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Purpose and Scope

Stroud Public Library is privileged to preserve our town’s history: local history is our specialized
area of research. Accordingly, the Special Collections Room of the Library is used primarily to
house a non-circulating collection including, but not limited to, photographs, manuscripts,
documents, periodical publications, audio and video recordings and memorabilia related to
Stroud, OK for the education and enjoyment of individuals interested in local history or
genealogical research.

This policy details the management of the Special Collections Room, its contents, related digital
files, and exhibits. Although the physical condition of the room effects the archive environment,
insurance, security and other maintenance of the city-owned building is not within the scope of
the Library department.

Relevant terminology is taken from the OHS Historic Context Review and the SAA Glossary of
Archival and Records Terminology. Information for disaster recovery came largely from the
National Archives. See Bibliography.

This policy should be reviewed at least every five years, as noted in the Library’s Strategic Plan.

Collections Defined
The 465 sq. ft. Special Collections Room houses local history and genealogy collections and
some oversize documents for the City of Stroud.

Local History
The Local History collection may contain any item pertaining to the history of Stroud, Oklahoma
(founded 1892) and the surrounding area.!
Major collection components include:
e Wilma Elizabeth McDaniel Collection
The McDaniel collection was archived in partnership with OSU, which published a
finding aid online. It contains materials of personal correspondence, handwritten notes,
and other papers of the Oklahoma Dust Bowl poet. Newly discovered materials may be
added, contact Karen Neurohr.
e Photograph collection
The collection may contain print photographs of the area from 1892 to the present.
Digital copies are annotated to the best of the librarian’s knowledge. Collection may
contain digital photographs taken by library staff or donated with copyright release. Some
of the early photographs are available online through the Images of Oklahoma project. A
print finding aid is available to the public in the library.
e Slides
The collection has some slides mainly of buildings but also of events of the defunct Main
Street Stroud program.
e Stroud Newspapers

! Stroud is located in the southern part of the Central region immediately west of the former Oklahoma/Indian
Territory border, approximately five miles north of the Sac & Fox Indian Agency. In Lincoln County, Keokuk
Township, the neighboring communities included Kendrick, all-black town Key West, and country schools
Springdale, Prairie View, Oak Grove, and Pleasant Hill. In the Eastern region, in Creek County, neighboring
communities include Milfay, Depew, and Drumright. Stroud’s area also includes Salt Creek, Deep Fork River,
Frisco Railroad, Ozark Trail, Route 66 and Turner Turnpike.
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o Microfilm: The Library currently purchases one copy of all newspapers published
in Stroud and microfilmed by OHS to date. It will continue to do so as funding
allows.

o Clippings: Library staff have archived original newspaper clippings from the
Stroud American and Lincoln County News from the 1950s to the present. They
will continue to do so as funding and staff time allows.

o Indexes: Staff have produced print and digital indexes of information found in the
Stroud newspapers. History index is digital and available to library staff only.
Obituary index is on index cards available to the public in the library, a digital list
of names and dates available online, and a database available only to library staff.
Birth index is on index cards available to the public in the library, a digital list of
names up to 1930 is available online, and a digital list available only to staff. New
items are to be added to the History and Obituary Indexes as they are published.

e Scrapbooks and Photo Albums
Albums may be constructed or donated albums deconstructed as is deemed best for the
conservation of their contents. Consider photographing the original arrangement of an
album before taking it apart. Album subjects include:

o Family of James o International Brick Throw and Rolling Pin Contest
Stroud (Founder) o Methodist Church (in Stroud)
o Stroud Schools o American Association of University Women (AAUW)
o Stroud Historic Neighborhood Association (SHNA)

e Stroud School Yearbooks
Collection may contain Middle School or High School Annuals. Accession only one of
each year. Good condition duplicates may be kept as space allows. Oldest yearbooks are
fragile as they were published with only paper covers. These are to be cataloged and
handled as memorabilia, not books. New yearbooks will be purchased as funding allows.
e Oral Histories
Collection may contain transcribed interviews and digital recordings of local people and
places.
e Memorabilia
Collection may contain miscellaneous objects, mostly ephemera, including
correspondence, programs, and brochures. Other artifacts include a wooden 3D model
and a sign of the early 20" century Graham Hotel. The collection may also contain
tintypes and art.
e City Records
o Collection contains digital copies of cemetery record books borrowed from Stroud
City Hall and Kendrick. Library staff maintain online interment listing for Stroud
Cemetery, updated annually.
o The City decided to store old utility plans and maps at the library. Selected items
may be processed into the Local History collection as funding and time allow.
e Quilt
The quilt collection includes patterns, instruction books, magazines, and some cloth
blocks from previous quilt exhibits of local talent. No materials are to be added to the
collection.
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Genealogy

The Genealogy collection may contain materials (primarily books and microfilm) to help in
genealogical research, including but not limited to: genealogy research; instruction books;
historical and government records which include Stroud; books about ethnic groups who moved
to Oklahoma and the places they were from; Daughters of the American Revolution (DAR)
records of local cemetery headstones; and Lincoln County marriage records index.

Staff have transcribed census records from microfilm to create digital indexes, published online:
1900 Keokuk Township, 1910, 1920 & 1930 Stroud City and North Keokuk Township. 1940
Stroud and Keokuk indexes were made from online census records.

Acquisitions

Materials may be acquired by purchase, gift/donation, or abandonment. Preference will be given
to unique historical items or those that support genealogical research. Few, if any, duplicates
should be kept. Due to limited conservation resources, items of great fiscal value or physical
fragility should be considered for donation to larger organizations, such as the Oklahoma
Historical Society.? It may be necessary to limit acquisitions to smaller items.

All materials added to the collection must meet the following criteria:

e Materials are relevant to and consistent with one of the above-defined Collections. Staff
may investigate the provenance of potential gifts before deciding to accept them.

e Materials are in reasonably good condition.

e The Library is willing to commit future resources to the proper storage and preservation
of the materials.

e Materials will be a permanent part of the collection; the library does not accept
responsibility to conserve or exhibit materials owned by anyone other than the City of
Stroud, Stroud Public Library, or Stroud Friends of the Library.

Materials may be rejected if they are a duplicate, too large to store onsite, or are not donated
unconditionally.

Library staff may recommend more appropriate institutions for materials that cannot be accepted.
Unprocessed acquisitions are not available to the public.

Gifts
Gifts are only accepted by the following:

e Gifts of materials are reviewed using the same criteria as purchases.

e A donation form must be filled out and signed by the donor when materials are brought to
the library. After both parties sign the form, scan it to the computer for our records. Give
the donor the paper copy. Keep a copy of any written communication about the gift with
the form.

o Donation form should include: contact information for the donor, description of
the items being transferred, indication that the copyright is being transferred as
applicable, provisions for how to deal with unwanted materials, provisions for the
donor.

o If the donor never comes to the library, staff must fill out the donor form. If the
donor has sent written intent, it can be accepted instead of having the form signed.

2 This was done years ago when photographic glass negatives were donated to OHS.
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If the donor made a verbal agreement, email the donor to have the form signed. If
not returned, note the circumstances and proceed with accession.

e The library cannot make appraisals on gift materials, nor be involved in obtaining one,
both because it is an interested party in the transaction and because it is not possible to
provide expert knowledge.

e The library reserves the right to exchange, sell, or discard any gifts that are given to the
library.

Undocumented materials

As Oklahoma abandoned property laws (Title 60) do not apply to libraries and museums, see
Appendix A: Oklahoma Museums Association Guidelines Relating to Unclaimed,
Undocumented, and Abandoned Property. Any claim against Library property will be referred to
the City government.

