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ABSTRACT

This report discusses an internship at the Historic New
Orleans Collection. The objective of the internship was to
write a disaster plan that would instruct the staff to best
protect the visitors, staff and collections in the event of
an emergency or natural disaster. Approaches and
considerations in writing the disaster plan as well as the

plan itself are included in this report.
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CHAPTER ONE

THE HISTORIC NEW ORLEANS COLLECTION
History

"Observe, study, and enjoy," said Kemper and Leila
Williams' as they developed the tenets for the organization
that would be known as the Historic New Orleans Collection
(HNOC) . Serving in World War I and World War II, General
Lewis Kemper Williams (1887-1971) was a civil leader and
preservationist. The timber industry originally provided
the Williams' with their family fortune, and in 1938, Mr.
and Mrs. Williams bought two properties in the Vieux Carre,
527-533 Royal Street, to house the antique furniture and the
magnificent decorative art objects they had acquired. The
purchase of these buildings was made on the recommendation
of Mr. Richard Koch, an architect and collector who
recognized the Merieult House of 1792 as one of the earliest
buildings to survive the 1794 fire in the French Quarter. A
structure of the Spanish colonial period, it was in need of
great repair. The Williams' also bought 718 Toulouse

street, abutting the Royal Street buildings. The purchase

!As quoted by Executive Director Jon Kukla in The Historic New
Orleans Collection Quarterly, Winter 1996, p.2. The words
originated in the will of Leila Williams upon her death on December
13, 1966.



of landmarks buildings marked the beginning of their
ambitious effort to acquire a quality collection of
historical Louisiana material.

The Williams’ became a patron of Mr. Boyd Cruise, a
young artist working for Richard Koch. As the Williams’
collection grew, Boyd Cruise became the first curator of the
collection, and upon Kemper Williams' death, the first
director of the Historic New Orleans Collection.

HNOC began with the commitment of Mr. and Mrs. Williams
to preserve their remarkable collection of art objects and
manuscripts. It was their wish to keep their collection
intact and available for research and public viewing. By
looking at the accession book, written by Mr. Cruise, one
can understand the development of the collection. The first
items are undated as they were already acquired by the
Williams' before they formalized their concept of
collecting. Between 1935-1945 there were twenty-eight
entries, but after moving in to the French Quarter, the
collection grew by the year.

Early collecting, prior to 1950, concentrated primarily
on visual art, paintings and prints, drawings and maps.
After 1950 the collection grew in areas that documented the
history of the New Orleans region. Diaries, theatrical and
opera programs, magazines, menus and photographs are just a

few of the objects noted in the early accession book. By



the time the Williams' solidified their plans for the
disposition of the collection, it had grown to incorporate
materials that gave an overview of the social, political,
economic and cultural life in New Orleans and Louisiana from
colonial times to the contemporary period.

The Historic New Orleans Collection was established in
1366 and opened to the public in 1970 when it became a
public museum and research center. Currently the collection
is housed in a complex of nine historic buildings located in
the French Quarter and has been accredited by the American

Assocliation of Museums since 1978.

The Collections

The Collection covers many fields of research including
colonial Louisiana, the Battle of New Orleans, Mississippi
River life, the Civil War, plantations, Loulsiana art and
architecture, the French Quarter and Mardi Gras. Loulsiana
artist files contain entries on twenty thousand (20,000) art
organizations and artists working in New Orleans and
Louisiana in the 18th, 19th and 20th centuries. Overall,
the research collections contain fourteen thousand (14, 000)
volumes, nine thousand (9,000) pamphlets, five thousand
seven hundred (5,700) linear feet of documents and

manuscripts, and extensive microfilm collection. Curatorial



collections include three hundred thousand (300, 000)
photographs, prints, drawings and paintings.

Important two dimensional art work collections include
the Boyd Cruise collection, Morris Henry Hobbs etchings and
drawings, the Clarence John Laughlin Photographic
Collection, and the Alfred Waud Drawings Collection.
Galleries include the Louisiana Purchase Gallery, the Battle
of New Orleans Gallery, French and Spanish Colonial
Galleries, the Empire Gallery, the Victorian Gallery,
Decorative Arts and Plantation Galleries, the River
Galleries, and the Louisiana History Galleries.

Other collections include the Williams Residence, which
houses much of HNOC's decorative arts collection. The
furnishings and decor remain as they were in the 1940's and
50's when the Williams' resided there, focusing on Chinese
porcelain and 18th and 19th century furniture. The
performing arts collection, sheet music collection, the
William Russell Jazz Collection, German community records,
and land surveys from the Vieux Carre and historic New
Orleans cemeteries are part of the 25 selected collections

within HNOC.



The Mission

Overall, the mission of HNOC embraces the preservation
of the extensive collection as well as the historic
buildings, research facilities, museums, and the Williams
residence. Beyond preservation, HNOC exists to help
residents and visitors understand the important contribution
the city of New Orleans and the state of Louisiana have made
to American history. More specifically, the Ccllection has
three purposes: "acquiring and preserving materials
documenting the history and culture of New Orleans and
Louisiana; promoting the study and appreciation of this
history and its context through research, exhibitions, and
publications; and maintaining the French Quarter residence
of the Collection's founders as a house museum."’

To facilitate this mission, HNOC is open Tuesday
through Saturday, 10:00-4:45, admission is free. Tours of
the history galleries and the Williams residence occur four
times a day for a $2 admission. Tours are conducted by
well trained, knowledgeable and entertaining docents. The
Williams Research Center offers reading room facilities for
researchers and a experienced staff to assist with locating

items of interest.

‘Guide to Research at the Historic New Orleans Collection,
forward by Director Jon Kukla, no date, p. 1.



Benefiting an audience of seven thousand eight
hundred (7,800) researchers, with six thousand (6,000)
tours, and thirty thousand (30,000) visitors a year, The
Historic New Orleans Collection provides an invaluable

service to a host of scholars and art appreciators alike.

Management Structure

This nonprofit organization has a five (5)member Board
of Directors and is operated by the Kemper and Leila
Williams Foundation, a Louisiana nonprofit corporation. The
Historic New Orleans Collection employs forty (40) full-time

staff members and fifteen (15) part-time assistants.

The Board

The governing body of the organization is the Board of
Directors in which the President of the Board has the
highest authority. The Executive Director instructs his
staff to implement the decisions made by the Board. A five
member board is a small number of board members considering
the size of the staff and the magnitude of the collection.
The Chief Financial Officer, a member of the Board of
Directors, actively holds an office in one of the buildings

of HNOC. While this is a right of the foundation, it 1is



unusual to have a board member also employed as a staff
member. In an institution that raises public funds, this
arrangement would not be an option. Responsibilities for
boards in traditional models include the establishment of a
fiscal policy and boundaries with budgets and financial
controls. Employing a board member as a financial analyst
could produce potential problems in a checks and balances
system. Thomas Wolf writes, “Trustees should not engage in
the day-to-day operation of the organization.”® It should
be noted that this is taken from a model where public
funding is necessary. There is no hint of questionable
activity concerning this issue at the Historic New Orleans
Collection.

HNOC board members are appolnted for life. This too
breaks the model for nonprofit organization management. A
suggested board service policy is three years. This helps
eliminate stagnation in decision making and the development
of planning for the organization. A three year policy also
helps to insure that weak board members will be replaced by
enthusiastic ones. For HNOC, lifetime service was
stipulated by Kemper Williams. HNOC board members are not
asked to fundraise, therefore, board turnover 1is not

essential. HNOC board members are very committed to the

> Thomas Wolf, Managing a Nonprofit Organization, New York:
Simon & Schuster, 1990, p. 30.



culture of the Historic New Orleans Collection. Gen.
Williams also stipulated that one board member must be an
employee of the First National Bank of Commerce and one from
a particular law firm. Of course, this board member may not
serve for life if he changes employment.

Typically, the Board meets twice a month. The first
meeting is a business meeting where all financial activities
are discussed and decided upon. Foundation investments and
the allocation of funds for specific projects will be
reviewed and adopted at this meeting. The second meeting is
dedicated to acquisitions.

