Community Preservation Committee

55 Main Street SECEIVE
Westford, Massachusetts 01886 |_ CEIVED _l
TEL (978) 692-5524 FAX (978) 399-2558 ‘ FEB ¢ 5 2007 ;

Westford Community Preservation Funding Application

Project Submission Form

Basic Project Information:

Submission Date:

Project Name: 2007 Town Records Preservation Project
CPA funds requested: $60,371.60

Applicant:
Name; Kaari Tari

Address: Town Hall, 55 Main Street, Westford, MA 01886
Phone Mail: 978-692-5515
Email: ktari@westfordma.gov

Sponsoring board/committee(s): Records Management & Archives Management
Committee (RAMC)

Additional responsible parties — i.e. Property owner, consultant (if applicable)

Office of the Town Clerk, J. V. Fletcher Library, Town Engineering Department,
Town Building Department, Parks & Recreation Dept., and Geographic
Information Systems (GIS) Dept.

Project manager/contact person: Kaari Mai Tari, Town Clerk

Purpose: (please select all that apply)
O Open Space
O Affordable Housing
M Historic Preservation
[ Recreation



2007 CPA funding application
Records & Archives Management Committes

Project location/address:
Assessor information: (map/block/lot id) as applicable: (Not Applicable)

Ownership/care and custody information: Office of Town Clerk, Engineering
Department, Building Department, Parks & Recreation Department

Deed restrictions required: (Not Applicable)
O Conservation
O Housing
O Historic Preservation

Budget:
Complete budget (attach as necessary):

Please see attached Budget document for details of the proposed budget. The total
proposed budget is $69,671.60, of which $9,300 will be offset from non-Community
Preservation funds, leaving a total of $60,371.60 requested herein from Community
Preservation funds under the Community Preservation Act.

Percent of total budget requested from Community Preservation funds: 86.65%

Other funding sources (committed/applied/planned):

About 7% of the cost of this project will be supported from the Town Clerk’s capital
budget (subject to town meeting approval), which contains $4,500 for microfilming.
We are also estimating that at least 2 senior citizens will be available to work on the
indexing portion (3a) through the tax work-off program (100 hours per person) (3% of
project costs). The cemetery records preservation project will be supported by both the
cemetery and GIS budgets with 4% of the funding ($2,800).

In addition, the Records and Archives Management Committee is planning to apply for
federal grant funding (National Endowment for Humanities) to further offset the costs
of this project. Other funding options are being sought.

Anticipated annual income/expenses:

Recurring expenses (i.e. Maintenance):

There are no maintenance expenses, but document preservation is, and will continue to
be, an on-going activity for the Town.

Taxpayer impact:

Please see Project Description, Impact on Westford's Citizens, on p. 7.
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Timeline:

Proposed Start Date: July 2007

Proposed Completion Date: June 2008

Endorsement by applicable boards/commissions/community groups:

Affordable Housing Committee and/or Housing Authority
Cemetery Commission

Conservation Commission

Historic Commission

Parks and Recreation Commission

Planning Board

Water Commission

Other — Engineering Dept., Building Dept., Library, GIS Dept

ROORORO

Project Description and Goals:

Please describe project. In proposal, please include how this project impacts
Westford's citizens and addresses Westford's current and/or future needs? How does
this project preserve Westford's character and meet its preservation goals? Why should
this project be funded this year? (Use as many additional pages as necessary)

If this application is submitted outside of the usual funding cycle, please explain why.
Background

In 2000 the Town Clerk, Westford Historical Commission, and 1. V. Fletcher Library
obtained a grant from the Documentary Heritage Grant Program (funded through the
Massachusetts Historical Records Advisory Board and the Secretary of the
Commonwealth with funds provided by the National Historical Publications and Records
Heritage Grant Program) for the Westford Records Assessment Project (WRAP) (see
www.westford-ma.gov/generalinfo/documents/wrap/cover.htm). This survey of Town
records, performed by an outside consultant, revealed many problems in the
preservation and storage of town records, and the consultant recommended that a
Records and Archives Management Committee (RAMC) be formed to address these
problems.

The Selectmen appointed such a committee in 2002. This committee is representative
of the historical interests in Westford with members from the Historical Commission,
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Historical Society, Library, Town Clerk's Office, and at-large members with historical and
technical knowledge.