Found in Collection

Materials “found in collection” refers to items found stored in the Library which cannot be
matched to any collection records. Such items are considered the property of the Library. These
materials are to be processed — accessioned and deaccessioned — in the same manner as a gift,
except that they will not be sold. Note “Found in Collection” and date found in donor fields.
Unsolicited Deposits

Materials that are abandoned on Library property (also called “doorstep donations’) without any
indication of the donor’s name, contact information, or other affiliations are considered a gift.
Once these materials are physically transferred, the depositor transfers full, free, and
unencumbered title to the property. Describe how the items were found on a donation form. Note
“anonymous” in the donor fields when accessioning.

Arrangement

The following supplies are needed for processing: nitrile gloves, number two pencil, vinyl eraser,
archive spatula, and soft brushes. Work area should be clean or covered with a clean sheet
(washed in Ivory). Staff should wear gloves or wash hands with Ivory soap. Store archival
supplies separately from other supplies and chemicals.

Quarantine new materials as necessary for virus, pests, etc. Place items in a plastic bag with a
glue trap for 2 weeks to test for and Kill pests.

Respect original arrangement if it was intentional, where material types make it possible, and as
fits into an existing collection. Otherwise, sort by material type, subject, and chronological order.
See Appendix C: Memorabilia Classified Index for list of existing subjects and arrangement.
Store information about the acquisition (like the donation form) with materials until cataloging
process is finished.

Clean materials, remove paper clips, staples, metal fasteners, rubber bands, plastic sleeves, tape,
etc. where possible. Photocopy newspapers and separate sticky notes and oversize items,
marking their place in the collection. Always support items as they are being moved. Support full
surface from back of photographs; do not handle by the corner or touch emulsion. Handle
tintypes from the bottom.

Review audio-visual materials and run a virus scan on digital acquisitions before cataloging.
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Special Collections Donation Form
Donor’s information

Name Phone ( ) -

Address

Email In Memoriam

Acknowledgement

I hereby donate the following materials to the Stroud Public Library. | am the owner of the materials and
now give and assign ownership of these materials to the Library.

(] | grant physical ownership of the material to the Stroud Public Library, but I do not have copyright
over the work.
0 I grant physical ownership and all rights to the original work to the Stroud Public Library.

Description of materials donated (May continue in attachment.)

All gifts are tax deductible and this form acts as a receipt for donation of materials. No money or other
materials were given in trade. The library does not place a financial value on materials received.

The Library may dispose of the gift, by sale or otherwise, should that be in the best interest of the Library.
Although the donor’s consent is not required, as a matter of courtesy the Library may attempt to inform the
donor of the intended disposal.

All donations are governed by the Gift Policy as approved by the Stroud Public Library Board.

Donor’s Signature Library Director’s Signature

Date / / Date / /

Library will keep an electronic copy of this form as the original.




Accession Process

For staff use only Accession Number(s):

What collection does this fit into?

Who collected the materials and why?

How is it arranged?

List storage/preservation supplies and processes needed. Check off list as completed.

Withdrawal notes
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Accessioning

At minimum, staff are to catalog (in text document or spreadsheet) as much of the collection as
time allows. An item or lot is fully accessioned when it can be found in the OPAC.

Cataloging procedures follow by material type. For any type not covered here, the general
purpose of cataloging is to create searchable computer records with a formal description of the
item and label stored item with a unique identifier to facilitate access.

When adding materials to the OPAC, classification (file code) for the Genealogy collection is
given the prefix GEN and the Quilt collection Q, followed by a Dewey Decimal Number (976.6
for Stroud) and the first three letters of the creator’s last name. Local History collection is given
the prefix LHC, followed by the access number and the first three letters of the corresponding
subject. Item Circulation Class is Reference and material type for LHC is Memorabilia. Apply
computer labels to boxes or other exterior only.

As applicable, place access number on the bottom side and upper right-hand corner, or the top
outer-most edge.

When assigning a condition to an item define good as negligible damage to exterior and interior
(i.e. pages of a book), fair as damage to exterior but none to interior, and poor as damage to
interior effecting usability or life expectancy of item.

Use a #2 pencil to note accession numbers close to or on archival items.

Books and Microfilm
Books (including yearbooks) and boxed microfilm may follow the ILS cataloging procedure for
regular collections, including accession number, barcode number, MARC records and labeling.

Oral Histories

Transcriptions are cataloged as books (vertical file).

Transfer any analog recording to digital. Catalog disc following the cataloging procedure for
regular collections, including accession number, barcode number, MARC records and labeling.
Note any documentation from the making of the oral histories in the marc record and store it
with the disc in a folder labeled with the same accession number. Backup discs to computer.
Catalog backup as digital file.

Memorabilia
Obijects are cataloged in Excel spreadsheets with the following fields:
e Access number: Unique identifier
Category: General subject, See Appendix C
Description: Librarian’s best description of object
Creator: Author, publisher, etc.
Date: Creation date
Materials: Material type
Size: Measurement of object
Condition: Physical condition of object: Excellent, Good, Fair, Poor, etc.
Number of Copies: Number of copies in collection
Donor: Name of donor
e Notes: Librarian’s comments, storage location, object scanned to digital file, etc.
Enter original once and give number of copies; do not enter each copy separately. Access
numbers follow the format category# object# letter-of-parts. For example, a 2-page letter
concerning the Brick Throw might be 4200.09ab.
For vertical files (loose paper or other ephemera): Take it out of any envelopes. If it was not
cleaned during arrangement, dust and remove rusting staples and paperclips and any adhesives
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that have dried enough to detach without damaging the item. If paper must be regrouped, use
plastic archival clips lined with paper. Place items in folders labeled with access number.

When digitizing documents for access, scan them into a color PDF file. If material is typed, not
handwritten, turn on the OCR scanner function. Name scan with access number and catalog as a
digital file.

Tag oversize, wood, cloth, and miscellaneous objects with access number. Pictures may be taken
of objects that do not fit on a scanning bed. Try to use a file format already in use; see Appendix
E.

Scrapbooks and Lots

Memorabilia stored in scrapbook albums or boxes (lots of items that are to remain together
regardless of material type) may be added to the OPAC. The contents are inventoried in a text
document, numbered as Memorabilia. One copy of the inventory is printed and stored with the
lot. A link to the inventory is included in the OPAC.

Photographs

Photos are cataloged in a Microsoft Access database with the following fields:
e Access number: Unique identifier, See Appendix B

Category: General subject, See Appendix B

Description: Specific subject

Size: Physical measurement of print (i.e. 5x7)

Condition: Physical condition of print: Excellent, Good, Fair, Poor, Bent, etc.

Donor: Name of donor, if known

Photographer: Name of person who took the picture

Year: Year photo was taken.

Number of Copies: Number of copies in collection

Original: Is this the original picture?

Copy: Is this a copy of the picture?

Negative: Do we have the negative?

Print: Do we have a print?

Prominent Persons: Names of persons in photo, if known

Notes: Librarian’s best description of subjects in photo

e Picture: Scanned bitmap file

Handle photo with nitrile gloves.

2. Scan photo with 200x200 resolution in both Bitmap (.bmp - preservation) and JPEG (.jpg -
access) formats. For oversize prints, take a digital picture for the database.

3. In Photo database, assign access number based on the subject of the picture and fill in as
many of the fields as possible.

4. If photo is small enough, using archival safe products, mount photo with photo corners on
white cardstock and place in plastic sleeve. Label with database access number.
For larger prints, carefully write the access number on the back of the photo.