The acquisitions committee meets prior to the second
board meeting to agree on objects of sale and gift that
would benefit the collection. The committee consists of
nine members: the President of the Board, the Vice-President
of the Board, the Executive Director, Collections Manager,
Program Director, Manuscripts Curator, a curator, a
registrar, and a librarian. This is a large acquisitions
committee for a five member board and a forty member staff
and 1s very closely held. The large number of donations and
appropriate objects at auction precipitate the need for a
large committee and the monthly acquisitions meetings. The

Board has the final decision regarding acquisitions.




The Staff and the Departments

The Executive Director, presently, Dr. Jon Kukla,
supervises the eleven department heads, including an
Assistant Director, a Security and Financial Officer, a
Program Director, a Collections Manager, a Manuscripts
Curator, a Systems Director, Head Librarian, the Docent
Supervisor, a Public Relations Director, Publications
Director, and Shop Manager.

Responsibilities for personnel are divided by the
Assistant Director and the Security and Financial Officer.
The Program Director oversees the education department and
curatorial responsibilities. The Collections Manager works
with the registrars and preparators. Supervising the
Williams Research Center is the responsibility of the
Manuscripts Curator. The Systems Director maintains the
extensive and state-of-the-art computer accessioning
systems, networked programs, and is responsible for
supervising the backups necessary to maintain the system.

Training and directing over a dozen volunteers that
work in the galleries and provide tours through the
residence and history galleries is managed by the Docent
Supervisor. Although this number may be small for

organization standards, the docents at HNOC are efficient
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and able to fully assist the number of visitors that desire
tours. Public relations 1s overseen by the Public Relations
Director who provides information to all media venues. She
also collects all media in which the Collection has been
reviewed which serves to document all coverage received for
HNOC.

HNOC has an important publications department, headed
by the Publications Director, as staff members of HNOC have
authored many books and articles. Preservation guides,
research guides, books, exhibition catalogues and a
periodical are all organized and maintained by the
publications department. HNOC is currently hiring a new
head librarian to supervise the library and reading room.

An active Acquisitions Committee is regularly
accepting donations and purchasing works of art. As the
collection is constantly growing, every quarterly newsletter
contains a feature article describing a few of the recent
acquisitions. Each year the Collection adds thousands of
items to its holdings by donation or purchase.

The HNOC gift shop, called "The Shop", 1s located next
door to the Williams Gallery on Royal Street. The Shop
sells items that reflect the history and culture of New
Orleans and the Gulf South region. Antique Jjewelry,
reproductions of antique artifacts, porcelain, linens,

vintage postcards, Mardi Gras memorabilia, HNOC publications
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and 500 other books are included in the inventory. Proceeds
from sales at the museum shop support the programs of HNOC
and the Williams Research Center (410 Chartres Street). The
Shop 1s run by a museum shop manager and two part time staff

members.

Management Style

The overall management style of HNOC, led by the
Executive Director, is respectful and somewhat informal.
There are well-attended staff meetings where the Director
makes general announcements and presentations are given by
various staff members concerning departmental projects and
events. Due to the size of the collection, Dr. Kukla
empowers his staff to make decisions regarding their
department. All significant decisions that affect HNOC as
an organization are approved by the director, but he
encourages his staff to come into his office without an
appointment whenever they need to. In regard to leadership
personality types, Dr. Kukla, has the characteristics for

what is termed a "persuader".' This type of leader will

‘There are four personality types in an organization: the
director (bossy toward others), the persuader (the communicator),
the analyzer (slow to make decisions) and the supporter (quiet,
good work for the organization). Taken from Dr. Sandra Hartman's
Organizational Politics class at UNO, 1996 and an analysis from
Midwest Human Resource Systems, Columbus, Ohio, 1986.
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often asks what other people on his staff think before he
makes a decision. As defined by this type Dr. Kukla shows
enthusiasm, talks easily and motivates others. His demeanor
1s reflected in how the staff treats each other. I did not
meet one staff member in HNOC who could not talk easily!

The management style of HNOC allows staff members the
freedom to contact each other without going through their
own department heads and the department heads of the staff
members they are attempting to contact (which would indicate
this organization does not employ a formal management style
as this type of formal channel does not exist). Staff
members are also encouraged to participate in regional and
national conferences and conventions. Accolades for the
accomplishments of the staff are always published in HNOC's
quarterly periodical.

The management style employed at HNOC is both
appropriate and successful. During the course of my
internship, I had to chance to talk at some length with
nearly twenty of the staff and volunteers and did not
encounter one situation where the person was unhappy at
work. That is an important, albeit unusual, accomplishment.

It is proven that respect breeds respect at HNOC.
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Programs

On average, the Williams Gallery shows three
exhibitions a year. Gallery talks and seminars are
incorporated into the subject matter of the exhibition.
Symposiums are offered to the community, inviting people to
hear world-renowned historians converse about topics
relevant to the current exhibit, free of charge. The staff
of HNOC are very active in the community. The curators of
the exhibitions, usually staff members, are interviewed by
radio, written media and television. Curators also serve on
discussion panels, present papers, give talks to education
councils and book clubs, and participate in New Orleans
tours.

Staff members are active in programs, conferences and
conventions held by national associations including American
Historical Association and History News Service, Publishers
Association of the South, America Society of Media
Photographers, and American Association of Museums. Many
staff members also serve on boards such as Louisiana
Historical Assoclation, Southeastern Museums Conference, and
Friends of the New Orleans Public Library. The list of
national and regional associations' annual meetings and
workshops attended by HNOC staff is too numerous to list in

this paper.
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The Historic New Orleans Collection also participates
in the annual Tennessee Williams/New Orleans Literary
Festival where in 1996 the Collection used the Counting
House to host the Master Classes and held a reception for
Festival participants. This year HNOC cosponsored "Devoted
to the American West: The Century of Bernard DeVoto, 1897-
1997" with the Eisenhower Center for American Studies at the
University of New Orleans.

HNOC, 1in cooperation with the Louisiana Historical
Association, annually award the General L. Kemper Williams
Prizes in Louisiana History to the best published work and
the best manuscript in Louisiana history. Another award,
the Williams Research Fellowship, 1s given to post-doctoral
and dissertation projects.

The docent program is a very important program at HNOC.
Docents give tours in the history galleries and Williams
Residence and are also available in the Williams Gallery.
They are active in maintaining the sites such as reporting
any objects or building fixtures that need attention. For
the public, they are the life of the organization. These
dedicated women are incredibly knowledgeable about the
collection and very eager to share their knowledge and are
extremely friendly to the visitors (not to mention the

interns!) .
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Development

There is no development department at the Historic New
Orleans Collection. The entire collection, staff, and
activities are privately funded by the Kemper and Leila
Williams Foundation, which I will discuss in the next
section. The foundation operates a museum, a research
center, a restored home and other buildings that all
function under the trade name "The Historic New Orleans
Collection."

There 1s also no membership program. When an
organization is open to the public and privately funded,
membership is not needed for financial concerns. However,
membership does provide a system of accountability for the
organization. The value of membership shows community
support and public involvement in the organizational
decision making process. Yet, the foundation for HNOC has
been established in ﬁerpetuity and an argument can be made
that HNOC is able to maintain its quality because it 1is not
defused by numerous and often conflicting public concerns.

The accountability in HNOC lies with the object donors
to the collection. Donors to the collection, which can
easily number one hundred (100) or more in a quarter are
listed in the quarterly periodical The Historical New

Orleans Collection Quarterly (Appendix A). HNOC holds



16
itself accountable for the preservation of the objects it
accepts and its methodologies concerning conservation,
program planning, and professional staff affiliations. It
is the art donor who holds HNOC accountable for the
preservation, research and availability of the objects to

the public.

Finances

The Historic New Orleans Collection was started through
the generosity of Leila Moore Williams and Lewis Kemper
Williams who both left Testamentary Trusts which were later
converted into two corporations. Later they were merged
into one surviving corporation operating as the Kemper and
Leila Williams Foundation, a Louisiana nonprofit
corporation.

