
GERMAN VILLAGE SOCIETY 
BOARD OF TRUSTEES 

 
MINUTES OF THE MEETING OF 

April 11, 2016 
 
 
Present: Dennis Brandon, John Barr, Darci Congrove, Kelly Clark, Heidi Drake, Greg 

Gamier, Brittany Gibson, Joe Kurzer, Jeanne Likins, Marie Logothetis, Josh  
 Miller, and Susan Sutherland. 
 
Staff and Guests: Sarah Marsom, McKenzie Mitchell, Kerri Mollard, Gary Seman, Mark Weiss,  

and Shiloh Todorov. 
 
 
The meeting was called to order at 6:00 p.m. by President Jeanne Likins.  In the absence of the 
Secretary, Ms. Likins appointed Brittany Gibson, Secretary pro tem for the meeting. 
 
Public Participation 
 
Kerri Mollard, (Mollard Consulting) presented the final Development Plan Implementation report 
created by she and Sharon Steele (Plentiful Philanthropy).  Focusing on their three themes:  You Have to 
Ask, You Have to Thank, and You Have to Engage, Ms. Mollard elaborated on a strategy to increase 
giving to fund programs and needs of the Society.  A copy of the report is attached and made a part 
hereof.  Following extensive discussion a motion was offered: 
 
 MOTION: To accept the Development Plan Implementation report and the 
   calendar timeline suggestions therein.  [Drake, Brandon] 
 
President Likins referred the report to the Development Committee for further enhancement and detail 
and asked the Executive Director to create a time-line and staffing plan to implement the Development 
Plan.  President Likins thanked Ms. Mollard and Ms. Steele for their excellent presentations and 
thought-provoking proposals. 
 
Treasurer Darci Congrove reported that she would present the 2015 GVS audit report at the May board 
meeting. 
 
Reports of the President and Officers 
 
Ms. Likins updated the Board and guests that she was reviewing the committee structure and purposes 
in light of the newly defined development effort and the changing face of the Strategic Plan.  She will 
meet with the pillar leaders and committee chairs about suggested changes before bringing those 
changes to the Board for approval. 
 
Vice President Drake reported that she will establish an electronic Dropbox account for board members 
to with ease for orientation materials and other Society resources.   She noted that she had created a 
Dropbox for the ODC committee and they have found it to be quite useful.  She suggested that board 



members consider using the Dropbox for their own committees once they have a chance to access the 
Board-wide Dropbox. 
 
Ms. Likins presented the Minutes of the meeting of March 14, 2016. 
 

MOTION: Approve the Minutes of the meetings of March 14, 2016.  [Kurzer, Congrove] 
 
 Motion approved. 
 
Ms. Congrove, presented the April 2016 Treasurer’s report as well as financial highlight notes to the 
monthly report. 
 
 MOTION: Accept the Treasurer’s Report for April 2016 for audit. 
   [Congrove, Drake] 
 
 Motion approved. 
 
Committee Reports 
 
President Likins noted that written reports had been provided by the committee chairs.  She further 
reminded Board members of Sarah Marsom’s e-mail the week prior, which encouraged Board 
attendance at the April 20th (6:00 p.m.) Historic Preservation Committee meeting to hear the final 
architectural inventory report from the OSU students working on this survey.  The information will not 
likely be presented in full at a Board meeting. 
 
Ms. Likins reported that consultant Alan Renga had written A German Village Collections Policy and 
Operating Manual with extensive review and comment by the Historic Preservation Committee and our 
Historic Preservation Advocate Sarah Marsom.  The Policy is intended to guide the Society in acquisition, 
retention, and maintenance of our extensive collection of historic assets, memorabilia, documents, art 
and property.  Mr.  Renga has researched and reviewed policies and guidelines from other 
organizations, the Ohio Historical Society, and national agencies in drafting this Policy.  A copy of the 
German Village Society Collections Policy and Operating Manual is attached and made a part hereof. 
 
 MOTION: To adopt a German Village Society Collections Policy and Operating 
   Manual.  [Kurzer, Gamier] 
 
 Motion approved. 
 
Finance Committee Chair John Barr reported that the Finance and Investment Sub-committee meeting is 
scheduled for April 27th, correcting the date in the evening’s agenda. 
 
Staff Reports 
 
Ms. Todorov reported that ticket sales are on track for the Great Placemakers/Barnett Symposium; 
about half of the 250 seats are filled at this point.  The Symposium will be held May 11 and 12, 2016, at 
the Columbus Museum of Art.  Tickets are $50.  Register: http://aaep.osu.edu/research/resources/2016-
barnett-symposium 
 

http://aaep.osu.edu/research/resources/2016-barnett-symposium
http://aaep.osu.edu/research/resources/2016-barnett-symposium


The business of the April 11, 2016, meeting of the German Village Society Board of Trustees having been 
concluded, the meeting was adjourned at 7:35 p.m. 
 
     Respectfully submitted, 
 
 
     Brittany Gibson, Secretary pro tem 
Attest: 
 
 
 
Jeanne Likins, President 
 
 



GERMAN VILLAGE SOCIETY 
BOARD OF TRUSTEES 

AGENDA 
 

April 11, 2016 
 
Call to Order        Jeanne Likins 
 
Public Participation 
 
 Report of the Development Consultants    Kerri Mollard 
   Final Recommendations and Time-line     
 
 Motion: To accept the Development Report and establish 
   a development time-line. 
 
 An initial Report on the 2015 Audit    Michelle Roseberry 
 
Report of the Officers 
 
 Report of the President      Jeanne Likins 
 
 Report of the Vice-President     Heidi Drake 
  A report on a Drop-box System 
  
 Report of the Secretary       
  Minutes approval     Bill Curlis 
   March 14, 2016 
  
 Report of the Treasurer       

Accept Treasurer’s Report for Audit   Darci Congrove 
 March, 2016 

 
Strategic Plan Committee Reports 
 
 Preservation       Bill Curlis 
  Historic Preservation     Kathy Fortener 
   written report  
 
 Motion: To adopt a German Village Society Collections 
   Policy and Operating Manual. 
 
   Fund for Historic Preservation   Darci Congrove 
   written report 
  
 Advocacy       Kelly Clark 
  Parking       Tim Bibler 
   written report 



   
Civic Relations      Nelson Genshaft 

   written report 
   

Parks and Public Spaces     Sara McNealey 
   written report     Carol Mullinax    

Friends of Schiller    Katharine Moore 
   written report 
   
 Community Quality of Life     Brittany Gibson/Greg Gamier 
  GV Business Community    Jeff Lowe 
   written report 
  Long Range Planning     Josh Miller 
   written report 
  Art Committee      Carole Genshaft 
   no report 
 
 Development       Dennis Brandon 
   no report 
  Events  
   Haus und Garten    Brittany Gibson 
    written report     
    Next Meeting:  April 12, 2016 
   Monster Bash     Brittany Gibson 
    Next Meeting:  July, 2016 
   Tea 43206     Darci Congrove 
    Next Meeting:  May, 2016 

  Art Crawl     Greg Gamier 
   Next Meeting:  March, 2016 
  Village Lights     Greg Gamier 
   Next Meeting:  September, 2016 
 Membership      Susan Sutherland 
  written report 
 Corporate Outreach     Joe Kurzer 
  no report 
 
Finance        Darci Congrove 
 Finance Committee     John Barr 
  written report 
  Next meeting:  May, 2016 
      Investment Sub-Committee    John Barr 
  written report 
  Next meeting:  May, 2016 
      Budget Sub-Committee    John Barr 
  Next meeting:  September, 2016  Shiloh Todorov 
 
 
 



Governance       Heidi Drake 
 Organizational Development    Heidi Drake 
  Next meeting:  April 12, 2016 
 

Staff Reports 
 
 Executive Director 

written report      Shiloh Todorov 
Monthly Strategic Plan Up-Date 
written report 
Great Placemakers 2016  
 written report 
 Event Date: May 12, 2016 
 

Historic Preservation Advocate 
  written report      Sarah Marsom 
 
 Digital Coordinator for Business Development     
  written report      Mark Weiss 
  Web-site up-date 
   
Old/New Business       Jeanne Likins 
 
Executive Session       Jeanne Likins 
   
Adjournment        Jeanne Likins 
 
 
 
 
 
 



GERMAN
VILLAGE
SOCIETY

Development Plan 
Board Overview

Shiloh and her 
team will drive 
the process and 
navigate GVS 
through the steps 
to implement.  
They will have a 
detailed road map 
to follow. For good 
governance, here is 
the bird’s eye view.



1.	 	YOU	HAVE	TO	ASK
 Direct appeal that says please give $X, do not rely on passive asks.

2.	YOU	HAVE	TO	THANK
  Most often cited as reasons donors gave again and/or gave more.

3.	YOU	HAVE	TO	ENGAGE
  Build a relationship, share impact of gift before you ask again.



ASK	
CURRENT	
DONORS	
TO	GIVE
MORE	
MONEY
Increased gift size, 
such as “thank you 
for your gift of $X, 
we respectfully 
request a gift of 
$Y this year”.

ASK	
CURRENT	
DONORS
TO	GIVE
MORE	
OFTEN
Increased number of 
gifts per fiscal year,
such as give during 
annual appeal and give 
for a special event or 
special appeal.

INCREASE	
THE	
NUMBER	
OF	PEOPLE	
WHO	GIVE
	
Cultivate more 
relationships to add new 
donors and renew
lapsed donors… donor 
retention must be 
factored into any growth 
projections.



Year
Total 

Members
Donors 
$1K +

Donors 
$125-$999

Donors $124 
& under

Largest Gift 
total donors

Smallest Gift 
total donors

Median Gift 
among total 

donors

ADG total 
donors

2015 588 18 239 331 $2,083 $21 $74

Dollars $90,134 $20,083 $49,550 $20,501

% of total members 100% 3% 41% 56%

% of total $s 100% 22% 55% 23%

Average $ gift by segment $1,116 $207 $62 $153 

Retention rate ly to ty 92% 79% 67%

2014 583 12 224 347 $2,000 $21 $75

Dollars $83,986 $13,916 $47,910 $22,160

% of total members 100% 2% 38% 60%

% of total $s 100% 17% 57% 26%

Average $ gift by segment $1,160 $214 $64 $144 

Retention rate ly to ty 81% 80% 69%

2013 588 16 202 370 $2,000 $50 $75

Dollars $84,283 $18,500 $41,775 $24,008

% of total members 100% 3% 34% 63%

% of total $s 100% 22% 50% 28%

Average $ gift by segment $1,156 $207 $65 $143 

Retention rate ly to ty 92% 83% 66%

2012 636 12 224 400 $2,000 $40 $75

Dollars $90,905 $13,000 $53,210 $24,695

% of total members 100% 2% 35% 63%

% of total $s 100% 14% 59% 27%

Average $ gift by segment $1,083 $238 $62 $143 

Further donor 
segmentation 
by three giving 
thresholds:

$1,000+; 

$125-$999; 

$124 and 
below



Let’s focus on:

YOU	HAVE	TO	ASK



2016 2017 2018

DONORS $1,000 OR MORE

Renewals @ 92% x $1,250 (17, 34, 50)  $21,250  $42,500  $62,500 

25 upgrades/lapsed x $1,000  $25,000  $25,000  $25,000 

3 YR Campaign 15 x $5,000  $75,000  $75,000  $75,000 

3 YR Campaign 10 x $2,500  $25,000  $25,000  $25,000 

DONORS $125-$999

Renewals @ 85% x $225 (203, 258, 343)  $45,675  $58,050  $77,175 

50 upgrades/lapsed x $500  $25,000  $25,000  $25,000 

50 upgrades/lapsed x $250  $31,250  $31,250  $31,250 

DONORS $124 OR LESS

Renewals @ 75% x $65 (248, 336, 402)  $16,120  $21,840  $26,130 

75 upgrades/lapsed x $100  $7,500  $7,500  $7,500 

125 new x $75  $9,375  $9,375  $9,375 

Grants x $15,000 average  $30,000  $45,000  $60,000 

Totals  $311,170  $365,515  $423,930 

Less the 3-Year Campaign and Grants  $131,170  $170,515  $213,930 

GVS	INDIVIDUAL	
GIVING	&	GRANTS	
PROFORMA

Note: this reflects cash flow, not income, as multi-year gifts must be booked when received.



ASK	CURRENT	
DONORS	TO	
GIVE	MORE	
MONEY…

AVERAGE	GIFT

$1,000 or more 

 $1,250 vs. $1,116

$125–$999 

 $225 vs. $207

$124 or less 

 $65 vs. $62

UPGRADES

The theory of moves management is the focused 
effort to move donors up the pyramid of giving 
from $100 to $250 to $500 to $1,000… over 
time. Emphasis on focused effort as accidental 
upgrades rarely happen. The potential is to raise 
approx. $90,000 with upgrades/lapsed donors, 
which equals what membership raised last fiscal 
year.

MAJOR	GIFTS

The three-year campaign, as led by George 
Skestos and potentially called Slate Roof Club, 
is the basis for a major gifts initiative. It has the 
potential to raise $100,000 a year in new giving.



ASK	CURRENT	
DONORS	TO	
GIVE	MORE	
OFTEN…

THE	EVENTS

Pre-Tour, Tea 43206, Monster Bash and 
others take care of additional asks, 
as will Third Street, Big Give, or other 
campaigns, and this support must be 
factored in to the plan for which donors 
are asked to give more, and when.  

It is important to note that decisions 
on how the Third Street campaign is 
funded has the potential to dramatically 
alter projections here.



INCREASE	
THE	NUMBER	
OF	PEOPLE	
WHO	GIVE

RENEWALS

$1,000 or more. . . . . . . . . . . . . . 92% same

$125-$999 . . . . . . . . . . . . . . . . 85% vs. 79% 

$124 or less . . . . . . . . . . . . . . . 75% vs. 67%

LAPSED	AND	ACQUISITION

Re-engaging with lapsed donors and inviting new donors into the 
organization is essential for moves management. The pledge card insert in 
the newsletter, and collecting the names/addresses of all who buy event 
tickets, is a great start on acquisition strategies. 

(overall rate went from 72% to 77% with new-rejoins 
factored in)



		DONOR	PYRAMID	—	BROADEN	THE	BASE	
AND	MEMBERSHIP	POINT	OF	ENTRY

 event ticket sales and 
transactional membership levels 

 contributions, 
annual campaign, 

philanthropy 
membership levels

major gifts,
Slate Roof Club,
endowment and

bequest gifts

Those 
passionate about 

historic preservation

GV tourists/visitors

GVS event 
attendees and 

residents of nearby 
neighborhoods

GVS
Former Residents

GVS 
Residents

GVS
Members



Let’s focus on:

YOU	HAVE	TO	THANK



Board members have played an active role in sending thank you notes 
in the past, which is to be commended and is certainly a factor in the 
relatively high donor retention rates.  

Every board member and every development committee member 
must support Shiloh and the staff in thanking donors promptly and 
in a meaningful way.  

Donor acknowledgements from the office should be sent within 48 hours 
of a gift — an automated email from Past Perfect first, then a hand-signed 
letter from Shiloh — should be the standard. Additionally, a phone call or 
hand-written note from a board member should follow, and those can be 
done once a month.



Let’s focus on:

YOU	HAVE	TO	ENGAGE



THE	KEYS	TO	SUCCESSFUL	
DONOR	ENGAGEMENT	ARE...

1

2

The dialogue should be about the impact of the GVS mission — “Did you know 
about…” — but there should be equal or greater time spent on what motivates 
and interests the donor — “What are you most concerned about… What causes 
are you most passionate about… What are you hoping to accomplish with… How 
are you spending your volunteer time these days... ?”

When we take a sincere interest in the life of the donor — their interests and 
aspirations — then we build true relationships that create authentic philanthropy.

the	conversation	is	not	an	ask

the	conversation	is	more	donor-centric	than	it	is	organization-centric.		



YOUR	ROLE	AS	A	BOARD	MEMBER

1. Understand	the	case	for	support — why give?

2. Understand	the	numbers — how much?

3. Be	a	donor (can you give more or more often?)

4. Be	responsible	for	20	donors

  a. Personally ask, thank, and engage with your 20 donors

  b.  Support the larger effort by calling or sending thank you notes to other 
donors, once a month

5. Be	visible	in	the	neighborhood	and	at	GVS	events

6. Be	an	advocate	for	the	GVS	mission

7. Be	an	advocate	for	Shiloh	and	the	team



SUPPORTING	THE	MISSION	AND	THE	TEAM	

BE	BOTH	CHAMPION	AND	CHEERLEADER

BOARD — 25% of time 

Strategy and Leadership

DEVELOPMENT	
COMMITTEE – 100% of time

 Strategy, Leadership, and 
Implementation Support

EXECUTIVE	DIRECTOR,	
SHILOH – 25% of time

 Strategy and Implementation 
Leadership, Major Gifts, Moves 
Management, Campaigns

DEVELOPMENT	
DIRECTOR, TBD — 100% of time

 Donor Retention, Lapsed 
Renewals, Donor Generosity, 
Donor Acquisition, Events, 
Campaigns

HISTORIC	PRESERVATION	
OFFICER, SARAH — 25% of time

Grants, Events

DEVELOPMENT	
COORDINATOR, MCKENZIE 

— 100% of time

Donor Data, Donor 
Acknowledgment, Donor Research, 
Overall Support

Human and financial resources to implement the plan:



WHY	GIVE?		

CASE	FOR	SUPPORT/POSITIONING	STATEMENT	

NEED	STATEMENT	EXERCISE	—	LET’S	ROLE	PLAY

FROM	SIDEWALKS	TO	SIGNAGE,	RESOURCES	TO	FULFILL	
THE	PROMISE	OF	THE	STRATEGIC	PLAN

NEW	LANGUAGE	ALREADY	IN	USE		
GERMANVILLAGE.COM



+



GERMAN VILLAGE SOCIETY 
BOARD OF TRUSTEES 

 
MINUTES OF THE MEETING OF 

March 14, 2016 
 
Present: Dennis Brandon, John Barr, Darci Congrove, Bill Curlis, Kelly Clark, Heidi Drake, 

Greg Gamier, Brittany Gibson, Joe Kurzer, Jeanne Likins, Marie Logothetis, and 
Susan Sutherland. 

 
Staff and Guests: Tim Bibler, Nelson Genshaft, Sarah Marsom, Josh Miller, Jim Nichols, Gary 

Seman and Shiloh Todorov. 
 
The meeting was called to order at 6:05 p.m. by President Jeanne Likins.  
 
Public Participation 
 
President Likins reported that there was no public participation for March. 
 
Reports of the President and Officers 
 
President Likins welcomed the guests and noted that the meeting was expected to be short so that the 
Board could spend some time on a discussion of the Third Street Preservation Project. 
 
Secretary Bill Curlis presented the Minutes of the meeting of February 8, 2016. 
 

MOTION: Approve the Minutes of the meetings of February 8, 2016.  [Curlis, Gibson] 
 
 Motion approved. 
 
Treasurer Darci Congrove, presented the March 2016 Treasurer’s report as well as financial highlight 
notes to the monthly report. 
 
 MOTION: Accept the Treasurer’s Report for March 2016 for audit. 
   [Congrove, Barr] 
 
 Motion approved. 
 
Ms. Todorov reported that the Hungarian Village Garden Club was seeking a grant from the Columbus 
Foundation and inasmuch as the grant funds could only be given to a qualified charitable organization a 
member of the GVS had asked if the Society could serve as that agent.  Ms. Congrove offered a motion: 
 
 MOTION: To authorize the German Village Society to accept funds as a fiduciary  

agent for the Hungarian Village Garden Club Fund.  [Congrove, Drake] 
 
 Motion approved. 
 



Ms. Todorov further reported that the request to create a Butterfly Fund (similar to the Hungarian 
Village Garden Club request) approved by the Board at their last meeting and originally submitted by 
GVS member Sarah McNealey had been withdrawn.  The funds will be directed to the Columbus 
Foundation instead of the GVS. 
 
Committee Reports 
 
President Likins noted that written reports had been provided by the committee chairs and asked if 
there were any oral reports or further information to add to these reports. 
 
Ms. Marsom reported that the Collections Management Policy and Guidelines were still being prepared 
for the Board’s review and would be submitted at the April meeting. 
 
Ms. Congrove submitted a report for the Fund for Historic Preservation announcing that the signage 
project is “moving forward in a meaningful way” on the house plaques.  She noted that the Commission 
had accepted the design for the plaques, that orders for the house plaques would begin by the end of 
April, that bids were being accepted for individuals qualified to conduct research necessary to determine 
the accurate content of each plaque, and that the plaques were added to the list of “staff approvals” by 
the Commission.  
 
Mr. Gamier reported that activities were moving forward for Art Crawl and Village Lights.  He noted that 
he was pleased to announce that the Zoo was coming to Village Lights, with more details later. 
 
Ms. Congrove submitted a detailed written proposal for TEA 43206 which would net the Fund for 
Historic Preservation $30,000 and asked for approval. 
 
 MOTION: To accept the TEA 43206 operating and fundraising plan 
   As outline in the TEA 43206 Proposal.  [Congrove, Curlis] 
 
 Motion approved. 
 
President Likins and the Board thanked Ms. Congrove for she and her husband’s, John Prible, significant 
contribution and leadership in creating and supporting this event. 
 
Mr. Barr reported that the Finance and Investment Sub-Committee had met to discuss with Huntington 
Bankshares the GVS portfolio which has been underperforming.  Discussion and investigation are 
ongoing and no final decisions have been made.  Mr.  Barr noted that he and Mr. Nichols were 
continuing to review options and would report back to the Board if there were any recommendations. 
 
Ms. Drake reported that there was a vacancy on the Board of Trustees as a result of the resignation of 
David Wible and that Josh Miller (who chairs the Long Range Planning Committee) had accepted the 
opportunity to serve on the Board, that the ODC Committee recommended Mr. Miller for election to the 
Board, and that his name was placed in nomination by the ODC committee. 
 
Ms. Drake further advised the Board that pursuant to the By-Laws of the German Village Society the 
Board may stagger Trustee terms so that there are four trustees in each election cycle and that currently 
trustees terms are in a 4-3-5 election cycle; the ODC committee recommended that Mr. Miller’s term of 



office be for a term ending September, 2016, to make the trustee terms a 4-4-4 cycle.  Mr. Miller was 
advised of this change and accepted the Committee’s recommendation. 
 
Ms. Likins asked if there were further nominations from the Board; there being none, the following 
motion was offered: 
 
 MOTION: That the nominations be closed and that Josh Miller be elected to the  

Board of Trustees of the German Village Society for the unexpired term  
ending September, 2016. [Curlis, Drake] 

 
Motion approved and Mr. Miller was elected to the Board of Trustees. 

 
Development Committee Chair Dennis Brandon reported that the Development Committee had heard 
the report from Kerri Millard and Sharon Steele and that the Board was going to be very impressed with 
their presentation after the Board meeting. 
 
Staff Reports 
 
Ms. Todorov updated the Board on fundraising for events and reported that $139,000 in sponsorships 
had been pledged and that for the first time there was a Presenting Sponsor for every event.  The Haus 
und Garten will have thirteen properties on tour this year and 382 seats for Pre-Tour dinners.  Pre-Tour 
tickets will go on sale April 29th. 
 
Ms. Todorov further reported on the plans for the Great Placemakers/Barnett Symposium to be held 
May 11 and 12, 2016 at the Columbus Museum of Art.  Tickets are $50.  
Register: http://aaep.osu.edu/research/resources/2016-barnett-symposium 
 
The business of the March 14, 2016, meeting of the German Village Society Board of Trustees having 
been concluded, the meeting was adjourned at 6:35 p.m. 
 
     Respectfully submitted, 
 
 
     William L. Curlis, Secretary 
Attest: 
 
 
 
Jeanne Likins, President 
 
 

http://aaep.osu.edu/research/resources/2016-barnett-symposium


German Village Society 
Treasurer’s Report 

April 11, 2016 Board Meeting 
 

Highlights from the March 2016 Financial Statements 

 

Cash balances as of March 31, 2016  

Operations:  The checking account balance is $53,536.  The savings account balance is $88,363. 

Designated accounts:  The various designated fund accounts total $232,401.  Major balances in these 
accounts include the German Village Business Community $60,529, the Fund for Historic Preservation 
$60,714, the Friends of Schiller $25,980, and For the Good of the Neighborhood $50,306. 

Investment accounts:  Long-term investments total $530,643 and include the Brent Warner 
Maintenance Fund of $156,855, the Meeting Haus Replacement Reserve Fund of $185,012, and the 
Alberta Stevens Huntington Garden Fund of $188,777.   

Operations Budget 

Total revenue to date is $175,543 compared to the budget of $119,125.  Note that revenue includes 
receivables for signed pledges of sponsorship and support for 2016. 

Total expenses to date are $124,225 compared to the budget of $112,890. 

These figures result in net operating income of $51,317 as of March 31, which is $45,083 ahead of 
budget.  This figure does not reflect internal transfers of funds or depreciation expense, which is a non-
cash charge.   