In 2003 the RAMC was awarded a $4,000 Community Preservation grant (with
additional funding provided by the Town Clerk) to preserve loose 19th century records,
stored in the basement vault in 49 open metal boxes that were deteriorating as a result
of the damp conditions of the basement vault. We have performed additional
preservation activities (primarily archiving, accessioning, and microfilming) funded
through the Town Clerk’s budget. We have also sponsored annual Records
Management Days at Town Hall when town offices are closed to the public so that town
staff can devote a full day to checking their records against the state-mandated
retention schedule, segregating records to be destroyed from those to be stored or
archived, requesting permission from the Massachusetts Archivist to destroy records,
removing and destroying duplicate records, etc. Such Records Management Days have
heightened the awareness of town staff to the importance of town records and to their
proper indexing, storage or removal, and preservation.

Town departments and the Historical Society have been working collaboratively for over
seven years to identify, preserve and provide access to town records and documents
with the ultimate goal of permanently preserving these historical resources in a climate-
controlled, secure and accessible Town of Westford archives center.

Praject Summary

The proposed project has two major components that we have organized under five
Tasks:

» Scan and microfilm four sets of records that are deemed by the RAMC as being
at greatest risk of loss to the Town
o Task 1. Engineering Department plans
o Task 2. Building Department plans
o Task 3. Zoning & Planning applications & decisions held by the Town Clerk
o Task 4. Burial records and plot deeds
e TaskS Prepare a Conservation Survey that specifically addresses the records held
in the Town Clerk’s vault

Scan and Microfilm Records

Scanning and microfilming are two important ways to make records more accessible, to
preserve them. We propose to hire outside professionals to do this work. Documents
will be scanned on site, and the scans will be used to create microfilm for long-term
preservation. Scanned images can be used on a computer for most purposes. Since
the original records are not required for daily use, they can be archived for long-term
retention and preservation. Scanning and microfilming provide high resolution images



2007 CPA funding application

Records & Archives Management Committee

of the original documents that can be easily stored (and used) off site so records will
not be lost should there be catastrophic damage to Town Hall that damaged or
destroyed the originals. An important preservation aspect of the proposed project is to
obtain duplicate preservation copies of all microfilm that will be made available at the
J.V. Fletcher Library. In addition to providing easier access to these records for our
citizens, these duplicates will also serve as a backup to the original records in the Town
Hall should they be lost to flooding, fire, or other catastrophe.

Task 1. Scan & Microfilm Engineering Department Plans

The Engineering Department (ED) plans, mostly relating to the Towns streets and
roads, have been indexed, but most of them have never been scanned or microfilmed.
The ED has 1,100 plans, each of which contains multiple large-size drawings so the
total number of sheets to be preserved is about 8,000. Of these, 7,820 sheets are
stored in flat cabinets, 80 sheets dating from the early 1900s are folded and stored in
tin boxes, and 100 sheets dating from the early-to-mid 1900s are stored in rolls. These
plans have been indexed, but they need to be scanned and microfilmed to guarantee
their preservation for future generations. The folded and rolled plans will have to be
carefully unfolded and unrolled, staples and paperclips must be removed, and they
must be flattened before they can be scanned. In some cases humidification may be
required to safely unfold or unroll the plans. Fortunately, these records have been
indexed, and the plans will be checked against the index as they are scanned. The
flattened plans will then be stored in cabinets. The department will adopt a records
management plan to annually scan any plans that aren't submitted electronically and
create a microfilm preservation copy of the electronic plans.

Task 2. Scan & Microfilm Building Department Plans

The Building Department (BD) plans, mostly relating to building construction or
modification projects in Westford since the 1970s, consist of about 4,000 large-size
sheets that are all currently stored in rolls either in or on top of file cabinets located in
the basement of Town Hall. The basement of Town Hall is prone to leaking, and some
plans have already been compromised by water damage from such leaks. The BD has
an index for these plans, but they need to be physically inventoried to confirm the
index. The plans will be unrolled and inventoried against the index. We will also check
the BD plans against the index of ED plans to avoid scanning and microfilming duplicate
plans. Staples and paperclips will be removed and the plans will be flattened for
scanning. After scanning the original plans do not need to be maintained. Retention
value of the originals will be determined at a later date. The department will adopt a
records management plan to annually scan those plans that aren't submitted
electronically and create a microfilm preservation copy of the electronic plans.
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Task 3. Scan, Microfilm & Index Zoning & Planning Applications & Decisions

The Town Clerk is the official custodian of the Town's Zoning & Planning applications
and decisions. These are typically prepared on letter-sized sheets with attached large-
sized plans. These documents cover a time span from the mid 1960s to 2000 and are
currently stored in 7 filing cabinets located in the basement of the Town Hall next to the
oil tank that is more than 40 years old in an area that is unprotected from fire or water
exposure. These records are composed of about 28,000 letter sized sheets and about
1,000 large-size maps. They are at high risk. These documents will be unfolded,
staples and paperclips will be removed, and they will be flattened for scanning. The
large-size plans will subsequently be stored flat in a single cabinet. These records are
currently not indexed. A significant part of this phase of the project will be to create an
index of these records and organize them for archival storage. The department will
adopt a records management plan to scan and microfilm applications, plans and
decisions that are received annually to preserve this historic documents.

