(The terms archives and museum refer to documents and artifacts, respectively, but are cataloged together.)
–---------------------------------------------------------------------------------------------------------------------------------------
Introduction and disclaimer

“A tutorial to show how a small, unincorporated, volunteer, community museum might operate.” 
  

While the standard collection management procedures described here are highly recommended, we
acknowledge that it may be impractical to follow them all in detail in some small organizations where

- the required resources are simply not available, e.g. too few or insufficiently trained volunteers,
  or 
- the organization may allow or require a more casual operation, as in a church or community. 

Recognize that any such organization might be dissolved at some time from loss of space, volunteers, 
etc. Have a written plan - in our case the collection would still belong to St. Boniface church.

We have tried to clarify these things here not just for our group, but for other small groups without
professional  museum  experience.  We have  somehow succeeded  since  2006  to  grow,  “doing  our
history,” in our quiet country place.
–---------------------------------------------------------------------------------------------------------------------------------------

Random House Unabridged Dictionary:  accession
1. to make a record of (a book, painting, etc.) in the order of acquisition. 
2. to acquire (a book, painting, etc.), esp. for a permanent collection.

Essentials defined: 
1.- accession list (catalog)    computer list of what we have and where to find it 

          2.- accession number    unique numeric identifier of an object
            3.- DEED OF GIFT       paper record of accession number, gift, and donor signature
–---------------------------------------------------------------------------------------------------------------------------------------
1.- The  accession list is a searchable list maintained in a computer. There is one entry for each 
object. Each entry should include its unique, searchable accession number (see below). Insert 
additional lines if needed for more description. 

An object can be individual or composite (album, binder, folder, box, envelope, etc.) You may choose 
to list, name, or describe the component items, e.g. photos, of a composite object in that object's 
entry. This is much faster than making e.g. each photo a separate object, and you can go back and 
name the photo if you later discover whose it is! A composite object also preserves the relationship of 
the components that came in the accession. 

What to accept or keep can be a sensitive matter. Be critical, remembering that that inappropriate 
material dilutes the worth and reputation of the collection, has administrative costs and will have to be 
removed later. A connection to the community and it's history are most important.

Family histories are of interest to families and researchers. Genealogical records per se are not a 
primary interest, except as they reflect community history. Our web site has a final section titled LOCAL 
FAMILY HISTORIES, which includes the downloadable content of some family histories, plus a list of 

http://www.henrystrobel.com/saintboniface/staff.pdf
http://www.sublimityhistory.net/


more that are only accessible in the physical archives.  Documents (or copies) have information 
(historic) value but usually little monetary value. Artifacts have nostalgic, and some monetary value but 
neither are normally appraised or insured here. Our square grand piano might be an exception.
–---------------------------------------------------------------------------------------------------------------------------------------
2.- Unique accession numbers make the location and control of a collection much easier. They are, in 
our case, generated in the accession list (computer spreadsheet catalog).  These accession numbers 
are assigned to each object in the collection and physically marked on it. (Suppose you encounter an 
object in the back room and say "What's this; where did it come from? Note its accession number, 
search for it in the accession list in the computer, and there you are!) Safely and reliably marking 
various objects may require some ingenuity and skill. See Numbering Museum Collections: Small 
Museums Cataloguing Manual 4th Ed. 
–---------------------------------------------------------------------------------------------------------------------------------------
3.- DEED OF GIFT. This is normally the first step, since without a signed agreement ownership is not 
transferred. Record all new accessions on a DEED OF GIFT form as below. This is a paper record 
(paper is needed for a signature), which can be photocopied for backup or a donor copy. The donor 
may not want a copy, but we need the signed DEED OF GIFT.

Daniel B. Reibel, in Registration Methods for the Small Museum, 4th Ed., AltaMira Press, page 28,says:

 “Never, ever, accept a gift without a properly executed gift agreement form.” 

Copy the form below. Complete and store it by date in a binder, known as an “accession register.”

Once the DEED OF GIFT form is signed the donor is free to go with thanks, and the archivist can 
inspect and describe the gift in the computer accession list (catalog). Add the newly generated unique 
accession number to the DEED OF GIFT form.

