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Everything You Always Wanted To Know
About Marking Collections

by Kim Cupit

On March 30, 2004, 33 participants met for
the Pre-conference TAM workshop on Making Objects.
The presenters included Milly Walker of the Dublin Dr.
Pepper Bottling Co. Museum, Leishawn Spotted Bear of
the Fort Worth Museum of Science and History, and
Sally Baulch-Rhoden of the Interpretation and Exhibits
Branch of the Texas Parks and Wildlife Department.

The morning session, presented by Milly
Walker, sought to answer the questions: how do you
write a number, what number do you write, where do
you write the number, and what do you use to write the
number. The overall suggestion was to be consistent
and keep a written procedure as to how you answer
these questions in your particular institutions. Milly
brought supplies so everyone could participate hands-
on with numbering various types of objects.

After lunch Leishawn Spotted Bear addressed
numbering natural history artifacts. She brought sev-
eral examples, including small mammals, insects, birds
and snakes in a jar, each labeled with a number. Live
collections are not tagged, but require maintained re-
cords.

Sally Baulch-Rhoden highlighted collections
that cannot be labeled with the traditional lacquer
method. These items would include baskets and
leather artifacts. She suggested using adhered labels
made from Japanese tissue and wheat starch, heat set
Rho Plex, or paper label affixed with B-72.

The overall theme of the marking workshop
was that no two artifacts are the same. What may work
for one item, may not work for another. It is important
to keep a record of what was used in numbering the
item and how the number can be reversed.

How to apply base coats (clear and/or colored)
Do not use the following materials for white base
coats
e White-Out correction fluid (any brand)

e White artists’ oil paints (any brand)

e Any dye-based white coating material
e USE for a white or colored base coat

e Pigment based white coating materials

Applying the layers and number
e Test the area to see if the base coat material will
stain, damage, or dissolve the original surface or
finish of the object
e Use adequate ventilation when applying

e Apply clear base coat in a rectangular area which is
slightly larger that the size of the numbers needed
on the object. Allow to dry thoroughly. Keep the
rectangle as small as possible. Do not use a base
coat with a solvent that will dissolve the finish on
your piece.

Continued on page 7
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From the
Chair

S

L.

“I’m afraid | must ,
‘start this newsletter out with |
'some sad news. As most \
‘of you have probably heard by
‘now, we received the devastat—ﬁ
‘ing news last month that CMC/|
member Anita Bryant and her|
Fhusband Henry were Killed in“
‘their Dublin home. Anita was
'the collections manager at the |
‘Dublin Dr. Pepper Bottling;
'Company Museum, and while |
‘relatively new to the field of|
‘collections management she
'was a truly dedicated profes-|
'sional who was always eager
to learn. | know we will all
'miss her terribly. CMC sent a|
floral arrangement to the fu-
‘neral services, and we re-
‘ceived a very nice thank you|
from they Bryant's family,|
'which you can see elsewhere
in this newsletter. Our deep—‘i
‘est condolences go out to|
‘Anita and Henry’s family and|
friends. ‘

lThe CMC Board held a plan-|
‘ning retreat in late August,|
‘hosted by Past Chair Kandy|
‘Taylor-Hille at her and Bruce’s |
'home at the Varner-Hogg Plan-|
ltation. The primary result of |
‘the retreat was a workshop
‘plan that takes us through|
'Summer 2006. More details
‘on the workshops are provided }
elsewhere in this newsletter.

| know it seems odd to men-
tion in September, but it is
‘time to start making plans for|
TAM Annual Meeting to be

held in Dallas in March 2005.,
'CMC Officer Nominations and |
applications for the CMC|
:Travel Stipend are all due by}
January 14, 2004 (more de-|
'tails on both appear elsewhere
‘in the newsletter). :;l?
\ 1
'Finally, were you aware that
12004-2005 is CMC’s 15t an-|
\niversary year? We're discuss—“
'ing ways to commemorate this|
‘and to recognize the contribu-
tions of the Committee’s foun-}ﬂ,
ders. Be sure to let me know
'if you have any thoughts on|
‘this! |