The operating budget for the Historic New Orleans
Collection is two million, five hundred thousand dollars
($2,500,000.00). A little less than half of this budget 1is
allocated to salaries ($1,171,350). This percentage 1is
lower than many nonprofit organizations, which oftentimes
allocate 2/3 of the operating budget to salaries. It has
been noted by Thomas Wolf that up until the 1950s,
nonprofits functioned with a large number of volunteers and

people of personal wealth. Therefore, the commitment to the
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organization was an emotional one, based on a belief in the
mission and not for the salary.®? HNOC still follows that
philosophy. However, the staff members have an excellent
benefits package, including, health, life and disability
insurance, pension plans, and a 401-K plan in which the
staff member can contribute up to 10% of his/her income with
HNOC matching 5%, vested to the staff member. The benefits
expense to HNOC is $229,025.

Operating expenses for HNOC include line items such as:
promotions ($30,260), capital programs (which are one time
expenses and acquisitions) ($435,220), maintenance
($170,813), Utilities ($180,000), Traveling and Conferences
($21,790), and Moving (including postage, telephone,
packing) ($81,371). Subscriptions purchased by HNOC are
also used as reference materials in the Williams Research
Center ($7,649). Memberships for the organization are
expensed at $4,865. This is a very high amount for
organizational memberships, but it is important to HNOC that
there is professional peer review and peer validation. This
is achieved with local, regional, and national organization
affiliations and involvement. Finally, the fine arts
insurance expense is $8,500. (Liability insurance is

covered by the Foundation and not part of the HNOC's

> Wolf, p. 90.
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operating budget.

Goals

The goals of the Historic New Orleans Collection are to
malntain the mission of the organization to its fullest
potential. HNOC hopes to continue preserving and
documenting the history and culture in New Orleans and
Louisiana, and to promote the study and appreciation of this
history.

Another goal within the organization is to continue to
provide the collection with an especially qualified and
talented staff. The capabilities of the staff directly
reflect the condition and quality of the collection, and the
persona that the organization has within its community.

HNOC is a highly respected institution and its staff is top
notch. The Collections Manager has indicated that a
staffing goal for HNOC is to hire young, idealistic and

self-starting individuals to "liven up" the departments.
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CHAPTER 2

INTERNSHIP

Responsibilities

My internship at the Historic New Orleans Collection
was an rewarding learning experience in that I was
responsible for writing The Historic New Orleans Collection,
Disaster Preparedness Plan, 1997. I worked under the
supervision of the Collections Manager, Priscilla Lawrence,
and was given a desk in her office. My responsibilities
focused on every aspect of developing and writing the plan.

I began my internship a week earlier than scheduled as
Ms. Lawrence asked me to write a Facilities Report (Appendix
B) for the Chartres Street building. A temporary exhibition
titled, "A Celestial Brightness: 150 Years of Evangeline"
was being planned by Mark Cave, Reference Archivist. He was
requesting a scroll on loan from Harvard University. It was
necessary to complete a Facilities Report (standardized by
the American Association of Museums) 1n order to secure the

loan. (Although the involved staff was skeptical that

Harvard would indeed loan the piece, it was approved and
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HNOC will have the rare document in July.) I-spent that
time interviewing Alfred Lemmon, Manuscripts Curator, to
learn the functions of the building, the security offered,
the fire and alarm systems installed, and staff and public
access to the exhibition. The responsibility for acquiring
the information needed in that report began my thought
process about the specifics that I would need to know iIn

order to write a disaster plan.
Approaching the Disaster Plan

Within the context of writing the plan, Ms. Lawrence
and I specified my responsibilities as: defining what
natural disasters and other emergencies were relevant to
this geographic region, learning the layout of the
buildings that comprise HNOC, understanding the mediums and
types of collections objects, reading everything I could
find on disaster preparedness, researching other museum
disaster plans, learning what organizations, facilities, and
suppliers were available (both regionally and nationally)
for assistance, determining what disaster preparedness
procedures would work in protecting both the buildings of
HNOC and the collections, and writing the plan.

In order to accomplish these goals, I divided the task

into two main approaches; interviewing department heads and
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building supervisors for an understanding of their
responsibilities, their staff, and the collections within
that building, and researching disaster preparedness sources
and other materials to obtain the information I needed to
synthesize a functional disaster plan. I began gathering
articles and books for my research and identified the staff
members I would need to talk to. I needed to know about the
collection from the staff members early on, but at the same
time, I didn't know what procedures were available until I
examined my collected sources (which was an ongoing project
in itself). Although I attempted both approaches
simultaneously, I prepared myself with background
information on disaster plans and then began to secure
interviews.

Research

With Ms. Lawrence's help, I gathered over one hundred
sources from various volumes to assist me in filtering
information I needed to understand what a disaster plan was
and the importance of disaster preparedness. An emergency
preparedness plan is one of the most important tools a
museum can have. Art objects and materials of historical
significance can not be replaced. It is the duty of the
museum, which has promised the preservation and display of

art objects, to be fully able to respond to an emergency in
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a way that will protect.the work housed there. In the case
of the Historic New Orleans Collection, the buildings in
which the materials are housed are of historical and
architectural significance as well.

I defined the chief disasters that threatened HNOC as
hurricane and fire. I knew the prime issues involved were
the safety and security of staff and visitors and the
collection and buildings of HNOC. To counter threats to
life and property, I realized the plan must aim to keep
losses to a minimum and must lay out a course of action for
the staff to follow. Reading countless articles concerning
hurricane and fire damage in other historic homes and
museums taught me what emergency procedures worked and which
ones did not. I went online to access Internet sources that
dealt with preparing homes and businesses 1in the event of a
hurricane. I read books on how to approach a disaster
preparedness plan and learned quickly that no matter how
well written, an emergency preparedness plan will probably
not be entirely successful during an emergency.

Emergencies such as fires, accidents and acts of
violence will be reacted to immediately. There is no time
to consult a manual in a crisis situation. Rather than a
step by step procedure that would be used in an emergency, I
learned that the plan will be a basic reference tool, to be

read before an emergency and practiced until some of the
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procedures become reflexive. I say "some" of the procedures
because every crisis situation is different, and as much as
I wanted to, I could not develop a plan that would
pigeonhole every incident into a finite set of reactions.
With a good disaster plan, it is important to take the human
element into account. Knowing the desired result can
dictate the action that best lends itself to a positive
outcome in a crisis situation.

The hurricane preparedness guidelines that I
researched were grounded in more precise procedures.
Hurricane watches, issued by the National Weather Service,
would, in effect, activate the hurricane section of the plan
and allot for seventy-two hours of time before an imminent
hit. This allows for reviewing the disaster plan for
specific instructions.

I read other disaster plans from museums and historic
houses. My original hypothesis was that these plans would
not only outline areas of procedure, but also adequately
suggest what procedures to use. This was not the case.
Every museum or historic home has its own set of
circumstances that define it. Governance structures, staff
numbers, security systems, proximity to local fire and
police departments, site position in reference to bodies of
water and building size (both square feet and elevation) are

just a few of the factors that are taken into consideration
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when designing a disaster plan.

The first six weeks of my internship were spent
researching guidelines, plans, sources of assistance and
case studies. I called the City of New Orleans Emergency
Preparedness Office and obtained city guidelines for
hurricane preparedness. I also called the Emergency
Preparedness Office at the state level, but was told they
were in the process of revising the state plan and they only
print one hundred and fifty copies. It was not available
during the design of this plan.

After defining the procedures used in other situations,
recognizing the desired outcomes of emergencies and
hurricane preparation, I was ready to begin talking to the

staff of HNOC.

Interviews

I talked with Ms. Lawrence at some length to learn the
hierarchy of staff at the Collection. This was an
interesting process as the entire staff was in the middle of
writing their own job descriptions to identify
responsibilities and to which department they answered. I
wanted an understanding of the organizational chart
(although there is not currently a formal chart at HNOC)

because disaster planning depends on good communication
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networks. While HNOC has a cultural communication network,
it would be in their best interest to solidify an
organizational chart that would identify a formal
communication network. (I believe that the job description
task will help develop one.) Nevertheless, I gleaned the
necessary information and identified seven key staff members
to talk with. They were: Pat Cromiller, Docent Supervisor;
Jan Brantley, Photographer; Kathy Slimp, Security and
Financial Officer; Alfred Lemmon; Chuck Patch, Director of
Systems; Mimi Calhoun, Assistant Director and John Lawrence,
Programs Director.