The museum
then legally owns the gift, and thus:
can dispose of it as they choose, i.e.
can dispose of duplicate gifts (keep the best, save space, look efficient.)
can dispose of inappropriate gifts, correcting poor accession choices.
can sell or give it to another organization.
has no obligation to return a gift should the donor request it back.

NOTE: Disposing thus of unwanted inventory is legal and advisable (at the risk of offending donors).  
Avoid inventory problems by critical accessioning rather than fixing them later by “deaccessioning.”   
 
NOTE: If the museum buys an object, the bill of sale is stapled to the DEED OF GIFT form.
 –---------------------------------------------------------------------------------------------------------------------------

Other collection  maintenance actions:

Correcting past accessions made without a deed of gift.
Deaccessioning objects from the museum

Objects on loan to or from the museum:
Short term loans for special exhibitions, etc. are handled ad hoc. They are not accessions.
Long term loans  can be troublesome and should be avoided. They are typically offered by

owners who are not ready to let go completely. Some may have been entered into the accession list
(catalog). Resolve these troublesome loans, converting them to accessions or returning them.

For guidance on such actions consult Daniel B. Reibel, Registration Methods for the Small Museum,
4th Ed., AltaMira Press, and A Legal Primer on Managing Museum Collections, Third Edition by Marie 
C. Malaro and Ildiko DeAngelis. (My advice: “Avoid loans.”)

http://mavic.asn.au/assets/Small_Museums_Cataloguing_Manual_4th.pdf
http://mavic.asn.au/assets/Small_Museums_Cataloguing_Manual_4th.pdf


Deed of Gift,  Accession Number___________
St. Boniface Community Archives & Museum

(St. Boniface Catholic Church)
371 SE Main Street, Sublimity, Oregon 97385

Received From:                                                                                            ___            Date:                                    

Address:                                                                                                                                                                     

City-State-Zip:                                                                                               ___            Phone:                                  

I own the personal property described below and desire to give said property to the St. Boniface 
Community Archives & Museum. This is a free and unrestricted gift which is subject to conditions 
outlined here and the policies of the St. Boniface Community Archives & Museum. By my signature I 
irrevocably and unconditionally give and transfer to the St. Boniface Community Archives & Museum all
right, title, interest, including all copyright, trademark, and related interests, in and to the property 
described below and I acknowledge I have read this document and agree to the conditions listed.

Description of Gift:

What is the history of the item(s)?

How did the item(s) come into your possession?

By my signature below I accept the foregoing conditions and acknowledge reading the following.

Gifts to the St. Boniface Community Archives & Museum are considered as outright and unrestricted donations to be used in the 
best interest of the organization.  Usually, accepted gifts are considered extremely important or the best available at the time 
acquired.  However, no individual or institution can predict nor govern the changing attitudes of future generations, nor 
guarantee permanency beyond the best available preservation procedures.  It is sometimes impractical to evaluate all materials 
at the time of acquisition. Upon evaluation, some material may be declared expendable.  In addition, certain material already in 
existing collections may become expendable by acquisitions of better examples.  Expendable material includes surplus, 
duplicate and non-relevant material as well as material of deteriorated condition or limited use.  Such material will be used in the 
best interest of the organization, including but not limited to sale and exchange programs to acquire other needed materials, and
disposal if the condition or value so warrants.  Any material declared expendable must be approved in accordance with the 
organization’s deaccession policies, I.e.  Removing selected items will be done only after careful consideration based on the 
long-term needs of the St. Boniface Community Archives & Museum, with the supervision and approval of the board of directors.
Items removed from the collection will be used in the best interests of the St. Boniface Community Archives & Museum, 
including but not limited to placement in the education collection, exchange programs to acquire other needed materials, loans 
to schools and other institutions, auction or other disposal methods reflecting the condition and value of specific items. The St. 
Boniface Community Archives & Museum does not accept gifts which stipulate that a collection must be kept intact, that it must 
be exhibited permanently or regularly, or that the St. Boniface Community Archives & Museum must keep any item permanently.