Task 4. Scan and Microfilm Burial Records and Plot Deed’s

The Town's burial records have been stored under varying conditions over the years
leading to various levels of deterioration. These records have been organized by the
Parks and Recreation Dept, and are currently stored in the department’s offices located
at the old fire station in Graniteville. This building is not fitted with sprinklers so all
permanent records are at risk. The two main objectives of this task are to preserve and
improve accessibility to the cemetery records. The risk of losing these data would
adversely affect the department with it's daily work to sell and prepare lots for burial, as
well as the public use of these records for historical and genealogical research. The
cemetery records (plot cards and deeds when available) will then be scanned and
microfilmed. The scanned images can then be linked to a database for easier access
and streamlining cemetery management activities. These records will be accessible to
the public once a cemetery management database has been purchased and the data
currently on an MS Excel spreadsheet has been migrated into that database. The
department will adopt a records management plan to annually scan and microfilm new
and updated lot cards to preserve these historic documents.

Task 5. Prepare Records Conservation Survey

Westford's oldest and most valuable records are stored in the vault in the Town Clerk’s
office. These records date from the founding of the Town and include documents, such
as vital records, that are frequently used. The RAMC has inventoried these documents
and cross-referenced them with the records that have been previously microfilmed and
are available at the J. V. Fletcher Library. What we now propose is a professional
collection-level Records Conservation Survey to help recommend and prioritize
treatment needs of these permanent historic Town records. This survey will be the
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basis for future grant proposals and will form an important part of the preservation
strategic plan being developed by the RAMC.

Impact on Westford's Citizens

This project continues our previous efforts to preserve our historic Town records and
provide for the present and future use of these records by our citizens, as well as to
historians and genealogists around the country. We address a critical community need,
not to mention a state-mandated requirement, to preserve our heritage as embodied in
our Town records, as was emphasized in the 2000 WRAP Historical Records Survey (see
Project Description, Background on p. 3). By duplicating microfilm of our town records
for use at the J. V. Fletcher Library, we are maximizing the number of people who will
have access to these records while reducing the time spent in providing access to these
records by the Office of the Town Clerk. The duplicate copies of our records also
provide an important disaster recovery capability for these records should the originals
ever be lost.

The cost of the proposed project is moderate, and there are no maintenance costs
associated with the project once the scanning, microfilming, indexing, and filing are
complete.

List of Attachments: (including but not limited to photos, plans, maps, quotes, costs,
estimates, letters of endorsement)

Project Budget

Estimates with some resumes

State retention schedules for relevant departments
Endorsements

Records Preservation Timeline

Ul bW e

Applicant Signatures/Date

KMai Tari (Town Clerk), Project Director
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For Community Preservation Committee Use Only

Date received: .. e N, 20T (oraddk x\yﬁfém\}

Copies distributed on: R:mmuj Loy CC

Is sufficient data/detail provided?

Is timeliness an issue?

Is additional information required?

Project interview date:

Public hearing date:

Committee vote:

Yes "\

Mo

Abstain

Date

Recommendation from Committee:
Recommended for Town Meeting consideration:
Spring /

Fall

Special

Year.  ..X¥%]




Budget - 2007 Town Records Preservation Project

Task
1a

b

1¢
2a

2b

3a

b

3c

3e

[#2]

Department
Engineering
Engineering

Engineering
Building

Building

Town Clerk

Town Clerk

Town Clerk

Town Clerk

Town Clerk

Ceameatery
Depantment

Town Clerk

Record Description

Folded plans of streets
(early 1800s)

Rolled plans of streets
(early-mid 1900s)