December 31, 2015 Audited Financial Statements 

Michelle Roseberry, Principal at HBK, will join the board meeting to present a draft of the 2015 audit 
report.  Darci and Shiloh have reviewed and revised the allocation of functional expenses amongst the 
categories of programs, administration and events/fundraising for inclusion in the supplemental 
reporting to the audited financial statements.  We will route the final audit report and the IRS Form 990 
to the Finance Committee for comments before the May board meeting, at which time we will vote to 
adopt both documents.   

 

 

 

 

 

 



 

 

 

Darci Congrove, Treasurer  12/10/15 



Page 1 of 2

Total
ASSETS
   Current Assets
      Bank Accounts
         Bank Accounts - Operations
            Operations Chase Checking - 6039 53,535.99  
            Operations Chase Contingency - 4693 88,362.53  
         Total Bank Accounts - Operations $                         141,898.52  
         Board Designated Bank Accounts
            Board Designated Checking - 1362 0.00  
               Bicentennial Fund 0.00  
               Council of Historic Neighborhoods 1,777.87  
               For the Good of the Neighborhood 50,305.56  
               Frank Fetch Park/Maintenance 50.00  
               Fund for Historic Preservation 60,714.10  
               German Village Business Community 60,528.88  
               Highfield Garden 1,466.09  
               Historic Preservation Expert Restriction 0.00  
               Huntington Garden/Maintenance 6,377.59  
               Schiller Bloomin Fund -121.10  
               Schiller Friends of Schiller Fund 25,980.11  
               Schiller Park Enhancements 13,914.37  
               Schiller Park/Arboretum Fund 3,358.02  
               Schiller Park/Bench/Trash Can Fund 0.00  
               Southside Stay 1,500.00  
               Village Connections 0.00  
               Village Singers 6,549.08  
            Total Board Designated Checking - 1362 $                         232,400.57  
            Board Designated Funds
               Meeting Haus Maint/Replacement 0.00  
                  Meeting Haus Maint/Replacement Gain/Loss -11,648.56  
                  Meeting Haus Maint/Replacement Principal 196,660.22  
               Total Meeting Haus Maint/Replacement $                         185,011.66  
               Village Singers Fund - 14126 5,995.00  
               Warner Maintenance - 0330 0.00  
                  Warner Maintenance - 0330 Gain/Loss -10,771.30  
                  Warner Maintenance - 0330 Principal 167,626.48  
               Total Warner Maintenance - 0330 $                         156,855.18  
               Warner Maintenance - 2342 0.00  
               Warner Maintenance - 5402 0.00  
               Warner Maintenance - 8188 0.00  
            Total Board Designated Funds $                         347,861.84  
         Total Board Designated Bank Accounts $                         580,262.41  
         Permanently Restricted Fund Accounts
            Frank Fetch Endowment 0.00  
            Fund at Columbus Foundation 851.59  
            Huntington Garden Endowment 0.00  
               Huntington Garden Endowment Gain/Loss -11,893.59  
               Huntington Garden Endowment Principal 200,670.51  
            Total Huntington Garden Endowment $                         188,776.92  
         Total Permanently Restricted Fund Accounts $                         189,628.51  
         Petty Cash 100.00  
      Total Bank Accounts $                         911,889.44  
      Accounts Receivable
         Accounts Receivable-General 55,058.34  
      Total Accounts Receivable $                           55,058.34  
      Other current assets
         Credit Card Receivables 666.28  
         Designated Funds GVS Receivable 0.00  
         Inventory 0.00  
         prepaid Expenses 0.00  
         Undeposited Funds 403.83  
      Total Other current assets $                             1,070.11  
   Total Current Assets $                         968,017.89  

German Village Society
Balance Sheet
As of March 31, 2016
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Total

German Village Society
Balance Sheet
As of March 31, 2016

   Fixed Assets
      Building 588 South Third Street
         Cost 759,990.66  
         Depreciation -609,748.35  
         Land 40,000.00  
      Total Building 588 South Third Street $                         190,242.31  
      Leasehold Improvements 102,386.64  
         Depreciation -49,419.90  
         Original Cost 6,813.00  
      Total Leasehold Improvements $                           59,779.74  
      Office Equipment/Furniture/Paintings
         Cost 241,938.23  
         Depreciation -221,595.97  
      Total Office Equipment/Furniture/Paintings $                           20,342.26  
      Office Furniture
         Cost 0.00  
         Depreciaton
      Total Office Furniture $                                    0.00  
      Office Paintings
         Cost 0.00  
      Total Office Paintings $                                    0.00  
   Total Fixed Assets $                         270,364.31  
TOTAL ASSETS $                      1,238,382.20  
LIABILITIES AND EQUITY
   Liabilities
      Current Liabilities
         Accounts Payable
            Accounts Payable 3,330.00  
         Total Accounts Payable $                             3,330.00  
         Other Current Liabilities
            Deferred Revenue 0.00  
            Deferred Revenue-Property Taxes 0.00  
            Designated Funds GVBC Payable 0.00  
            Designated Funds GVS Payable 0.00  
            Other Current Liabilities 0.00  
            Prepaid GVBC Membership Dues 0.00  
            Prepaid GVS Advertising Fees 0.00  
            Prepaid GVS Membership Dues 0.00  
            Sales tax payable 0.00  
         Total Other Current Liabilities $                                    0.00  
      Total Current Liabilities $                             3,330.00  
   Total Liabilities $                             3,330.00  
   Equity
      Designated Earnings
         Non Restricted 0.00  
         Permanently restricted fund 190,572.59  
         Restricted 523,622.06  
         Temporarily Restricted 6,000.00  
      Total Designated Earnings $                         720,194.65  
      Retained Earnings 487,872.50  
      Net Income 26,985.05  
   Total Equity $                      1,235,052.20  
TOTAL LIABILITIES AND EQUITY $                      1,238,382.20  



Actual Actual Actual Actual Actual Actual Actual Actual Actual Actual Actual Actual Actual Actual Actual Actual Actual
Income
   Admission/Event Income 0.00  0.00  
   Advertising Income 786.83  9,335.01  10,121.84  
   Contributions 0.00  1,000.00  150.00  450.00  1,260.00  1,000.00  500.00  4,360.00  
   In-Kind Donations 2,000.00  2,000.00  
   Interest Income 0.00  156.82  153.69  130.96  441.47  

   Membership Dues -GVBC 15,525.00  15,525.00  
   Merchandise Income 25.00  475.00  500.00  
   Miscellaneous Income 0.00  200.00  955.00  1,155.00  
   Rental Income 0.00  0.00  
   Sponsorship 750.00  8,300.00  9,050.00  
Total Income $                         0.00  $           1,536.83  $           35,185.01  $      1,000.00  $                     0.00  $            156.82  $        350.00  $            153.69  $             925.00  $                                   0.00  $             1,260.00  $          1,000.00  $                     0.00  $             500.00  $      955.00  $      130.96  $  43,153.31  
Gross Profit $                         0.00  $           1,536.83  $           35,185.01  $      1,000.00  $                     0.00  $            156.82  $        350.00  $            153.69  $             925.00  $                                   0.00  $             1,260.00  $          1,000.00  $                     0.00  $             500.00  $      955.00  $      130.96  $  43,153.31  
Expenses
   Advertising 5,730.00  5,730.00  
   Bank/Credit Card Fees 0.00  80.78  79.17  67.46  227.41  
   Computer Related Costs 7,300.00  7,300.00  
   Consulting Fees 9,038.17  2,500.00  0.00  135.00  1,275.00  12,948.17  
   Dues & Memberships 1,000.00  1,000.00  
   Equipment Rental 0.00  0.00  
   Food/Beverages -199.99  -199.99  
   In-Kind Expense 2,000.00  2,000.00  
   License/Fees/Permits 0.00  0.00  
   Miscellaneous Expense 200.00  14.95  214.95  
   Payroll Taxes 422.70  422.70  
   Postage 0.00  313.60  313.60  
   Printing/Signage 185.00  1,042.50  40.00  1,267.50  

   Property & D/O Insurance 390.00  780.00  4.00  1,174.00  
   Repairs & Maintenance 0.00  0.00  
   Salaries/Wages 5,524.98  5,524.98  
   Security 0.00  0.00  
   Supplies 0.00  316.74  687.12  1,003.86  
   Transportation/Towing -100.00  -100.00  
Total Expenses $                  9,038.17  $           2,890.00  $           22,842.69  $             0.00  $                     0.00  $              80.78  $        331.69  $              79.17  $             135.00  $                                   0.00  $             1,356.10  $                 4.00  $                     0.00  $                 0.00  $   2,002.12  $        67.46  $  38,827.18  
Net Operating Income -$                 9,038.17  -$          1,353.17  $           12,342.32  $      1,000.00  $                     0.00  $              76.04  $          18.31  $              74.52  $             790.00  $                                   0.00  -$                96.10  $             996.00  $                     0.00  $             500.00  -$  1,047.12  $        63.50  $    4,326.13  
Other Income
   Transfers In 43,134.76  0.00  43,134.76  
   Transfers out 0.00  -16,453.60  -16,453.60  
Total Other Income $                43,134.76  $                  0.00  $                    0.00  $             0.00  -$           16,453.60  $                0.00  $            0.00  $                0.00  $                 0.00  $                                   0.00  $                    0.00  $                 0.00  $                     0.00  $                 0.00  $          0.00  $          0.00  $  26,681.16  
Other Expenses
   Deferred Gain/Loss 
Investments 0.00  6,820.37  6,685.81  5,697.36  19,203.54  
Total Other Expenses $                         0.00  $                  0.00  $                    0.00  $             0.00  $                     0.00  $         6,820.37  $            0.00  $         6,685.81  $                 0.00  $                                   0.00  $                    0.00  $                 0.00  $                     0.00  $                 0.00  $          0.00  $   5,697.36  $  19,203.54  
Net Other Income $                43,134.76  $                  0.00  $                    0.00  $             0.00  -$           16,453.60  -$       6,820.37  $            0.00  -$        6,685.81  $                 0.00  $                                   0.00  $                    0.00  $                 0.00  $                     0.00  $                 0.00  $          0.00  -$  5,697.36  $    7,477.62  
Net Income $                34,096.59  -$          1,353.17  $           12,342.32  $      1,000.00  -$           16,453.60  -$       6,744.33  $          18.31  -$        6,611.29  $             790.00  $                                   0.00  -$                96.10  $             996.00  $                     0.00  $             500.00  -$  1,047.12  -$  5,633.86  $  11,803.75  
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Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget
Income
   Admission/Event Income 354.44  0.00  200.00  200.00  0.00  4,000.00  37,200.00  62,000.00  0.00  0.00  4,000.00  8,600.00  0.00  0.00  554.44  116,000.00  
   Advertising Income 40,800.38  3,000.00  5,717.10  23,000.00  8,986.24  1,000.00  18,000.00  2,000.00  2,500.00  0.00  0.00  0.00  0.00  2,500.00  0.00  55,503.72  52,000.00  
   Contributions 157.00  0.00  1,547.46  1,000.00  159.73  0.00  2,000.00  0.00  3,000.00  2,000.00  0.00  1,000.00  6,000.00  0.00  0.00  1,864.19  15,000.00  
   In-Kind Donations 11,550.00  0.00  0.00  2,900.00  0.00  0.00  0.00  94,000.00  0.00  0.00  0.00  2,500.00  0.00  0.00  14,450.00  96,500.00  
   Interest Income 10.92  3.73  3.73  18.38  0.00  
   Membership Dues - GVS 49,299.96  31,000.00  7,140.00  5,000.00  1,869.84  7,000.00  9,000.00  5,000.00  9,000.00  2,000.00  1,000.00  4,000.00  6,000.00  0.00  0.00  58,309.80  79,000.00  
   Membership Dues -GVBC 6,600.00  3,600.00  825.00  825.00  225.00  3,000.00  225.00  225.00  600.00  150.00  225.00  0.00  150.00  0.00  0.00  7,650.00  9,000.00  
   Merchandise Income 212.50  0.00  8.00  0.00  22.00  0.00  0.00  50.00  100.00  100.00  100.00  50.00  50.00  50.00  0.00  242.50  500.00  
   Miscellaneous Income 0.00  0.00  345.04  0.00  0.00  0.00  800.00  0.00  0.00  0.00  0.00  0.00  0.00  345.04  800.00  
   Rental Income 560.00  500.00  460.00  500.00  218.00  1,500.00  1,000.00  1,500.00  1,000.00  500.00  500.00  1,000.00  1,000.00  500.00  500.00  1,238.00  10,000.00  
   Sponsorship 13,300.00  500.00  10,750.00  19,250.00  10,900.00  11,250.00  13,500.00  11,000.00  0.00  0.00  3,500.00  2,000.00  3,000.00  0.00  0.00  34,950.00  64,000.00  
   Tour Income 5,000.00  1,000.00  417.00  1,000.00  1,000.00  1,000.00  1,500.00  700.00  500.00  500.00  500.00  500.00  0.00  417.00  13,200.00  
Total Income $  122,845.20  $  43,600.00  $   26,451.29  $  50,775.00  $   26,246.58  $   24,750.00  $           0.00  $   48,725.00  $           0.00  $  57,975.00  $             0.00  $  174,500.00  $             0.00  $      5,450.00  $            0.00  $     5,825.00  $            0.00  $   12,550.00  $           0.00  $   27,800.00  $          0.00  $     3,550.00  $          0.00  $        500.00  $  175,543.07  $  456,000.00  
Gross Profit $  122,845.20  $  43,600.00  $   26,451.29  $  50,775.00  $   26,246.58  $   24,750.00  $           0.00  $   48,725.00  $           0.00  $  57,975.00  $             0.00  $  174,500.00  $             0.00  $      5,450.00  $            0.00  $     5,825.00  $            0.00  $   12,550.00  $           0.00  $   27,800.00  $          0.00  $     3,550.00  $          0.00  $        500.00  $  175,543.07  $  456,000.00  
Expenses
   Accounting Expense 1,200.00  1,200.00  1,200.00  1,200.00  1,200.00  1,200.00  1,200.00  1,200.00  1,200.00  1,200.00  1,200.00  1,200.00  1,200.00  1,200.00  1,200.00  3,600.00  14,400.00  
   Advertising 0.00  -500.00  0.00  530.00  0.00  85.00  45.00  250.00  0.00  0.00  0.00  20.00  0.00  0.00  30.00  400.00  
   Audit Fees 0.00  3,000.00  2,300.00  0.00  0.00  0.00  0.00  0.00  1,700.00  0.00  0.00  0.00  0.00  7,000.00  
   Bank/Credit Card Fees 884.92  296.00  338.17  219.00  355.51  724.00  486.00  1,170.00  3,035.00  992.00  487.00  1,010.00  218.00  255.00  108.00  1,578.60  9,000.00  
   Computer Related Costs 15,276.99  1,100.00  2,195.16  4,100.00  728.82  5,000.00  4,100.00  5,000.00  4,100.00  1,100.00  1,100.00  1,100.00  1,100.00  1,100.00  1,100.00  18,200.97  30,000.00  
   Consulting Fees 6,375.00  2,000.00  3,625.00  6,000.00  4,000.00  0.00  1,500.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  10,000.00  13,500.00  
   Dues & Memberships 350.00  0.00  115.00  300.00  0.00  450.00  250.00  700.00  0.00  150.00  250.00  250.00  0.00  115.00  2,700.00  
   Equipment Rental 579.92  1,000.00  355.92  500.00  936.92  1,500.00  500.00  1,000.00  2,500.00  1,000.00  1,000.00  1,000.00  500.00  500.00  500.00  1,872.76  11,500.00  
   Food/Beverages 322.43  0.00  256.92  0.00  322.75  0.00  0.00  1,500.00  2,650.00  0.00  0.00  0.00  1,350.00  0.00  0.00  902.10  5,500.00  
   Gifts & Awards 500.00  0.00  53.57  0.00  0.00  0.00  1,000.00  0.00  0.00  500.00  500.00  0.00  0.00  53.57  2,500.00  
   In-Kind Expense 11,550.00  0.00  0.00  2,900.00  0.00  0.00  0.00  94,000.00  0.00  0.00  0.00  2,500.00  0.00  0.00  14,450.00  96,500.00  
   License/Fees/Permits 100.00  0.00  75.00  0.00  325.00  150.00  0.00  0.00  475.00  150.00  0.00  0.00  0.00  75.00  1,200.00  
   Meeting Haus Cleaning 19.80  750.00  744.80  750.00  744.80  750.00  750.00  750.00  1,500.00  750.00  750.00  750.00  1,000.00  750.00  750.00  1,509.40  10,000.00  
   Meeting Haus Groundskeeping 0.00  99.25  300.00  154.75  300.00  0.00  0.00  0.00  0.00  0.00  0.00  300.00  300.00  0.00  254.00  1,200.00  
   Miscellaneous Expense 20.00  100.00  0.00  0.00  0.00  0.00  200.00  0.00  0.00  0.00  0.00  0.00  0.00  20.00  300.00  
   Payroll Processing 201.64  240.00  96.64  160.00  96.64  160.00  160.00  160.00  160.00  160.00  160.00  160.00  160.00  160.00  160.00  394.92  2,000.00  
   Payroll Taxes 1,228.10  1,600.00  1,199.80  1,400.00  1,068.79  1,100.00  1,000.00  1,000.00  1,000.00  1,000.00  1,000.00  1,000.00  1,000.00  1,000.00  1,000.00  3,496.69  13,100.00  
   Postage 125.00  125.00  713.98  125.00  625.00  125.00  125.00  125.00  125.00  125.00  125.00  125.00  125.00  713.98  2,000.00  
   Printing/Signage 2,000.00  1,603.30  0.00  4,756.82  0.00  0.00  3,400.00  400.00  8,000.00  1,000.00  0.00  2,200.00  0.00  0.00  6,360.12  17,000.00  
   Property & D/O Insurance 2,000.00  8,150.00  0.00  500.75  10,500.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  8,650.75  12,500.00  
   Repairs & Maintenance 1,100.00  2,165.00  1,400.00  1,709.43  800.00  200.00  0.00  1,600.00  300.00  1,000.00  800.00  250.00  50.00  0.00  3,874.43  7,500.00  
   Salaries/Wages 13,894.89  17,749.00  13,955.41  13,499.00  14,505.15  13,799.00  14,099.00  13,599.00  13,599.00  14,499.00  13,999.00  14,099.00  14,099.00  13,999.00  13,511.00  42,355.45  170,550.00  
   Security 0.00  0.00  400.00  0.00  300.00  900.00  0.00  0.00  0.00  400.00  0.00  0.00  0.00  2,000.00  
   Storage 1,020.00  1,020.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  1,020.00  1,020.00  
   Supplies 384.84  283.00  830.21  83.00  565.21  83.00  83.00  83.00  1,983.00  883.00  883.00  83.00  283.00  83.00  87.00  1,780.26  4,900.00  
   Transportation/Towing 0.75  0.00  477.75  0.00  8.00  0.00  0.00  900.00  1,500.00  4,500.00  0.00  0.00  0.00  0.00  0.00  486.50  6,900.00  
   Utilities 313.25  1,000.00  801.49  1,300.00  1,316.00  1,300.00  1,300.00  1,300.00  1,300.00  1,300.00  1,300.00  1,300.00  1,300.00  1,300.00  1,000.00  2,430.74  15,000.00  
Total Expenses $    53,272.53  $  34,513.00  $   37,594.82  $  34,036.00  $   33,357.89  $   44,341.00  $           0.00  $   24,913.00  $           0.00  $  33,632.00  $             0.00  $  133,252.00  $             0.00  $    36,509.00  $            0.00  $   24,479.00  $            0.00  $   25,127.00  $           0.00  $   28,755.00  $          0.00  $   21,072.00  $          0.00  $   19,541.00  $  124,225.24  $  460,170.00  
Net Operating Income $    69,572.67  $    9,087.00  -$  11,143.53  $  16,739.00  -$    7,111.31  -$  19,591.00  $           0.00  $   23,812.00  $           0.00  $  24,343.00  $             0.00  $    41,248.00  $             0.00  -$   31,059.00  $            0.00  -$  18,654.00  $            0.00  -$  12,577.00  $           0.00  -$       955.00  $          0.00  -$  17,522.00  $          0.00  -$  19,041.00  $    51,317.83  -$     4,170.00  
Other Income
   Transfers In 16,453.60  19,204.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  16,453.60  19,204.00  
   Transfers out 0.00  -43,134.76  0.00  0.00  0.00  0.00  0.00  -7,500.00  0.00  0.00  -7,500.00  0.00  0.00  -43,134.76  -15,000.00  
Total Other Income $    16,453.60  $  19,204.00  -$  43,134.76  $           0.00  $            0.00  $            0.00  $           0.00  $            0.00  $           0.00  $           0.00  $             0.00  $             0.00  $             0.00  -$     7,500.00  $            0.00  $            0.00  $            0.00  $            0.00  $           0.00  -$    7,500.00  $          0.00  $            0.00  $          0.00  $            0.00  -$   26,681.16  $      4,204.00  
Other Expenses
   Depreciation 3,151.79  3,152.00  3,151.79  3,152.00  3,151.79  3,152.00  3,152.00  3,152.00  3,152.00  3,152.00  3,152.00  3,152.00  3,152.00  3,152.00  3,152.00  9,455.37  37,824.00  
Total Other Expenses $      3,151.79  $    3,152.00  $     3,151.79  $    3,152.00  $     3,151.79  $     3,152.00  $           0.00  $     3,152.00  $           0.00  $    3,152.00  $             0.00  $      3,152.00  $             0.00  $      3,152.00  $            0.00  $     3,152.00  $            0.00  $     3,152.00  $           0.00  $     3,152.00  $          0.00  $     3,152.00  $          0.00  $     3,152.00  $      9,455.37  $    37,824.00  

Net Income Before Depreciation $    86,026.27  $  28,291.00  -$  54,278.29  $  16,739.00  -$    7,111.31  -$  19,591.00  $           0.00  $   23,812.00  $           0.00  $  24,343.00  $             0.00  $    41,248.00  $             0.00  -$   38,559.00  $            0.00  -$  18,654.00  $            0.00  -$  12,577.00  $           0.00  -$    8,455.00  $          0.00  -$  17,522.00  $          0.00  -$  19,041.00  $    24,636.67  $           34.00  
Net Income After Depreciation $    82,874.48  $  25,139.00  -$  57,430.08  $  13,587.00  -$  10,263.10  -$  22,743.00  $           0.00  $   20,660.00  $           0.00  $  21,191.00  $             0.00  $    38,096.00  $             0.00  -$   41,711.00  $            0.00  -$  21,806.00  $            0.00  -$  15,729.00  $           0.00  -$  11,607.00  $          0.00  -$  20,674.00  $          0.00  -$  22,193.00  $    15,181.30  -$   37,790.00  

Total

German Village Society
2016 GVS Budget Variance By Month Operations

January - March 2016

Jul 2016 Aug 2016 Sep 2016 Oct 2016 Nov 2016 Dec 2016Jan 2016 Feb 2016 Mar 2016 Apr 2016 May 2016 Jun 2016



Actual Budget over Budget
% of 

Budget Actual Budget over Budget
% of 

Budget March Notes:
Income
   Admission/Event Income 200.00  0.00  200.00  554.44  200.00  354.44  277.22%
   Advertising Income 8,986.24  1,000.00  7,986.24  898.62% 55,503.72  27,000.00  28,503.72  205.57%
   Contributions 159.73  0.00  159.73  1,864.19  1,000.00  864.19  186.42%
   In-Kind Donations 2,900.00  0.00  2,900.00  14,450.00  0.00  14,450.00  
   Interest Income 3.73  3.73  18.38  0.00  18.38  

   Membership Dues - GVS 1,869.84  7,000.00  -5,130.16  26.71% 58,309.80  43,000.00  15,309.80  135.60%
membership renewals heavy in 
January/February