\
‘ Megan Bryant, Chair;,.‘u-_‘

2003-2004 CMC OFFICERS

Megan P. Bryant / Chair
The Sixth Floor Museum at
Dealey Plaza

411 Elm Street, Suite 120
Dallas, TX 75202

Tel: 214-747-6660 Ext. 6619
E-Mail: meganb@jfk.org
~TCarolyn Spears / Vice-Chair
Stone Fort Museum

P.0. Box 6075, SFASU
Nacogdoches, TX 75962
Tel: 936-468-2408

E-Mail: cspears@sfasu.edu
—Rebecca Huffstutler /
Treasurer

The Witte Museum

3801 Broadway

San Antonio, TX 78209
Tel: 210-357-1867

E-Mail: rebeccahuffstut-
ler@wittemuseum.org

A Trey Reed / Secretary

Fort Bend Museum Assoc. /
George Ranch

10215-G FM 762 Road
Richmond, TX 77409

Tel: 281-545-9223

E-Mail: treed@georgeranch.org
,/Rim Cupit / Officer-at-Large

" Denton County Courthouse Mu-
seum

110 W. Hickory

Denton, TX 76201

E-Mail:
kim.cupit@dentoncounty.com
s Tennifer Cook / Officer-at-Large
(Editor)

Mary Kay Museum

P.0. Box 799045

Dallas, TX 75379-9045

Tel: 972-687-5889

E-Mail: Jenni-
fer.cook@mkcorp.com
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is a quarterly publication of the
Collection Managers Committee,
a non-profit affinity group of the
Texas Association of Museums.
Submissions are due to the Edi-
tor by the first of March, May,
August and November.

Printing and mailing costs for
this issue were donated by the
Mary Kay Museum, Mary Kay Inc.,
Dallas, Texas
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On August 30, 2004 The Heritage Society in Hous-
ton, Texas, hosted a CMC workshop pertaining to
records management. Ten people attended the work-
shop. The workshop panel consisted of Dan Rock-
well, Associate Registrar, Permanent Collection for
the Dallas Museum of Art, and Jenny Barker, Certi-
fied Records Manager.

The morning began with a presentation from Dan
Rockwell. Dan covered many of the essentials that
are required for museum record keeping and pointed
out that properly documented records are as impor-
tant as the object itself. Dan also pointed out that
research records are an important part of an object’s
record as well. He also talked about keeping dupli-
cate files of collections records at a separate location
in case of a disaster, which reminded me that it has
been a very long time since I have updated my insti-
tution’s off site records.

We then broke for lunch and walked to one of the
nearby skyscrapers that tower over The Heritage So-
ciety and had lunch in the food court area.

The second half of the workshop included a presen-
tation by Jenny Baker. Jenny talked about the impor-
tance of keeping up with your institutional archives
as well as your collections archives. Her presentation
answered the questions of what, who, why, when
and how you manage records and a uniformed re-
cords system that is understood universally so that
anyone could understand how your system is organ-
ized. Jenny also discussed a very important issue,
following instructions. She gave us a very interest-

ing test that had instructions on organization and a
deck of cards. You then had to organize your deck of
cards according to the instructions. Needless to say,
it was a challenging experience. The workshop
ended with a question and answer session.
.y
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Annual Reports / financial statements
Artifacts (product labels, containers, etc.)

Articles of Incorporation

Biographical data (board of directors, executives, senior manag-
ers)

By-laws
® Company publications

® Consumer affairs correspondence
Correspondence files (executives, senior managers)

Directors and stockholder meetings (minutes, reports, resolutions,
etc.)

Employee benefit plans (company-produced booklets)

Engineering drawings

External audit reports

Facilities plans/specifications/architectural models
Labor relations (contracts, negotiations)

Laboratory notebooks/formulas
Legal decisions

Maps

Marketing and sales subject files
Mergers and acquisitions

Official History

i Organization charts

Patents/trademarks/copyrights
Photographs/slides/tapes/presentations

Plans (strategic, marketing business development, etc.)
Policies and procedures manuals

Product publicity/advertising/promotions

Sales kits

Specifications (processing, packaging)

Speeches (executives, senior managers)

Statistical summaries

®  Stock certificates/ledgers
(Ira A. Penn, Gail Pennix, Jim Coulson — Records Management Hand-
book, 2nd Edition 1994)

“Managers generally are not as aware as they should be of the impor-
tance of company archives. Historical material is frequently viewed as
little more than a handy resource for celebrating a significant anniver-
sary and for little else. The contents of the past are given more empha-
1 sis than the historical process of which the present is part. But corpo-
rate history should be a way of thinking about the company, a way of
understanding why the present is what it is and what might be possible
for the future.”