Flat plans of streets
Rolled plans of
slructures

Rolled plans of
struciures
Planning/Zaoning
applications, decisions &
maps

Planning/Zoning
application & deciswon
documeant sheels
Planning/Zoning maps

Flanning/Zoning maps
Planning/Zoning map

starage flat files for plans
& acid free separalors

Burial Recaords and Plot
Deads

Permanent historic
records in vault

Type of work # Sheets #Hours Rate Total Funding Adjusted
Budget Offset Source tatal

unfold, unstaple & flatten B0 32 §10fhr $320.00

unfold, unstaple & flatten 100 25 $10/hr $250.00

scan & microfilm 8,000 $1.50/zheet  $12,000.00

unroll & inventory (write address on 4,000 400 510/ £4,000,00

plan and confirm against index);
cross refarence against engineening

site plans
scan & microfilm 4,000 51.50/zheet S6.000.00
refile & index 1.560 $10/hr $15,600.00
Senior tax work
£2.000.00 prog. 200 hrs
scan & microfilm letler-sized shaels 28,000 0.29/sheat £8,120.00
Town Clerk
%4.500.00 capital
scan & microfilm large-sized maps 1,000 1.80/hee $1.500.00
create labels, separate, unfold, label, 1,000 100 510/ $1,000.00

& flal storage w acid free separators

purchase and find location for 1,000 51,500 per £1.500,00
storage unit(s) & acid free cabinet

separators- John Livsey lo estimate

number of plans per unit

scan and index burial records R&A0 20,90 per £12 661 .60
record kol to
index; $1.10
per image to Recreation
scan: $.29 budget andfor
per image (o GIS Department
microfilm £2.800 budgel

Record Consenvation Suney §6,720.00

TOTAL COST $69,671.60 $9,300.00 360,371.60  13.35%
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274 Main STREET UniT 202
READING, MA 01867

TEL 781-944-3006

ToLL Free BOO-992-4599
Fax 781-944-3770

WWW BOSSCAN.COM

Quioted to: Dates;
John Mangiaratti Good Through:  Mar, 8, 2007 Quote Issued: Feh. 7, 2007
Town of Westford Contact Name: John Mangiaratti, Danielle Leblanc
Cemetery Commission Phone: 978-399-2533 Quote #: WEST-002
clo Parks and Rec. Dept. Fax: 978-399-2732
54 Broadway Street E-mail: JMangiarattidWestfordMA.gov
Woestford, MA 01886 Sales Rep.: Ted Dooling
We are pleased to provide you with this quote for the following services:
Iitem No. | Description | Approx.Quantity | Price
1 Greate-custem-designed MS-Aeeess-databaseto-allow for-quick search of datakeyed-in-from 1 o
records. Also Allows for Lot information to be printed with burials.
2 Key in data from 8-1/2" x 11" Cemetery Records to include: Lot #, Section, Date of Deed, Price, To 2775 $0.90 per lot record
Whom Made, and Remarks.
3 Key in Date of Death and Name of Deceased. 5329 $0.24 per deceased
4 Scan to TIFF image: Cemetery Records in sleeves, and link to computerized records as $1.10 per image
“Associated Documents.”
- = - &75H0:00-
G Scan Onsite: Engineering, Building, and Zoning Plans and create Microfilm from scanned images. Min. 6000 $1.50 ea.
7 Scan Onsite: Letter-size Planning/Zoning Documents and create Microfilm from scanned images. Min. 20,000 $0.29 ea.
TOTAL [ |




NORTHEAST 100 BRICKSTONE SQUARE TEL 978470-1010

DOCUMENT ANDOVER FAX 978 475-6011
CONSERVATION MASSACHUSETTS www.nedcc.org
CENTER 01810-1494

4 January 2007 ) E@EEWE

—

JAN & 2007
CLERK
TOWN
Kaari Mai Tan
Town Clerk

Westford, MA (01886

Dear Kaari:

In response to our recent conversations, [ write to confirm that either I or Mary
Bogan, Associate Book Conservator at the Northeast Document Conservation Center,
would be available to conduct a survey of bound volumes held by the Town of Westford.
I understand that the collection includes approximately 300 record books dating from the
eighteenth through the twentieth centuries, that their nature and condition vary widely,
and that their level of use also varies.

We would expect to incorporate the information you have provided into a
database with added fields for condition and conservation needs. We would indicate
level of conservation need (extensive, minor, stable/none for instance) and assign priority
levels for volumes examined. The database and a written report outlining general
observations regarding the nature, condition, and preservation and conservation needs of
the volumes would be provided following a site visit. Earlier volumes and those
requiring more extensive treatment would be examined more closely than those in
relatively stable condition. A conservator would spend up to four days on site and up to
four days of reporl writing. Members of the Town of Westford staff would assist the
surveyor by delivering and removing books for examination to a work area and entering
information into the database as required. A suitable space with good light would be
needed for the survey as well.

NEDCC’s daily consulting rate is currently $840. Depending on the extent of the
survey and time spent at the site, cost for the survey would be $5,040 for three days on
site and three days or report writing to $6,720 for four days on site and four days of
report writing. Mileage would be billed at 44.5 cents per mile.