   Membership Dues -GVBC 225.00  3,000.00  -2,775.00  7.50% 7,650.00  7,425.00  225.00  103.03%
   Merchandise Income 22.00  0.00  22.00  242.50  0.00  242.50  
   Rental Income 218.00  1,500.00  -1,282.00  14.53% 1,238.00  2,500.00  -1,262.00  49.52%
   Sponsorship 10,900.00  11,250.00  -350.00  96.89% 34,950.00  31,000.00  3,950.00  112.74%
   Tour Income 417.00  1,000.00  -583.00  41.70% 417.00  7,000.00  -6,583.00  5.96%
Total Income $   26,246.58  $   24,750.00  $     1,496.58  106.05% $  175,543.07  $  119,125.00  $   56,418.07  147.36%
Gross Profit $   26,246.58  $   24,750.00  $     1,496.58  106.05% $  175,543.07  $  119,125.00  $   56,418.07  147.36%
Expenses
   Accounting Expense 1,200.00  1,200.00  0.00  100.00% 3,600.00  3,600.00  0.00  100.00%
   Advertising 530.00  0.00  530.00  30.00  0.00  30.00  
   Audit Fees 2,300.00  -2,300.00  0.00% 0.00  5,300.00  -5,300.00  0.00%
   Bank/Credit Card Fees 355.51  724.00  -368.49  49.10% 1,578.60  1,239.00  339.60  127.41%
   Computer Related Costs 728.82  5,000.00  -4,271.18  14.58% 18,200.97  10,200.00  8,000.97  178.44%
   Consulting Fees 4,000.00  -4,000.00  0.00% 10,000.00  12,000.00  -2,000.00  83.33%
   Dues & Memberships 115.00  300.00  -185.00  38.33% 115.00  650.00  -535.00  17.69%
   Equipment Rental 936.92  1,500.00  -563.08  62.46% 1,872.76  3,000.00  -1,127.24  62.43%
   Food/Beverages 322.75  0.00  322.75  902.10  0.00  902.10  
   Gifts & Awards 53.57  0.00  53.57  53.57  500.00  -446.43  10.71%
   In-Kind Expense 2,900.00  0.00  2,900.00  14,450.00  0.00  14,450.00  
   License/Fees/Permits 75.00  0.00  75.00  75.00  100.00  -25.00  75.00%
   Meeting Haus Cleaning 744.80  750.00  -5.20  99.31% 1,509.40  2,250.00  -740.60  67.08%
   Meeting Haus Groundskeeping 154.75  300.00  -145.25  51.58% 254.00  600.00  -346.00  42.33%
   Miscellaneous Expense 0.00  0.00  20.00  100.00  -80.00  20.00%
   Payroll Processing 96.64  160.00  -63.36  60.40% 394.92  560.00  -165.08  70.52%
   Payroll Taxes 1,068.79  1,100.00  -31.21  97.16% 3,496.69  4,100.00  -603.31  85.29%
   Postage 713.98  125.00  588.98  571.18% 713.98  375.00  338.98  190.39%

   Printing/Signage 4,756.82  0.00  4,756.82  6,360.12  2,000.00  4,360.12  318.01%
Key Blue Prints (member directory 
& newsletter)

   Property & D/O Insurance 500.75  10,500.00  -9,999.25  4.77% 8,650.75  12,500.00  -3,849.25  69.21%

   Repairs & Maintenance 1,709.43  800.00  909.43  213.68% 3,874.43  3,300.00  574.43  117.41%
Handyman Hartley 50 hr 
maintenance contract

   Salaries/Wages 14,505.15  13,799.00  706.15  105.12% 42,355.45  45,047.00  -2,691.55  94.03%
   Security 400.00  -400.00  0.00% 0.00  400.00  -400.00  0.00%
   Storage 0.00  0.00  1,020.00  1,020.00  0.00  100.00%

   Supplies 565.21  83.00  482.21  680.98% 1,780.26  449.00  1,331.26  396.49%
supplies for Meeting Haus from 
Staples

   Transportation/Towing 8.00  0.00  8.00  486.50  0.00  486.50  
   Utilities 1,316.00  1,300.00  16.00  101.23% 2,430.74  3,600.00  -1,169.26  67.52%
Total Expenses $   33,357.89  $   44,341.00  -$  10,983.11  75.23% $  124,225.24  $  112,890.00  $   11,335.24  110.04%
Net Operating Income -$    7,111.31  -$  19,591.00  $   12,479.69  36.30% $    51,317.83  $      6,235.00  $   45,082.83  823.06%
Other Income
   Transfers In 0.00  0.00  16,453.60  19,204.00  -2,750.40  85.68%
   Transfers out 0.00  0.00  -43,134.76  0.00  -43,134.76  
Total Other Income $             0.00  $             0.00  $             0.00  -$   26,681.16  $    19,204.00  -$  45,885.16  -138.94%
Other Expenses
   Depreciation 3,151.79  3,152.00  -0.21  99.99% 9,455.37  9,456.00  -0.63  99.99%
Total Other Expenses $     3,151.79  $     3,152.00  -$           0.21  99.99% $      9,455.37  $      9,456.00  -$           0.63  99.99%

Net Income Before Depreciation -$    7,111.31  -$  19,591.00  $     12,479.90 $    24,636.67  $    25,439.00  -$         801.70
Net Income After Depreciation -$  10,263.10  -$  22,743.00  $     12,479.90 45.13% $    15,181.30  $    15,983.00  -$         801.70 94.98%

March 2016

German Village Society
2016 GVS Operations Previous Month Comparison

Mar 2016 Total



Historic Preservation Committee Report 

March 17, 2016 Meeting 

Strategic Plan Initiatives: 

Sidewalk strategy – 

Draft of the “Sidewalk Repair Methodology and Funding Report” distributed to committee for 
review at next meeting.   

Brick repair workshops – 3 scheduled for May.  Abercrombie & Fitch will be supporting 2 while 
UA middle schoolers will be volunteering for the third. 

Curbs – no change still waiting for results of city testing on the sandstone from the Cleveland 
Quarries.   

District Re-survey – OSU students held an information session for collecting community input for GV 
preservation plan.  Plan will be presented at the April HPC meeting. 

Oral Histories – no update.  

Digitization Update – Work continues on schedule.  Revised draft of the Collections Management Policy 
and Guidelines reviewed.   Some final details regarding who (HPC, BOT, staff) has responsibility for 
different actions and what our current insurance situation is will be incorporated in last draft.    

GV Commission Highlights –Moving the last meeting to the Fest hall worked well to accommodate more 
people and better communication.  

Additional topics: 

Street repair prioritization – based on feedback from the BOT the HPC will revisit and update the street 
survey data so as to maintain a prioritized list for most need street repairs should funding become 
available. 

Caretakers of a Legacy – call for nominations 

 

Next meeting  April 21, 2016 
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SECTION 1: INTRODUCTION 
 
This manual is an addendum to the German Village Society’s Collection Management Policy. 
The purpose of this manual is to bring consistent practices to the German Village Society to the 
processing, handling and care of the historic collection; and will serve as a training tool and 
reference source for the Society’s staff, interns, and volunteers. It consists of concise summaries 
of archival principles and standards, guides and resources.  In short, it is a “How To” guide on 
how to process historic material from accepting donations on. The Society staff can amend this 
policy as new needs and technologies arise.  An electronic version of this document and all 
relevant attachments can be found on the German Village societies network at: \\CINDY-
PC\Users\Cindy\Desktop\Shares\T\GVS Archives\Archives Policies and Documents  
 
Every attempt was made to make this manual easy to understand, however, some technical terms 
have been included.  To clarify these terms, a comprehensive glossary of can be found 
here: http://www2.archivists.org/glossary 
 
SECTION 2: GUIDING PRINCIPLES 
 
Although there are established best practices for handling historical material, not every possible 
situation that may arise during the processing of material can be covered in this manual.  
Therefore, always refer to these general guiding principles.  

• The goal of processing is to make items accessible and to preserve them and all actions 
should be to this end.  

• Arrange and catalog material in such a manner that the creator or origin of the material is 
easily identifiable.   

• Arrange material in an order that is logical and useable.  However, if the materials are in 
a recognizable order when received, respect that original order and do not rearrange 
them.  

• Historical materials can be very fragile, use care when handling them and err on the side 
of caution processing. 

Other “Grey Areas” might arise during processing, but always rely on best judgment with these 
principles in mind.   
 
SECTION 3: PASTPERFECT SOFTWARE 
 
The program that the German Village Society utilizes to record data about the historical 
collection is PastPerfect Museum Software.  This application that only be accessed through the 
Society’s network.  PastPerfect requires a username and password to log on, please consult the 
Historic Preservation Advocate to obtain login information.  The Society uses PastPerfect to 
perform multiple tasks: 

• Accessioning: Recording donor information about material. 
• Cataloging: Describing material in the historical collection. 
• Online Accesses: The system allows for information and images to automatically be 

uploaded to the Internet.  
• Fundraising and membership: PastPerfect is used to record information about 

members. 

http://www2.archivists.org/glossary
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PastPerfect is very intuitive and easy to use and the basic steps to operate it will be covered in 
this manual.  However, there is also a manual for reference that can be 
accessed: http://www.museumsoftware.com/v5userguide.html In addition, the Past Perfect 
support staff is very helpful, and can be reached 
at http://www.museumsoftware.com/support.html or at 1-800-562-6080.  Upon closing, the 
PastPerfect software will ask if it should be backed up, and this should be done regularly. 
 
SECTION 4: ACCESSIONING 
 
The German Village Society defines accessioning as the formal process used to legally accept 
and to record an artifact or archival material as a collection item.  Accessioning should not be 
confused with processing or cataloging, which are also covered in this manual. The Society’s 
Collection Policy in section 1.4 Scope of Collections has outlined strict guidelines for what is 
accepted in to the historical collection.  When presented with a donation, refer to this section to 
make certain that the item(s) clearly falls into this Scope.  Sometimes it is OK to say no, and this 
will save much work down the line.  
 
4.1 Accessioning Steps 
The following are the steps for accessioning an item(s) in the Society’s Historical Collection 

1. Receive the material from the donor and present them with a “Gift Receipt” and inform 
them that the Historic Preservation Committee will review the material within 60 days 
and it will either be accepted or forwarded to the Development Committee.  Collect as 
much information as possible about the item on the receipt and store the material in a 
secure place while under review. 

2. Present the item to the Historic Preservation Committee within 60 days.  The Historic 
Preservation Committee will either recommend that:  

• The item will be accepted in the Society’s historical collection. 
• The item does not fit into the Society’s scope of collections, and should be 

forwarded to the Executive Director and/or Board officers to see if the item has 
some other use to the German Village Society. 

3. If the item is not accepted, present the item to the Executive Director and/or Board 
officers as soon as possible.  If they accept the item, it will be recorded in PastPerfect as 
an in-kind gift and an Acknowledgment letter and Deed of Gift will be sent to the donor, 
which can be found in Archives Policies and Documents folder on the network and in 
Appendix 1.  If the Executive Director and/or Board officers do not wish to keep the 
item, it will be returned to the donor. 

4. If accepted into the historic collection, assign an accession number to the material and 
record it in the PastPerfect system.  Send the donor an acceptance letter and official Deed 
of Gift (see below).  

5. Process the item according to the guidelines set forth in this manual.  
 
4.2 Gift Receipt 
The Gift Receipt serves as an acknowledgement that the item was received and is not an 
acknowledgement of legal deed of transfer. Make certain that all of the donor’s information is 
recorded and that a full description of the material is added so that the Historic Preservation 
Committee can get a good understanding of the its importance and relevance. Have the donor (as 

http://www.museumsoftware.com/v5userguide.html
http://www.museumsoftware.com/support.html
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well as a Society staff member) sign and date the receipt and present to the donor.  Make a copy 
of the receipt and keep with the materials.  The gift receipt can be found in the Archives Policies 
and Documents folder on the network and in Appendix 1. 
 
4.3 Accession Numbers and Object IDs 
Each item in the historical collection will get both an accession number and an Object ID.  The 
accession number is used to record the source of an object, whether it is a donor, purchase, etc.  
The Object ID is a unique identifier required by PastPerfect to catalog objects.  Before the 
German Village Society established standard formats for these items, Object IDs were already 
entered into PastPerfect.  In some cases, the accession number was also used as the Object ID.  
Rather than redo the entered data, the existing identifiers have been used as a basis for a 
standardized system Object IDs that is outlined below.   In some cases, the accession number is 
used as the Object ID.   
 
4.4 Assigning an Accession Number and Format 
Each item accepted by the German Village Society will receive an accession number. The 
accession number is used only to reference the donor of an object or a group of objects.  
 
Many items in the German Village Society collection have been in the collection for several 
years and there is no donor record for them or accession number. Going forward, these items can 
be assigned an accession number, with the source being “found in collection.”  
 
The accession number format used by the German Village Society is straightforward.  It is 
flexible in that a group of items or individual items can get a unique number.    The first part of 
the accession number is the year in which an item(s) was received. For example, if the item or 
group of items was received by the museum in 2016, then 2016 is the first part of the number. 
The second part of the number is derived from the chronological order in which the accession 
was received. For example, the first group of items received in the year 2016 would be assigned 
the number 1. Now our number has two parts: 2016.1. Furthermore, a third number can be added 
to identify a specific object in a group of items received.  In our example, 2016.1.1, 2106.1.2, 
2016.1.3 would respectively be the first, second and third objects in a group of items received.  
 
It is not always possible (or desirable) to use the third (object) number.  For example, a donation 
might consist of hundreds of documents and it would not be practical to give each document a 
unique number.  In a case such as this, one accession number could be assigned to the entire 
collection of documents. Larger objects should always get a third (object) accession number.   
 
4.5 Physically Applying the Accession Number 
The accession number should be physically applied to the object it represents. Care should be 
taken in applying the number.  The numbers should be permanent, written legibly, easily 
accessible, but should not be too obvious. If possible, the accession number should be applied to 
every item in a collection, but at minimum it should be applied in a manner so that the number 
can easily be found, for example on a box of collection that shares an accession number, but not 
on every item in that collection (as in our example of a donation of hundreds of documents 
above). See Appendix 2 for detailed instructions on how to apply accession numbers to 
materials safely. 



 7 

 
4.6 Accessioning with PastPerfect 
To add an accession: 

1. Click on the Accession button in the Activities menu.  
2. Add a new accession record in sequential order (If the last number is 2016.6, add 2016.7) 

and then add the Source (usually the donor). If the source is already in the system, you 
can search for them by clicking the “Search Donor from Contacts File” and the donor 
information will automatically be populated.  If the donor is not listed, complete the form 
by entering data in each field.  

3. Using the  “Received as” menu, select the option which best describes how the Society 
received the item.  Most of the time this will be “Gift.” 

4. Fill out the Received by, Received Date, Accessioned by, Accession Date fields.  
5. Enter a description of the accession in the Brief Description of Accession field. 

Although it says “Brief” this is the record of the accession that will be sent donor on the 
Deed of Gift and Thank You Letter, so it should be fairly detailed.  A good guide would 
be how the donation was listed on the Gift Receipt. 

6. Click the Save button to save the entry. (An “Update Donor’s Name” screen may appear.  
You can ignore and select “done” as these fields can be edited when printing the Deed of 
Gift and Thank you letter) 

7. Deed of Gift and Thank You Letter: Once the accession has been entered into 
PastPerfect, you must print and send a Deed of Gift and Thank You Letter to the donor.  
This makes step makes the transaction legal.  This can be easily done with PastPerfect by 
selecting the Thank You Letter button.  The date, accession number, donor address and 
donation (from the Brief Description of Accession) will be automatically populated in 
the letter.  You can edit the letter to make certain it is formatted correctly.  Click print 
letter, and a “Do you want to add this entry to the Accession Activity Log” screen will 
appear, and click Yes.  Repeat the same steps using the Deed of Gift button, editing if 
necessary, and make certain that the sending of the Deed of Gift is recorded in the 
Activity Log.   Print all documents on German Village Society letterhead and send the 
donor one copy of the letter and two copies of the Deed of Gift. (In addition to printing 
the Acknowledgement letter and Deed of Gift from PastPerfect, their templates can be 
found in the Archives Policies and Documents folder on the network and in Appendix 1.) 

8. When the donor returns the signed Deed of Gift, record it as being received using the 
Activity Log in PastPerfect. 

9. Keep hard copies of the Thank You Letter and signed Deed of Gift in the Accession 
logbook in the Historical Collection File Cabinet. Also, scan these documents and store 
them on the network in the “Scanned Deeds of Gift” folder. 

 
Most items accessioned by the German Village Society are donations, although it is possible that 
material will be received from purchases or exchanges.  Modify the proceeding steps depending 
on the source. 
 
4.7 The Accession Log Book 
In order to keep the signed Deed of Gift as the official record of transfer of keep hard copies of 
the Thank You Letter and signed Deed of in the Accession logbook in the Historical Collection 
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File Cabinet. Also, scan these documents and store them on the network in the “Scanned Deeds 
of Gift” folder. 
 
4.8 De-accessioning  
Occasionally, items found in the collection no longer fit the scope of collections and will be de-
accessioned from the holdings.  Please see section 6.1 of the Collection Policy for information 
about de-accessioning policies. Once an items has been approved by the Historic Preservation 
Committee and all criteria of the Ohio Abandoned Property Law have been met, a record of the 
de-accession must be created in PastPerfect 
 
SECTION 5 PROCESSING 
 
Once an item has been accessioned, it can be processed, which is a two-fold job, containing both 
a physical and intellectual component. First, the collection must be physically organized and 
managed. Second, intellectual controls must be created for the materials, describing the 
collection in a manner that is consistent.  This section will provide a step-by-step guide to 
processing materials donated to the German Village Society.   
 
5.1 Non-Historical Items 
As stated in the German Village Society’s Collection Management Policy, occasionally, an 
object will be donated which does not fit into the scope of collection. These items will be 
referred to the Executive Director and/or Board officers to decide if they have value to the 
Society.  Examples of such items might be furniture or electronics.  These items will be recorded 
on the Development side of PastPerfect as an in-kind gift.  The donor should still get an 
acknowledgement letter and deed of gift (found in the Archives Policies and Documents folder 
on the network and in Appendix 1). 
 
5.2 Items Found in Collection 
Much of the German Village Societies historical collection has not been inventoried, catalogued 
or entered into the PastPerfect system. These items are considered to be “found in the collection” 
and shall be processed in a similar fashion to those items donated or purchased.  Well entering 
data for them into PastPerfect, select the source as “found in collection.”   
 
5.3 Appraisal 
Before processing, an item or collection needs to be appraised.  Appraisal in this sense does not 
mean assigning a dollar amount, but asking a series of questions that will guide in the processing.  
Questions to ask include: 

• What types of materials are to be processed?  This will determine the future steps in 
processing.  

• What supplies are needed to successfully process the materials?  
• Are the materials candidates for digitization?   
• Which of the established collection categories should the material be processed into?  

Other questions might arise, but the goal is go take get a better understanding of materials before 
processing them.  Creating an inventory might help in the appraisal process.  
 



 9 

5.4 Care and Handling 
When processing, different materials require different specifications for care and handling.  
Refer to the Appendix 3 Care and Handling of Historic Materials for information special 
considerations for various material types. 
 
5.5 Cataloging using PastPerfect 
Cataloging items using PastPerfect is easy once familiar with the program.  This document will 
serve as a guide, but remember to consult the PastPerfect manual for additional questions.  In 
addition, Appendix 4: Guidelines for Data Entry into PastPerfect should be consulted when 
cataloging. 
In PastPerfect, you will use different Collection Catalogs depending on what you are cataloging: 

.   
Information about which Catalog to use for particular historic materials is found in the sections 
below. It is a good idea to become familiar with the different fields in each Catalog before 
starting.   
 

To start, select the appropriate Catalog for the material and then select the Add button  at 
the top and complete the following steps: 

• Enter the Accession# for the object, which can also be searched for using the folder icon:  

 
• Enter the Object ID (see below for the Object ID formats for different historic material 

categories.) 
• Enter the Object Name from the lexicon (see below for the Object Name to enter for 

different historic categories.) Most can easily be added using the Authority File. 
• If adding data similar to that of the previous record, select Fill New Record With 

Current Data, and all fields will be populate with information from the last record 
entered. 

• Click Add New Record 
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At this point you will be able to enter data for the item.  You can navigate through the different 
fields by selecting the appropriate “Screen View” and “Other Views,” as well as the following 
banners that only appear on the Archive view: 

 
For all of the Catalogs, the following fields located in the upper middle portion of the interface 
should be filled out:  

• Collection: The name of the Special Collection or the name of the category the object 
belongs to, I.E. Art collection, Library collection, etc. 

• Object ID: Automatically populated when record created. 
• Object Name: Automatically populated when record created. 
• Accession Number: Automatically populated when record created. 
• Home Location: Accessed through the Location button in Other Views),  
• Date or Year Range: Use date if exact creation date known, or range if multiple.  Can 

use C. for circa. 
• Catalog Date: Date data entered into PastPerfect. 
• Cataloged by: use your name. 

In addition, for all Catalogs, the data should be entered in the following Other Views interfaces: 
• Condition: Usually poor, fair, good will work.  Enter any obvious problems in the 

condition notes. 
• Location: Use GVS as the Society building and fill in other fields as appropriate. The file 

cabinets in the Board Room are designated A-F, from left to right. 
• People, Subjects, Classification, Search Terms: these fields are very important and are 

searchable through the PastPerfect online.  The people field allows you to enter 
individual biographies, along with a picture of a person; these can be edited from the 
“People Biographies” on the front page.  Search terms also are indexed and are 
searchable between records using the For the correct format of data entry into these 
fields, please see Appendix 4: Guidelines for Data Entry into PastPerfect. 

• Source: Will be automatically entered with accession number. 
The other particular fields that should be filled in are outlined in each historical category below.  
 
5.6 Linking Data Files in PastPerfect 
PastPerfect has two interfaces for linking digital files to records (for more information on digital 
files, see Section 6 Digitization below).  The first is via the Image Management interface, that 
creates images under 2MG that are used for reference and that are also uploaded to the Internet 
using PastPerfect Online.  This interface can only be used for image files such as TIFFs and 
JPEGs.  To use this interface, click on the Image Management button and then the Attach 
Multiple button.  
 

PastPerfect also has the Media button  that allows a variety of files (image, PDF, Word, 
Excel, audio and video) to be linked to a record.  When you use this function, PastPerfect will 
make a copy of the file from its original location and store it in another location in the network in 
the PastPerfect folders. Always use the Media link to store the master file so that it can easily 
retrieved using PastPerfect. Note: to link multiple large image files, use the Image Management 
interface, as it automatically links any images over 2MB to the Media function.  All media files 
related to an object should be linked.  
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5.7 Multilevel Linking in PastPerfect 
PastPerfect allows for multilevel linking between collection, series and item level.  This is useful 
when connecting an item to one of the historical collection categories listed below.  To link 
select the proper level from the pull down menu next to Multilevel Linking Level of 
Description and then select the file icon, then select Create Link and type in the Object ID of 
the item you are linking to, click Create Link again the objects are paired.  
 
5.8 Historical collection categories 
For better organization and item retrieval, the German Village Society’s historic collection is 
divided into sub-collections: 

• Special Collections. 
• Newsletter Collection. 
• German Village Property Files. 
• Photographic Collection. 
• Misc. Subject files.  
• Audio Visual Collection. 
• Oral History Collection. 
• Album Collection. 
• Library collection. 
• Historical objects collection 
• Art collection. 

 
When processing, use the information below to determine which category the item(s) should be 
assigned to.   
*Please note, as of April 2016, many of these categories are intermixed, and substantial 
processing is still needed on the historic collection as a whole. 
 
5.9 Special Collections 
As a general rule, multiple items donated from a single source should be first considered to be a 
special collection. These are collections of items that contain material on a specific person or 
subject.  Sometimes referred to as personal papers or corporate records, they can be donated as a 
whole, or can be “artificial” (where similar materials are gathered and put into a collection).  
Processing materials as a special collection allow for the greatest organization and description as 
a finding guide is created for it. Special collections allow the creator or origin of the material to 
be easily identifiable and ensure that material is arranged in order that is logical and useable.  
Technically, each historic category can be considered a special collection, but they are important 
enough that they warrant their own category.  
 
If materials are clearly related to the source or a single subject, they should be processed as a 
special collection.  Some common examples might include: 

• A donation from a long time resident of German Village including photos and documents 
relating to their life with a focus on German Village. 

• A donation of materials related to the history of a German Village business.  
• A donation of manuscripts and notes from an author who lived in German Village. 
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Ultimately, it is up to the person processing items as to whether they warrant the creation of a 
special collection.  For example, if a donor gives the Society three photos and a book that relate 
to German Village but not the donor, perhaps those items are better suited to be separated into 
the photo collection and the library collection.  Processing special collections tends to take 
longer than working with other materials, so this might also be a consideration.  
 
Many Libraries and Archives use finding guides to describe the contents of a collection.  
PastPerfect has fields for most of the data included in typical finding guides, especially when the 
multilevel linking function is used, but it is recommended that a finding guide also be created for 
each collection.  For details on how to make a enter data into PastPerfect for a Special Collection 
and how to create a finding guide, see Appendix 5 Processing Special Collections.  

• Object ID: Use the following format SC_Nameofcollection, for example: SC_Fischer, 
SC_SchillerPark etc.    

• Catalog: Archives using Archive Screen View. 
• Collection: Unique name of each Special Collection. 
• Multilevel Linking: Collection is the top level, but objects can be entered at the item 

level as well. 
• Additional data entry fields in PastPerfect: All Identity Statement fields (giving a 

complete Scope of Content and Abstract), Context, Conditions of Access and Use and 
Container List. 

• Items to digitize and link/format: Photos and documents of interest as readable PDFs 
and TIFFS.  If a finding guide is completed, save as a PDF and link to the collection. 