5. Print database entry for public access catalog.

=

Newspapers

Avrticles are cataloged in a Microsoft Access database with the following fields:
e Category: Primary subject of article
e Abstract: Description of older articles; full text for newer articles
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e Source: Name of newspaper
e Date of Source: Date of publication
Obituary clippings are in a separate database with the following fields:

e Name e Stroud Cemetery Plot
e Date of Death (for those found in the cemetery records)
e Source o Full Text

e Date of Source

Scan obituaries as soon as papers arrive. Create an index card for each person.
When newspapers are old enough to be removed from the periodical stand:

1. Cut out any articles regarding Stroud

2. Glue them to notebook paper

3. Scan the full text of the article into the computer

4. Enter article text into database with category, source, and date.

a. Use existing category term where applicable.

Each binder, box, or full years” worth of clippings (minimum) may be accessioned as a book

(vertical file).

Digital files

Catalog born digital files (other than the library’s catalogs and indexes) according to their file
type as if it were a material type; for example, a JPEG photo file may be cataloged in the
Photographs database. Existing procedures include administrative and descriptive metadata, such
as access number, description, and source. See Appendix E for archival file types.

Name archive copies of a file with its catalog access number.

Copy all digital files, including the librarian’s copy of catalog and index files (not abridged
publication copies) and scanned archival items, into a fixity checked Archive folder on the
library’s in-house server. A second archive copy is placed on external hard drive, as part of the
server backup. Neither of these copies are to be used except as replacements should the access
copy be damaged or lost.

Collections Care

The Special Collections Room has had a measured temperature of 68-72°F and relative humidity
from 33-55%. However, due to the windows in the room, light levels are high.

Storage is to be improved to archival quality, described as follows, as budgeting allows.
Prioritize the innermost layer of containment, what is in direct contact with physical materials, to
be the better quality. Archiving supplies include: PAT storage for photographs; archival folders,
boxes, and interleafing paper; polyethylene (PE) foam supports and barriers; certain plastic
containers; and an external hard drive for file backups. As rapid changes in temperature and
humidity is damaging, use as many layers as possible to insulate physical materials.

Inventory can only be completed on items with barcodes.

Material Preservation
e Books
Store on metal bookshelves with metal bookends. Spine should face out, barcode label to
the left, when possible. If book becomes too fragile, it may be treated as memorabilia
(vertical file).
e Scrapbooks
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Store in burly boxes labeled with barcode numbers and names of the albums.
Boxes are to lay flat on the shelving with barcode labels facing out. Replace boxes as
needed. Albums are to lay flat or with the spine to the bottom of the box. Interleave
stacked items.

e Microfilm
Store in acid-free, 35mm microfilm boxes labeled with barcode numbers and names. Put
box with name label facing up in a filing cabinet out of the light. Replace boxes as
needed.

e Photographs
Mount with Photographic Activity Test (PAT) passed supplies, place in PAT passed
folders, and store in filing cabinet. Oversize prints (not mounted) store flat, layered with
interleaving paper in box. Librarian must be wearing nitrile gloves when handling all
photos. Never tough image.

e Newspaper clippings
News articles are filed separately from obituaries. Both are kept in chronological order.
Store paper items in Archival Reinforced File Folders, placed in Barrier Board Flip-Top
Document Cases. Keep on metal shelves with barcode label facing out.

e Other vertical files
Store paper items in Archival Reinforced File Folders, interleaf as appropriate. Place
folders in filing cabinet or archival boxes. Use PE spacers in boxes.
Librarian should wear gloves when handling archival items (i.e. not newspapers).

e Maps and other oversize documents
Store rolled around an interior support: a wide diameter acid-free tube or tube wrapped
with acid-free paper. Wrap the rolled document with acid-free paper and secure with a
piece of cotton string. Label can go on string.

e Tintypes
Store tintypes individually in appropriately sized plastic sleeves and folders.

e Slides
Store in acid-free slide pages.

e Non-Digital Audio & Video
Store out of the light, until content can be digitized and original medium discarded.

e Optical Media (DVDs)
Store in polypropylene disc cases, spine facing out, barcode label on the left, when
possible.

e Digital Cold Storage
Store medium in anti-static, waterproof hard-shell cases.

e Quilt pieces
Store cloth in the Quilt collection in textile boxes on metal shelves.

e Wooden artifacts
Place on metal shelves sealed in polyethylene sheeting.

o Art
When on display, mount in UV-filtering acrylic display cases. Otherwise, keep it dry, out
of the light, and dust occasionally.
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Digital Preservation
Archival items are digitized to facilitate access to the collection and with the hope that this will
preserve information for longer than will other media.
Use NDSA Levels of Preservation (Appendix D) as a guide for archival storage of digital files.
Current storage approximates Storage and Geographic Location: Level 2, File Fixity and Data
Integrity: Level 3, Information Security: Level 1, Metadata: Level 1, File Formats: Level 2 (See
Appendix E).
Archival storage includes at least two copies of archive files that should regularly be checked for
fixity. The Library of Congress defines fixity check as “the process of verifying that an object
has not been changed in a given period.” When applied to an electronic object, this is sometimes
called file fixity.
Keep a copy of the archive in each of three geographic locations with different disaster threats
and on different storage media:
e An archival copy is kept on the in-house server with fixity check, update as needed.
e An offsite backup is kept at City Hall on an external hard drive, update monthly.
e An offsite backup for local history files with fixity check is kept with Amazon Glacier,
update annually.
Only librarians should access archival copies, with the exception of facilitating offsite storage.
Use lossless file types and open formats where possible, updated as standards and use change.
For the in-house archival copy:
e Put only one copy of each file in Archive folder.
o Include one backup copy in a different file type, where applicable.
o Folder/file names should reflect collection classifications, where applicable.
= Photographs
% Photograph DBs
++ Backup picture bitmaps
% Backup Excel files
= Memorabilia archive (Excel file)
% Scanned archive items
» Scrapbook inventories
¢ Backups of Oral Histories
% Quilt Inventory
ndexes:
% Birth Index DB
% Census DB
» Cemetery Listings
% Local History DB
% Obituary DB
e Run a metadata program to index all archive files.
¢ Run fixity check monthly; keep log.
Inventory should be reviewed annually.
o Files may be updated during review.
o Run metadata program if new files.
o Count number of files new/altered.
= Run fixity to see matching count.
If damaged or lost file, replace immediately from copy that passes fixity check.

X/
*

%

o

>

%

o

>
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Procedure for indexing using Data Accessioner 1.1:

You will need Java installed on your computer.

Enter your name, the current date as the accession number, Archive as the Collection Title, and
Accession to Directory: Archive Copies for Fixity. Refer to the above file structure for
Source/Directory folders. Click Migrate. Creates a folder and a file [date].xml. Delete folder.
Run DA Metadata transformer Tool. Add Source: .xml file you just created. Use csv transform
that comes with the program. Set Output Directory to Archive Copies for Fixity. Click Run
Transforms.

Procedure for fixity check using Fixity 1.2:

Click on File, New Project. Name Archive. Schedule monthly at 9am. Add directories according
to above file structure. Use stroudlib@yahoo.com for Recipient Email Address. Save.

Room & Technology Maintenance
The room contains tables, chairs, a computer, and a microfilm reader. Shelving lines the walls.
Archival materials should be placed at least 6 inches off the floor.
Environmental Conditions
e Place a barrier (PE sheets) between exterior walls and shelves holding archival materials.
e Keep windows covered when room is not in use.
e Blue scales (textile fading cards) can be used to measure light damage.
e Monitor the environment using a data logger (such as the HOBO UX100-003) or a digital
thermometer with humidity readout. If using a thermometer, record the temperature and
relative humidity in the morning, afternoon, and evening.
e Keep as few corrugated cardboard boxes in the room as possible.
Clean Room

e Sweep ceiling, windows, walls, and dust shelves once a year.
Clean tables, chairs, and floor as usage requires.
Use dry Swiffer cloths to dust shelves, containers, and books.
If disinfecting is necessary, use 70% isopropyl alcohol.
Remove trash, if any, daily.

e If any signs of pests, set out sticky traps.
Required Technology and Supplies for Access

e Microfilm Reader

e Microsoft Office Software (Word, Excel, Access) on staff computer

e Nitrile Gloves

Public Access

As noted in Acquisitions, uncatalogued materials are not available to the public. Materials are
not to be accessed without a librarian present; access is only possible when enough staff are
available. Requests for staff to perform research will be filled as time permits. No fees will be
charged for staff time. There is no guarantee of how long research may take.