(Ira A. Penn, Gail Pennix, Jim Coulson — Records Management Hand-
book, 2nd Edition 1994)

The archivist is charged with retaining the records that “document the
origins, policy, organization, functions and activities, and
(administrative) history of the organization.” (William A. Deiss, Museum
Archives: An Introduction. Chicago, Society of the American Archivists)

i August 26, 2004
Barker Consulting, Inc.

__________________________________________________________
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My first exposure to working in a museum was in high
school when | volunteered at the Denton County Court-
house-on-the-Square Museum which was then called the
Denton County Historical Museum. As a child | enjoyed
visiting museums and cemeteries when | traveled with my
parents. Each summer | would stay with my grandmother
in San Antonio and we would visit the museums in the
area. My favorite was the Hertzburg Circus Museum.

| enrolled at Austin College in 1994, majoring in History
and English, but having no idea that | would be in the mu-
seum field. The summer after my freshman year | went to
see my sister in New York. After visiting the great muse-
ums there and seeing first-hand all of the wonderful arti-
facts, my thought was, “They probably have just as much
great stuff in storage.” And | wanted to see the stuff in
storage!

When | returned to school for my sophomore year, | real-
ized that the only way | would be able to work in the mu-
seum field would be to have experience in working in mu-
seums. To accomplish this | did two things: | begged the
college archivist for a job and volunteered at the Red River
Historical Museum. | continued working in both places for
my remaining three years of college. The summers after
my sophomore and junior years | held internships at The
Sixth Floor Museum. One of my big projects was to help
inventory the entire collection.

| graduated from Austin College in 1998 with a major in
history and that summer | worked as an intern at the
Amon Carter Museum in Fort Worth in their photograph
collection. In September 1998, | applied for the position
of Collections Manager (now called Curator of Collections)
at the Denton County Courthouse-on-the-Square Museum
in Denton. When | has hired, | had come full circle in four
years.

I have been at my position for six years. | act not only as
the curator for our local history museum in our historic
courthouse, but also as the curator of the Bayless-Selby
House Museum, a historic house. In February, the mu-
seum acquired another structure that will become the
Denton County African American Museum. Currently, | am
reinstalling the entire historic museum as our facility was
under restoration for the past year. We are planning to
reopen in November,
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L 3O'gthe CMC E-Mail Group

To join the CMC E-Mail group visit our homepage at

http://groups.yahoo.com/group/CollectionManagers/ and

~ Yahoo! will guide you through the process.

Choose how you would like to receive your messages:
There are two ways that you can choose to receive e-mails

from the group. You can change your preference at any
time.

Individual e-mails — If you choose this option you will re-
ceive all new postings via e-mail as soon as they are sent.

Daily Digest — In this option a digest of all postings for a
single day is sent as a single e-mail. You will still be able
to follow the thread of topics, but may not be aware of dis-
cussions as they occur. This is good option for those who
do not like to receive a lot of e-mail.

How to post a message:
E-mail CollectionManagers@yahoogroups.com to send a
message to the entire group.

To change your preferences:

If you need to change any or your personal preferences
(i.e. the e-mail address at which you receive postings,
switch from individual e-mail to daily digest, etc.), you may
click on the “Edit My Membership” link on the upper right
side of the homepage.

To unsubscribe or leave the group:

Send an e-mail to CollectionManagers-
unsubscribe@yahoogroups.com and your name will be
removed from the group.

Additional features:

If you visit the homepage at
http://groups.yahoo.com/group/CollectionManagers/ you
can use these additional features:

e (Calendar

e Membership List
e Chat

e Polls

e File sharing

Basic “Netiquette”

1. only reply to an e-mail if your response directly relates
to the e-mail you are replying to. If you want to intro-
duce a new topic, start a new e-mail.

2. If you are responding to a long e-mail, delete portions
of the text that do not relate to your reply.

3. Never send an e-mail written in all caps. The use of all |
caps is used to imply that you are angry or shouting ’
when used in an e-mail or chat room and may offend
some.