I wrote each of them and asked for an appointment.

Upon the advice of Ms. Lawrence, I named a day and time and
asked that they call to confirm, rather than let them call
me for an appointment. Even with established meeting times,
it took three weeks to talk to all seven staff members.

Each staff person had responsibilities that included keeping
current records, the care of objects and buildings, and
equipment maintenance (photography studio, preparators'
equipment and computer systems).

I asked the staff members what situations they would
like addressed in the plan and what their concerns were for
their department in the event of a disaster. Together we
identified priorities within each office and each

collection. Also noted were the areas where buildings would
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be the most susceptible in a hurricane situation. At this
point I was made aware that not only does the disaster plan
have to protect the building and its contents from the
damages of natural forces such as wind and water, but the
exterior must be protected from surrounding buildings.
Windows without shutters, decomposing roofing materials, and
outdoor furniture surround HNOC. It is important to
safeguard the buildings from flying debris.

These interviews not only helped me to prepare for the
disaster plan but also taught me the organizational
structure of HNOC and individual staff members’ place within
it. Every organization has internal problems with office
politics, but this organization had an amazing outward
appearance of cohesion and unity in thought. Its code of
ethics reads, "Information shared by staff members, in the
course of their responsibilities, in many cases 1is of a
privileged and confidential nature. Whether obtained
directly, or indirectly, disclosure of such information
could adversely affect the Collection or its individual
members. Therefore, staff members who knowingly disclose
confidential information to non-staff members will be

"6

subject to disciplinary review. This code 1is part of the

® The code of ethics is part of the employee's handbook, but

is no longer distributed. It was last updated in 1994. I asked
for a copy of the handbook but was told it is outdated and not
given out anymore. It is obvious that many of the guidelines in
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organizational culture and remains a strong characteristic
in their overall identity. Although unusual, it is a
strength to HNOC that they have a professional and
consistent message of stability. It i1s a positive factor in
garnering positive public opinion. The staff understands
their culture and acts according to the ethics statement.
Such loyalty to the positive image of HNOC makes analysis of

the organization impossible to an outsider!

the handbook are still relevant.



28

CHAPTER THREE
The Disaster Plan

(Appendix C)

After my research was complete, I divided my
information into subjects such as Hurricane and Flood
Management, Fire Management, Bomb Threat Management, and
Buildings Priorities. The biggest conflict I had was how to
arrange the material. My options were by collection, by
threat, or by building. Each option had its positive
aspects and different disaster plans and guidelines had used
all three approaches. Collections are often in same
locations and have similar preservation strategies, and
therefore, it may be best to write a plan the addresses each
collection individually. By dividing each section by
threat, the plan could be used by turning to the pages that
covered the specific threat that was approaching or
occurring. Dividing the plan by building would allow the
staff that work in each building to concentrate on
preparations for that particular building and its contents.
It was important to decide on the best approach for HNOC.

The problem with dividing the plan by collection was

that HNOC has their collections dispersed in every building
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in the complex. Each building has paintings, decorative
objects, records and equipment. A disaster plan outlined
like this would mean that staff members would have to flip
to various parts of the written plan to find steps to guide
preparations. A plan divided by threat would mean that
every building and the individual procedures would have to
be covered for each disaster, making it difficult to find
the correct building that the staff member is working in
within each threat section. Added to this, there are
overall procedures that would be replicated for each
building for each disaster. It was too confusing.

I decided to divide the plan by building and then by
threat. That way, each staff member would be accountable
for procedures in that building, and while familiar with the
entire plan, the staff would be primarily responsible for
the building they work in. Once I had that determined, I

was ready to write the plan.
Staff Assignments

I wanted to write the plan in the order it would appear
in its final form. I thought that would lend to the
continuity of my thinking. Of course, I would always think
of additional things later on, but I wanted to begin writing

the plan at its starting point. First, I determined it was
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necessary to identify the department heads and the emergency
operations that would be carried out in the staff
assignments of these people. This would preface the action
plan itself and serve as the introduction to the plan.
Knowing early on that communication is the key in any crisis
situation, I included the telephone numbers for every staff
member that was mentioned in the plan and highlighted those
numbers in the introduction of staff assignments.

From my research I was aware that prevention strategies
for organizations were often overlooked. Simple maintenance
tests and reviews of the disaster plan itself could
minimalize damage in an emergency. I decided that an
Emergency Prevention Strategies section should come right
after the staff assignments. This makes sense as these
strategies are designed to be implemented before the threat
of a disaster. As an appendix to this section, I designed a
simple maintenance checklist divided by weekly, quarterly,

and yearly tests to be executed on this timetable.

Communication Tree

The next section, the Communication Tree, serves as an
explanation of the chain of command notified in an
emergency. This provides a unified system of communication

in the event of an emergency. With this system, further



31
instructions can be received from the appropriate decision
makers. This cuts out the guess work on the part of the
employee who is forced to deal with an emergency. A
reduction of mistakes and an efficient administration of the
necessary recovery steps can be achieved with a consolidated
approach to the chain of command.

At the end of this page is a brief description of
the complicated after-hours emergency procedure that HNOC
has instilled and is currently refining. HNOC has no
security gquards on site at any time. Security during open
hours is provided by staff and docents. There are cameras
that scan the entryways to HNOC and it is monitored by the
docent that sits at the reception desk. A security service
is alerted any time a fire or security alarm is tripped.

The reception desk used to have an emergency button that
alerts the NOPD, but it has since been taken out when the
camera monitor was moved from the wall to the reception
desk. I assume they are intending to reinstall it.

Selected staff members are given beepers. When an
alarm system is tripped after hours, the security company
responds to the scene and will call the staff member that is
on "beeper duty". That staff member is required to respond
to the scene for a fire alarm, and if the burglar alarm
results in a disturbance the staff member must respond on

site as well. "Beeper duty" is a rotating schedule. Staff
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members on beeper duty are also changed periodically, as
this additional responsibility is not compensated. For
purposes of the disaster plan, an abbreviated description of
after hours procedure is included as a way to acknowledge
the strategy, but it does not concern the majority of the
staff. Those members on "beeper duty”" are in full
understanding of their responsibilities in an after hours

situation.

Visitor Safety

The next two sections, Visitor Safety and Bomb Threat
are designed primarily for the docents who are the main
contact with the public. The public's safety is of the
utmost importance in an emergency situation. It is
important to know two routes of evacuation for each location
and how to identify emergencies concerning patrons. Areas
of visitor safety include fire, illness, accidents, robbery
and vandalism.’ My interview with the Docent Supervisor
informed me that all docents are trained in these
procedures, although I was unable to find a current written

handbook outlining the approaches. The docent pool consists

I thought the section on accidents was harsh, instructing the
docents not to say "I'm sorry", but for insurance liability, it is
necessary to include the instruction.
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of women who have been affiliated with the collection for a
number of years. Basic visitor safety will be an annual
review at the same time the disaster plan is reviewed each
year. During my internship, one of the docents fell and
broke her hip and I was told the other docents and staff

followed the correct methods of obtaining help for her.

Bomb Threat

A bomb threat might appear to have unlikely potential,
and many disaster plans did not include a section on this
possible disaster, but with recent news of the Oklahoma City
bombing, the Unabomber, and the bomb at the Olympics, this
type of situation is getting a lot of attention. Having no
guideline to handle a bomb threat will undoubtably cause
hysteria. 1If a telephone threat 1s handled properly, it can
lead to the apprehension of the caller. Appendix B of the
plan is a worksheet that can help the docent or staff member
record clues that will help identify the bomber.

Everything up to this point in the plan might seem like
common sense, but when faced with the possibility of
disaster, it is important to understand these instructions
and follow the preventive measures. This will facilitate
the correct response when there is little time to think.

That is why practicing this plan is imperative. I will
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discuss this further in the paper.

Emergency Resources

The Emergency Resources section of the plan provides an
consolidated list of all necessary names and phone numbers
to call for assistance and further instruction when there is
a threat of disaster. These resources are also used for
conservation and repair of buildings and collections after a
disaster strikes. Local agencies, offices at state level,
and even national organizations are important inclusions in
this list. The more support an organization has, the better
chance it will receive the proper assistance. If the
disaster 1s large enough, often times local agencies will be
unable to help, as they will have been affected by the
disaster as well. As with any telephone list, it is
important to periodically update this list for number
changes and changes in the holders of an elected office.