The Library does not loan out any Special Collections materials to individuals. Institutional
requests to borrow materials will be considered on a case-by-case basis. Librarians are
encouraged to pursue cooperative work with other institutions where interests or collections
overlap. Digital or preservation copies should be provided whenever copyright and usage allow.
Loans of original material must be considered more carefully, particularly regarding the
condition or potential for damage to the materials, and is left to the discretion of the Library
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Director. If loaned materials have a MARC record, they should be checked out to the Interlibrary
Loan account.
For research requests received over the phone or by email, staff should record the date, name and
contact information of the requester, the purpose for the research (personal, academic, exhibition
or publication), and a brief description of the requested material.
Any person accessing the Special Collections must fill out the Researcher Registration Form.
Researchers should wash their hands before handling materials, not use hand sanitizers or lotions
while using materials, keep items in original order, and keep materials on the table. No food or
drinks are allowed in the room. During any extensive research, librarians should put notes where
something is removed from the collection. Researchers must request permission before copying
materials. Use of the scanner/copier and other supporting technologies can be found in the Policy
and Procedure Manual. Personal digital cameras and scanners are allowed in the reading room on
a case-by-case basis. No camera flashes. The items that a researcher may want to scan or
photograph must be examined by the staff and evaluated for physical condition, copyright issues,
and donor restrictions.
NOTICE: The copyright law of the United States (Title 17 U.S. Code) governs the making of
photocopies of other reproductions of copyrighted material. This law provides severe civil and
criminal penalties for the unauthorized reproduction, publication, distribution, exhibition or
public performance of copyrighted materials.
Images of materials that are made from the collection may not be used for publication or use on a
web site without permission from the department. The Stroud Public Library requests a donated
copy of any publication that is a physical format (print, CD/DVD, etc.) in which a text or image
from its collections is reproduced. This use is to be credited “courtesy of Stroud Public Library.”
The patron assumes all responsibility for questions of copyright that may arise as a result of
making copies for publication, further distribution, public display, or public performance.
Readers disregarding these conditions will be denied use of research library materials.
Researchers may access cataloged items by the following material type guidelines:
e Books
Regular bound books (e.g. Genealogy books) may be accessed by the public. Scrapbooks
and yearbooks may be accessed with librarian supervision. Do not use the top of the spine
(head) to move a book. Use archival supplies to turn pages. Use book cradles and shakes
when applicable.
e Microfilm
Microfilm may be viewed on Library readers with staff supervision.
e Photographs
Print catalog is available to the public. Librarian assistance is required for digital copies.
A use agreement must be filled out before digital copies can be released. This applies
whether or not the request is made in person.
e Newspaper clippings may be accessed by the public.
e Oral history transcripts may be accessed by the public. Librarian assistance is required for
audio/visual copies.
e Memorabilia and oversize items may be viewed by the public, but should be handled only
by a librarian.
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cityofstroud.com/library
library@cityofstroud.com

301 W. 7™ Street
P.O. Box 599

Stroud, OK 74079 an am
: (918) 968-2567 W &
: (918) 968-4700 @StroudOKLibrary

Special Collections Access
Researcher Registration Form

Name

Address

Phone ( ) - Email
Rules Notice

The Library does not loan out any Special Collections materials to individuals. Any person using the Special
Collections must fill out this Researcher Registration Form. You may then access cataloged materials with
librarian supervision. Any photocopies or printing is at researcher expense at the library’s regular prices.

Researcher’s Signature Date

Purpose

Materials Accessed
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cityofstroud.com/library
library@cityofstroud.com

301 W. 7™ Street

P.O. Box 599

Stroud, OK 74079
: (918) 968-2567
- (918) 968-4700
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Special Collections
Agreement for the Use of Images

Name

Address

Phone ( ) - Email

Rules Notice
Permission is granted for ONE-TIME NON-EXCLUSIVE USE of the following images:

to the above party for the purpose of:

e All posed commercial use of images must be stated in advance. Stroud Public Library reserves the right to refuse
requests intended for commercial use. A special USE FEE may be charged for all approved commercial use.

o All images will be properly credited as follows: courtesy of Stroud Public Library.

e Any subsequent use of these images, for any purpose whatsoever, will require additional permission from the
Stroud Public Library.

¢ In obtaining these copies (print or digital), you have agreed to abide by all policies and regulations as defined by
this document.

e The Stroud Public Library cannot, does not, and will not warrant and represent that it owns the copyright in the
described images. It can only warrant to you that it is the owner of such image, which comprises part of its
collection at the Stroud Public Library. If you have any questions concerning the copyright on any of these images,
you should independently make a determination as to whether any third party is claiming to own the copyright of
same and you should not rely on any representation, expressed or implied, by Stroud Public Library other than this
representation to you that these images are a part of its collection.

¢ Images from the collection may not be captioned or used to illustrate something else unless evidence is given to
show that our identification is incorrect. If a specifically identified image is used to illustrate a similar object, it
must be stated in the caption as being a similar or typical view.

e Images are not supplied to commercial archives or publishers for resale.

e Copies or prints of images ordered from Stroud Public Library may not be deposited or placed on file in any other
repository.

e Any person or organization not abiding by these regulations may be denied further access to or use of materials in
the collection.

e Stroud Public Library is not responsible for any illegal or improper use of these materials.

e The fees charged for copy do not in any way constitute sale of the images but are merely fees charged for
obtaining a copy print in lieu of using the original file print or negative. Stroud Public Library retains all rights to
the images in its collection.

Signature of Responsible Person Date
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Exhibits and Outreach

Staff are to arrange such exhibitions as showcase Special Collections materials and/or supports

life-long learning in the community. The library does not accept responsibility to conserve or

exhibit materials owned by anyone other than the City of Stroud, Stroud Public Library, or

Stroud Friends of the Library.

Original items may only be placed on exhibit in places where library staff will be present during

any time the item may be viewed by the public. Reproductions are to be used for all other

exhibits. When exhibiting original items, staff should consider environmental conditions, such as

light exposure and air circulation, and the potential for damage. All exhibits are temporary.

Available exhibition spaces include:

e Space behind the circulation desk may be used for small objects, including originals or a
digital picture frame.

e Tables in the Special Collections room may be used for exhibits (including originals) during
select programs or “open house” events.

e Space in the lobby may be used with rolling display panels for reproductions only.

e Space in locking glass display cases in the Community/senior citizen building owned by the
City may be used for reproductions only.

e Library space on the City’s website may be used for the publication of any library files where
there is no conflict of copyright of the original item.

Suggested topics for exhibit include: Henry Starr bank robberies, Black history month, Stroud

school history, Native American history month, Women’s history month, Veteran’s Day, work of

the Stroud Historic Neighborhood Association, Stroud Brick & Rolling Pin Throw.

Fundraisers may include the sale of reproduction copies of carefully selected materials. Staff

should choose materials that are not under copyright or were donated for fundraising purposes

and which will not be notably damaged by the reproduction process. Staff, on behalf of the

Friends of the Library, sale copies of the Stroud Centennial book for $45 each. Additional

materials for resale may be obtained from the Oklahoma Historical Society.