• Digital file storage location: GVS Special Collection folder on network. 
• Physical Storage: Archival boxes with Object ID label.  

 
5.10 German Village Newsletter Collection 
This collection includes published newsletters dating from 1961 to 2006.  Most of this collection 
is complete, and only a few missing newsletters are needed.  Once there is a copy of each 
newsletter in this collection, it will not be added to.   

• Object ID: Use the following format NL_Month_Year as in NL_June_1973 
• Catalog: Archives using Archive Screen View. 
• Collection: Newsletter collection 
• Multilevel Linking: Link to Newsletter collection 
• Additional data entry fields in PastPerfect: All Identity Statement fields (giving a 

complete Scope of Content and Abstract), Context, Conditions of Access and Use. 
• Items to digitize and link/format: All newsletters as readable PDFs and TIFFS. 
• Digital file storage location: GVS NL Newsletter folder on network. 
• Storage: Individual archival sleeves with Object ID label.  

 
5.11 German Village Property Files 
This collection includes documents and photos pertaining to each property in the Village.  
Approximately 20 cubic feet stored in archival boxes arranged by street and are stored in the 
room connected to the Neighborhood Room.  House files are entered using the Archives Catalog 
in Past Perfect and they have their own category in the system, the “GV Property File” screen 
view. Property files have been placed online. The addition of the German Village Property files 
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is one of the first cataloging and digitization efforts undertaken by the Society and detailed 
instructions on how to process these files can be found in Appendix 6 Processing Property 
Files.   

• Object ID: Address of property, also write this ID on the file’s manila folder. 
• Catalog: Archives using GV Property File Screw View. 
• Collection: Name of Street 
• Multilevel Linking: Not currently used 
• Additional data entry fields in PastPerfect: All fields in the GV Property File Screen 

View. 
• Items to digitize and link/format: Readable PDFs and TIFFS. 
• Digital file storage location: GVS Property Files folder on network. 
• Storage: Manila folders in archival boxes by street.  

 
5.12 Photographic Collection 
This collection contains photos, slides, and transparencies that do not belong to a special 
collection. These items will eventually be organized by material type and subject matter and 
digitized. Photos are to be entered using the Archives Catalog in Past Perfect at the item level.  
These materials should be entered individually into past perfect using the Photo catalog, given an 
Object ID Number, and organized in sequential order in keeping with the Care and Handling 
instructions for photos, negatives, etc. When processing photos into this collection make certain 
proper enclosures are used.   

• Object ID: format for the photographic collection is Photo_000001, Photo_00002, etc 
Apply this Object ID to the image of enclosure. 

• Catalog: Photos using the Photo Screen View. 
• Collection: Photograph collection 
• Multilevel Linking: Not applicable  
• Additional data entry fields in PastPerfect: All applicable fields in the Photos Screen 

View. 
• Items to digitize and link/format: Photos as TIFFS. 
• Digital file storage location: GVS Photo folder on network. 
• Storage: individual archival sleeves with Object ID label. 

 
5.13 Misc. Subject files  
This collection includes documents that relate to German Village, but do not belong to any other 
collection or category.  These documents are to be organized by general subject type in 
alphabetical order and an inventory will be kept in PastPerfect at the file level using the Archival 
catalog (making certain that they are linked to the subject , and each file will be given an Object 
ID.   

• Object ID: Format is Misc_(Subject) for example, Misc_Oktoberfest 
• Catalog: Archival using the Archive Screen View. 
• Collection: Misc Subject Files collection. 
• Multilevel Linking: Link to Misc Subject Files collection. 
• Additional data entry fields in PastPerfect: All Identity Statement fields (giving a 

complete Scope of Content and Abstract), Context, Conditions of Access and Use. 
• Items to digitize and link/format: Documents of interest as readable PDFs and TIFFS. 
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• Digital file storage location: GVS Misc. Subject Files folder on the network. 
• Storage: Manila folders with labeled by subject. 

 
5.14 Audio Visual Collection 
This collection includes audio and videotapes, DVDs, films and other formats that record the 
history of German Village and/or Society (does not include oral histories) that are not associated 
with other special collections.  These materials should be entered individually into past perfect 
using the Archival catalog, given an Object ID Number, and organized in sequential order in 
keeping with the care and handling instructions.   

• Object ID: Format is AV_000001 
• Catalog: Archival using the Archive Screen View. 
• Collection: Audio Visual collection. 
• Multilevel Linking: Link to Audio Visual collection. 
• Additional data entry fields in PastPerfect: All Identity Statement fields (giving a 

complete Scope of Content and Abstract), Context, Conditions of Access and Use. 
• Items to digitize and link/format: Digitize all items if possible; see Section 6 

Digitization for more information.  
• Digital file storage location: GVS Audio Visual folder on the network. 
• Storage: In approved cases with Object ID label applied. 

 
5.15 Oral History Collection 
Recorded Oral Histories and transcripts that tell the story of German Village are included in this 
collection.  Each oral history should be entered into PastPerfect using the Archival catalog and 
select the “Oral History” screen view to enter data into custom fields.  Assign each oral history 
an Object ID, catalog at the item level and a link to the transcript in PDF format should be added.  
These items should be stored keeping with the care and handling instructions. 

• Object ID: Format is OH_000001 
• Catalog: Archival using the Oral History Screen View. 
• Collection: Audio Visual collection. 
• Multilevel Linking: Link to Oral History collection. 
• Additional data entry fields in PastPerfect: All fields in the Oral History Screen View. 
• Items to digitize and link/format: Digitize all items if possible; see Section 6 

Digitization for more information.  Keep a transcript in Word format. 
• Digital file storage location: GVS Oral History folder on the network. 
• Storage: In approved cases with Object ID label applied. 

 
5.16 Album Collection 
Photo albums and scrapbooks that contain information on the history of the village are included 
in this collection.  Images from these albums should be scanned.  These items are entered into 
the PastPerfect system using the Archival Catalog.  

• Object ID: Format is AL_000001 
• Catalog: Archival using the Archive Screen View. 
• Collection: Album collection. 
• Multilevel Linking: Link to Albums collection. 
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• Additional data entry fields in PastPerfect: All Identity Statement fields (giving a 
complete Scope of Content and Abstract), Context, Conditions of Access and Use. 

• Items to digitize and link/format: Photos and documents of interest as readable PDFs 
and TIFFS. 

• Digital file storage location: GVS Albums folder on the network. 
• Storage: Store in archival boxes with Object ID label applied. 

 
5.17 Library collection 
This collection consists of books, periodicals and manuscripts that are not part of another 
category.   The library collection is entered using the Library Catalog in PastPerfect.  Many of 
the books in the Society’s collection are fragile and/or old and extra care should be taken when 
working with them. As the Society does not employ a professional librarian, the Library of 
Congress system is not used 

• Object ID: Format is Library_000001 
• Catalog: Library using the Library Screen View. 
• Collection: Library collection. 
• Multilevel Linking: Not applicable.  
• Additional data entry fields in PastPerfect: All applicable fields in the Library Screen 

View. 
• Items to digitize and link/format: Smaller books/periodicals can be digitized and stored 

as a readable PDF and TIFFS. At a minimum the cover and cover page should be 
scanned. 

• Digital file storage location: GVS Library folder on the network. 
• Storage: Store in archival boxes with Object ID label applied. 

 
5.18 Historical Objects Collection 
This collection includes three-dimensional items of historical significance that relate to German 
Village.  Included with Historical objects are textiles and furniture.  These items are entered into 
the Objects Catalog at the item level.  These items might be large and are not housed with the 
rest of the historical collection, always record the location of these materials in PastPerfect. 
Objects use the accession number as the Object ID, so when accessioning these items, give them 
a unique accession number. 

• Object ID: Use the accession number 
• Catalog: Objects using the History Screen View. 
• Collection: Historical Objects collection. 
• Multilevel Linking: Not applicable.  
• Additional data entry fields in PastPerfect: All fields in the History Screen View. 
• Items to digitize and link/format: Take at least one good photo in TIFF format. 
• Digital file storage location: GVS Historic Objects folder on the network. 
• Storage: Store in safe environment with accession number applied, making certain that 

the location is recorded. 
 
5.19 Art Collection 
This collection includes two-dimensional works of art such as paintings and drawings. Art 
objects are entered using the Objects Catalog in PastPerfect.  These items might be on display 
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and are not housed with the rest of the historical collection, always record the location of these 
materials in PastPerfect. 
 

• Object ID: Use the accession number 
• Catalog: Objects using the Art Screen View. 
• Collection: Art collection. 
• Multilevel Linking: Not applicable.  
• Additional data entry fields in PastPerfect: All applicable fields in the Art Screen 

View. 
• Items to digitize and link/format: Take at least one good photo in TIFF format. 
• Digital file storage location: GVS Art folder on the network. 
• Storage: Store in safe environment with accession number, applied making certain that 

the location is recorded. 
 
SECTION 6 DIGITIZATION 
 
In order to allow for easier access and to ensure preservation, the German Village Society has 
begun a comprehensive digitization program.  This section contains standards for digitization, as 
well as serving as a guide to digitize material found in the German Village historic collection. 
 
6.1 Scanning Images 
The Society’s historical collection contains photos, negatives, slides, transparencies, books, 
newsletters and documents that are candidates for digitization. The German Village Society 
currently has two options for scanning materials; the large Cannon copier located in the 
Neighborhood room and an Epson Scanner connected to the computer in the room adjacent to 
the Neighborhood room.  The large copier should be used for large format images and 
documents, and items that will be digitized as OCR readable PDFs.  Normally, the feeder should 
not be used, as it might damage the material to be digitized.  The Epson scanner should be used 
to digitize fragile materials, in addition to negatives, slides and transparencies. Always adhere to 
the scanning standards outlined below. Scanning directions for using both the large copier and 
the Epson can be found in Appendix 7 Scanning Materials.  
 
6.2 File Naming Standards 
Always give the file the same name as physical item’s Object I.  If digitizing one item produces 
more than one file, add a number suffix to it. For example scanned photos or documents from the 
Fischer collection would be numbered SC_Fischer_001, SC_Fischer_002, etc.  Or if scanning 
multipage newsletter that has an Object ID of NL_June_1973, the files would be numbered 
NL_June_1973_001, NL_June_1973_002 etc. 
 
6.3 File Standards 
In order to maintain constant digital files that are compliant with the best standard and practices, 
the German Village Society has established the following digitization standards.  
 
Photos 
Photos are a common format in the German Village Society’s collection: 

• Tonal depth: 24-bit color 
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• Format: TIFF  
• Compression: Uncompressed  
• Spatial Resolution: 

2” x 3” & 35mm (2400 DPI) 
4” x 5” (1200 DPI) 
8” x 10” or larger (600 DPI) 

Negative, Slide and Transparency Digitization 
Although similar to photos, negatives, slides and transparencies are usually smaller, and as such, 
need to be scanned at a higher resolution: 

• Tonal depth: 24-bit color 
• Format: TIFF  
• Compression: Uncompressed  
• Spatial Resolution: 

2” x 3”  & 35mm (2400 DPI) 
4” x 5” (1200 DPI) 
8” x 10” or larger (600 DPI) 

Currently, the German Village Society only has the capability to scan negatives, slides and 
transparencies on the Epson flatbed scanner.  When using the flatbed scanner, make sure the 
setting is on “film’ and that the light source on the top of the scanner is exposed. 
 
Book, Text and Document Digitization 
Books, text and documents are digitized in much of the same manner as photos.  It is necessary 
to scan these materials at a higher resolution because, many times, OCR (optical character 
recognition) is used with digitized text. In order for the OCR software to read the text, it is 
necessary that the original is scanned at a high resolution.  In addition, many assets that have text 
also include images, and these should be captured at a suitable resolution.  The following 
guidelines apply to text centric materials: 

• Tonal depth: 24-bit color 
• Format: TIFF  
• Compression: Uncompressed  
• Spatial Resolution: 400DPI 

 
Art and 3-Dimensional Objects 
Although taking pictures of Art and 3-D images does not serve to preserve them, the images are 
important to record condition.  Also, the images can be uploaded to PastPerfect and placed 
online, which limits the handling of the object. Scanners can be used for objects which can be 
laid flat and the same recommendations for photos are used: 

• Tonal depth: 24-bit color 
• Format: TIFF  
• Compression: Uncompressed  
• Spatial Resolution: 600DPI 

Currently, the German Village Society does not have dedicated equipment for photographing 3-
D items, but the highest quality camera available should be used.  For 3-D objects in particular, 
proper lighting is required, and this might take several test shots to get right.  The master file 
should also be high resolution TIFFs. 
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6.4 Audio, Film and Video  
The historical collection houses (or might be the possible recipient of) audio, film and video 
items of various media.  These include cassette tapes, VHS Tapes, and 16mm film. The German 
Village Society currently does not have dedicated equipment to digitize audio and video.  
Because of this, no standard has been established for these formats.  In addition, there is no 
professional consensus on the best archival audio and video digitization format standard.  
However, there is some agreement that some formats are preferable to others and if possible, 
these standards should be a goal: 

• Audio: WAV  
• Video: AVI, JPEG 2000  
• Compression: Lossless 

 
When considering vendors for outsourcing make certain that the output format is of archival 
quality.  Here are a couple of A/V vendors to consider: 

• http://www.scandigital.com/local/ohio.php 
• http://keepsakesolutionsonline.com 

  
In addition, there are a couple of affordable solutions to digitize video, but a playback machine is 
required for both 

• https://www.blackmagicdesign.com/products/intensity The accompanying software is a 
bit complex to set up, but it does produce archival quality files.  It also requires a time-
based corrector.  

• https://www.elgato.com/en/video-capture This software can be used in conjunction with a 
tape machine and computer.  Elgato produces MP4, which is a widely supported format, 
but is not considered archival.  

 
For audio formats, there are a couple of affordable digitization solutions on the market as well: 

• http://www.ionaudio.com/products/details/tape-express-with-headphones is an expensive 
system representative of the many “Tape to MP3” convertors there are on the market.  
However, the MP3 format is not considered archival. 

• http://audacity.sourceforge.net/  is an open source application that creates archival WAV 
files, but a playback machine is needed. 

 
6.5 CDs/DVDs 
The German Village Society has a collection of CDs and DVDs. Even under the best storage 
conditions, CD ands DVDs have a finite life span.  It is a good idea to keep a digital copy of 
important CDs and DVDs.  Usually, by selecting the media and choosing “Open” a list of files 
on the CD or DVD will appear and they can be dragged onto the desktop. Another option for 
digitization of CDs and DVD is: https://handbrake.fr that is an open source application. 
 
6.6 Born Digital Material 
The German Village Society is in the possession of born digital materials that are defined as a 
digital file (audio, video, photo, document, etc.) which has been received, but that we do not 
have the corresponding original material from which the asset was digitized from, or a digital file 
which was originally created in digital format.  Born digital material should be treated as any 

http://www.scandigital.com/local/ohio.php
http://keepsakesolutionsonline.com/
https://www.blackmagicdesign.com/products/intensity
https://www.elgato.com/en/video-capture
http://www.ionaudio.com/products/details/tape-express-with-headphones
http://audacity.sourceforge.net/
https://handbrake.fr/
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other item, and should follow the same accession, cataloging and storage process outline in this 
document.  Make certain that the item is recorded as “Born Digital” in the Scope and Content 
Field in PastPerfect. 
 
6.7 Data Storage, Backup and Migration 
In order to make certain that all digitized files are stored in a consistent and safe manner, a 
unified set of storage processes has been established. Master files will be stored in PastPerfect 
and on the network.  The Master Files are kept on the network: \\CINDY-
PC\Users\Cindy\Desktop\Shares\T\GVS Archives\ in a folder corresponding to the collection to 
which it belongs.  For example, scans of newsletters from the Newsletter Special Collection are 
kept in the GVS Special Collection folder, in the GVS Newsletter Collection subfolder. 
Derivatives of the master files (readable PDFS, smaller JPEGs for access, etc) can also be stored 
in these files.  
 
PastPerfect also stores a Master File that can easily retrieved via the system.  Add the master 
file(s) to its corresponding record in PastPerfect using the Media link.   However, PastPerfect 
changes the file name and stores it in a location that is not easily retrievable, so copies of files 
will be kept on the network in the GVS Archives folder and in PastPerfect.  
 
The entire network is backed up both onsite and offsite.  The German Village Society uses 
Eroots Consulting to provide this service http://www.erootsohio.com Eroots staff should be 
continuously consulted as to the backup status of the files.  They should also be consulted if 
storage space becomes an issue. 
 
Upon exiting, PastPerfect will prompt the user as to whether a back up is needed.  Back up both 
data files and images frequently to prevent loss.  
 
Lastly, those working with digitized files should keep abreast of any new technologies that 
would make current systems, standards or file types obsolete and should consider migration to 
newer technologies to prevent losing data.  
 
SECTION 7 ONLINE ACCESS AND USAGE 
 
It is the goal of the German Village Society to allow online access to the cataloged records of the 
historical collection and any digitized items in it.  This is accomplished using the PastPerfect-
Online module.   
 
7.1 PastPerfect Online Module  
The PastPerfect Online Module is an easy to use add-on that uploads data and images from 
PastPerfect to the German Village Society’s website. For instructions on how to put items online 
using this module, see Appendix 8 Using PastPerfect Online.  Files should be placed online at 
a low to medium resolution, and if a watermark is applied, it should not interfere with the 
integrity of the image.  
 
 
 

http://www.erootsohio.com/
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7.2 Usage Fees 
It is the policy of the German Village Society to charge fees for copies of digital files and the 
usage of them.  A schedule of those fees has been established, along with a usage contract, which 
can be found in Appendix 9 Usage Contract. 
 
SECTION 8 LOANS 
 
Occasionally, the German Village society may have the need to process an incoming or outgoing 
loan.  All loans must be approved by the German Village Society staff and must meet the criteria 
set forth in the Collection Policy.  The PastPerfect system has the capability to record all 
pertinent information regarding incoming and outgoing loans, and can print the official 
documentation for them.  For detailed instruction on processing loans in PastPerfect, please see 
the PastPerfect instruction manual.  
 
SECTION 9 DISASTER PLANNING  
 
As far as disasters that can cause damage to material in the historic collection are concerned, it is 
not a matter of if, but of when.  The disasters might be minor (such as water poured on a photo) 
or major (such as a fire).  Luckily, preparation can go a long way to mitigating any damage cause 
by these disasters.  To prepare, the German Village Society has prepared an Emergency Disaster 
Plan Appendix 10.  This plan provides vital information, such as the location of supplies on 
hand and emergency contacts.  This plan should be checked and updated regularly.  Additional 
resources in case of a disaster can be found here: 

• http://www.ala.org/advocacy/govinfo/disasterpreparedness 
• https://www.ohiohistory.org/learn/archives-library/state-archives/local-government-

records-program/disaster-preparedness-amp-response-resources 
 
 
This manual was prepared by Alan Renga, April 2016.  Please contact me for any questions: 
619-665-8655 a_renga@hotmail.com 
 
 

http://www.ala.org/advocacy/govinfo/disasterpreparedness
https://www.ohiohistory.org/learn/archives-library/state-archives/local-government-records-program/disaster-preparedness-amp-response-resources
https://www.ohiohistory.org/learn/archives-library/state-archives/local-government-records-program/disaster-preparedness-amp-response-resources
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German Village Society 
Gift Reciept Form 

 
Donor: 
________________________________________________________________________ 
Address: 
________________________________________________________________________ 
City, State, and Zip Code: 
________________________________________________________________________ 
Telephone Number: 
________________________________________________________________________ 
Email Address: 
________________________________________________________________________ 
Dates of Ownership: 
________________________________________________________________________ 
 
 
________________________________________________________________________ 
Signature of Donor      Date 
 
The German Village Society will review the gift within 90 days, and if accepted, the 
donor will receive an official letter of acceptance and Deed of Gift.  If not accepted, the 
property described below will be returned to the donor.  
 
The German Village Society will not under any circumstances assign a value to any 
donated item. The donor is ultimately responsible for determining fair market value for 
those items donated and must attest to this fact below. 
 
________________________________________________________________________ 
Signature of Donor      Date 
 
Description of Property (please be as detailed as possible): 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Dated this _____ day of _____________, 20___. 
 
________________________________________________________________________ 
Signature and Title of German Village Society Representative 
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(Please use GVS Letterhead) 
 
(Date) 
 
Dear: 
 
On behalf of the Officers and Directors of the German Village Society I would like to 
thank you for your recent gift. 
 
Accession #: (if applicable) 
 
Donation: 
 
 
 
 
 
 
In order to complete the donation, please sign both copies of the Deed of Gift.  Please 
return the original in the self-addressed, stamped envelope enclosed.  You may retain the 
copy for your records. 
 
Again, thank you for your generous gift. 
 
 
 
Executive Director 
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GERMAN VILLAGE SOCIETY 

DEED OF GIFT 
 

 
 
Name ___________________________________________  Date: _________________ 
 
Address: _____________________________________ City: __________ State: ______ 
 
Telephone: ____________________________ Email: ____________________________ 
 
 
I own the personal property described below and desire to give said personal property to 
the Museum.  I do hereby irrevocably and unconditionally give and transfer to the 
Museum all right, title, and interest, including all copyright, trademark, and related 
interests, in and to the following described property. 
 
Accession #: (if applicable) 
 
Donation: (Use additional sheets of paper if needed) 
 
 
 
 
 
 
 
 
 
 
By my signature below I accept the foregoing conditions.  

 
 
Donor: __________________________________________  Date: _____________________ 
 
 
 
For the German Village Society: 
 
 
Name: ____________________________ Position: _______________ Date: _________ 
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German Village Society Processing Manual  
Appendix 2: Adding Accession Numbers 

 
 
Handling 
Putting a number on an object requires touching it and moving it. Before moving any object, it 
must first be examined with a view to ensuring that it can be safely handled. Particular attention 
should be paid to objects consisting of a number of separate parts. Both hands must always  
be used  when lifting or carrying an object. 

Criteria for the Numbering of Objects 
• The numbers written on the objects should be permanent.  They should be put somewhere 

solid that cannot become detached and where they will not be erased by use and 
successive handling. 

• They should be written legibly. 
• They should be easily accessible in order to avoid unnecessary handling. If possible, 

they should be put in the same place for all objects of the same type (e.g. for 
sculpture in the round: at the bottom, behind; for paintings, on the frame, bottom right-
hand corner, etc.). 

• For aesthetic reasons however, they should not be too obvious. 
 
Positioning and Applying the Number 

• It is important to examine the material the object is made of, as well as its structure and 
any weak points, in order to find the best place to write the number. 

• Directly on the object.  When the number is written on the object, it should be 
placed between two layers of varnish. The first layer insulates the ink from the object, 
preventing it spreading into the material, and the second layer protects the number. 
Before applying the base layer of varnish, the position chosen should be dusted so as to 
improve adhesion. There is no need to use varnish on a label, parchment, or a cotton or 
linen ribbon. 

• On a label. If the number cannot be written on the object due to insufficient space, or 
because the material is too fragile or absorbent, a label, preferably made of acid-free 
card or parchment, is attached to the object. Ordinary cardboard quickly deteriorates and 
can damage the object by giving off acid vapor as it ages. 

• On a ribbon.  For fabrics, the accession number is written on a cotton ribbon, which 
is then sown onto the fabric. 

 
For Writing the Number 

• Pigment pens (with India ink) such as DR Pilot, Pigma (fine point 0.2 or 0.1) or Rotring: 
available at good stationers and art supply stores. 

• Pens and penholders: available in some supermarkets and at stationers. 
• Black and white India ink: available at stationers and art supply stores. 
• Pencil (HB) and rubber. 
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For Varnishing  
Varnish 

• Acryloid®/Paraloid® B72 acrylic varnish (to be dissolved in a solvent) or Soluvar® 
(ready-to-use mixture). These acrylics are noted for their stability and tend not to become 
opaque as they age. 

• Fine varnish for gouache (Lefranc et Bourgeois): to be avoided as far as possible 
because its stability is not known. Transparent nail varnish: to be avoided as may contain 
ingredients that are harmful to the objects. 

 
Solvents 

• 90 percent alcohol, acetone or mineral essences to dissolve Acryloid®/Paraloid®. It is 
important to first make sure that the solvent used will not dissolve the pigmented layers. 

 
Brushes 

• Fine, and made from pig bristles since these are stronger (preferably no. 2 for a flat brush, 
otherwise no. 4 is recommended). 

 
For Labeling 

• Acid-free card or parchment hang tags, which you can make yourself. 
• Fine string 

 
Quick Reference Guide 

Type of object Materials to use Where to place the 
number 

Recommendations 

Clothing 
 and textiles 

India ink /pigment 
pen and cotton/linen 
ribbon. 
 

The ribbon bearing the 
number is sewn onto the 
back of the garment, 

Sew in the least visible place 

Leather India ink /pigment 
pen and varnish. 

Inside the object or on 
the least visible part. 

Write the number on the object between 
2 layers of varnish. Use a label for soft 
porous leather. 