Buildings resources and collectlions resources are
businesses, services and professionals that have been used
in the past by HNOC. Conservation is divided by object type
(i.e., painting, photographs, textiles) to help identify the
best conservator for a particular object that might have
been damaged in a disaster. It is important to expand this

list to a national level as well, as people in the immediate
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area may be unable to help.

Supplies

A Supplies List is important, as certain disaster
preparation supplies must always be kept on hand. Supplies
should be kept in a plastic garbage can, or other lidded
structure that can withstand water. Some of these supplies
will be used in preparing collections for the threat of a
hurricane; most of these supplies are appropriate for
salvage. When it is safe to enter a building after a
disaster, it is of the utmost importance to document the
damage done to buildings and collections and to separate and
label things for conservation. Supplies kept for every day
usage may not be enough, or more often, are also destroyed
during a disaster.

Certain emergency supplies should be kept on hand at
all times to be used in the threat of a disaster. Rarely is
there room or a budget to have all supplies necessary 1in a
disaster to be on hand at all times. Therefore I have
identified supplies that can be purchased or rented when a

threat in imminent.
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Fire Prevention

My next step was to target the two disasters most
likely to happen at HNOC, fire and hurricane. Although I
would address fire procedures in each building section of
the disaster plan, I wanted to lay the groundwork for fire
prevention strategies. HNOC has both sprinkler systems and
halon systems in different buildings of the complex. Both
systems have disadvantages in that sprinkler systems emit
water which, of course, will severely damage paper objects
such as prints and photographs (not to mention wood, canvas
and textiles). Halon systems emit a gas that will not
damage materials, but halon is released at an extremely high
velocity. This will cause light weight objects to blow off
their settings, and can also be hazardous to people directly
under the nozzles of the system. It was important to warn
staff members and docents of these dangers.

Fire extinguishers are located on every floor of every
building of the complex. My intent was to mark the
locations of these fire extinguishers on the floor plans
included behind every building section of the plan, but some
extinguishers were being replaced and others moved, so they
will be marked when they are permanently placed in their
locations. Different types of fire extinguishers are

designated for different types of fires, and I included a
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description of each type of fire extinguisher that was

available at HNOC.

Hurricane Preparedness

The Hurricane Preparedness section 1s necessary because
there are different stages of a hurricane's development.
The three stages I identified are defined and issued by the
Naticnal Weather Service. Selecting this terminology will
make it easy to match the condition cf the hurricane to the
specific instructions that are to be executed during these
pericds. How much time is available and when the course of
a hurricane is established as a possible threat or when a
direct hit is eminent dictates what actions should be taken
to insure the safety of visitors, docents and staff and the

collections.

Disaster Preparedness- 533 Royal Street

At the top of each building section I identified the
department heads (and their phone numbers) that will be
orchestrating the preparatory actions outlined in the

disaster plan. If any questions arise concerning the

procedures, the department heads will be available to answer
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them. In the case of 533 Royal Street, the two department
heads are husband and wife, and it was my suggestion to add
a third contact person, as a family situation may remove
both of these department heads and leave no decision maker
present for that building. Currently, Ms. Lawrence 1is
deciding who would best fill the third contact position.

Also at the beginning of every building section, I have
outlined some general instructions for all staff members
concerning their own work space. This "general” section has
the same instructions for each building. The procedures
include checking fire and alarm systems in the building,
backing up your .computer, unplugging electrical units,
notifying the security system, etc. These are instructions
to be followed in any emergency situation that involves
evacuating the work space.

After the General section, Fire is the next addressed
emergency. Due to the tours in the Royal Street building,
both in the Williams Gallery and the History Galleries,
instructions for the docents are necessary; Evacuating
visitors in the case of a fire alarm i1s their first concern.
Though the docents are familiar with the exit ways, 1t 1is
important to write them into the disaster plan, as each
review of the plan will remind the docents what their
options are. Again, it is important to understand that 1in a

fire situation, the disaster plan is not used as a step by
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step guide during the emergency. Rather, it is a method of
instruction to be read and rehearsed before the disaster
occurs.

Instructions for the docents include how to address the
visitors to prevent hysterical responses, the exit ways
available to the docents, and where to assemble. All
docents, visitors and staff in the entire HNOC complex
assemble in front of Royal Street, excluding Chartres
Street. It is important for everyone to assemble at the
same location in order to verify everyone has evacuated the
buildings. This is an imperative piece of information for
the fire department. The Williams Research Center (410
Chartres Street) assembles across from the building on
Chartres Street. The Williams Research Center has a method
to accurately count the number of patrons in the building
due to a sign-in procedure, but the Royal Street complex
currently has no method of registering visitors unless they
chose to sign a guest book. The Docent Supervisor told me
that the docents do record the number of people on each
tour.

Staff instructions for a fire procedure focus on
advising the staff to leave the building. Often staff
members try to save objects or wait for each other before
safely evacuating the building. This, of course, is not in

the best interest of the safety of the individual staff
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member. Department heads are instructed to report to the
Executive Director regarding the safe evacuation of their
staff.

The Hurricane section of each building is divided by
building preparations and collections preparations. In
situations where there is little time, certainly everyone
can be expected to help with all types of preparations.
When the situation is a hurricane track or hurricane watch,
there is time to divide responsibilities into teams.
Building preparations are overseen by the Assistant
Director. Her staff includes the Master Carpenter and a
maintenance team. The main concerns in building
preparations are covering all glass windows to avoid flying
broken glass that would be disastrous in the internal space.
Also, relocating the outdoor furniture and the many movable
plant basins from the courtyards will reduce the potential
of those objects becoming airborne and inflicting damage to
the buildings.

Many disaster guidelines and disaster plans say to
return all pieces on loan to their owners. This 1is
certainly advisable for objects that are on loan from other
institutions if there is time. If there is not time to
safely return the items, these art works should receive
priority when securing the collections 1in case of a

hurricane. HNOC has a great number of objects that are on a
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flooding. Money and files are secured by the Shop Manager.
She has an office in the attic of the Merieult House that
she also secures.

The floor plans that appear at the end of the Royal
Street section and the other building sections were part of
a larger set of blueprints I obtained from the Master
Carpenter. I simplified them, divided them by building, and
labeled the appropriate street. They are intended to be
labeled with fire extinguishers and first aid kits, but at
the end of my internship, the exact location of these
resources had not been decided on. Ms. Lawrence assures me

they will be completed.
714 Toulouse Street

This building houses the photography studio, the
registration area, collections storage, and offices. The
fire procedures vary little from Royal Street except for the
locations of the exits. Visitors are not éllowed in this
building. In case of fire, all occupants meet in front of
Royal Street.

Collections preparations for a hurricane are important
in this building as many objects are always on tables being
recorded. There are two registrars and the Collections

Manager in this building that are responsible for securing
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the objects.

718 Toulouse Street

This 1s the Williams Residence. At the time the
disaster plan was written, HNOC was in the process of
opening the Curator position, so Priscilla Lawrence would be
the department head to contact when receiving instructions
regarding the Williams Residence.

Agailn, docent instructions for fire evacuation are
necessary as visitors frequent this residence on tours that
occur six times a day. Preparing the Residence Collection
for a hurricane are intense procedures. The dining room
consists of a table laid for twelve, and most of the Chinese
porcelain collection 1s laid out in the residence. A
special priorities list is included in Appendix C of the
disaster plan to try to ensure that objects that are
irreplaceable, of high monetary value and of historic
significance be protected. This includes moving all objects
off tables and shelves, elevating furniture that can be
damaged by flooding and protecting linens and textiles from

possible water damage.
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722 Toulouse Street

This building houses the publications of HNOC. There
are some objects in temporary storage there as well as
paintings on the walls. It is HNOC's policy to hang as many
paintings as 1t can on the interior walls of their buildings
to display as much of the painting ccllection as possible.
For hurricane preparedness, it is important to remove
paintings and other objects that face windows to avoid

damage from broken glass.