Disaster Recovery Plan
See Emergency Plan for policy during emergency, including contact information and location of
emergency supplies. After emergency:
Ensure that all hazards are cleared before entry
Assess and document damage to holdings, building, information systems
o What type of an emergency was it (fire, smoke, chemical, clean water, dirty
water, heat, humidity)?
o What areas have been affected?
o What is the nature of the emergency?
o How much of the collection has been affected?
o What types of materials have been damaged?
Are critical information systems functional / safe?
Maintain security
Stabilize the environment at your facility
Identify and gather salvage supplies
Contact aid partners
Begin salvage
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e Contact news media

e Report status to constituents
For digital files, disaster constitutes losing one or more, but not all, copies of the archive
simultaneously. Efforts should be taken as soon as possible to restore three copies of the archive.

Salvage Procedures
Wear nitrile gloves while handling damaged items. As you sort through damaged items, identify
and take inventory of anything being discarded. Take a separate inventory of items being kept.
At the end of salvage, compare inventories to catalog to account for all items. Begin discard
procedures.
Salvage priorities:

1. Secure any undamaged digital files, as this will also save any scanned archived items.

2. Secure any undamaged microfilm; it may not be cost effective to save wet film.

3. Determine if McDaniel Collection was damaged in fireproof cabinet.

4. Address organic artifacts or art that could be difficult to salvage, including books with

leather or vellum covers.
5. Process other non-digitized, unique items.
6. Process items that are not unique (yearbooks, etc.).

Drying Procedures
Keep temperature and humidity as low as possible to reduce the risk of mold growth (lower than
65 degrees F and RH lower than 35%). Remove any standing water using mops, wet vacuum
cleaners or other equipment. Remove any wet building materials such as soaked carpets and
furniture. Run fans continuously to encourage air movement throughout the facility and in rooms
housing wet materials. Fans and dehumidifiers should be kept running until the relative humidity
has stabilized and remains at 35% for several days.
If wet and moldy materials cannot be dried immediately, they may be stabilized by freezing.
Placing damaged items in a personal or commercial freezer will not kill mold. It will, however,
put the mold in a dormant state until time and an appropriate treatment environment are
available. Manageable quantities of frozen items may then be defrosted and treated at leisure.
Books/Paper
To clean books before drying, wash closed books in tubs of cold running water and dab (do not
rub) away mud with a sponge. Do not wash books with water-soluble media (such as letterpress).
Air-dry leather or vellum bindings immediately, cloth or paper covers within 48 hours. Do not
allow coated pages to dry stuck together; interleave with wax paper. Clean, cold water may be
used to help separate pages.
e Toair dry wet or partially wet books —
o Stand the book upright, on its head, on absorbent paper
o Support the book by opening the covers, but not the pages
o Once pages begin to dry, interleave with paper towels, unprinted newsprint, or thin
blotter paper every 10-20 pages
o Interleaving should extend beyond the edges of the text block, except at the edge on
which the volume is standing
o The sheets should not equal more than one third of the thickness of the volume, so the
binding won't be strained
o Separate the covers from the text block with absorbent paper
o Open the covers of the book and stand it upright
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o Change interleaving as soon as it becomes wet, alternating the location of the
interleaving
o Change the paper underneath the book and turn the book over
o Once books feel dry to the touch, remove the interleaves and reshape the bindings
o Flatten each book under a sheet of plastic or covered board with a weight on top
o Do not pile books on top of each other — they can distort
o Keep air moving at all times using fans directed away from the volumes
o Use dehumidifiers as needed to maintain humidity at or below 50% RH
e Toair dry damp books or books with wet edges —
Stand books upside down
Fan open the pages
Support paperbacks and books with damaged covers with bookends or weights
Re-fan the pages every few hours
Turn book over to dry tops of pages
When book feels dry, flatten under sheet of plastic or covered board with weight on
top
o Keep air moving at all times using fans directed away from the volumes
o Use dehumidifiers as needed to maintain humidity at or below 50% RH
e Fragile and oversized books should be laid flat with absorbent interleaving placed
intermittently between pages
e Air-dry documents flat in small piles (1/2 inch) or individually if possible. Change
blotting material beneath the materials as it becomes soaked.
Photographs
Most prints, negatives, and slides may successfully be individually air-dried face up. Change
blotting material beneath the photographs as it becomes soaked. Contemporary photographic
prints and negatives that are still wet and have stuck together may separate after soaking in cold
water. However, this type of treatment could cause irreversible damage. Never freeze old
photographs or negatives. For framed items, remove the backing material from the frame. If the
item is not stuck to the glass, carefully remove it from the frame and air dry. If the object appears
to be stuck to the glass, do not attempt to remove it from the frame. Dry intact with the glass side
down.
Microfilm/fiche
Keep microfilm wet until it can be professionally treated, no more than 3 days.
Air dry or freeze fiche within 48 hours.
e If microfiche cannot be air dried immediately or there are large quantities
o Keep microfiche inside a wet container lined with plastic garbage bags and distilled water
until they can be frozen
o If possible, interleave with freezer paper between envelopes and pack into crates or boxes
for freezing (this may not be possible for large quantities of fiche)
e If microfiche can be air dried immediately —
o The best approach is to remove fiche from paper jackets and clip fiche to a clothesline
with rustproof clips
o Do not throw away the paper jackets until all identification information has been
retrieved from them
o Transfer information to new jackets once fiche is dry and ready to be stored again
e Do not move microfiche until a place has been prepared to receive them

O O O O O O
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e Do not touch the emulsion side
e Microfiche that shows signs previous bacterial growth should be frozen immediately if they
cannot be air-dried
Electronic media
Wet hard drives must be handled by a professional, keep wet, transport immediately.
Clean and air dry discs within 48 hours. Never freeze, vacuum dry, or expose wet discs to heat. If
backup copies are readily available, discard wet discs and replace.
Immediate Salvage Procedures:
e Avoid scratching the surface of the disc during the cleaning process
e Remove CDs/DVDs from their cases/cartridges
o If cases/cartridges cannot be replaced, clean them with soap and water
o Case and paper enclosures may be air dried or freeze dried
e Hold and handle discs by their outer edges
e Rinse discs in cool clean tap water followed by distilled water
If residue remains on the discs, wipe gently from center out to edges in a straight line, not in
a circular motion, with a soft, lint-free cotton cloth dampened with distilled water
Rinse discs again in distilled water
Blot off excess water with a soft, clean, lint-free cloth or cheesecloth
Place discs flat on tissue with label side down to air dry or dry vertically on racks
Never attempt mechanical removal of a label as this may result in delaminating the disc
Play or analyze discs to determine if they must undergo more forceful spot removal
techniques
e Copy information on discs to new media

Deaccessioning
Damage to materials, re-classification or new storage supplies are occasions for considering
materials for deaccessioning. Do not deaccession lost items; only note lost status in records.
An item should be removed from the collection if it:
e Does not meet collection criteria
e Isin an unusable condition
e Will be given to a more appropriate institution
To discard:
e If an item has been marked as belonging to the Library, remove labels or mark as
necessary to deny ownership.
Match to any catalog records and make list of items being removed.
Item may now leave.
Note withdrawal on any donation/accession forms.
Remove records and preservation copies from catalog.
In Special Collection discard folder, keep list of discarded items.
o This may include some of item record or digital copy of item.
o Do not distribute digital copy.
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Appendix A: OMA Guidelines Relating to Unclaimed, Undocumented
and Abandoned Property

Oklahoma Museums Association
Guidelines Relating to Unclaimed, Undocumented, and Abandoned Property
(September, 2012)

Background

The Oklahoma Museums Association Abandoned Property Task Force developed these
guidelines to assist museums in dealing with unclaimed property, undocumented property, and
abandoned property. The Board of Directors of the Oklahoma Museums Association approved
these guidelines on September 26, 2012. By creating these guidelines, the Oklahoma Museums
Association hopes to establish uniform procedures for dealing with or disposing of unclaimed
property, undocumented property, and abandoned property in museums.