Donor/agent:                                                                                              Date:                                                      

Received by:                                                                                              Date:                                                      

Accession Date: ________________________________________ 



----------------------------------------------------------------------------------------------------------------------------

Guidelines for preservation of the collection by volunteers:

You're welcome to help! For more information call the curator/archivist. We have weekly hours, but 
other times can be arranged.

Storing a Collection
- Use special acid-free cartons, folders, and filing boxes.
 - Unfold large documents and store flat, where practical.
 - Remove rubber bands, paper clips, staples. Don't use "scotch" tape.
 - Place fragile documents in archival mylar covers.
 - Place photographs singly in mylar/polyethylene envelopes after identifying on the back with 
HB2 pencil.
 - It's convenient to organize related documents and photos in archival clear sheets in three ring 
binders. This allows access without white gloves or the risk of losing or disordering the contents.
Make high quality photocopies on acid-free paper of newspaper clippings (the clippings can be 
discarded).
 - Don't write on the papers; label the folders.
 - Textiles should be stored flat, in acid-free tissue. Banners and large objects can be rolled.
 - Store everything in a cool, dry space, not an attic or basement. 65-70 degrees F and 50-55% 
relative humidity are best.
 - The storage space should be secure, locked (with limited key holders and an entry log), fire 
resistant, with a centrally connected smoke alarm and fire extinguishers for paper and electrical 
fires.

Some references:
 - Registration Methods for the Small Museum by Daniel B. Reibel (paperback)
Numbering Museum Collections, Northern States Conservation Center 
Small Museums Cataloguing Manual 4th Ed. 
The Field Guide for Museums (Good Overview and References) 

Computer
 - Create, maintain, and print an accession list (catalog). 
 - For future accessibility and present economy, we suggest using the free LibreOffice suite. 
  - Backup records and content (lists, documents and images) both on and off site. Otherwise 
many years of work and knowledge can be lost to fire, theft, or computer mishap. External USB 
hard drives are convenient for backup. USB flash drives are tiny and handy for moving data 
between computers, but are easy to lose.

–---------------------------------------------------------------------------------------------------------------------------------------
Open Hours: The office, archives, and displays are usually open to all  every Tuesday from 9:00am 
to noon. Free, no appointment needed. Members often use this time for project work, computer 
entry, filing, research, coffee and donuts, reminiscing, etc. - and of course welcoming and 
accommodating visitors. 
–---------------------------------------------------------------------------------------------------------------------------------------
Business meetings are opened and closed by motion as needed according to informal rules of order. 
The starting time of business meetings is normally 10:00 am, so members who are present at that time 
can be sure to not miss a business meeting.
===================================================================================
Our weekly newsletter, the Archives Record, (all issues) is published on our web site. It contains: 

1. The minutes of the last business meeting, including old and new business, 
and/or 

file:///mnt/home/DATA/henrystrobelwork/saintboniface/the_field_guide_for_museums.pdf
http://mavic.asn.au/assets/Small_Museums_Cataloguing_Manual_4th.pdf
http://www.collectioncare.org/cci/ccin.html


2. the current news containing overlooked or upcoming items or editor's notes. It may include 
additional items as suggested or submitted to the web editor by others.

3. Collectively, it holds the history of the organization.  If we look back to the beginning of a 
museum, we may find that there was not a clear and complete collection(s) plan. Sometimes they start 
in a burst of enthusiasm. It did and we grew fast. Sometimes we may need to go back and complete or 
adjust our plans. We have an unincorporated group of volunteers, who meet for one morning a week -  
and seem to prefer an informal style - last year they voted to drop all organizational titles!

I think that was a mistake, but not too late to correct. Oddly enough, it works pretty well, since we know 
each other so well. Our staff are keen local history experts, tops in hospitality and assistance to our 
many guests. I am not much involved in the operation of the museum itself, but help by providing this 
wide ranging web site sublimityhistory.net , the envy of many communities.

I am optimistic for the museum. It is popular and thriving in a fine building, providing a high quality 
service well beyond Sublimity. If I had concerns they would be about the future and how to recruit  
future unpaid staff. We welcome new volunteers. Just come to a Tuesday morning meeting.

Back to   Sublimity History 

http://www.henrystrobel.com/saintboniface/archives.htm
http://www.sublimityhistory.net/