726-28 Toulouse Street

Preparators work in this cottage and there are always
objects on the work tables in this building. The Master
Carpenter has his work room here as well. Tools of both the
preparators and the carpenter pose a significant danger to
the collection objects in this building. Instructions to
stocre all tools under tables, in drawers, and away from
unsecured open surfaces can help minimalize the damage done
to art objects in the case of a hurricane. Flat files
containing prints and other works on paper are alsc stored

in the cottage. Facing the file cabinets toward an interior
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wall can stop the drawers from being forced open by high

winds should a window break or the roof be damaged.

410 Chartres Street

The Chartres Street building houses the Williams
Research Center. This building was renovated two years ago
and is in excellent condition. It has state of the art
vaults and storage systems. The building is more secure than
the Royal Street complex.

There are fewer windows in the building, the only large
windows are the two entranceway windows which have precut
plywood to be installed for hurricane preparedness. There
is a sign in sheet for all visitors and a receptionist's
manual defining his/her responsibilities. The manual is in
Appendix D of the disaster plan. (I did not write the
Guidelines for the Reception Desk.)

There are assigned responsibilities in the disaster
plan for staff members at the Chartres Street building.

The Williams Research Center contains a library and the
manuscripts holdings, thereby having a more singular
function that allows the employees a more defined role. The
duties of each position are specific and do not overlap as
they do at the Royal Street complex, making direct

assignments in emergency situations the logical approach.
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521 Tchoupitoulas

"The Warehouse" is a large four story building, but a
great portion of it is vacant. The Chief Financial Officer
has an office there, and there are two rooms where some work
on object documentation is done. There are two vaults with
object storage, and an additional room that is being used as
temporary storage. Some restoration has been done on this
building, and it is the intent of the Collection to
eventually use this space for galleries and vault storage.
Currently it houses exhibition props, old shop inventory,
exhibit posters, and a lot of old frames and glass. Usually
there i1s only one person in the Warehouse on a daily basis.
Most of the floors and the walls are unfinished and the top
levels are are unoccupled. Therefore, the floor plans only
include the entryway to the building. The materials stored
outside the vaults (the vaults are secured with fire alarm
systems) are not of significant value and it has been
decided that, outside the paintings in the CFO's office,

concentrated efforts will not be made on this building in

the event of an emergency.
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After a Disaster

The final page of the disaster plan explains the after
disaster procedures, mainly collections inventory and damage
documentation. It is important that city officials deem the
building safe to enter before the staff begins its work.
Human safety after a disaster is imperative. Only
designated staff should be allowed into the buildings post-
disaster. Salvage procedures can help identify objects that
can be conserved, but it is best to handle objects minimally
and call the conservators listed in Collections Resources.
Photographing and videotaping both the buildings and the
collections will be invaluable both for insurance purposes

and conservation efforts.

After the Disaster Plan is Written

The disaster plan is now in process of being approved
by the Executive Director. The Collections Manager 1is
extremely pleased with it. Once it has been accepted by the
E.D., it will be presented to the Board to be voted on as
policy. Originally, it was going to be presented to the
Board by the Collections Manager, but since that time I have

accepted a position at HNOC and will participate in the

board presentation pending the disaster plan’s approval by
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the Executive Director. Once voted into policy by the
Board, I will present the plan to the staff at a staff
meeting.

As I have stated before, it is important that this plan
be tested and updated annually. The disaster plan is going
to be placed on the computer server, making it accessible to
everyone. This will facilitate making any necessary changes
to keep the plan current. Once a year, at the beginning of
every hurricane season, there will be a staff session
dedicated to reviewing the plan and practicing it. If the
procedures do not work in a real situation the plan is not
successful in its purpose. Continuous strategizing will

improve the plan and make minimal the damage that can be

caused by a disaster.
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CHAPTER FOUR

INTERN'S EFFECTS ON THE HISTORIC NEW ORLEANS COLLECTION

A disaster plan is an important tool in the
preservation of life and property anywhere, and its
importance is amplified in historic buildings that house art
objects and historical manuscripts that are irreplaceable.
An emergency preparedness plan is one of the most important
tools a museum can have. Being able to safeguard the
collections both with preventative measures and in preparing
for a disaster 1s invaluable to HNOC. This plan not only
addresses how disasters might be averted, but also provides
strategies for when they do occur. I have taken a central
role in the development of the disaster plan. I have
written a plan that facilitates good communications,
identifies emergency priorities, identifies all needed
resources, acknowledges sources of assistance and
facilitates speed in response. I believe that these are
keys to a good disaster plan and that the plan will be
effective in helping HNOC protect its impressive
collections.

The disaster plan will not only supply the staff with

procedures for emergencies, but the document will also serve

as a tool in securing loan items and future donations.
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having written procedures to keep losses to a minimum in the
event of a disaster will ensure the future of the
collections and communicate that the organization is well
prepared to implement those procedures.

Writing the disaster plan has gotten staff members to
think of additional things that can be done to improve the
condition and potential protection of the collections at
HNOC. Currently the Systems Director 1s developlng a new
set of procedures to secure the computer systems and the
principal databases it holds. Having the staff actively

involved in the development and future additions to the

disaster plan will elevate the plan to a high success rate.
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series of reversals, indluding che defear of
hiv expedinon againse Saine Dominguc
Napalcon vorced his changme aonsde
Noponage carh m 1R03: "Damn MILaT
damn collee, damn colonies!”

I'he denouement ot this diptomuaric
stony s well known. NMonroe and Robert

e Churles

I ningston approached N

Lallavrand abou Icguiring New

Ohleans  Phe toreren minsicr sueeested

PPt

ot L urapn i

that France mghe sell the envire rerriton
al Louistana. | ivingston promyply
reported the ulter o Seareran al St
Lumes Madison o g ferrer partially wre-
ten in code. now awned by the
Collection and exhibrieed moaus
Lowistana Fhsory Codleries, By Apail 3
they had agreed 1o a acans nilied tha
sammer. To cithier side of Tionestons
lerter e exlnbited anginal docamenis
by which Napoleons colonial prefoc
Merre Clement Daussar. acceprad
Fauisiant from Sparm on Novemba 30,
IROA, and comaeved i o United Staces
representanves Willam €0 CL Clathore
and Genceral Lomes Wilkinson on
December 20

he price tor doubling the size ot
the United States was SO million ranes
tS13 mallion Bnanced for 20 vens
Duteh bankers Phe Misasappi and i
western tribotaries alone dramn a million
S miles '.III\'rll.llmH.ll NCECOTLItons.
completed in 1819, rehined the bound-
RinY l‘\'[\\\’k” \”lk'r‘k.l” .l”Ll .\“.H”\h ICrr-
tones. settled the area of the Purdhuse ar
|

|]L.072 LT miles. and ene up the

rest ol Plortda to the United Stares




When che Duech loans were repaid.
overall expenditures tor the Louisiana
Purchase totaled S23,327.87257—
about four cents an acre.

The Louistana Purchase

spurred exploravon and

on was hot and no amendment was
meroduced o Congress, Tnstead. o cabi-

net memorandum justibed the acein ef-

crence o the implied powers “enjoved
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Fasland Repesiony complained. “thac i
may he saon hicked oucot the wan”
The Touisiana Paechase did muore
than exacerbate sectional jeatousies it
unraveled compromises

woven into the Constoution

avpansion. Lewis and Clark
trached dhe vast erritory in
ISO04-1806 anc

claim to the Pacitig

stahed a

.\:UI’I'I\\V\L Hwir lv\!}'\\&‘}
impired evplorers such as
Zehulan Pike. John €
Fremont, and Richard
Fleney Dana—and arosis
from Georee Caleb
Bingham. George Cadin,

\fred Waad

I'homas 1hare Benton and

and ta
Vel Adamss Fhe onamal
states had been resigned o
\h.“'“l; ‘Il(' \‘I\\l\\ll"‘l \\llh
aHorcien ncighbor bue dhe
Loustang Puchase dhanged
Americas future. Spanning
the continent hecame the
nations "N Lonlest Destiny

Fhis expanson defined
national bovders we now
tahe tor wrancad. Fhe
L owsiana Marchase was
‘makimg momene.” We live
ot lives ines wake,

reshaped our hemisphere o

complerel thar we cnnar
casth imagine anvthing dit-
Terent. Tor s the event can-
nae be asarprse. Perhiaps (|
this s why “L'rll,lrd DeNomo
fele 1 was sl oo women-
tons 10 he undestood.”