This information is not intended to constitute legal or tax advice. A museum should consult
with legal counsel for guidance as specific issues, concerns, or questions arise.

Definitions

Abandoned property includes items deposited with, delivered to, or left on the premises of a
museum without adequate documentation as to source and type of transfer under circumstances
of apparent abandonment. Items of abandoned property are commonly referred to as doorstep
donations.

Loan (On Loan, Loaned) refers to property held by, or maintained in the possession of a
museum with the understanding that the lender intends to retain title to the property and that the
museum must return physical possession of the property to the lender at some point in the future.

Unclaimed property includes loans of property made to a museum that the museum would like
to return, but is unable to do so because of an inability to locate the lender or because the
museum cannot for some other reason return the property to the lender. Items of unclaimed
property are commonly referred to as old loans. They include temporary, short-term loans of
property, as well as loans of property made to the museum without a specific date for returning
the property.

Undocumented property includes property, materials, artifacts, and other items that became
part of the museum collection without adequate documentation regarding acquisition and, as a
result, legal title may not be clear, may be uncertain, or may become subject to dispute.
Undocumented property is often referred to as property found in collections and may have been
acquired by loan, gift, bequest, purchase, abandonment, or some other means.

Concerns — Unclaimed and Undocumented Property

The legal arrangement between a museum and a lender of property to the museum is a
bailment. Under this arrangement, the museum is generally obligated to take care of the property



Stroud Public Library Special Collections Page 23

until the lender reclaims it. The museum must exercise reasonable care to prevent loss or
damage to the property. This obligation could continue indefinitely.

A number of states have enacted laws enabling museums to resolve concerns relating to
ownership, transfer, sale, or disposition of unclaimed and undocumented property. Oklahoma
has not enacted laws that adequately address those concerns. As a result, museums in Oklahoma
may face liability if the original owner, donor, contributor, or lender claims ownership and
challenges the museum’s claim of ownership. In many cases, unclaimed and undocumented
property held by many Oklahoma museums has been maintained for decades. Also, in many
instances the museum acquired the property before the now-customary use of donor agreements,
loan agreements, temporary deposit receipts, or other documentation. With questionable legal
title to unclaimed and undocumented property, museums can only make limited use of these
items, while bearing the responsibility and cost of providing storage space, climate control,
security, inventory control, insurance, conservation, records maintenance, and other services or
resources.

In order to create certainty, promote uniformity, and manage the risks, responsibilities, and
costs relating to unclaimed and undocumented property, museums should:

e Properly document every loan, gift, bequest, purchase, or other acquisition of property.

e Fairly allocate responsibilities between donors and lenders, on the one hand, and museums
that are recipients of gifts and loaned items, on the other.

e Expeditiously resolve concerns relating to title and ownership of unclaimed and
undocumented property left in their custody.

e When possible, work with the lender, donor, seller, or transferor to create documentation for
property that is undocumented.

Legal Considerations

The Oklahoma Uniform Unclaimed Property Act provides that property is unclaimed when
there is a lack of activity generated by the owner of the property. If it remains unclaimed for a
certain amount of time, then it is considered abandoned and must be reported to the State
Treasurer. Museums operated by a nonprofit corporation primarily for educational, scientific,
historic preservation, or aesthetic purposes are not subject to the provisions of the Act and,
therefore, are not required to report unclaimed property in their possession. A museum may,
however, take advantage of the provisions of the Unclaimed Property Act with respect to
unclaimed property that it holds, if it files the required reports of unclaimed property and
complies with the other requirements of the Unclaimed Property Act. Museums may report
abandoned and unclaimed property without charge at www.unclaimed.state.ok.us.

Rather than relying on the Oklahoma Uniform Unclaimed Property Act, the Oklahoma
Museums Association advocates following the guidelines in this document to address unclaimed
property, undocumented property and abandoned property within a museum’s collection held in
public trust (or held for the benefit of the public).
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The Native American Graves Protection and Repatriation Act requires museums that receive
federal funds to complete inventories and summaries of Native American cultural items in their
collections, publish notices in the Federal Register, and repatriate Native American human
remains, funerary objects, sacred objects, and objects of cultural patrimony to lineal descendants
and culturally affiliated Indian tribes. Museums that receive federal funds and that own, control,
or have possession of those types of property or items should comply with the requirements of
the Act. Information about the Act, including helpful answers to commonly asked questions, can
be found at http://www.nps.gov/nagpra/mandates/index.htm.

Museum’s Obligations to a Lender

New Loans. When a new loan is made to the museum, the museum should, at the time the
loan is approved:

e Enter into a written loan agreement with the lender. The loan agreement should, at a
minimum, contain the following: o Lender’s name, address, telephone number, email
address, and other contact information;

o Description of the property loaned in sufficient detail for ready identification;

A clear statement that the lender is providing the property on loan to the museum.

The beginning date of the loan;

The expiration date of the loan;

Any requirements relating to the identification of the property loaned,

Any restrictions relating to the property loaned,;

A requirement that the lender is responsible for notifying the museum of changes

of address and changes of ownership of the property loaned.

e Inform the lender of all loan conditions;

e Provide the lender the museum’s procedure for unclaimed property loaned to the
museum;

e Provide the lender with a fully signed copy of the loan agreement;

e Retain a fully signed copy of the loan agreement in the museum’s records;

e Inform the lender of these guidelines and provide the lender a copy of these guidelines
upon request.

0O O O O O O

Existing Loans. Regardless of the date of the loan, the museum should:

e Update its records at least annually and whenever the lender informs the museum of a
change of address or change in ownership;

e Update its records if the lender and museum negotiate a change in the duration or other
terms of the loan;

e Prepare an updated loan agreement or an amendment to the loan agreement if any of the
terms of the loan change; obtain the signatures of the lender and the museum; furnish a
fully signed copy to the lender; and retain a fully signed copy in the museum’s records.

e Inform the lender of these guidelines and provide the lender a copy of these guidelines
upon request.
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Old Loans. The museum should:

e Determine what the lender and the museum want to do with the loaned property;

e Provide museum contact information to the lender;

e If the museum decides to terminate the loan, notify the lender of the museum’s intent to
terminate the loan. The notification, which may be in the form of a letter, should include:

o The name and address of the lender, if known;

o The name of the museum;

o The date of the loan or the approximate date on which the property came into the custody
of the museum;

o A description of property;

o The name, address, phone number, email address, and other contact information of the
museum staff member who the lender should contact for further information;

o A statement that the museum is terminating the loan, along with a request that the lender
contact the museum within 60 days.

o Any other information that the museum considers pertinent or important.

e |f the lender does not respond within 60 days, the museum should send a second letter with
the same information as the first letter, again asking the lender to contact the museum within
60 days. If at the end of the second 60-day period, the lender has still not responded, the
museum should consider sending a third letter, stating that the museum has determined,
based on the lender’s failure to respond to the two prior letters, that the lender has donated
the property as of the date of the third letter and that the museum claims title to, and
ownership of, the property.

o If the first letter is returned as undeliverable or if the museum cannot locate the lender after a
reasonable search with no indication of the lender’s whereabouts, the museum may wish to
treat the property as having been abandoned. In that case, the museum should consult with
legal counsel.