Photos, unframed 
paper documents 

Pencil. On the back, lower 
right-hand corner. 

Don’t press too hard. 

Photos, pictures, 
and other framed 
documents. 

India ink /pigment 
pen and varnish. 

In the lower right-hand 
corner, on the back of 
the frame. 

Write the number between 2 layers of 
varnish. 

Pottery and Glass India ink /pigment 
pen and varnish. 

On the base, behind. 
Avoid writing the 
number on the handle 
only, because it may 
become detached. 

Write the number between 2 layers of 
varnish. 

 
 

Unpainted 
sculpture 

India ink /pigment 
pen and varnish. 

On the base, behind. Write the number between 2 layers of 
varnish. If the base of the sculpture is 
weak, write the number elsewhere. 

Polychromatic 
sculpture 

India ink /pigment 
pen and varnish or 
label. 

On any part that does 
not have pigment on it. 
Otherwise, use a label. 

Write the number between 2 layers of 
varnish. 

Information partially from http://www.epa-prema.net 
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German Village Society Processing Manual 
Appendix 3: Care and Handing of Historic Materials 

 
 
This attachment should be used as a reference guide for handling material typically found in the 
German Village Society’s Historical Collection.  This guide strives to be as comprehensive as 
possible, but when processing materials, you may encounter situations not addressed here.  
Luckily there are wonderful resources that can be consulted that are listed throughout and at the 
end of this document. 
 
GENERAL HANDLING RULES 
In general, when handling any archival materials, follow these rules: 

1. Wash your hands before and after working with archival materials. 
2. Wear cotton gloves if appropriate. 
3. Never eat or drink around archival materials. 
4. Close nearby pens, and always use pencils when working around archival materials. 
5. Never use paper clips or rubber bands. 
6. Do nothing that will jeopardize the integrity of the item. 
7. If an action will cause more harm than good, use best judgment. 
8. As a general rule, strive to store items in an environment with low temperature and 

humidity that does not fluctuate greatly.   However, do not store items below 32 degrees. 
9. If any signs of mold, mildew or insect infestation are spotted, take immediate action! 

 
PAPER 
Paper is a very common material in the Society’s collection, and is often found in conjunction 
with other material types.  Paper is composed of organic materials and is subject to deterioration 
depending on its components and environmental conditions. As a result of increasing demand, 
the quality of paper decreased significantly after the American Civil War. The occasional use of 
highly acidic newsprint in offices between 1920 and 1950 presents a preservation concern.  
 
When working with paper follow these guidelines: 

1. Wash hands before touching. 
2. Use a GHB or 4HB pencil.  
3. Remove staples and paper clips carefully. 
4. Use a sheet of acid-free paper to keep items together and note on the paper what the items 

are. 
5. Avoid using Post-it notes. If you find them in the records, transcribe the information on a 

separate sheet of archival paper. 
6. Avoid adhesive tape. When encountering it on paper records, only remove it if it comes 

off easily.  
7. Whip away rust residue, it can continue to harm paper even if the metal it came from is 

removed. 
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Acidic Paper 
Paper with a high level of acidity is easy to spot. It has the following characteristics: yellowed; 
brittle; and over time, it has left a yellowed impression on the materials surrounding it. The best 
approach to handling it is to photocopy acidic paper and newsprint onto archival quality paper. 
 
Folded papers 
Letters enclosed in an envelope, oversized documents, and other records that are folded should 
be carefully unfolded to prevent future tearing. If papers easily unfold, gently smooth them 
before placing them in acid-free folders.   
 
Oversized papers 
Oversized materials, regardless of their format, should be separated and placed in corresponding 
folders, boxes, and cases to prevent damage. 
 
Newspapers 
To store newspapers, place them chronologically in an acid-free box designed to store 
newspapers (most archival supply companies offer standard-sized boxes). As an option, 
interleave acid-free paper may be inserted between newspapers. For long-term storage with little 
handling, consult the Library of Congress: http://www.loc.gov/preserv/care/newspap.html 
 
ENCLOSURES 
As a general rule, all non-archival enclosures are potentially hazardous. For this reason, papers 
should be removed from binders, folders, plastic sleeves, and other commonly-found office 
supplies. 
 
Binders 
The acidic nature of paperboards combined with the metal clasps that tend to rust, pose dangers 
to paper and should be discarded. 
 
Plastic Sleeves 
Some plastics, such as PVC and vinyl, can be harmful to paper. Archival quality plastic 
enclosures are made of polyester, polypropylene, polyethylene. If in doubt, discard the original 
plastic and replace with archival enclosure. 
 
SCRAPBOOKS 
Scrapbooks are usually identifiable by their large format, poor paper quality (often brittle), and 
the mixture of its contents, from newspaper clippings to photographs and other memorabilia. 
Unfortunately, no universal formula exists for handling these items, but there are guidelines to 
make decisions less painful: 

1. For the most part, scrapbooks are fragile, and handling should be minimized. However, 
the scrapbook must be examined thoroughly to assess its storage requirements and to 
determine if it needs to be reformatted. 

2. Scrapbooks that are in good condition can be placed in archival boxes. Interleave acid-
free paper should be used to protect items from newspaper clippings. 
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Scrapbooks that are falling apart present a problem on two scales: access to the item will be 
severely limited, and storage will be messy. In this case, scrapbooks should be reformatted by 
either photocopying or scanning. 
 
 
PHOTOGRAPHS AND NEGATIVES 
Historic images come in many formats, including Photographs, negatives transparencies, glass 
plates, microfilm and microfiche.  All of these materials require special handling to ensure their 
longevity, follow these guidelines:  

1. Use cotton gloves. 
2. Place negatives and prints in protective sleeves made of archival quality plastic. 
3. If a notation must be made on the back of the print, use a soft lead pencil. 
4. If photographs are attached to paper or enclosed in a scrapbook, a judgment call must be 

made if they should be removed for preservation purposes.  Only remove photos from 
scrapbooks if it can be done safely and does not compromise the overall content or 
“story” of the scrapbook.  If the decision is made to remove photos, follow these 
procedures: using an archival spatula, flat knife, scalpel, and/or burnishing tool, gently 
remove the photograph; try not to damage the emulsion (image side). Make certain that 
the origin of the removed photos is recorded. 

5. Do not store multiple photos on top of one and other; this will cause them to buckle. 
6. Store oversized photos in large flat boxes. 
7. Rolled photos: be very careful with these.  Trying to flatten them can cause damage.  It is 

best to consult a professional conservator when dealing with these items.  
 
SOUND RECORDINGS 
The German Village Society holds a variety of sound recording formats, including magnetic 
tapes, record discs, CDs and DVDs.  
 
Magnetic Tapes: 
Magnetic tapes are found in two common formats, reel to reel and cassettes.  However, there are 
other less common types that might be found in the collection, including microcassettes and 8-
Tracks.  Guidelines for handling and storing magnetic tapes: 

1. Avoid heat and direct sunlight. 
2. Avoid stacking tapes. 
3. Use cotton gloves. 
4. Keep tapes in their containers in a clean environment. 
5. Store open reel and cassette tapes with the reels or tape packs vertical. Reels should be 

supported by the hub. Tapes should be stored like books on a library shelf — on end. 
They should not be stored laying flat. 

6. Make sure cassette tapes are rewound. 
7. If possible, digitize to prevent permanent loss. 

 
Discs: 
When properly cared for, vinyl discs (records) can be a stable media format.  Newer discs, such 
as CDs and DVDS do have a finite life span, but it can be extended with proper care and 
handling: 
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1. Avoid touching the grooves; handle by edges and label. 
2. Wear cotton gloves. 
3. Use secure enclosures: acid-free or original if not damaged. 
4. Avoid heat and direct sunlight. 
5. Use archival sleeves. 
6. Shelve vertically and in a packed fashion to support the discs 
7. Clean discs before storage with soft cloth, working in circular motion in the direction of 

the grooves. Compact discs should be cleaned from the center of the disc to the edge.  
8. If possible, digitize to prevent permanent loss 

 
MOTION PICTURE FILM 
The most common formats of film found in historic collections are 16mm and 8mm (which is 
thinner and commonly used to make home movies).  Occasionally, 35mm film will be found in a 
collection.  Luckily, the guidelines for handing all of these are the same: 

1. Separate film suffering from “vinegar syndrome.” 
2. Store in a cool, dry environment, ideally below 60°F and 50% Relative Humidity. 
3. Make certain that the temperature and humidity do not fluctuate.  
4. Store flat and never stack more than one foot high 

 
A note on nitrate film: nitrate film is extremely flammable.  All of the current films in the 
Society’s collection has been checked and is not nitrate.  However, future donations of film 
should be examined to make certain that it is not nitrate.  Here are guidelines on how to identify 
nitrate film: http://www.amianet.org/groups/committees/nitrate/documents/NitrateIGNov08.pdf 
 
An excellent resource for information on storage, processing and handling motion picture film 
can be found here: http://www.loc.gov/preserv/care/film.html 
 
VIDEO TAPES 
The German Village Society’s historic collection has several videotapes in it.  The most common 
formats of these are VHS and Betamax and both of these formats have a finite lifespan, even if 
stored under optimal conditions.  To extend the length of these tapes as long as possible, follow 
these guidelines: 

1. Keep all tapes in an enclosed case. 
2. Rewind tapes and store vertically. 
3. Store in a cool, dry environment, ideally below 60°F and 50% Relative Humidity. 
4. Make certain that the temperature and humidity do not fluctuate.  

 
RARE BOOKS 
The German Village Society holds several rare books in its historical collection. Like other rare 
materials, books should be handled as little as possible. When processing rare books, following 
these guidelines: 

1. Most books should be stored upright, supported with a bookend. Large books should be 
stored horizontally. Never store a book with the spine up.  

2. Don’t pull on the book's spine when removing it from the shelf. 
3. Support an open book. If it’s necessary to hold a page open, use a book frog which looks 

and feels like a beanbag. Close the book when you're not working on it. 

http://www.amianet.org/groups/committees/nitrate/documents/NitrateIGNov08.pdf
http://www.loc.gov/preserv/care/film.html
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4. The hinges are usually the most fragile part of a book; locate them before handling the 
book. 

5. Never use a rare book or pamphlet as a writing surface. 
6. Turn pages slowly and carefully. Be especially careful of corners and brittle paper. 
7. Don’t put miscellaneous items such as notes, flags, etc., in books 

 
PAINTINGS AND PRINTS 
The German Village Society’s historic collection contains original artwork in the form of 
paintings, prints and other formats.  These items need special care when processing and 
handling, and the following guidelines should be followed: 

1. Hang artwork away from heat, dirt, water and light. 
2. Provided that there are no signs of loose or flaking paint, a painting may be safely dusted 

using a clean, soft, natural-hair artists' brush. 
3. Never use dry or moist dust cloths, stiff bristle brushes, or feather dusters to dust a 

painting. 
4. For more advanced conservation, consult a specialist. 
5. Store in a cool, dry environment, ideally below 60°F and 50% Relative Humidity. 

 
METAL OBJECTS 
The German Village Society’s historic collection holds objects derived from a variety of metals. 
As far as metal is concerned, the most important care and handling concern is corrosion. Follow 
these guidelines in regards to metal objects: 

1. Store metal in a dry environment, ideally between 60 and 75°F and below 35% Relative 
Humidity. 

2. As metal objects are heavy, do not store them on top of other objects. 
3. Do not clean metal objects without a good understanding of the exact type of metal to be 

cleaned and the techniques to do so.  
An excellent resource for questions about caring for metal objects can be found 
here: http://www.nps.gov/museum/publications/MHI/Appendix O.pdf 
 
CERAMIC AND GLASS OBJECTS 
The German Village Society’s historic collection holds a wide variety of objects composed of a 
range of materials including ceramic, glass and stone.  Following these guidelines when caring 
for these types of objects: 

1. Before handling, examine the object carefully. Note any unstable repairs, loose parts, 
lifting glaze, hairline cracks, or vulnerable appendages.  

2. Don't wear cotton gloves to handle glass or ceramics because the surfaces are slippery. 
Use clean, bare hands or snug fitting latex or nitrile gloves.  

3. Carry thin, flat objects, such as mirrors or panes of glass, vertically. This position 
distributes the weight and minimizes the chance of cracking the object. If the object is 
heavy, you may need to use a dolly or hand truck and assistance from other people. Be 
sure the dolly has soft wheels and all surfaces are cushioned.  

4. Never apply tape or sticky labels to ceramic or glass objects  
An excellent resource on handling and caring for ceramic and glass (as well as stone) can be 
found here: http://www.nps.gov/museum/publications/MHI/AppendP.pdf 
 

http://www.nps.gov/museum/publications/MHI/Appendix%20O.pdf
http://www.nps.gov/museum/publications/MHI/AppendP.pdf


GVS Processing Manual Appendix 3   
 

TEXTILES 
The German Village Society’s historic collection contains textiles from a variety of fabrics. 
These textiles include clothing, banners and blankets.  Although varying materials have different 
handling and care criteria, these general rules should be followed for textiles: 

1.  Store all textiles away from heat, dirt, water and light. 
2. Store in a cool, dry environment. 
3. Always support textiles when moving them. 
4. Take action if pests, mold or mildew is spotted on textiles.  
5. Only allow archival materials to come into contact with textiles. 

 
An excellent resource on the care and storage of textiles can be found 
at: http://www.nps.gov/museum/publications/MHI/Appendix K.pdf 
 
FURNITURE 
The German Village Society’s historic collection contains original furniture that is both 
functional and decorative.  Please follow these guidelines in handling and caring for furniture, 
and similar objects: 

6. Store all furniture away from heat, dirt, water and light. 
7. Store in a cool, dry environment, ideally below 60°F and 50% Relative Humidity. 
8. Monitor for insect infestation and take immediate steps if termites or other insects are 

spotted. 
9. Only clean historic furniture when the material is known and safe cleaning techniques for 

that type of material are known.  This applies for wood, metal and upholstery.  
10. When moving historic furniture, use utmost care and understand how the piece is put 

together to avoiding lifting from non-load bearing parts.   
11. Do not use historic furniture for everyday use, such as sitting.  

 
ADDITIONAL RESOURCES 
An excellent local resource for all preservation questions is the Ohio History Connection:  

• https://www.ohiohistory.org/preserve 
 
Additional online resources are listed below: 

• http://cool.conservation-us.org 
• http://www.ccaha.org/services/philadelphia-stewardship-resource-center/preservation-

resources 
• http://search.aaslh.org 
• http://www2.archivists.org/standards 

 
 
 
 
 
 
 
 

http://www.nps.gov/museum/publications/MHI/Appendix%20K.pdf
https://www.ohiohistory.org/preserve
http://cool.conservation-us.org/
http://www.ccaha.org/services/philadelphia-stewardship-resource-center/preservation-resources
http://www.ccaha.org/services/philadelphia-stewardship-resource-center/preservation-resources
http://search.aaslh.org/
http://www2.archivists.org/standards
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German Village Society Processing Manual  
Appendix 4: Guidelines for Data Entry into PastPerfect  

 
This appendix should be used for reference when adding data into PastPerfect.  Although 
it deals specifically with the People, Subjects, Classification, Search Terms view, these 
guidelines should be followed when entry data into any of the fields in PastPerfect. 
 
People: this field allows you to enter individual biographies, along with a picture of a 
person; these can be edited from the “People Biographies” on the front page. When 
entering names, use the First Last format and exclude Mr., Mrs. and Miss, etc.   
 
Classification: not used 
 
Search Terms and Subjects: as the Search Terms are indexed and searchable between 
records, therefore, the Search Terms field should be used for entering addresses, 
businesses, terms, etc. 
 
In order to establish uniform data entry guidelines and to make searching for items as 
easy as possible, use the following formats and abbreviations for these words which are 
common to the German Village historical collection: 
 
Alley: Aly 
Avenue: Ave 
East: E 
South: S 
Street: St 
 
Spell out names of streets, such as Third, Fourth, Fifth.  
 
Use “and” instead of “&” 
 
Use judgment in the use of periods, semi-colons, colons, etc.  Include if they would help 
in searching.  
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German Village Society Processing Manual  
Appendix 5: Processing Special Collections and Finding Guide 

Template 
 
Introduction 
As a general rule, multiple items donated from a single source should be first considered to be a 
special collection. These are collections of items that contain material on a specific person or 
subject.  Sometimes referred to as personal papers or corporate records, they can be donated as a 
whole, or can be “artificial” (where similar materials are gathered and put into a collection).  
Processing materials as a special collection allow for the greatest organization and description as 
a finding guide is created for it.  Finding guides allow for researchers to know what a collection 
contains without them having to search through the entire collection.  This limits the handling of 
a collection.  In order for a finding guide to be useful, special collections do need a substantial 
amount of processing to organize them.  
 
For the German Village Special Collections, it is recommended that the basic details of the 
collection are recorded in PastPerfect (see suggested fields below) and a finding guide be created 
(use the template at the end of this appendix) and linked to Pastperfect.  
 
Getting Started 
If the collection has been accessioned and is accompanied by an inventory, familiarize yourself 
with it and any insight it may offer about the creator and contents. If, however, there has been no 
formal information gathered about the collection, follow these steps: 
 
Identify the office of origin or the creator/owner. If there is a deed of gift, examine it closely. 
Once identified, gather some background information about the company or individual through 
various sources including the Internet, newspapers, and other familiar sources. Gather enough to 
provide a picture of the creator/owner and an idea of what the materials are about.  
 
Physically examine the collection. How big is it? Roughly estimate how much time the 
collection will take to process. What do the materials look like? Materials may be housed in 
familiar file folders, bound in volumes, enclosed in binders, and there may be various formats 
from scrapbooks to audio-visual material to computer files. As you examine the collection, take 
note of preservation concerns and jot them down. Make sure you know exactly what you are 
dealing with at this stage and begin to think about ways to handle these various formats. Think 
about immediate preservation needs as well as longtime storage.  
 
Make a rough inventory of the contents. List the general contents of each box, not a detailed list 
of every folder. This will help you to identify series, or how you will logically group the items.  
 
Identify any supplies needed. All collections require acid-free folders and boxes to house 
materials, as well as letter-sized and legal-sized folders (for oversized materials), acid-free paper, 
and enough boxes of varying sizes.  Since the collection may include photographs and 
emphemra, 5x7 sleeves and acid-free envelopes should also be available.  
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ARRANGEMENT AND DESCRIPTION 
 
Arrangement makes the information in the collections accessible and provides the basis for 
description. During arrangement, physical problems are identified so that records can be 
preserved over the long-term. Arrangement, if performed properly, also makes it possible for 
users to observe the original order of the records, which provides valuable information about 
how the author created and used the papers.  
 
Deciding the level of arrangement for the collection: A collection can be organized at several 
levels. Archival arrangement and description is often hierarchical:  
 

• Collection: A collection is a group of materials, authored or assembled by an individual 
or organization. Examples of a collection might include: the personal papers of a well-
known author, the business records of a general store, or photographs and postcards 
gathered by a collector.  

 
• Series: Some collections can be broken into series. Series are discreet, naturally 

occurring groups of records within a collection. Series should reflect the creators’ 
organization of the materials. In the case of the author’s personal papers, series might 
include: Correspondence, Diaries, Writings, and Scrapbooks. Series can be further broken 
down as necessary, into subseries. The author’s writing series might contain these 
subseries: Manuscripts, Working notebooks, and Publications.  

 
• Filing Unit/Folder: Generally speaking, a filing unit is a folder, containing several 

documents grouped together under one heading. Filing units within a collection, series, or 
subseries will be arranged. Possible arrangements include chronologically, alphabetically, 
topically, or numerically. Prefer the original order when arranging the filing units. 
Description can be used to make materials more accessible if the creator’s arrangement 
scheme is a difficult one.  

 
• Item: The item is the individual document, whether it is a piece of correspondence, a 

photograph, or a manuscript, within each filing unit. Avoid devoting too much time to 
arranging items within file units. In some cases you will need to do this to make the 
materials accessible and in others you will not, so use your best judgment.  

 
When arranging a collection, the ultimate goal is to make the materials available expediently and 
efficiently. Respect the organization imposed by the person who created the records. Not only is 
this sound archival practice, but it will save you from having to devise an elaborate and time 
consuming alternate arrangement scheme. Strive for simplicity. There is no need to create 
complicated hierarchies of series and subseries if you don’t need to. Many collections will be 
arranged and described as a single collection, without series. All the complexities of the records 
do not need to be revealed in their arrangement. Description is an opportunity to alert users to the 
many formats and topics represented in the collection. Also remember that different materials 
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need specific storage conditions.  For example photos need to be stored in archival sleeves.  
These storage conditions can be used as a guide to the different series.  
 
Discarding original order: Sometimes we must choose to discard original order so that the 
records will be accessible to researchers. Do not take this step lightly. Examples of instances 
where the original order may be discarded are as follow:  
 

• No true order is discernible. After careful examination, the records are exactly what they 
appear to be – a jumbled mess, thrown into boxes.  

• The original order has been completely lost through use or previous attempts to organize 
the materials. It may be impossible to recreate the original order or the time and effort it 
will take cannot be justified.  

 
Sometimes an order may exist that seems to make little sense, but is clear nonetheless. Describe 
the state of the records and make them as intellectually accessible as possible.  
 
Series-level organization: Once you have a good idea of all the materials in the collection, you 
can decide on how many series there should be.  Don’t overthink this part; the series should jump 
out at you, like letters, photos, newspaper clippings etc. Consider material storage specifications 
when deciding on series.  
 
Folder-level organization: Re-house materials in archival quality folders at this point. 
Alphabetical and chronological arrangements are easy to work with If assigning new folder 
headings, use clear and simple language. Prefer “Correspondence, 1862-1864” to “Letters to 
Mother, Father, Sister, and Brother, 1862-1864. Create separation sheets for any materials with 
special storage needs. Place the separation sheet in a folder where the materials would naturally 
be filed, with the appropriate folder heading.  
 
Don’t label the box and folder numbers until processing is complete, because relabeling may be 
required as new materials emerge. But do label each folder when the entire collection has been 
processed, and include BoxSeriesFolder Title on the folder.   
 
Item-level arrangement: As mentioned before, it is not necessary to arrange all the documents 
within a file folder, although it’s easier for the researcher. Be sure to record the date ranges 
accurately. In some instances, the only way to do this will be to arrange the documents in each 
folder. Use your best judgment.  
 
Weeding duplicates: Duplicate material can be discarded when processing collections. In 
general, keep only one copy of each document. Keep the best preserved copy, usually the 
original, and discard others; retain two copies of the Society’s publications.  Err on the side of 
caution when discarding duplicates.   
 
Identifying restricted records: When processing a collection, one may come across records 
which seem sensitive and should be restricted in all or in part. Examples include: correspondence 
of a highly personal nature between persons who are living; personnel, search committee, or 
payroll records of an institution; etc. Review the Deed of Gift to ascertain if the donor has placed 
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restrictions on the materials. If materials that should be restricted are found, please note in the 
finding guide in the “Conditions Governing Access” section.  
 

CATALOGING SPECIAL COLLECTIONS IN PAST PERFECT  
 
Special Collections should be cataloged in PastPerfect in the same manner as other Archival 
Items.  Although PastPerfect does have the ability to create more detailed records using the 
linking function, it will be easier to just include the basic information about a collection in 
PastPerfect and link a finding guide to it.  
 
In addition to the information specified in section 5.9 of the Processing Manual, fill out the 
following fields in PastPerfect when cataloging a special collection (most of which can be copied 
from the finding guide): 

• Scope and Content/Abstract: Use this section to give an overview of the collection.  
Include materials included in the collection. 

• Extent and Medium: List the total size of the collection in cubic feet, and list 
dimensions of any containers housing the collection. 

• Context: Fill out the name of Creator and include an administrative or biographical 
history. 

• Conditions of Access and Use: Note if any restrictions apply to a collection here. In 
“Finding Aid” list the name and location of the finding aid.  

• People/Subjects/Search Terms: List from the people and subject section in the finding 
guide.  

 
Attach the high resolution digitized images from the collection using the Image Management 
function and attach a PDF of the finding guide using the Media function. 
 

DIGITIZATION OF SPECIAL COLLECTIONS 
 
Select items of interest to digitize from the collection using the guidelines listed in the 
Processing Manual.  Not all items should be digitized, but photos and documents of interest are 
likely candidates.  Number the digitized items in sequential order, using the Object Id and a 
number as the identifier: SC_Schiller_001, SC_Schiller_002 etc. Put this number either on the 
object to be digitized or the enclosure housing the object.  
 

CREATING A FINDING GUIDE 
 
When creating a finding guide, it is best to wait until a decent amount of processing and 
organization has been done on the collection before starting.  This will keep you from having to 
rewrite sections if a new arrangement is decided upon later. 
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To create a finding guide, use the template at the end of this appendix (it is also stored in the 
GVS Special Collections folder.  Use these tips to fill in the Template. 
 