In 1803 the Lowsna
Pirchase was o suiprise. lor
v A mericans 1was alha o\ .
an ourrage. Jebterson bovions

belicved thae powers dele-
fast i

gated by the peaple were
strictly hmited by the Comurution. He
contemplated an amendment o aatho-
vize the transiacrion, bor oarificaton
might taike manthe Napoleon nnght

hanee hismind. Federalisis migho med-

dle. Guen Brain miehs crade, Phe

Lancang o

e
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by cvery pation.” The expedienay ot

acquiring bouisiana meante "o fatal
wound o sra constrcnon” inticred
by the very dhampions ot limited gon-
croment. " Hhe Constrcanion has now

become sach o tooc-batl,” che N

ORI ANS

CHEONTEN
COLONIL
sl N RD P ROt o
Sols DIRCCTELR mn.

Al

Ul

connss g o |

by che Philadelphia conven-
rion ol 1787 "Republicans,
who glarcin dhein regard o
the righes of haman narere,”
thundered the Columbian
Contrirel aied Moassachern
Loderaing. were buyme an
immense wilderness for the
putpose al cultiy anng 1
with che Libor of daves,

[ ouisiana. the € oo

Cannit wained

oo be o
ficld of Blood.. 1 he nagives
of the soibamust be diiven

aut. and asall mare nume

ats e Ttom Ve must
e violenthy ]‘lnu;]l! m e
toil and bleed undar the
!.I\]\ - Pourvanas inhaba-
tants seemed Tonadly anac-
customad to Repubhaan
maritntions and wunbikeh
“to lovger thar former alle
\__'i.mu’." How cauld peaple
ed up o the armes at
despotnme aaddeniy he he-
ted tor selt-covernment and
I(I‘ll‘.‘ll\‘llll\nl.'. NSamy
Iederalives preteried a0 morg
rational policy ol keeping
he v ol allizaons™ an
untroddon waste for onds 1o
hoot and wolves to howl
rathar than extending
Vimcnean aitizenship o
the hall savage omaiiig
aqthi ol Lounsiima.
s It seems Jear atter o
Rapmilihgi centusies that navelers whin
actualive visited New Ovileans
came dosest o secing the
\]:_'l”“k.lll\.k' al (l\k l.l‘ll|\|.|”.l l"\lr(h.l\(
Bempanun Henry Tarobes for example.
arrived i IS8T a0 0

MOre mooessant,

[owd. raprd & varnous abble ol

taneaes < than was ever heand ar Balbl

He tound New Oleans “whaoils new




even o one whao ;‘.,1» (ran -
cled much in lulnlu ¥
\micriea: bustding urban
plice blled wich Cathalics
and Jews as well as =
Protestanis—with Creoles,

French. Spanish. Africans.

Naonve Americans, Weae

Indians. and \nela-
Amernicans, And with Irish.

Coermans, and cauntless

athers \oon 1o arrive

\mcrican |\l|l\|u [ite .

Newnyon Soand e an v b ooncie St oe N O i e e B0

had heen the domam ol TR B B0 cue 1 o Ty e e iptpi b

Mrorestance, agrarian. .,

| n;l!xlx»\)‘(.);unﬂ men
\t \\’\\

Lo Purchase besan an enconnie

Orlcans. 1he

with diversine dhat occapied the 19eh and SR
200h centunies In 2003 when the nation repulidic

pavises o contemplare the Lousana

Purchase as a mud-point in i histons we

Vitdcre S Mosonacn [z

DEVOTO CONFERENCE

Fhe Historie New Oddeans Callecrion and the isenhower Center tors
Amcnican Stadies 2 the Unnarvn of New Oleans cosponsared the conterence
Devared o the Ymencan W Fhe Cenrun af Bernard Delaga, 189789077 4y

Fnvary T ae Le Peae Theane du Vieny Care. DeNono, who wiote extensiney
about the American West was editor of the Lews and € Luk lournals. curaton of the
Mok Twain Papers ar Harvard. and sonner al the Pubizzer Prze in history, Picoured.
left. are conterenc organizers Douglas Brinklov disearar of the Fisenhower Center

and asociate protessar of history ar UNOL and Jon Kokl at right. historan \rthar
| &

\gll:\'\ll\j"\ﬂ ir e ol "IM “‘L.l‘x\l\ Ri I]|L conterence

]
can nanved acwho we have become—the
innthesis of felloron’s veonman

und wonda wha the nesr mwo

—Jan Kkl
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From The

hernel of
COrn i not
large. but gather
Lnnu«__'h of them

Han oucdan-

SNy \L'\\L'l .ll)\]

thev e threar-

en lives and
properoy. Lase ‘
December
SOCIN0 tons of corn caprarad the

headlines. Phe corn was headed o

Lapan aboard the Brosin Locad. o ~63-
toot hulk carrier that lose adl power in
the middle of the Nivesappis Twa
nunutes larer. carrents shimmed the
coppled ship o the Rivernwalk
»r(‘\\\lk(l \ll(”'l‘lll& wenel |||.H o
is big and dangerous.” & manme -
vevor reminded me o tew dans Lata
(000 \hipx and 120,000 baree e
pass the Riverwalk cach ven

Ina Lsamaony new ook, Ko
lide: 1he l-luaed ot
1927 aud Hon 1 Clanecd Vinerici
lohn N
dangerous meant 70 veans aga. (n
New Years Pax. 19270 the

reached Hood stage e Caras Ml

Coieat Mivaapp;

Bariv showse wh

'\l‘; nd
iVl

In April. when the nise covemment

levee broke. the How was 3 nllion
cubic feet — three times dhe capadin
ot the lower Mississippr, Fhe mva
destroved s Tevees. s CPL o
horses and haens. people and animals.
Warer flooded 27,000 suare miles —
sametimes as deep s 30 leer — unnl
Seprember.

Ihe 931139 peaple wha hived on
those Hooded acres were Americans In
virtue of a bie and danecrans evene
nearly two hundred vears agn The
river spasned the Louisiana Puichase
Our tral republic doubled tn size. By
turns. the Porchase brouchs \metica
survival, vl wan, and prosperin
Ihese events. like the \lississipm
River inetb inspire awe. "Big and dan-

cerous.  my friend sad Iv now
' 1
.n]\\,:\\ W, ilwavs \\|I||»\

—fom Rukla
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JUANITA ELFERT: A LIFETIME COLLECTING

D, | bvace i wln wans o
fany thae it Nowecan talidy fiom you for
AR/

“f Lwwore who weains 1o by oy bl
PU it yon o SSOO, by o to b
Iy aca 1o s dl o o by tar NSOO, 1

VO st s

v e 190 0 19900 bhad aosash
sense for qualing whedher my people o
obicos. Vwell-known e and anngues

il

I her patcrnal g ln«l;\.n\':n\ and seiicd

aler m Naow Chleans, "N was cisad

bynvine and sclhine while sl i b
reens. She could spat |\|1-n||\ a midy
awan o bad the jewel 1 the nk L
faster than anvone e Tonumately i
namy of uss she was willing to shae the
Koow ledee thar cone lrom a hifcanie of
worhmg wich vafuable objcas

\teer the covernment dosed

Stonvulle doine Waorld War 1o wevena

|
<

junk and alnite shops npenad mrhe
red-hehe disericn Toama Flere would
reminisce abone thoswe davss 7 could
walk in chere and bue o Naudechamp
porerat tor adolla and sell i o a sen-
ous colleccor for mayhe cehe dotlis

She loved sharing stories from the ey
vears al collecting, especiadly concammne

Fooisiana items. T also knew which

deaders on Roval Sereer wouldn'e speak 1o
cach others much less 2o o cach oth-
ety shops.” she said Tl buy from one
shap and wihe e g few doors down the
strect and sell i lor a tase profic to anath
<r \I‘l's‘