Documentation

Unclaimed and Undocumented Property - Found in Collections

e The museum should document the length of time that the museum has held the property.
o Documentation may include inventories, catalog records, dated photographs,
correspondence, or other records of ownership, maintenance, or possession.
o If the museum cannot find existing documentation, the museum should catalog
the property with a tracking number and note in the museum’s records the date on
which the property was found in the collection. This provides the museum a
timeline to use later if the museum wants to claim ownership of the property. For
example, by noting that undocumented property was found in the museum’s
collection in September 2012, the museum now has a record that it may proceed
to claim title to the property in seven years, which would be September 2019.
e The museum should consider giving public notice of intent to claim title to the property,
depending on the cost of publication, the nature of the property, and the value of the

property.
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o Publish notice in a newspaper of general circulation in the area where the museum
is located at least once a week for three consecutive weeks;
o The notice should, at a minimum, contain:

e The museum’s name;

» The date or approximate date of the museum’s acquisition of the property,
if known;

» A description of property;

« The name, address, and phone number of the museum staff member to
contact for further information;

« A statement that if written proof of claim is not presented to the museum
by the current owner, and if the owner’s right to receive the property is not
established to the museum’s satisfaction within 180 days after the date of
the 3rd public notice, the museum will consider the property to have been
abandoned and will claim ownership of the property.

* Publish a similar notice on museum’s website.

Oklahoma law does not provide certainty, and this procedure does not guaranty that the museum
will acquire title to the property. Museums should consult with their own legal counsel for
advice and direction in these circumstances.

Abandoned Property - Doorstep Donations

e Document the abandonment of the property. This may include taking pictures of
property in the location in which it was abandoned and recording pertinent data, such as
where it was left, who found it, when it was found, any notes or information that was
found with the property, and other information.

e Generally, the museum may presume that an unsolicited item of property left at a
museum from an unknown source is a gift if no one claims ownership within a year.

e Decide whether the property should be held as part of the museum’s permanent collection
or whether the museum should dispose it.

Claims for Property

Claims for Undocumented or Previously Unclaimed Property

e In general, the museum should exercise due care to maintain and preserve any property it
IS given.

e |f someone submits a claim of ownership of property that was previously unclaimed, that
was undocumented, or that was previously considered abandoned, the museum must
investigate the claim, unless it is clear to the museum that the claim is unsupportable,
unsubstantiated, and frivolous.

e The museum should verify the identity of the claimant and evaluate all aspects of the
claim in an effort to determine whether the claimant was the original lender or donor.

e |f the claimant does not claim to be the original lender or donor, the museum should
establish the claimant’s relationship to the lender or donor; ascertain the claimant’s
reasons and justification for the claim; and evaluate the claimant’s authority for making
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the claim. The claimant must provide information satisfactory to the museum that the
claimant is entitled to claim and take possession of the property.

If multiple claims to ownership are submitted, the museum should defer a determination
of ownership until the various claims are resolved by agreement or legal action. If the
museum verifies that multiple claimants are joint owners, the museum should make sure
all parties agree to the final disposition of the property before taking action.

If the museum is satisfied that the claimant or claimants are entitled to take possession of
the property, the museum should enter into an agreement with the claimant(s) relating to
disposition of the property. Among other matters, the agreement should (a) identify all
parties, (b) describe the property, (c) state the circumstances relating to the claim, (d)
provide an authorization for the museum to make the property available for retrieval by a
specific person, (e) include representations by the claimant(s) that they are entitled to
direct the return of the property and to provide the authorizations in the agreement, (f)
permit the museum to take and retain photographs and make copies of any written
documentation that is being returned, (g) include an indemnification by the claimant(s) to
protect the museum from claims by others for the same property, (h) release the museum
from liability relating to its prior possession of the property, and (i) be signed by all
claimants.

If the museum would like to retain the property, the museum should suggest or encourage
the claimant or claimants to donate it or to provide it on loan for a specific period of time.
If the claimant(s) agree, the museum should document their agreement and donation.

Claim Submitted after Notice, Inquiry

If no one claims the property, then the museum may wish to claim the property as having
been abandoned. Oklahoma law does not provide certainty, so museums should consult
with their own legal counsel for advice and direction in these circumstances.

If the museum determines that the property has been abandoned, then the museum must
decide whether to dispose of the property or to add it to its collection. If the museum
chooses to dispose of the property, the museum should keep records, including
descriptions of the property, method of disposition, and value at time of disposition.

Conservation Measures

Unless a written loan agreement provides otherwise, a museum may apply conservation
measures to, or dispose of, undocumented property or property on loan to the museum
without the owner’s permission if:

Immediate action is required to protect the property; or
The property has become a hazard to the health and safety of the public or to the
museum’s staff, due to one or more of the following:

o The property poses an immediate risk of harm to the museum’s staff or collection
or to the general public, in which case the museum should promptly notify the
owner or, if the museum is not able to locate the owner, the museum may dispose
of the property without delay and undertake efforts to notify the owner of the
action taken;
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o The museum is unable to reach the owner through available means of
communication and is required to take immediate action; or

o The museum contacts the owner, but the owner does not agree to the protective
measures that the museum recommends and does not or is unable to terminate the
loan and collect the property within the time the museum determines the action is
necessary.

When a conservation measure is undertaken, the museum:

e May claim a lien on the property in the amount of the costs incurred by the museum;

e Should generally not be liable to the owner for damage to, or loss of, the loaned property,
as long as the museum acted properly and had a reasonable belief at the time the action
was taken that the action was necessary due to an immediate risk of harm; and

e Should not be liable to the owner for damage to, or loss of, the property due to
conservation measures applied, as long as the museum exercised reasonable care in
choosing and applying such conservation measures.

Again, Oklahoma law does not provide certainty in this area, and museums should consult
with their own legal counsel for advice and direction in these circumstances.

Other Considerations

Legal Certainty — This information is intended to serve as a guideline for museums. As
noted, Oklahoma law does not provide certainty with respect to some of the matters described,
and museums should consult with their own legal counsel for advice and direction, as necessary
appropriate.

Contractual Obligations - A museum and lender can establish by contract a different
process and different requirements relating to property donated or loaned.

Downloaded January 28, 2021 from:
https://www.okmuseums.org/resources/guidelines-relating-to-unclaimed-undocumented-and-
abandoned-property/
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Appendix B: Photograph Classified Index

1000-Buildings
A. Commercial exterior 1000.- 1400-Ozark Trail
B. Commercial interior 1050.-
1500-Railroads
1100-Buildings
A. Residential exterior 1100.- 1600-James Stroud
B. Residential interior 1150.-
1700-Locations
1200-Main Street
A. Pre-1950 1200.- 1800 and 1900 are open categories
B. Post-1950 1250.-
2000-Industry
1300-Sac and Fox

A. Buildings 1300.- 3000-Churches
B. People 1350.- A. Buildings 3000.-
C. Pow Wow 1390.- B. People 3050.-
D. Other Native Americans  1395.-

4000-School
4100-Buildings
4200-Staff

4300-Sports
4310-Baseball
4320-Basketball-Boys (team)
4322 Basketball-Player-Action/Candid shots
4325 Basketball-Individual players
4328 Basketball-Candid crowd shots
4329 Basketball-Coronation
4330-Basketball-Girls (team)
4331 Basketball-Coaches
4332 Basketball-Player-Action/Candid shots
4335 Basketball-Individual players
4340-Football (team)
4341 Football-Pre-game activities
4342 Football-Player-Action/Candid shots
4343 Football-Player Awards
4345 Football-Individual players
4348 Football-Game-Candid crowd shots
4349 Football-Coronation
4350-Other sports
4360-Track-Boys
4370-Track-Girls