Title section: 
 

• Name: For a collection of papers from a person, use: Jane Doe Personal Papers; for all 
others use “Special Collection” as in “The Schiller Park Special Collection.” 

 
• Dates:  The dates of the material in the collection.  This can be an estimate if unknown.  For 

people, the dates of birth and death can be used.  
 

• Extent and Forms of Material:  Size of collection.  Use cubic feet (one cubic foot is 1744 
inches most archival boxes are 600-800 cubic inches) and include the number of boxes or other 
containers.  

 
• Creator:  Usually the German Village Society, unless donated from another institution.  If 

personal papers were donated complete, the donor can be used as the creator.  
  

• Abstract:  A brief 2 or 3 sentence overview of the collection. 
 

• Repository:  German Village Meeting Haus, the German Village Society, 588 S Third St, 
Columbus, OH, 43215,  www.germanvillage.com, 614-221-8888. 

 
• Object ID:  Use the following format SC_Nameofcollection, for example: SC_Fischer, 

SC_SchillerPark etc.    
 

• Processing Note:  Include the name of who processed the collection and the date.  Can include 
other relevant information here as well, such as “More material will be donated by the creator.” 

 
“Information of users of the collection” section: 
 

• Conditions Governing Access:  The collection is open for research use.  
 

• Physical Access:  Researchers must handle materials with gloves or wash hands prior to 
handling. The collection materials are original and must not be removed from the collection. 
Researchers should seek assistance from German Village Society staff for copying and 
reproduction permission.  

 
• Conditions Governing Reproduction and Use:  Copyright held by the German Village Society.  

Reproduction permission from the German Village Society: fees for commercial use may apply. 
 

• Preferred Citation:  [Title and date of item], German Village Society, box number X, folder 
number XX. 

 
“In-Depth Information about the Collection” section: 
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• Biographical/Historical Note: This section contains a brief overview of the main events in 
the history of the subject of a collection, providing the user with enough information to 
understand the context in which the records were created.   

 
• Important People and Subjects: List the most important ones in the collection; look for a 

balance.  
 

• Scope and Content:  Explain how the records are organized.  Give detailed specifications of 
containers size.  Inform the reader if any materials are separated because of oversized material, 
etc.   

 
• Digitized Items Note: If items from the collection have been digitized, include any relevant 

information here, including file names and number of items digitized.  Include the location of the 
digitized items on the server, and how they are cataloged on PastPerfect.  Link Past Perfect 
Online URL here as well. 

 
• Related German Village Collection Items: List any additional items in the historic collection 

that might be of interest to the researcher.  
 
Box Listing section: 
  

• Listing Order: The listing always goes BoxSeriesFolderItem.  Series can overlap 
between boxes, but aways start renumbering folders in each box. 

• Folder vs Item: You can list each item in a folder, but remember a balance must be kept 
between your work and the researchers!  A description of the contents of a folder can 
work just as well. 

 
When finished with the finding guide, save both a word version and PDF version and use the 
collection Object Id as the document title: SC_SchillerPark, SC_Fischer, etc.   Link the PDF to 
the collection record in PastPerfect. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



GVS Processing Manual Appendix 5   
 

Name Special Collection/Personal Papers  
 
 
Dates:   
 
Extent and Forms of Material:   
 
Creator:   
 
Abstract:   
 
Repository:  German Village Meeting Haus, the German Village Society, 588 S Third St, Columbus, 
OH, 43215,  www.germanvillage.com, 614-221-8888. 
 
Object ID:   
 
Processing Note:   
 

 
INFORMATION FOR USERS OF THE COLLECTION 

 
Conditions Governing Access:  The collection is open for research use.  
 
Physical Access:  Researchers must handle materials with gloves or wash hands prior to handling. The 
collection materials are original and must not be removed from the collection. Researchers should seek 
assistance from German Village Society staff for copying and reproduction permission.  
 
Conditions Governing Reproduction and Use:  Copyright held by the German Village Society.  
Reproduction permission from the German Village Society: fees for commercial use may apply. 
 
Preferred Citation:  [Title and date of item], German Village Society, box number X, folder number 
XX. 
 

 
IN-DEPTH INFORMATION ABOUT THE COLLECTION 

 
Biographical/Historical Note: 
 
Important People and Subjects:  
 
Scope and Content:   
 
Digitized Items Note: 
 
Related German Village Collection Items: 
 
 

BOX LISTING 
Box # of  
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Series I: 
Folder 1: 
 Item 
 
Example: 
 
Box #1 
 
Series I: Documents 
 
Folder 1: Family Letters 
 Item 1: Letter from Dad to Bill 
 Item 2: Letter from Mom to Bill 
 (Or 8 Letters to Bill), Item level description optional. 
 
Folder 2: Contracts 
 5 contracts to play for the Reds 
 
Series II: Photos 
 
Folder 3: Family Photos 
 15 Family Photos 
 
Folder 4: Dog Photos 
 456 Photos of Fluffy.  
 
Box #2 
 
Series II: Photos (cont.) 
 
Folder 1: Car Photos (start folder number over for each box) 
 9 Photos of Buick 67 
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German Village Society Processing Manual  

Appendix 6: Instructions for scanning & processing property files 
 

Remove contents from folder and sort core documents 
Core Documents: 

1. One good photo of house 
2. Most recent historic inventory (1991-1994) 
3. 1984 architectural detail survey  
4. Include 3-5 miscellaneous documents, newspaper clippings,  or photos  

*note: if file is large with many documents, etc… you can include the “Additional” page 

Scan items as PDF in aforementioned order 
Goto – Computer/Public/scans 
Open file and rename PDF according to street address (ex: 196 Beck) 
Create collection file folder for the street name (ex: Beck)  
Drag renamed PDF into street name folder 
Instructions for preparing property files for cataloging 
Open the file 
Make sure the core documents are in order and facing correctly (rotate individual items if 
necessary) 
Core Documents: 

1. One good photo of house 
2. Most recent historic inventory (1991-1994) 
3. 1984 architectural detail survey  
4. Include 3-5 miscellaneous documents, newspaper clippings,  or photos  

*note: if file is large with many documents, etc… you can include the “Additional” page 

Resave file 
Create a folder using the same street name 
Drag PGF file into folder 
Open PDF and Save As/Image/JPEG 
Close file and hit back button 
 
Procedure for Entering Property Files into Past Perfect 
1.) Open Past Perfect and Log in 
2.) Click the Archives icon on the left side of the menu 
3.) Locate the property file of interest on the computer: 
 a) Click on t (\\Cindy) (T:), which is located in the Computer folder  
 b) Click on GVS Archives 
 c) Click on GVS Property Files 
 d) Select the appropriate folder, arranged by Street (i.e. City Park Ave) 
 e) Select the appropriate property folder (i.e. 1057 City Park Ave) 
 f) Open the PDF file within the property folder and look for “Core Documents” 
  I. File Photo for the Property 
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  II. 1991+ Ohio Historic Inventory Form 
  III. 1984+ GVS Architectural Details Survey 

*note: If these core documents are present, the property file may be 
entered into Past Perfect. If not, open the “Problem Files” document in 
Microsoft Excel and add the property to the spreadsheet. 

 g) If present, the following documents may also be included in the uploaded property file: 
  I. Additional photos of the property 
  II. Survey Maps, arranged in reverse chronological order 
  III. Relevant news clippings related to the property 

*note: Any other documents should be considered extraneous. Instead of 
uploading them alongside the core documents, include a copy of the image 
that reads: “Additional miscellaneous info/photos can be found in 
the Property File folder stored at the GVS Meeting Haus” 

If extraneous documents ARE present in the Property File PDF, adhere to the following 
procedure: 

1) Right-click and Delete said documents individually 
2) Select File  Save As  Image  JPEG 
3) After the individual JPEG images (including the “Additional misc…” document) 

have been saved to the Property Folder, close the PDF file 
4) Open Adobe Acrobat X Pro 
5) Click the Combine Files into PDF icon on the right side of the menu 
6) Click the Add Files icon at the top of the menu 
7) Locate and Select the JPEG image files on computer and click Open 
8) Click the Combine Files icon on the bottom left part of the menu 
9) Ensure that all images in the PDF file are properly rotated 
10) Select File  Save As  PDF and overwrite pre-existing Property File PDF 

If NO extraneous documents are present in the Property File PDF, adhere to the following 
procedure: 

1) Select File  Save As  Image  JPEG 

4) Go back to Past Perfect and select the Add icon near the top of the menu 
5) Enter the Accession # by clicking on the yellow folder icon immediately to the right.  
6) Double-click Accession # 2012.1 German Village Society in the pop-up menu 
7) Select the Enter Object ID field and enter the property in the following format: 1057 City 
Park Ave 
8) Select the Enter Object Name field and enter the property type, in accordance with the info 
from the core documents (i.e. House, Cottage, Shop, etc.) 
9) Click Add New Record: 

a) Select, then Right-click, the Collection field and double-click appropriate street 
collection (i.e. City Park Ave) 

 b) Select the Status Date field and press F8 to enter that day’s date 
 c) Select, then Right-click, the Cataloged by field and double-click your name 

d) Click the GV Property File icon on the left side of the menu and then click the GV 
Property File bubble on the right side 
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e) Select the Address field and enter the address in the following format: 1057 City Park 
Ave 
f) Select, then Right-click, the Style field and double-click the appropriate Authority File, 
in accordance with the info from the core documents (i.e. Two Story – Italianate 
Vernacular) 
g) Select, then Right-click, the Material field and double-click the appropriate Authority 
File, in accordance with the info from the core documents (i.e. Brick) 
h) Select, then Right-click, the Intended Use field and double-click the appropriate 
Authority File, in accordance with the info from the core documents (i.e. Single Family) 
i) Select, then Right-click, the Present Use field and double-click the appropriate 
Authority File, in accordance with the info from the core documents (i.e. Single Family) 

*note: If core documents list properties as “Residential,” but do not specify which 
type, enter n/a into the Present/Intended Use fields 

10) CLOSE the Property File PDF 
11) Click the Save icon on the top left part of the menu 
12) Click the Image Management icon on the right side of the menu: 

a) Click the Blue-Green colored Acquire New Image icon on the top left part of the pop-
up menu 
b) Locate JPEG images from Property File and add them individually 
 *note: Crop the File Photos of the property by adhering to the following 
procedure: 
  1) Click the Crop icon on the right side of the pop-up menu 
  2) Click the Start Mouse Crop icon 

3) Click and hold mouse on upper left hand corner while dragging to 
bottom right.  
4) Click the Crop Now icon 
5) Click the Save icon 

13) Click the Media icon on the top right part of the menu: 
 a) Click Next 
 b) Ensure that Adobe PDF File is the type of Multimedia File selected and click Next 
 c) Click the Click Here to Locate File icon 
 d) Click the Recent Places icon and locate the Property File Folder 
 e) Locate Property File PDF and double-click 
  *note: Make you have closed the Property File PDF before uploading 
 f) Click Next 
 g) Click Finish 
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German Village Society Processing Manual  
Appendix 7: Scanning Materials  

 
Using the Epson Scanner 
The German Village Society uses the Epson Scanner. 

To Start:  Click on Epson Scan Icon and select “Professional Mode” from the top 
right menu. 

For photos and documents, select “Reflective” under Document Type.  For negatives, 
slides and transparencies, Select “Film” and make sure image type and resolution are on 
the correct settings.  

• Image Type: 24-bit color  
• Resolution: 35mm (4000 DPI) 

2” x 3” (2400 DPI) 
4” x 5” (1200 DPI) 
8” x 10” (600 DPI) 

 
 

 

Click on “File Save Settings”  icon and select the correct location for where you 
want the images to be saved.  
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It is important that you name the files accurately, and you do this using the file name 
interface.  Make sure that the Prefix matches the catalog number.  For example, if you are 
scanning NL_December_1973 the prefix would be NL_December_1 and the start number 
would be 973. 

Also make sure that image type is set to TIFF 

 

Press “Preview” and then use the mouse to outline image you wish to scan.  Then press 
“Scan” and you are done!  

Make sure that the numbers always match on the computer and on the photo!  If you 
make a mistake with the numbering, go back into File Save Settings and reset the 
Filename.  Remember to Have fun! 

 

Scanning using the Cannon Copier 

1) Click Main Menu button on printer, then select “Scan and Send” 
2) Click “Address Book” and select “Scans Overflow” as your destination 
3) Select “Full Color 
4) Select correct resolution 
5) Make sure you are saving the document in the correct format 
6) Select “Options”, scroll down and select “File Name”  
7) Type File Name.  Ex: NL_May_1965 
8) Hit start. 
9) Scan additional files if processing a multipage document. 
10)  Hit Start Sending.   
11)  The scan will appear in the Scans Overflow folder. 
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Using OCR with a PDF 

1) Select the PDF of your document  
2) Select “Tools”  “Recognize text”  “In this file”  “Ok” (The document 

should rotate) 
3) Select “File””Save” 
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German Village Society Processing Manual  
Appendix 8: Using PastPerfect Online  

 
To upload data and images PastPerfect to the German Village Society’s website, 
PastPerfect Online is used.  PastPerfect Online has an easy to use Web Publishing Wizard 
that makes the process easy.  By following the instructions you are walked through the 
process.  However, there are a few things to keep in mind: 

• All fields that contain data that you want uploaded from each catalog must be 
selected (for example the fields for Property Files and Special Collections). But if 
no data is in that field, it will not appear. 

• Check Include in Web Export from the main PastPerfect catalog screen when 
entering data if you want to include that object on the Web.   

• You only need create image files for those image folders that are not already 
online…this saves time!  

• If multiple people are using PastPerfect when uploading, the system gets buggy.  
It is a good idea to be the only one logged on when uploading. 

There are a few last steps to do before the data is uploaded. 

• Go to this address: 
http://germanvillage.pastperfectonline.com/39816cgi/runpps.exe 

• Enter your client number (39816), user name (germanvillage) and password 
(shiloh6) in the fields provided 

• Click the "Begin" button once 

The data is usually uploaded in a day.  

 

Helpful PastPerfect Online Links: 

http://museumsoftware.com/ppohelp/StylizedThumbnailImages1066.htm 
  
http://museumsoftware.com/ppohelp/IMSSiteTab1027.htm 
  
http://museumsoftware.com/ppohelp/IMS_Image_Display_Style_and_Button_Orientatio
n1086.htm 

http://museumsoftware.com/ppohelp/StylizedThumbnailImages1066.htm
http://museumsoftware.com/ppohelp/IMSSiteTab1027.htm
http://museumsoftware.com/ppohelp/IMS_Image_Display_Style_and_Button_Orientation1086.htm
http://museumsoftware.com/ppohelp/IMS_Image_Display_Style_and_Button_Orientation1086.htm
smarsom
Polygon

smarsom
Polygonal Line
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The German Village Society 
588 South Third Street, Columbus, OH 43215 

Phone: (614) 221-8888, Fax: (614) 22-4747 
www.germanvillage.com 

 
Reproduction & Usage Fee Schedule and Contract 

 
Revenue generated from the purchase and use of still image and A/V reproductions from the Society’s 
historical collection assists in the preservation of the material. Reproductions are sold for personal use, 
public display and reference use and may not be copied or reproduced.  For publication requests, a usage 
fee will apply based on publication type and/or run time. Permission for publication is granted for one-
time, non-exclusive use and only for the expressed purpose described in the contract (unless in perpetuity 
rights are purchased) and any subsequent use or change in use constitutes re-use and must be applied for 
in writing.  For all orders please fill out the Reproduction Form and Contact below. All applicants must 
state the intended use of each reproduction on the contract.   
 

Fee Schedule 
Hi Resolution Images  
Personal or research      $20 
Display in public area      $50 
Single use in small print run (under 1,000)   $35 
Single use in Non-profit/academic, single media  $50 
Single use in commercial, single media   $100 
Single use in all media, worldwide, in perpetuity rights $200 
Audio/Video Services 
Digital file to DVD (item already digitized)   $25 
Commercial usage of film/video    $30 per second 
Non-profit/academic usage of film/video   $15 per second 
 
Tax (Ohio residents) Add 7.5% 

 
• Use includes each instance of an image/audio/video in any medium 

including print publication, electronic publication, web based, 
projection, exhibition, video/film/television distribution, and 
print/film/television/radio advertising.  

• Additional charges may apply for Audio/Video Digitization. 
• Please consult German Village Society Staff for uses and services not 

listed.  
• Shipping and handling charges apply. 

 
 
 
 
 
 
 
 

http://www.sandiegoairandspace.org/
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Reproduction Contract 
 
Date___________________   
 
Name _______________________________________________________________________________ 

Organization or Agency (if appropriate) ____________________________________________________ 

Address _____________________________________________________________________________ 

City, State and Zip  ____________________________________________________________________ 

Phone _________________________________________  Fax _________________________________ 

E-mail address ________________________________________________________________________ 

 
Intended Use of Material  
 
____ Personal use, research or display prints.  These materials will not be copied, scanned or 

reproduced. 
 
____ Publication or production requests 
 
Author/Publisher/Director/Producer _______________________________________________________ 

Title or description of use _______________________________________________________________ 

____________________________________________________________________________________  

Projected date of publication ___________________Format____________________________________  

_____________________________________________________________________________________ 

Number of copies or size of market ________________________________________________________ 

A copy of any publication using the reproduction(s) is required for the German Village Society.  Credit 
must read:  “Courtesy of the German Village Society” or as specified by the GVS. 

 
Material Requested 
Catalog #   Description   Quantity Size       Cost 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 
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Statement of Responsibility:  I certify that the information on this form is correct and I accept 
the “Conditions of Use” stated on the reverse side of this agreement.  I am authorized to enter 
into this agreement on behalf of the above named organization. 
 
Signature of Applicant ____________________________________ Date __________________ 
 
 
CONDITIONS OF USE:  
 
1. All requests to reproduce items from our holdings must be submitted on this application. The applicant 
agrees to abide by all terms, conditions, and provisions of this agreement.  
 
Permission for reproduction is granted only when this application is countersigned by an authorized 
representative of the German Village Society (GVS). Permission for reproduction is limited to the 
applicant and is non-transferable. Permission for reproduction is granted only for the purpose described in 
this application.  
 
2. Applicant is granted permission for non-exclusive, one time use of the material.  Applicant must re-
apply to use the material in another production.  All still/moving image and audio recordings remains the 
property of the GVS.  Applicant agrees to use the material only for the purpose stated herein.  The GVS 
retains all rights it has in materials including, without limitation, its rights to publish, reproduce, or 
distribute these materials or to grant permission to others to do so.  These materials may not be deposited 
in or donated to other repositories or libraries.  
 
In the event the applicant engages in unauthorized reproduction of the materials, the applicant agrees to 
pay the GVS a sum of equal to three times the normal commercial use fee, not as a penalty but as 
liquidated damages agreed upon due to the difficulty in assessing actual damages incurred. 
 
The GVS reserves the right to refuse reproduction of its holdings if it feels fulfillment of that order would 
be in violation of copyright law or other law. The GVS reserves the right to refuse reproduction of its 
holdings and to impose such conditions as it may deem advisable in the best interests of the Museum.  
 
3. In addition to the permission of the German Village Society, additional permission may be required. 
Those permissions may include, but are not limited to:  

 
COPYRIGHT: The German Village Society does not hold the copyright to all items in its 

collection. If the work is subject to copyright, the copyright remains with the producer or publisher of the 
work or others to whom the copyright may have been assigned. The researcher is responsible for 
obtaining permission from the copyright holder before publishing any of this material.  

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

WARNING CONCERNING COPYRIGHT  
RESTRICTIONS  

The copyright law of the United States (Title 17, United States Code) governs the making of 
photocopies or other reproductions of copyrighted materials. Under certain conditions specified in 
the law, libraries and archives are authorized to furnish a photocopy or other reproduction. One of 
these specified conditions is that the photocopy or reproduction is not to be "used for any purposes 
other than private study, scholarship or research." If a user makes a request for, or later uses, a 
photocopy or reproduction for purposes in excess of "fair use," that user may be liable for copyright 
infringement.  
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PRIVACY: An individual depicted in a reproduction has privacy rights as outlined in "Protection 
of Human Subjects," Title 45 Code of Federal Regulations, Pt. 46. The GVS reserves the right to require 
a release from individuals whose privacy may be violated by the publication of an image.  
 
It is the responsibility of the applicant to obtain permission to publish reproductions from the owner of 
copyright (the institution, the creator of the record, the author, or his/her transferees, heirs, legatees, or 
literary executors).  The GVS will aid the applicant in contacting individuals pertaining to permissions by 
providing addresses, when available.  However, the GVS does not warranty the accuracy of that 
information, and shall not be responsible for any inaccurate information. 
 
The applicant agrees to hold the German Village Society and its agents harmless against any and all 
claims arising or resulting from the use of this image, film, or audio recording and shall indemnify the 
Society and its agents for any and all costs and damages arising or resulting from any such unauthorized 
use. 
 
4. All reproductions must include the credit line "Courtesy of the German Village Society."  Credits 
should appear in close proximity to the image or in a special section devoted to credits.  However, 
reproductions distributed electronically must contain the credit or caption as part of the image.  When 
permission is granted to disseminate reproductions electronically, the GVS reserves the right to require an 
electronic watermark or other identifying code within the scanned file.  
 
5. Images may be cropped to suit design and layout, but they may not be altered or drawn upon or 
manipulated in any way so that they look different from the way they appear in the historical collection.  
 
6. The applicant agrees to pay the reproduction and/or usage fees assigned.  See Fee Schedule. The 
GVS charges a fee to cover research, reproduction, staff time, and other costs.  The fees are 
comparable to the fees charged by other nonprofit cultural institutions.  Revenue generated from 
the purchase and use of the reproductions assists in the preservation of the collections.  

7. The applicant agrees to send one copy of the work containing the reproduction at no charge to the 
Museum’s GVS.  All expenses for shipping and handling are to be borne by the applicant. If the final 
product is a posting on an electric site accessible by the public, the URL shall be provided. 

ENDORSEMENTS: 

By signing this application, I accept personally and on behalf of any organization I represent the 
conditions set forth above. 

Signed _________________________________________________      Dated ____________________ 

When signed by an authorized agent of the German Village Society, this form constitutes permission for 
reproduction as outlined in this application. 

Signed _________________________________________________       Dated ____________________ 
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German Village Society Processing Manual 
Appendix : Disaster Plan 

 

 
Date of current revision: March 10, 2016 

 
 

IN-HOUSE EMERGENCY TEAM 
 
 
 
Administrator:    

 

Office Phone:  Home Phone:  Cell Phone:   
 
Disaster Team Leader:    

 

Office Phone:  Home Phone:  Cell Phone:   
 
Building Maintenance:    

 

Office Phone:  Home Phone:  Cell Phone:   
 
 
 
Disaster Team: 

 

1.    
2.    
3.    
4.    

 
 
Department Head:   

 
Department Head:   

 
Department Head:   

 
Department Head:   

 
Department Head:   
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FACILITIES: LOCATIONS OF EMERGENCY SYSTEMS 
 
 
Building:    

 
List locations and attach floor plan (use letters to indicate locations on floor plan). 

 
A.  Main Utilities 

 

1.   Main water shut-off valve:    
 

2.   Sprinkler shut-off valve:    
 

3.   Main electrical cut-off switch:    
 

4.   Main gas shut-off:    
 

5.   Heating/cooling system controls:    
 
B.  Fire Suppression Systems (by room or area) 

 

1.   Sprinklers:    
 

2.   Halon:    
 

3.   Other:    
 
C.  Water Detectors    

 
D.  Keys 

Key boxes:    
 

Individuals with master and/or special keys (attach list with names, titles, and keys in possession) 
 
 
 
E.  Fire Extinguishers (Label by number according to type) 

1.  Type A - Wood, paper, combustibles 
2.  Type B - Gasoline, flammable liquid 
3.  Type C - Electrical 
4.  Type ABC - Combination 

 
F.  Fire Alarm Pull Boxes (use floor plan) 

 

G.  Smoke and Heat Detectors (use floor plan) 
 

H.  Radios 
 

1.   Transistor radios (for news):    
 

2.   Two-way radio (for communication):    
 
I. First Aid Kits    

 
J.   Public Address System    

 
K.  Nearest Civil Defense Shelter    
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EMERGENCY SERVICES 
 

 
Company/Service and Name of Contact  Phone # 

 
Security    

 
Fire Dept.    

 
Police/Sheriff    

 
Ambulance    

 
Civil Defense    

 
Other    

 
Maintenance/Utilities: 

 
Janitorial Service    

 
Plumber    

 
Electrician    

 
Locksmith    

 
Carpenter    

 
Gas Company    

 
Electric Company    

 
Water Utility    

 
Recovery Assistance: 

 
Preservation Resource     Amigos Imaging and Preservation Service     (800) 843-8482   

 
Preservation Resource    

 
 
Conservators/Specialists: 

 
Paper & Book    

 
Photographs    

 
Computer Records    
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EMERGENCY SERVICES (continued) 
 

Local Freezer (1):    
 
Local Freezer (2):    

 
Disaster Recovery Service:    

 
Account pre-established?  Yes   No Account Number:    

 

 
 
Disaster Recovery Service:    

 
Account pre-established? Yes   No Account Number:    

 
 
 
Exterminator:    

 
Other Services:    

 
 
Insurance (Attach copy of insurance policy) 

 
Insurance Company:    

 
Agent/Contact:    

 
Policy Number:    

 
Self-Insured?    Yes   No   If yes, list contact:    

 
 
Other 

 
Legal Advisor:    

 
Architect:    
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COLLECTION SALVAGE SUPPLIES 
 
 
 

On-Site Location or Off-Site Source  Phone # 
 
 
Freezer or wax paper                                                                                     F  

Gloves, rubber                                                                                               F  

Interfacing (Pellon)                                                                                         F  

Masks                                                                                                             F  

Milk crates, plastic                                                                                          F  

Mylar polyester sheets                                                                                   F  

Newsprint, blank                                                                                            F  

Notepads & clipboards                                                                                   F  

Nylon monofilament (fishing) line                                                                   F  

Paper towels (no dyes)                                                                                  F  

Sponges                                                                                                         

Trash bags, plastic                                                                                         
 
 
 

EQUIPMENT & SUPPLIES 
 
 

On-Site Location or Off-Site Source  Phone # 
 
 
 Aprons, smocks                                                                                               

Book trucks, metal                                                                                        

Boots, rubber                                                                                                 F  

Brooms                                                                                                           F  

Buckets & trash cans, plastic                                                                         F  

Camera (to document damage)                                                                     F  

Dehumidifiers                                                                                                 F  

Extension cords, grounded                                                                            F  

Fans                                                                                                               F  

Flashlights                                                                                                      
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EQUIPMENT & SUPPLIES (continued) 
 
 

On-Site Location or Off-Site Source  Phone # 
 
 

Forklift Generator, portable                                                                                          

Hard hats                                                                                                       F  

Lighting, portable                                                                                           F  

Mops, pails                                                                                                     F  

Pallets                                                                                                            F  

Paper towels                                                                                                  

Plastic sheeting, heavy    
(stored w/ scissors, tape) 

Safety glasses                                                                                                F  

Sponges, industrial                                                                                        F  

Sponges, natural rubber                                                                                F  

Sump pump, portable                                                                                     F  

Tables, portable                                                                                             F  

Trash bags, plastic                                                                                         F  

Vacuum, wet                                                                                                  F  

Water hoses                                                                                                   F  

Water-proof clothing                                                                                       
 
 

Other: 
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ATTACHMENTS 
 
 

 1. List of SALVAGE PRIORITIES for each department, area and/or office. 
 

 
 

2. 
 

EMERGENCY PROCEDURES and EVACUATION PLAN. 
 

 
 

3. 
 

Copy of INSURANCE POLICY. 
 

 
 

4. 
 

Copy of DISASTER RECOVERY VENDOR CONTRACT. 
 

 
 

5. 
 

Other EMERGENCY PLANNING and RECOVERY DOCUMENTS: 

 
 
 
 
 
 
 
 
 
 
 

LOCATIONS WHERE THIS PLAN IS ON FILE 
 

In-House: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Off-Site: 



 
GERMAN VILLAGE SOCIETY 

COLLECTION MANAGEMENT 

POLICY  

 

 

 
 

 

April 2016 
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GERMAN VILLAGE SOCIETY  

COLLECTION MANAGEMENT POLICY  
 

Section 1. STATEMENT OF PURPOSE AND POLICY OVERVIEW 
 

1.1 Overview and Purpose 
This document establishes the policies governing the collections of the German Village Society 

and also establishes guidelines for selection, accessioning, cataloging, digitizing and withdrawal 

of the Society’s objects and archival material. 

 

The purpose of this policy and its accompanying processing manual is: 

 

 To establish a scope of collection of objects and archival material for the German Village 

Society. 

 To inform the public of the philosophy of collection development and the policies 

involved in the process. 

 To provide a code of ethics in regards to collections.  

 Provide guidance, within budgetary and space limitations, for the selection and 

evaluation of materials which anticipate and meet the mission of the Society. 

 To provide procedures for the selection, accessioning, cataloging, digitizing and 

withdrawal of objects and archival material. 

 To serve as a “how to” handbook for staff and volunteers on all things related to objects 

and archival material. 

 To establish standards for scanning, metadata and file storage. 

 To provide procedures for usage, fees and loans of collection material. 

 

The collection development policy will be periodically evaluated and revised as necessary to 

provide guidance for implementing changes in the collection.  Please note, this policy only 

pertains to physical items.  Gifts or donations of money fall under the scope of the Gift and 

Endowment acceptance policy.   

 

1.2 The German Village Society’s mission: 

The German Village Society has adopted the following mission statement: 
 

Members of the German Village Society serve as Caretakers of A Legacy, 

dedicated to retaining the character and distinction of the past while creating 

a thriving and contemporary community in German Village. 
 

The proper collection, preservation and care of materials related to German Village are vital to 

this mission.  

 

1.3 The History of the German Village Society 
On January 10, 1960, a small group of dedicated, preservation-minded people met to explore the 

possibility of forming an association to help save this neighborhood from decline. In just a few 
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months, community activist Frank Fetch recruited 183 people to charter the German Village 

Society. Now, 50 years later, our neighborhood is a vibrant community known for its charming 

brick streets and sidewalks, beautifully tended gardens and homes, pedestrian-friendly lifestyle, 

thriving shops, restaurants and businesses, and year-round volunteer and social events that 

deepen and expand our connection with this incredible community. At the heart of our special 

neighborhood is the German Village Society, a non-profit civic association that is at the forefront 

of efforts to strengthen, enhance and promote our community. The challenges have been many, 

and the successes countless. 

 

1.4 Scope of collections 
The Society houses and maintains a documented collection of objects and archival materials that 

are preserved and managed to support the Society’s mission of being “Caretakers of a Legacy.”  

As such, the Society has taken on the responsibility of acquiring a historical collection of objects 

and archival material to potentially be utilized for research, exhibits, education and other uses 

that are pertinent to the broad mission of the Society.  

 

The German Village Society has limited resources including storage space, staff, 

humidity/temperature control, and security, among other restrictions.  Because of these 

limitations, the German Village Society will only accept materials that fall under strict 

guidelines.  In all instances, the German Village Society reserves the right not to accept 

donations.  Furthermore, once accepted, the German Village Society has full discretion over how 

the items will be used and no restrictions will be put on them (see section 3.8). Because of these 

considerations, the German Village Society has established the following selection and retention 

criteria. 

 

 Relevance to the Society’s Mission. 

 Relation to the history of German Village.  

 The legal rights of the donor to give the object/material to the Society. 

 Compliance with copyright standards. 

 Condition of the material. 

 Availability of preservation resources, such as storage space, copying and conservation, 

staff time, etc. 

 Extent and terms of any restrictions to access. 

 Availability of the material from other sources such as local libraries, historical 

organizations, and document repositories. 

 

The German Village Society Historic Preservation Committee will make the ultimate decision as 

to whether these criteria have been met for a donation.  

 

1.5 Definitions 
The Society’s historical collection contains various types of items, including three-dimensional 

objects, books, photos, documents, digital material, and paintings, among others.  This document 

covers all of these materials, but for purposes of clarification, the items will be given the 

following definitions. Archival material is historical items such as photos, documents, 
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newsletters, audiovisual items, personal or corporate papers and born digital items.  Books and 

periodicals will be considered Archival materials as well.  Objects include three-dimensional  

Items, textiles and art.  Documents are non-historical items such as the Society’s financials, 

board minutes, and PR files.  Policies related to documents are not covered by this policy 

(excluding digital records); rather, refer to the German Village Society Document Management 

Policy.  

 

1.6 Historical collection categories 
For better organization and item retrieval, the German Village Society’s historic collection is 

divided into sub-collections: 

 

 Special Collections: These are collections that contain material on a specific person or 

subject.  Sometimes referred to as personal papers or corporate records, they can be 

donated as a whole, or can be “artificial” (where similar materials are gathered and put 

into a collection).  Notable special collections include the Fischer Archival collection, 

and the German Village Society Corporate records.  If part of a collection falls into one 

of the other categories, it will be stored with the main collection and not be kept separate. 

Special collections are entered using the Archives Catalog in Past Perfect. 

 German Village Newsletter collection: Published newsletters dating from 1961 to 2006.  

Most of this collection is complete, and only a few missing newsletters are needed.  Once 

there is a copy of each newsletter in this collection, it will not be added to.  

 German Village Property Files: Documents and photos pertaining to each property in the 

Village.  Approximately 20 cubic feet. House files are entered using the Archives Catalog 

in Past Perfect. 

 Photographic collection: This collection contains photos, slides, and transparencies that 

do not belong to a special collection. These items will eventually be organized by 

material type and subject matter. Photos are entered using the Archives Catalog in 

PastPerfect. 

 Misc. Subject Files: Documents that relate to German Village, but do not belong to any 

other collection or category.  

 Audio Visual collection: Audio and video tapes, DVDs, films and other formats which 

record the history of German Village and/or Society (does not include oral histories) 

 Oral History collection: Recorded Oral Histories and transcripts that tell the story of 

German Village. 

 Album collection: Photo albums and scrapbooks that contain information on the history 

of the village. 

 Library collection: This collection consists of books, periodicals and manuscripts that are 

not part of another category.   The library collection is entered using the Library Catalog 

in PastPerfect. 

 Historic Objects collection: Three dimensional items of historical significance which 

relate to German Village.  Included with Historical objects are textiles and furniture.  

Historical objects are entered using the Objects Catalog in PastPerfect. 

 Art collection: Two-dimensional works of art such as paintings and drawings. Art objects 

are entered using the Objects Catalog in PastPerfect. 
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The staff of the German Village Society will determine which category an item belongs, and that 

information will be recorded in the PastPerfect system. 

 

1.7 Processing manual 
In order to provide staff and volunteers step by step guidance for all procedures and standards 

related to this policy, a German Village Society Processing Manual has been created.  This 

manual should be easily accessible to in both hard copy and on the network.   The manual is a 

living document and can be amended as new needs arise without board approval.   

 

Section 2. CODE OF ETHICS 
 

2.1 Conduct of individuals 
In all relation to collections, all staff and volunteers must act with integrity and in accordance 

with the most stringent ethical principles as well as the highest standards of objectivity. Society 

staff and volunteers are expected to demonstrate the highest standards of public trust and conduct 

by being honest and ethical as well as adhering to all federal, state, and local laws and 

regulations. 
 

2.2 Personal collections and conflicts of interest 
Staff and volunteers shall strive to keep their personal collection interests separate from those of 

the Society and shall not accept donations for their own benefit or interest.  Staff and volunteers 

shall not use in their home or for any other personal purpose any object or item that is part of the 

Society’s collection or under the guardianship of the Society.  

 

Section 3. CARE AND CONSERVATION 
 

3.1 Conservation  
Although the German Village Historical Society has limited staff and collection storage space, it 

is committed to the conservation: the long-term preservation of all historical collections.  To this 

end, the Society will take the following steps, within acknowledged limitations, to conserve its 

collections (1) the preservation, restoration, and treatment of specific objects employing 

conservation principles; (2) the responsible exhibition, movement, cleaning, and handling of 

objects; (3) the provision of quality storage environments; and (4) complete documentation of 

object condition and treatment. Object treatments shall follow American Institute for 

Conservation Code of Ethics and Standards of Practice to the degree practical: 

http://www.conservation-us.org/about-us/core-documents/code-of-ethics-and-guidelines-for-

practice - .VrJSOYSDCao 

 

3.2 Collections storage 
The bulk of the historical collections are to be housed in the file cabinets in the Schuerer 

Conference room.  In addition, the historic house files are kept in the closet space in the office 

adjacent to the Neighborhood room.  Items must be stored in an orderly manner in these file 

cabinets.  The location of those items too large for the file cabinets or those on display will be 

recorded in the PastPerfect system and checked regularly. The staff of the German Village 

Society is responsible for the maintenance of these items: the storage conditions, physical 

accountability, object movement and overall accessibility of the collection by the public. 

http://www.conservation-us.org/about-us/core-documents/code-of-ethics-and-guidelines-for-practice#.VrJSOYSDCao
http://www.conservation-us.org/about-us/core-documents/code-of-ethics-and-guidelines-for-practice#.VrJSOYSDCao
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3.3 Staff and volunteer qualifications and training  
The German Village Society has a limited budget and staff members.  As such, it is not possible 

to employ a full time staff member trained in collection care to oversee the historic collection.  

However, the Society will strive to make sure that the staff working with the collection are 

competent to handle the items by referring to this policy, attending workshops when possible and 

by contacting collections professionals for advice.  There are many free resources available to 

Society staff, including websites and listeserves.  Volunteers will also be trained on basic 

conservation principles before they are allowed to work with the collection  

 

3.4 Integrated pest management 
The damage caused by pest infestation and the actions that must be taken to eradicate the 

infestation within the collection can be lessened or mitigated through integrated pest 

management. Integrated pest management provides an ecosystem level approach to the 

management of pests that is based on the elimination or minimization of the causative agents of a 

pest infestation, namely food, moisture, and availability of pest habitat.  Integrated pest 

management limits the use of chemicals that can be harmful to collection items.  There are many 

online resources that discuss integrated pest management in detail.  In brief, integrated pest 

management strategies should encourage on-going maintenance and housekeeping activities that 

include restriction of food and plants and regular cleaning collection housing rooms and other 

areas. If pests are detected, immediate steps should be taken to eliminate them in a manner that 

causes the least damage to the collections.  

 

3.5 Temperature and humidity controls 
Although German Village Society does not have a designated storage area that has climate 

controls specifically for historical collections, every effort will be made to store the materials in a 

low temperature low humidity environment that does not fluctuate.  

 

3.6 Security 
Collections must be secure from theft and vandalism. Developing systems that provide internal 

control is essential to collections security.  In order to ensure that the historical collections are 

secure, the Society strives to: 

 

 Maintain tight key control of storage areas containing valuable materials. 

 Require researchers to sign in and provide contact information. 

 Provide a designated research area under staff supervision. 

 Report suspected thefts to the Executive Director immediately.  

 Make staff and volunteers aware that they may be prosecuted if caught removing 

valuable materials. 

 Ensure that all materials on loan or exhibit have adequate security.  

 

Security measures are also needed for digitized material and these steps are dealt with in the 

section on digitization 
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3.7 Emergency preparedness and insurance 
Emergency preparedness aims to anticipate and avoid emergencies, to regain control when an 

emergency occurs, and to recover control as quickly as possible should it be lost.  Disasters are 

prevented as far as possible through the practice of emergency preparedness measures such as 

inspections of entire facility and systems and preventive maintenance of the facilities, systems, 

and equipment.  The Processing Manual includes a Disaster Plan to help with emergency 

preparedness.  

 

The German Village Society will make reasonable accommodations to make certain that the 

historic collection is insured for loss or damage.  The collection will be assessed regularly for 

any items that warrant special coverage.  

 

 

Section 4. ACCESS TO COLLECTIONS 
 

4.1 Research and study 
The collections of the German Village Society will be accessible to the public as long as 

adequate staffing and space is available to assist researchers.  It is requested that researchers 

make an appointment to access collections. 

 

4.2 Reproduction and usage 

Conditions related to copyrights on all materials will be observed.  Costs of reproducing 

materials will be charged to requestors to offset the collections preservation costs. Royalty fees 

mayl be charged and all usage agreements will be filled out when deemed appropriate.  

 

4.3 Exhibits 

Where possible, the German Village Society will strive to make the historical collections 

accessible via secure exhibits that further the Society’s mission. 

 

4.4 Online access 

In order to make the German Village Society’s historical collections accessible throughout the 

world, effort will be made to digitize and place online materials via the Society’s website or 

through social media.  (See Section 9, Digitization).  

 

Section 5. ACCESSIONING 
 

5.1 Definition 
The German Village Society defines accessioning as the formal process used to legally accept 

and to record an artifact or archival material as a collection item. It involves the creation of an 

immediate and permanent record using a control number or unique identifier for artifacts or 

materials added to the permanent collection from the same source at the time, and for which the 

institution accepts custody, right, or title. 
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5.2 Accession priorities 
The German Village Society will accept for accession only articles of historical or artistic value  

which fit into the scope of collections (see section 1.4). The Historic Preservation Committee 

will determine if a donation fits into the scope of collections and will be accepted.  If a donated 

item does not meet the scope of the collections to, it will be referred to the Development 

Committee. 

 

5.3 Accession documentation and process 
In order to insure that all potential donations are handled in the consistent manner, the German 

Village Society has established guidelines on how they are to be handled. When an item is 

presented to the Society for donation, the person donating the item will be given a Gift Receipt, 

which records the donors contact information.  The receipt also informs them that the donation 

will be reviewed by the Society and may not be accepted. 

 

The Historic Preservation Committee will review the items within 60 days and if they fit into the 

scope of collections, they will be processed according to the guidelines setforth in the processing 

manual. If the item does not fit into the scope of collections, it will be referred to the Executive 

Director and/or Board officers, who will decide if the item has physical or monetary value and if 

it should be kept or returned to the donor.  

 

If the donation is accepted, an official deed of gift will be mailed to the donor to be signed and 

returned, with the donor keeping a copy. When an item is accepted into the collection, it will be 

assigned an accession number and added into the PastPerfect system.  For a detailed step-by-step 

guide to the accession process, please see the processing guide. 

 

5.4 PastPerfect Software 
The German Village Society uses PastPerfect software to document accessions, loans and 

collection items.  Only trained staff or volunteers should use the PastPerfect system, and the 

database should be backed up on a regular basis. 

 

5.5 Accession number assignment 
Each item will be assigned an accession number that is unique to it or to the collection to which 

the item belongs. The German Village Society staff will decide whether the item gets a distinct 

number or is grouped with a collection. As a general guideline, groups of similar items like 

photos, personal papers donated at the same time, or similar objects can receive one accession 

number, as long as they come from one donor. An accession number should not be confused with 

a catalog or object number.  An accession number is used solely as a reference point for an 

item’s donor information, while a catalog number is used to reference other information about an 

object, such as size, description, condition and other relevant metadata.   For detailed guidelines 

on how to assign an accession number, please see the processing guide. 
 

5.6 Processing  
Once an item has been approved and assigned an accession number, it will be processed into the 

collection. Processing involves description, preservation, digitization and storage of an item. 
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There are established best practices for processing collections, which are explained in depth in 

the German Village Society Processing Manual.   

 

Any staff of the German Village society who will process items should become very familiar 

with this processing manual.  Volunteers processing collections should work under the strict 

supervision of a staff member who is well versed in processing best practices.  

 

5.7 Acquisition laws 
Items shall be acquired only when the German Village Society has determined to the best if its 

ability that they have been collected, exported, and imported in full compliance with the laws 

and regulations of the country or counties of origin, of the federal government of the United 

States, and of individual states within the United States. Every reasonable effort will be made to 

ensure that these conditions are met and that title to the artifact or specimen may properly be 

transferred to the Society.  

 

5.8 Appraisals  
No employee or volunteer of the German Village Society shall provide appraisals for any 

purpose, including the establishment of the tax-deductible value of gifts offered to the Society. 

 

5.9 Documentation standards  
The German Village Society Staff is charged with the overall responsibility of assuring that 

documentation of collections is accurate, current and properly documented. 

 

5.10 Conditions of acceptance 
Title of all collectibles must be unencumbered and the German Village Society will not accept 

items upon which restrictions are placed, and that would prevent effective research examination, 

normal exhibition, use, loan, or disposal in accordance with this document. In rare cases, 

exceptions to this rule may be made for particularly significant or well-documented items, but 

the Historic Preservation Committee must approve any restrictions.  

 

5.11 Undocumented collection items 
Undocumented items found in the collection are those that have no accession number and no 

record of the item being accessioned or why they are in the collection. Ownership of 

undocumented items cannot be assumed and they cannot be disposed of or accessioned 

automatically. These items are considered abandoned property under Ohio law, which has strict 

guidelines on how to deal with such items.   For information on the Ohio abandoned property 

law, please consult: http://codes.ohio.gov/orc/3385, which outlines the steps necessary to process 

undocumented collection items. 

 

5.12 Purchases  
The German Village Society will not purchase historic items to be part of the historic collection 

except under exceptional circumstances.  Any purchases must clearly fall into the scope of 

collections and meet the recommendation of the Historic Preservation Committee. 

 

 

http://codes.ohio.gov/orc/3385
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Section 6. DEACCESSIONING 
 

6.1 Collection transfers and disposals 
Occasionally, items found in the collection no longer fit the scope of collections and will be de-

accessioned from the holdings.  All items to be de-accessioned must be approved by the German 

Village society Board of Directors upon the advice of the German Village Society staff and the 

Historic Preservation Committee. All items without a record of transfer of ownership (a signed 

Deed of Gift) to be removed that are already in the collection must follow the protocol outlined 

by The Ohio Abandoned Property Law (Section 3.10) before they can be transferred or disposed. 

De-accessioned items will be transferred or disposed in one of the following manner: 
 

 Gifts of materials to an appropriate educational or cultural institution. 

 The formal reciprocal transfer of material between two or more appropriate educational 

or cultural institutions. There shall be no trade of materials or artifacts to employees, 

volunteers, Board of Directors members, or their representatives.  

 The sale of items to institutions or individuals through publically advertised events. 

 Permanent disposal through the trash.  
 

There shall be no sales of materials to employees, volunteers, Board of Directors, or to their 

representatives, unless the public also has an equal opportunity to purchase the items. 
 

6.2 Records of collectibles disposal 
A permanent record of all de-accessioned items shall be maintained in the PastPerfect system. 

 

Section 7. LOAN POLICY 
 

7.1 Outgoing Loans  
The German Village Society may lend artifacts and other materials from its collections for 

exhibit or research purposes to any corporation, institution, or organization formed or carried on 

for educational or technical purposes, which will provide adequate care and security for the 

material. No loans will be made directly to individuals, and all loans must be approved by the 

German Village Society Staff as appropriate.  Objects on loans must meet the following criteria: 
 

 Objects shall not be loaned if they are of such importance, rarity, and/or fragility that they 

must not be exposed to any danger or loss by removal from the Society. 

 Borrower must insure the objects to the full amount specified by the Society. 

 Borrower must arrange and/or pay for shipping in both directions, by methods approved 

by the German Village Society. 

 Material placed on public exhibition must be in locked or otherwise secure cases, or, 

when large objects are involved, so displayed as to provide maximum security. 

 Only adequately trained personnel shall be permitted to handle, move, or pack objects. 

 No loaned object may be altered, embellished, or dismantled in any way. 

 Appropriate forms shall prescribe the procedure and conditions for outgoing and 

incoming loans. A complete record of loan transactions shall be maintained.  

 

Other restrictions may be placed on outgoing loans at the Society’s discretion.   
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7.2 Incoming loans 
Occasionally, the German Village Society will accept items on loan that further the mission of 

the Society.  All loans much be approved by the German Village Society staff.  The loan 

conditions must be clearly spelled out in the loan contract, including rights on digitization of 

items on loan.  

 

Section 8. DIGITIZATION  
 

8.1 Digitization policy 
Most materials in the German Village Society historical collection have a finite life span.  Even 

with the best preservation efforts, items such as photos, documents and audiovisual materials 

will eventually become unusable. In addition, there is always the danger that they will be 

destroyed by fire, water or means. The digitization of these assets is a way to ensure that they can 

be preserved for future generations.  Another significant advantage of digitization is that it 

allows for greater public access to the collection both locally and throughout the world.   

Because of these factors, the German Village Society has undertaken a comprehensive 

digitization initiative and it will be the policy of the Society to digitize as much of the historic 

collection as resources allow. This section contains the policies and guidelines relative to the 

selection, retention, storage, preservation and online access of the Society’s digital assets. 

 

8.2 Scope and retention schedule  
This section deals primarily with all digitized material in the German Village Society historical 

collection.  However, since it is recognized that the Society has other digital files which would 

also benefit from having an established digitization policy, the guidelines set forth in this section 

will also apply to digital documents, such as financials, board minutes, and PR files.   

 

Digital files shall be preserved by according to the following schedule: 

 Digitized files and databases deriving from the historical collection will be kept in 

perpetuity.   

 Digital documents which have corresponding paper documents listed in the German 

Village Society Document Management Policy which follow the guidelines for retention 

set forth in that policy.    

 Documents not listed in the Document Management Policy and other non-historical 

digital files shall be dealt with on a case-by-case basis.  Files which document the history 

of the Village or of the Society (such as photos from events, webpages, electronic 

newsletters) should be considered to have historical value and as such should be kept in 

perpetuity. 