4380-Softball

4400-Activities 4440-Clubs
4410-Pep/Cheer 4441-FFA
4420-Band 4442-FHA

4430-Choir/Chorus 4443-Other
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4450-Parades

Special Collections

4460-Drama/Plays/Programs
4461-Elementary
4462-High School

4470-Banquets
4480-Carnival
4500-Class pictures
4510-Individual
4520-Group

4521-Elementary

4522-Middle School/
Junior High

4523-High School

4600-Graduation

4610-Kindergarten

4620-Middle /Junior High

4630-High School

4700-Alumni
4710-Banquet

4720-Open House

4730-Parade

4800-School Miscellaneous

5000-People
A. Civic Organizations
B. Families-Known
1. Individuals
2. Groups
C. Families-Unknown
D. Groups-Known
1. Male
2. Female
3. Mixed
E. Groups-Unknown
1. Male
2. Female
3. Mixed
F. Individuals
1. Known
2. Unknown

5001-5009

5010-5014
5015-5019
5020-5029

5030-5033
5034-5036
5037-5039

5040-5043
5044-5046
5047-5049

5050-5059
5060-5099

6000-Sports-Other than school related

7000-Events

A. Brick and Rolling Pin Throw
B. Seven Continents

C. Parades

D.
E
F.
G

Holidays
Dedications
Fairs

. Main Street Stroud Program

7001-7009
7010-7019
7020-7029
7030-7039
7040-7049
7050-7059
7060-7069

8000-Stroud, City of

A
B
C
D
E.
F.
G
H
l.

J.

K
900

A
B

Cc

D
E.
F.
G.
H
.

J.

K
L.
M
N

. Civil Defense
. Fire

. Police

. Water/Electric

Library
Hospital

. Lake
. Employees

Airport
Aerial Views

. Old Stroud

0-Outlying Areas and Towns

Kendrick

. Key West
. Springdale
. Newhy

Prairie View
Pleasant Hill
Depew

. Deep Fork

Salt Creek
Farms

. Miscellaneous

Oklahoma City

. Tulsa
. Miscellaneous

10000-Weather

11000-Oddities and Curiosities
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8001-8005
8006-8010
8011-8015
8016-8020
8021-8025
8026-8030
8031-8035
8036-8040
8041-8045
8050-8099
8100-8199

9000-9999
9000-9001
9002
9010
9011
9012
9013
9014
9020
9021
9030-9039
9040-9049
9050-9059
9060-9069
9070-9079
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Appendix C: Memorabilia Classified Index

1000-People
A. Individuals/Families

B.

(Alphabetically)
By Profession

1500-Sac & Fox

A. Buildings
B. People
C. Pow Wow

D. Other Native Americans

2000-Business

A

B.

Named

a. Allied

b. Brick Plant

c. Canning Factory
d. Race Track

e. Trading Co.
Type

a. Banks

1000.-

1400.-

1500.-
1550.-
1590.-
1595.-

2100

2110.-
2120.-
2130.-
2140.-
2150.-
2200

2210.-

b. Hotels Graham & Lynch 2220.-
c. Media (SA & Corridor) 2230.-

3000-Organizations (including Charters)

ETMOO®»

Chamber

Ball Team

Lions

SHNA

Churches

AAUW

Main Street Program

4000-Events

ululcRele b=

. Bicentennial

Centennial

Brick Throw

4" of July
Murrah Bombing
1999 Tornado

5000-Arts & Crafts

A

Cookbooks
a. Whole
b. Papers regarding

3010.-
3110.-
3220.-
3230.-
3410.-
3510.-
3520.-

4010.-
4020.-
4110.-
4250.-
4910.-
4920.-

5100.-
5110.-
5150.-

6000-Places
A. Stroud
a. City of
i.  Buildings 6000.-
ii.  Councils & Employees 6010.-
iii.  Emergency depts. 6020.-
iv.  Utilities 6030.-
v. Lake 6040.-
vi.  Library 6050.-
vii.  Parks 6060.-
(include Golf Course & Cemetery)
viii.  Airport 6070.-
b. Community Profiles 6100.-
c. History of 6200.-
I.  Land Records 6210.-
ii.  Post Office 6250.-
iii.  Hospital 6260.-
iv.  Seven Continents 6271.-
v. Indian Village 6272.-
d. Old Stroud 6300.
e. Buildings in 6410.
f. Transportation in
i.  Frisco 6430.-
ii.  Hwy66 6440.-
ii.  Ozark Trail 6450.-
iv.  Turnpike 6450.
g. Stroud, Maps of 6500.-
B. Chandler 6610.-
C. Davenport 6620.-
D. Key West 6630.-
E. Godwin Cemetery 6691.-
F. Lincoln Co. (Crime) 6710.-
G. Oklahoma 6800.-
H. Other Named Places 6900.-
I.  Miscellaneous Maps 6950.-
7000-School
[See Appendix B for breakdown]
8000-Open Category
9000-Miscellaneous
A. Songs 9010.-
B. Trivia 9020.-
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Appendix D: NDSA Levels of Preservation
National Digital Stewardship Alliance
https://ndsa.org/publications/levels-of-digital-preservation/

Table 1: Version 1 of the Levels of Digital Preservation
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Level 1 (Protect

Level 2 (Know your

Level 3 (Monitor your

Level 4 (Repair your

discs, hard drives,
etc.) get the content
off the medium and

storage system(s) and
storage media and
what you need to use

your storage system(s)
and media

your data) data) data) data)
Storage and - Two complete - At least three - At least one copy in a | - At least three copies
Geographic copies that are not complete copies geographic location in geographic
Location collocated - At least one copy in a | with a different locations with different
- For data on different geographic disaster threat disaster threats
heterogeneous location - Obsolescence -Have a
media (optical - Document your monitoring process for | comprehensive plan in

place that will keep
files and metadata on
currently accessible

- Create fixity info if
it wasn't provided
with the content

original media
- Virus-check high risk
content

info; supply audit on
demand
- Ability to detect

into your storage them media or systems
system
File Fixity and Data | - Check file fixity on | - Check fixity on all - Check fixity of - Check fixity of all
Integrity ingest if it has been | ingests content at fixed content in response to
provided with the - Use write-blockers intervals specific events or
content when working with - Maintain logs of fixity | activities

- Ability to
replace/repair
cormupted data

and delete
authorization to
individual files

- Restrict who has
those authorizations
to individual files

actions on files,
including deletions
and preservation
actions

corrupt data - Ensure no one
- Virus-check all person has write
content access to all copies
Information Security | - Identify who has - Document access - Maintain logs of who | - Perform audit of logs
read, write, move restrictions for content | performed what

give input into the
creation of digital
files encourage use
of a limited set of
known open
formats and codecs

formats in use

obsolescence issues

Metadata - Inventory of - Store administrative | - Store standard - Store standard
content and its metadata technical and preservation metadata
storage location - Store fransformative | descriptive metadata
- Ensure backup metadata and log
and non-collocation | events
of inventory

File Formats - When you can - Inventory of file - Monitor file format - Perform format

migrations, emulation
and similar activities
as needed
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Appendix E: Inventory of Digital File Types in Use

The Library regularly keeps Microsoft Office and so chooses to work with its native file types.
Backups should be kept in open formats where possible.

For photographs: .jpg for a working copy
.bmp for database and fixity
tiff as needed — color, 300 dpi
For databases: .accdb for database
xclx for fixity backups
.CSV as needed
For spreedsheets: xclx for index and fixity backups
.CSV as needed
For text documents: .docx for working copy
.pdf for fixity backups
.pdf for archival documents — color, OCR
.Itf as needed