 

8.3 Selection Criteria 
The selection of historic material to be digitized will be determined by its relevance to the 

Society’s mission, uniqueness of subject matter, research value and condition of the asset. 
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8.4 Copyright issues 
The Society will strive to make certain the no copyright laws are broken in the digitization 

process.  The German Village Society staff will appraise items to be digitized for their copyright 

status and will make certain that all rights are respected. 
 

8.5 Cataloging and metadata 
Each item to be digitized will be assigned a unique catalog number that will allow the digital 

asset, original item and associated metadata to be easily entered into PastPerfect.  The catalog 

number is usually placed on the item to be digitized (usually as a label) and any corresponding 

containers (such as an envelope, sleeve, CD case or film can.)  Sometimes, due to the fragility or 

size of an item, the catalog number cannot be placed on the item itself, but must be placed only 

on the corresponding container/sleeve. The German Village Society processing manuals contains 

a list of cataloguing standards numbers and standards. 

 

Descriptive metadata is data that is used to describe an item and/or a derivative digital file.  It 

includes information such as title, description, original media type, file type, condition, etc.  The 

PastPerfect system has established metadata fields that should be filled wherever possible.  In 

order to maintain consistency of metadata and to provide for easier searching, metadata standards 

have been established by the German Village Society and are listed in the processing manual. 

 

8.6 Scanning standards  
The German Village Society will strive to scan and store material in compliance with archival 

standards in a manner that will decrease the likelihood of rescanning and insure that the file can 

be used for future applications.   In order to accomplish this, the German Village Society will 

comply with scanning and file standards outlined in the processing manual. 

 

8.7 Digital preservation, maintenance and migration 
In order to insure that the German Village Society’s digital assets, PastPerfect system and other 

corresponding metadata are secure and will be preserved for future generations, they will be 

backed up on multiple servers, including on off-site storage site.  This lessens the chance of a 

cataclysmic event where all of the assets are lost. These assets will be stored on a secure network 

that is not available to the public. The German Village staff will work closely with their 

Information Technology consultants to make certain that all assets are protected. 

 

The German Village Society recognizes that technologies are constantly evolving and the 

Society staff and Information Consultants must make certain that existing software, files and 

digital storage systems are not obsolete.  As such, the Society staff and Information Consultants 

will monitor new technologies and migrate to the must current ones if necessary. 

 

8.8 Born digital materials  
The German Village Society is in the possession of born digital materials which is defined as a 

digital file (audio, video, photo, document, etc.) which has received, but do not have the 

corresponding original material from which the asset was digitized from, or a digital file which 

was originally created in digital format.  Born digital material should be treated as any other 

item, and should follow the same accession, cataloging and storage criteria set forth in this 

policy. 
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Section 9. DISCLOSURE, REVIEW AND APPROVAL 
 

9.1 Disclosure 
Upon request, this policy will be given to the press, other organizations, borrowers, and potential 

donors to the Society.   

 

9.2 Review 
The Historic Preservation Committee on an annual basis will review this policy.  This will 

accomplish two goals. Firstly, amendments can be made to the policy to keep pace with 

changing needs, abilities and technologies.  Secondly, if a policy is not reviewed, it can be 

forgotten about, especially if there is an overturn in staff and volunteers.  As such, it is important 

to annually review this policy so that it remains relevant and is adhered to. 

 

9.3 Approval  
The German Village Historic Preservation Committee and the Board of Trustees approved this 

policy.  

 

 

 



Fund for Historic Preservation                   April 2016 Board Report 
 
 
PROJECT STATUS 
 
Archives 
 
This project is in process and moving forward according to plan.  See Historic Preservation Committee 
report for current status.   
 
Signage 
 
The design of the house plaques is complete and has received German Village Commission approval. 
 
The sourcing of materials and fabrication options for small lots is in process.  A researcher to develop 
property-specific sign content will be retained this month.  The content for the designs will be approved 
by the Society as historically accurate.   
 
The plan is to develop a few prototypes for display and to launch the sale of house plaques at the GV 
Garten Club’s Jazz and Juleps Garten Market event.  This portion of the signage project is self-funding, as 
homeowners will buy the plaques.  We will take orders and arrange for the fabrication of the plaques in 
batches.   
 
A grant from the Ohio Humanities Council is being used to fund two focus groups that are focused on 
the types of stories that GVS should seek to convey through tours, the visitor center and signage.  The 
first focus group consists of tourism professionals and the second focus group will comprise residents 
and business owners.  The outcomes of these discussions will inform the content phase of the 
neighborhood signage program. 
 
A pair of RFP’s will be developed in the upcoming months to solicit bids for the next two phases of the 
signage project: 
 

1. Designs for various kinds of signage (wayfinding, business, historic markers, etc) 
 

2. Development of the content for story-telling signage and historic markers, as well as the 
electronic data that will support the physical structures (like the QR codes used for Haus und 
Garten to allow visitors to “find more info”).  This phase will build upon the work outlined above 
under the archiving project.   

 
TEA 43206  
 
Mark your calendar for August 20, 2016!!  4 – 7pm. 
 
 
 



Parking Update 
Tim Bibler 

 
Schmidt’s Proposed Expansion 
Representatives for Schmidt’s restaurant presented Schmidt’s expansion plans to the German 
Village Commission April 5, 2016.  One of the variances requested for this proposed expansion 
was a 24 parking space variance.  The expansion proposal includes the following. 
 
Expansion 

• First Floor – adding inside dinning capacity for 20 -25 people and also adding a 218 sq. 
ft. outside patio. 

• Second Story – adding a 1618 sq. ft. outdoor roof top bar with a capacity for about 70-80 
people. 

• Total restaurant/bar capacity increased by least a 100 people. 
 
Parking 

• Currently Schmidt’s has been granted parking variances that allows them to have at least 
80 fewer parking spaces than what the zoning code would require for the size of this 
property.   

• Schmidt’s is proposing an additional 24 parking spaces variance, resulting in total 
variances of over 100 parking spaces for this property. 

• Schmidt’s have made arrangements, for at least a temporary period, to have 18 offsite 
parking spaces at Giant Eagle.  
 

Parking concerns expressed by those in the neighborhood who attended the Commission meeting 
were:   

• In the past, the granting of variances has resulted in creating one of the most congested 
parking areas in German Village.  This commercial expansion that requires an additional 
variance for 24 parking spaces, will only compound the lack of available street parking 
for residents and visitors in this historic neighborhood.  

 
• Adding 18 offsite parking spaces will not significantly address the increase parking 

demand or stop people from using street parking. 
o People will not drive by an open street parking space so they can park in an offsite 

parking area. 
o People will park at the parking space that is closes to their destination. 
o Street parking on these streets - S. 5th, Columbus, Kossuth, Mohawk, 6th Street 

and Jaeger - are all closer than the Giant Eagle parking lot.   
o There is no ability to require or to enforce that the 18 parking spaces at Giant 

Eagle would be continued.  Once the variance is approved the offsite parking area 
could be removed. 
 

  



Nelson Genshaft and Shiloh Todorov met with Columbus officials in the Development and Public Service 
departments on March 24 to talk about a roadmap for Third Street. The meeting was set up after 
Genshaft and Todorov requested a meeting with Mayor Ginther, and the mayor asked us first to meet 
with the departments. 
  
  
  
There were three primary topics discussed at the meeting. 
  
  
  
Sandstone curbs: 
  
Public Service reported that it has tested sandstone samples from two Ohio quarries and found that one 
quarry provides sandstone at the proper resilience to be approved for use. The next steps are for the 
city to run the material through its "new materials" task force for final approval. After formal approval, it 
is the city's intent to make sandstone available with neighborhoods picking up the cost for the 
difference between concrete and sandstone. 
  
  
  
Third Street Design Phase: 
  
The city asked whether GVS was willing to offer remaining UIRF funds up to $467,000 to fund the design 
phase of the project in order to keep Third Street moving forward. The city Development and Public 
Works departments are in favor of the project, but aren't sure if it will be a priority for the 2016 cap 
budget. Genshaft and Todorov reported that we had formal support of the GVS board to agree to that 
use of the remainder. The city's portion of the design would have to come out of the 2016 capital 
budget, and the departments are waiting for an indication from the mayor that Third Street will be 
funded in the near term for not just the design phase but for the final project. The city wants to be sure 
it has identified the project funds before it moves on to the design phase. GVS was told Development 
Director Steve Schoeny has met with the mayor for further guidance and we should have the answer 
about funding design in 2016 over the next month. Genshaft and Todorov said German Village needs 
assurance that our final percentage of the total project is reduced to reflect use of the UIRF funds for 
design. The city said UIRF funds cannot be used toward the neighborhood's percentage of the project 
regardless; the City regards UIRF funds as city money, not a community contribution. Genshaft and 
Todorov also said that at the point where GVS learned the design phase will not be funded in 2016, we 
will begin looking elsewhere to spend the $467,000 remainder and not hold it for future capital budget 
design phase matching. 
  
  
  
Roadmap to a Third Street project: 
  
Once the mayor's office gives the green light to design, and ultimately to funding the full project: 
  
1) A final negotiation would begin with GVS about the percentage the neighborhood has to come up 
with and what "counts" against our percentage. 



  
2) An MOU would document that negotiation. 
  
3) Design would take about 12 months. 
  
4) Once the MOU is signed, GVS should immediately begin gathering signatures and pledges toward 
funding outside of taxation. All of the GVS percent must be identified in writing before the project will 
go to bid. 
  
  
  
The city said any non-tax funding mechanism has to be passed through Dorrian's office for final OK. They 
said it is pretty unconventional for a residential neighborhood to do anything OTHER than tax for a 
project like this, but they are confident we can raise the money. To that end, we shared details of our 
recent development planning, and shared that we are planning a final public meeting on Third Street to 
assure that there is momentum to get the signatures and raise the money - thereby providing both the 
city and GVS with the confidence to sign the MOU and move forward. 
  
 



  GVBC 

GVBC APRIL REPORT  
 

Our March meeting included a presentation for Unite This City, a new to 
Columbus marketing app to help drive customers to your business and have 
them post to social media about you.  This is already in use in Cleveland 
and they are launching it here in Columbus.  They had some very 
interesting ideas for our members to think about taking advantage of. 

The new website is up and running and looks fantastic.  Many thanks to 
Mark Weiss and all the others involved for guiding this project.  All that 
hard work has paid off.   

Our focus now turns to Art Crawl.  Slated for Saturday July 16th from 5-9 in 
Macon Alley, artists are already approaching us and this year’s applications 
aren’t even available yet.  We’re focusing on fine tuning the event this year 
with more wayfinding signage and a better understanding for the 
participating restaurants about our expectations for making sure that food 
is available throughout the event. 

 

Jeff Lowe/Greg Gamier 

GVCB Chairs 
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Long Range Planning Committee 

March 2016 Report 

Upcoming Events 

 Sunday, April 24th – 6:30 – Game of Thrones Tailgate… “Winter is coming to the Meeting 
Haus” - Setup/Cleanup Volunteers will be needed. 

 Derby Party – Village Connections in May 
 
Meeting Haus/Visitor’s Center Taskforce 

 No movement 
 

Transportation 
COTA has agreed to present the 2017 Transit System Redesign (TSR) to the LRP and interested 
parties, looking at date options. This will impact how pact how visitors, residents, employees, 
etc. access the neighborhood; Third St. service will be eliminated.  
 
New/Cont. Business 

 Six-word memoirs – Nick Reshan: “in six words, what does German Village mean to you?” Could 

be a great tool for showing value of GV to the city 

 Looking to host the LRP meeting at some new venues that have popped up across the south 

side. 

Village Connections – http://villageconnectionscolumbus.org/ 
New Executive Director announced, Kristen Schweitzer, JM will be sending out intro and invites. 

http://villageconnectionscolumbus.org/


Haus Und Garten Tour 
planning committee report 

April 2016 
 

For those of us who have been planning Haus Und Garten Tour since the fall, June 25 is starting 
to feel downright close.  
 
And for those who love the fun of the weekend, it’s becoming more tangible – PreTour invites 
are about to hit homes, and tickets for dinners go on sale at germanvillage.com starting April 
29. 
 
We have 382 PreTour dinner seats in homes around the Village (thank you, generous hosts as 
well as PreTour co-chairs Josh Zimmerman, Terri Dickey and Betty Garrett -- along with Bert 
Steven’s help!) and menus are rolling in.  
 
New this year, Anhangers get their first choice of seats and recognition throughout the 
weekend for their support. Also new this year is a limited number of PreTour corporate tables – 
at a cost of $1,750, groups of eight co-workers or guests can tour homes together, mingle at 
cocktail hour and attend a PreTour dinner together; the company will get recognition 
throughout the weekend.  
 
Plus, 12 homes (and one bonus, featured on PreTour only) have been confirmed for tour by 
HGT co-chairs Susan Salt and Linda Gorsuch, with Bert’s help.  
 
We’re now working on rounding up volunteers (especially from corporate groups or other 
organizations) to staff the homes as guides during Tour. Bonnie Mitchell, our volunteer 
coordinator extraordinaire, is heading up that effort for us again this year. 
 
As always, Tour weekend is the last weekend in June – this year, June 25-26, 2016. If you have 
questions or would like to know more about getting involved, please contact Brittany Gibson at 
brittanymgibson@gmail.com or 330.232.6275. 
 
 
Brittany Gibson 
HGT board liaison 

mailto:brittanymgibson@gmail.com
tel:\330.232.6275


 Committee: Board Chair/Rep: Meeting Date: 
 
Membership 
 

 
Susan Sutherland 

Mar 16th ,2016 

Number of Attendees:  New Members?: 
6 
 

   

Executive Summary: Packed up Welcome Bags for new residents for the block  
captains to deliver. 
 
 
Meeting Objectives/Highlights :  Will split up the new GV directories at April 
meeting for membship committee members to deliver.  
 
Next Steps:  Committee needs to take a vote on writing notes to those new 
residents that have not joined the GVS as of yet.  
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Subject:  GVS Finance Committee Meeting Follow Up 

Date:    March 15, 2016 

Time:   11:30 am 

Present:   John Barr, Jim Nichols and Jim Gibboney from Huntington Bank 

 
Discussion 
Topic:    GVS Investment Funds Performance 
 
 

As discussed at the last Trustee meeting,  a follow up meeting was scheduled with Huntington to 
discuss concerns expressed by finance committee members as well as others regarding the 
seemingly lackluster performance of the  GVS Investments funds.  Although the overall 
performance of the funds appeared to be tracking consistent with  the general market, the  
funds consistently trailed the benchmarks that were set when the portfolio was established.  In 
discussions with Jim Gibboney from Huntington, it was learned that the benchmarks were 
changed  by a new Head of Investments  at Huntington and he believed that this is what is 
mostly contributing to the consistent poor investment performance compared against the 
benchmarks. 

It was  discussed and determined that beginning the first Quarter of 2016, that the GVS 
investment performance would be compared to the original benchmarks that were set as well as  
the current ones being used in order to be able to compare the two with the intent of seeing 
how the investments are doing compared to what was originally anticipated.   It was further 
agreed that  Huntington would provide a more detailed comparison of the GVS  fund  
performance to the overall market performance as well as the performance of other investors  
with similar investment strategies to provide additional points of comparison as well as 
providing a means of evaluating how Huntingon is performing. 



The top of the April board meeting will put an exclamation point on the development contract you 
approved last fall. Kerri Mollard will present the broad brushstrokes of the plan that we will implement 
over the next number of years. Staff will get subsequent training on the details of implementation, and 
then I will make staffing reorganization to respond to the plan. Expect detail in June and July. 

Also, please begin to think about your personal role in making this plan reality. We’ve invested 
significant resources into bringing us to this point, and it has to be an implementation plan that includes 
not just the staff and Development Committee, but the full community led by trustees.  

Here is my report based on the goals of the strategic plan. 

Preservation education 

2016 is the 30th anniversary of the Heritage America  Symposium, created in 1986 by Nancy Recchie, 
Jeanne Likins and a number of other name you know to bring together a couple dozen of the nation’s 
finest preserved neighborhoods.  

2016 marks the 50th anniversary of the National Historic Preservation Act (NHPA), signed by President 
Lyndon Johnson on October 15, 1966. NHPA has transformed the face of communities from coast to 
coast, establishing the legal framework and incentives to preserve historic buildings, landscapes, and 
archaeology. 

We will mark both of these anniversaries, and forge GVS’s continued leadership in preservation by 
partnering with OSU’s Barnett Symposium to bring you the second Great Placemakers Lab on May 12 at 
the Columbus Museum of Art. Villagers expect leadership from GVS, and this is one of the ways we live 
that outside the historic footprint. Please be at this event if you can, and please spread the word. 
Register here: http://aaep.osu.edu/research/resources/2016-barnett-symposium 

Enhance Communications  

The website has launched! Standby for debugging (and read Mark’s report for more) but YAY Mark, and 
YAY Communications Task Force. Fifteen months from concept to completion is pretty darn fantastic, 
especially since we didn’t assign the task force to help us make a website. We just said: Help us get our 
message out more clearly. And here we are! 

Improve Governance  

With the addition of Josh Miller, we have a complete board!! President Likins has assigned herself some 
retooling of committees under the new pillar structure and will have further updates as it progresses. 
Additionally, VP Drake and the ODC committee has a to-do list the length of your arm and are steadily 
working to check them off. More from her. 

Gov't and Community Relations/Championing the Neighborhood 

Sarah and I are meeting two city officials at Pearl Street behind the new Sherwin Williams to take a look 
at curb damage that a member pointed out to us in January. That walk is scheduled late in April. 

http://aaep.osu.edu/research/resources/2016-barnett-symposium


Additionally, the city reports that it intends to resurface Jaeger behind the condos in May. That is work 
that was first led by neighbors along the alley, then Civic Relations got involved to get city attention, and 
now there are plans for completion according to our city lead on the project. 

We are standing by on Third Street details as outlined in Nelson Genshaft’s report in this packet. 

Enhance visitor experience 

The website will help visitors, too, and the mobile site is now a handheld-shaped mirror of the new 
website. Victory! 

The next tourist map planning will start later this month, but is really just a tweak of the existing map. 

Mark is working with Experience Columbus and GVBC members for an event to help businesses work 
more closely with EC when conventions are in town. 

Maximize relationship with police  

Dan Glasener has agreed to chair the Safety Committee. Dan has been a safety champion for a couple of 
years, bringing his company’s dollars to bear to help pay for police lunches the last 18 months, helping 
to create last year’s National Night Out, attending all the safety committee meetings to date, and now 
he is part of the spring Citizen Police Training Academy. His work to guide the committee will be coming 
from a place of passion and personal investment of time and treasure. 

Support work of other champions 

The Collaborative 5 will choose a logo winner on Monday, and announce it in newsletters along with 
publishing our first annual look-ahead calendar with shopping cart tool. 

Financial Stability 

See above for the importance of the development plan you’ll adopt tonight. It has the potential to really 
help us grow our base of support beyond the last Sunday of June, and in that it allows us to be more 
planful and deliberate in the ways we serve the community and commit to projects for the greater good. 

Operational Stability 

I went through the master timeline of Haus und Garten Tour to make sure we are crossing all the Ts to 
make it from here to June 25 with the appropriate staff or volunteers hitting their mark for the 57th 
annual event. 



April 2016, Board Report: Historic Preservation Advocate, Sarah Marsom 

Sidewalks- Three sidewalk workshops are scheduled for May; additional workshops will be scheduled 
after Haus und Garten Tour based on acceptance of sidewalk improvement strategy document.  Michael 
Blau submitted a skeleton draft of his sidewalk improvement strategy, which has been edited for further 
development.  He is expected to deliver a final draft in May, following review from the Preservation 
Committee.       

GVC/ COA – The March German Village Commission was held in Fest Hall, this transition from Scheurer 
Room has been to accommodate capacity issues, in addition to improving utilizing Fest’s technology to 
improve visuals for Commissioners, Applicants, and the Public.  There are some issues regarding 
acoustics in Fest Hall, which will need to be evaluated in order to continue utilizing the space.  This may 
require utilization of microphones during the meeting.         

Education- I gave a guest lecture for the OSU honors architecture students on the history of historic 
preservation and how it has affected the redevelopment of German Village.  The Hudson (OH) Planning 
department invited me to present on how the National Parks Service’s Secretary of the Interiors 
Standards effect architectural review in historic districts, and I specifically discussed how the German 
Village neighborhood is engaged in the architectural review process.  This presentation was done in 
conjunction with Nathan Bevil from the Ohio Historic Preservation Office as training for Hudson’s 
architectural review board.   

Tourism- More than 100 students experienced a German Village educational experience.  The majority 
of those students were middle school children participating in a neighborhood scavenger hunt; the 
scavenger hunt tours connect architecture to the cultural development of the area.  Tours continue to 
be scheduled for the remainder of the year.     

Volunteers Management – Three new tour guides have been recruited.  One tour guide is specifically 
interested in kid’s tours and the other guides would like to give adult tours.  This will allow capacity of 
tours given to grow.   

Other- Alan Renga’s development of the German Village Society’s Collection Policies and Procedures 
were vetted by the Historic Preservation Committee once more in March, and the Committee approved 
the documents.  These documents are thorough and allow the German Village Society do more 
effectively do things such as: evaluate whether items should be included into the collection, know how 
to deaccession items from the collection, and how to input the collection items into the digital database 
and online.  

 



April Board Report – Mark Weiss 

Art Crawl Update: 
Art Crawl planning is underway for our July 16 event.  This event has gained much momentum in previous years 
and the committee continues to work hard to meet the expectations that come with record breaking sales from 
the 2015 edition.  Last year we focused on two main areas with proven success: alcohol and food.  It’s vital that we 
don’t run out of either before 9 p.m. as feedback has been negative from attendees who show up in the later 
hours of the event.  We actually had a surplus of alcohol last year and with the same partners in place for the 2016 
edition, we have fixed this issue moving forward.   
 
Portion control and the number of food samples being offered to ticket holders continues to improve but not quite 
meet the expectations.  Two Caterers, among a few other 2015 participants, reported serving 692 samples, and 
moving forward we are requiring food participants to bring 750 pieces to serve, as opposed to 500 asked in years 
past.  Each attendee’s ticket will serve as a passport along Macon Alley whereby all participating restaurants will 
have their logo featured on the backside of the passport ticket.  As an attendee collects his/her sample, the 
participating restaurant will cross off their logo. 
 
Additionally, wayfinding signage will be more prevalent this year.  The committee has priced and budgeted this 
item to make sure Macon Alley has an “event feel” to it more than in past years.  Year after year, the number one 
question our volunteers get, “Where can I find…?”  Whether it be restrooms, water, artists, performers or 
restaurants we are making a concerted effort to help attendees find what they came for.  Ticket booths will be 
more prominent and passersby will understand that there is an art event going on Macon Alley. 
 
There have been a few neighbors I would like to call out that have helped apply some thought to these 
improvements: Joe Kurzer, Juanita Furuta and Josh Miller.  What we’ve learned most is that many neighbors still 
don’t understand the structure of this event and the GVBC requirements for participation, so there’s still a missing 
education component here as well that could be at the root of the disconnect.  Signage and portion control can be 
improved regardless, however. 
 
Website Update:  
As of April 1 at 9 p.m., GermanVillage.com is live and functioning. 

With any website launch, the launch is just day 1.  Throughout April, we will be de-bugging, fixing navigation and 
perfecting the mobile responsiveness to our desktop site. 

Beginning in February 2015, a Communications Task Force began dissecting how our digital properties were 
accessed and utilized by our neighbors and visitors.  It was determined that amount of content, the number of 
websites and the navigation of our existing digital properties were not being maximized to meet the demands of 
our users (neighbors and visitors). 

We vetted four design firms and selected 30 Lines to help us combine four digital properties into one, mobile-
responsive website that focuses the information we know visitors and neighbors want most. 

GVS staff will receive training from 30 Lines on April 14 and there will be ongoing support from 30 Lines well 
beyond April as part of our agreement in selecting them was month to month maintenance.  Additionally, we are 
working on a new e-newsletter.  We have been with Constant Contact, but will be shifting services to Mail Chimp 
in April as well with a new look Neighbors4Neighbors.  

We have set the expectation that April 1 was a soft launch.  GVS staff has compiled an initial list of items that need 
to be adjusted on the site.  We continue to ask our users for patience in this respect, but already we have received 



many compliments on the look, the feel and (most importantly) the ability to find the information a visitor was 
after in the first place. 

Tourism Video Series:  
Actors have been cast, thanks to the help of Actors’ Theatre of Columbus’ Adam Simon.  A shot list has been 
finalized and GVBC businesses are being prepared for the beginning of production on our 3-part tourism video 
series funded by the German Village Business Community. 
 
Sway the Crowd Productions is finalizing the plans to begin April 19 and April 21.  To date, the biggest impediment 
with production has been the weather.  While many shots are interior, it’s important to have a good balance of 
foliage and neighbors about for the exterior shots of our beautiful neighborhood! 
 
We anticipate delivery of the 3 videos to still be by May 20, the original due date.  However, the original wish to 
have video accompany our website launch has been delayed just a touch. 
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