Ocraber first was. for many decades
moving dav in New Orleans. Ni otien

lollowed IMOVING VNN T g what kand

ol carlv L owiaana turmiture mighe be on

board. " Someumes.” she i Jpick

the hest [Meces o ol the varbage when

people movedl W hae was juse an ol

brokon-doven Chan o them was olign

vlate Y8 Toh-coneun
| oimseanae han

N e pares and hopr reconds
en ot nems Shoowos guidh o

e whinch woods swere vsed e daitterem

regrons She could i e i a
paile vas nade i south Tausana or il
icame lrom France o Canadae

D she Deprossion veans, ald
Cocode Lomdies Forced o son reasuned
antierics or pamtings wonld scel ot
Tuamien They knew they could tose he
buc mere imporaant. they knew <he
\\Ulll\‘ nat Qossip abo [llk' soteee ol [|K‘
rems Ny davs e in her shop.
Counne \ntiques on St Perer Srecr
between Roval and Clormes Steers. and
watchod her sormomize wonld-he lenes
who wandered in hiom the soeer. b
wasnt vear ordinan andaue shop
Betore Tuama ook i over e the 1940,
ic had been the shop ot P Tsaae ¢ line.
who lh[l\\\! SEATE am [nm.ll collecnons
I'm not cortan qust wiva had been dis-
pesed of when Lame ok ovan bue i

e ned thar nothing had beon mosved

or eaced out Tor several sencanons

Fhe Hoor seemed 1o sag from the weight
of turnitnre and ibles piled hiche The
\\.l“\ WU \.il\\'L\i \\l:l‘ ‘)l(l [("‘l\ .”‘(l
amvthimg thar could e hung onanal 1t
vour happened o clinecin the doar vou
would have l|l<|l|:_'h( owas a clorihied
junk shop and thar mose of i should
have been carted ot long ago o the an
dumpe Bacl van wook the ame and had
the Knowlades o sk Tuaniea al <he
mughe have o paracularh vare and vabu-
able iem necesany e vour aollecnion.
then vou v dhe oo appenr - 1l
she tele thar von would apprecuse whae

she uncrthed, These coverad proces

mishr van om o 112 queen i
Protens pewchad diadem o a0 Mine s
ar g e prece of el Ymencan o
o resule, Wandertal reoms Kopr o
al view were waitng fion the know ledie
.‘hl‘l\' \“l Culorn e comg .l“\l |“i|l||'\
about them

Perbaps the best collecior o cah
I oumvrana iems was Teby Kunz, Fle
shared his knowledee of furmone wal
Nita. and roecthar they obien went on
treastire hunts across the havou counm.
Durme Prohilveon. " she would recall.
wmetmes Febivand T would by son
cond-quahicc sk and diive oo
these small Tatsima communities, | elis
wauld talk to dhe dacal shertt and par-
suade i to drive us wound and inro-
duce us o the tmilies whao fived e odhe
older honses, W knew we couldne st
diive up and vlter to buy am old huini-
e thev mieht want o ot rid of, Bue il
the focal shertt wene with us and inrro-
l‘“k\\' s, .l”k‘ |‘\|h.l“\ \Il.lrk'\ Ja \|||||LA
then the owners were walling o listen 1
our otters

‘“‘l” ]ll.”l”,',.\ smnic IT!\\I\ “:‘\'

.uqmrnl non-l o irems s wl!

I here was e penod mthe Lite 19204 and

30w hen N was enthralled s theara




peeple. She spent several summers i
\Vermant and New Hampshire warking
around summer stock

I'd vake anv job 1o be around
theater people.” she wld me. 71 didnt
care it was washing dishes. Bar while |
was up theres Td rene a bam dose to
wome ralroad tracks Fd scour around
the sezion i e car and buy aneques
Be the end ot the summer season 1l

have 4 ham oad of staff ready o bring

hack o New Orleans, d make o deal

Bt 4 tere gy o on M Peter N iy

1N [t aph oty Caoege 1 hetan

with . tram company ta have aonin
stop by che barn. Toad icalland bring it
1o New Orleans. i was a berrer deal
than vau mighe think. and e gne
me 2 whole new shop of American
conuntiy .l‘”lllll\\

Juanita loved all the ans. She had
wanted o work as o Hoar designer tor
the Crescent Scenic Studio when <he
was in her teens. but she didie cen the
rane o create cirnmval designs becaunse
iows comidered mens work, She was
waes |\.|l'-_'|||:; 1round the \its
ind Cratts Club i the Quarter. Nita

diowed me a par o cndlesticks inthe

sl

room ol her shop one dav. \her

I admired them. she confessed thae
she had made them herselt ar che old
\rts and Cratts Club. She desiened the
emerald ving she alwavs wore on her
fieele finger fand. T think. it was made b
her, as wedlo

The French Quarter in che 19305
408, and SO was an imevpensive haven

for artises and wricers. Nita e

od apart-
ments 1 various sections of the Quareer
betore she bought a house ae 1122
ngllml\ Street 10 the lower prt of the
Quareer i 1941 and renovaed icwith
the hedp ot Trends and neighbors Wh
was comsidered asdum daelling acdhe
time was quichl trantormed o
beautitul home wigh a galdhsh pond in
the patio. She lived there the rest o har
lite. | reased her once about eetting such
a harzan when e bouehe her house
She Lnghaed and said thaeshe had o bos
on the Tower and of the stcer — il
had moved farther up oward Canal. |
couldn’t have bought acall Thaes where
all the best \\il(ll\‘:llln\\\ WO L |
couldnt attord nne ol those

and slling
h

She continued hu

ne

unn! the end of her lite even thoueh «
ganve up ha S Peter Streer shopon the
inid - 19800 when many Chanmimg shags
m the Trendh Quarier were Taread o
I high reness Tuamas dusey place ol
L‘nnulnl;r. with tes treasures hding
among the ok became a daan well-
fighted sl shop. And | Jdid. in facr.
by the Are Nouseau tible for S300, ihe

one that | menaoned at the begmnime

ab thisaridde, T had been wed Fara per-
tume displav in the old D HL Holimes
deparament store. tounded relatives
on Juaniras murernal side

\ toamote that reads “intormaion
couttesy ol laaniea Hers” often will
wcompamy articdes i old magiazines
ahout turniture. or about carlv 19th-
century artises fike George Washingron
Sullv. or WPA artists who vame 1o
lLouisrana Her kl\n\‘.‘!gd‘_’c W
immense. and her generosny suse as
wreat. There was never ume far her o
write 4 book: istead. she shared a hite-
dames knowledee of collecing

— George F. Joredsen
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RICHARD FOURCHY,
ARCHITECT

Tlu recent donatian ol an archieaes
drawing has brought o light the
name of Richard Tourche who pracoced
uchitecte 1 New Ohdeans in the Lue
Poth centary Fhe depiveon ot dhe
I hibaut residence and srovery e SO0
Routban Street. comner ol St \nne s
aitcin memon of lnama L Ifere taee pre-
ceding nodden Some of Tomchy s draw -
ings and papersare housed in the
Collections Willams Research Ceneer.
but mtormation aboat Faurchy hinscl
AL,

Richard Fourchy was barn in 186N

or 18G9 tnre a Laree and prosperons New

Ovrlcans fannly, His tacher. Panl Francos
Fourchy t1832-189%  was a Liwver
and presidenc ol the Merchanes A\l
Insurance Compam o New Orleans
cnabling him provide o comfornablc
lite Yor himselb. las wite Plizaberh

Antoinerre. and cheir T childven

In 18606 he |\n\|:_'nr 2 home ar 733
told 1371 Bourbon Strect. where
Richard would hive tor the duranon ot
his time in New Orleans

Nat surprisingh. much o1 Richanis

work revolved ound Eamlv Te and his




older hrother André Tormed the tirm
Fourchy and Fourche, Civil and Nawai
Architecrs. Budders, and Conrractons.
'|.|11\l|:_'|\ not histed in the Iy dirccron
undl 1892, the busi-

ness parenership

Fawrchv vsnde The drawing is prohably

;‘Cr~n||‘x| — the Thibaur arocen w1

stones throw away from the Fourchy

Family home.
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dq\.mmcnl. Fle was Lud oft ae che end ol
1891 because of Lack of work. buc in 1894
he again worked for the deparmment. this
tme s inspector. US. Buildings. He tra-
('Ik'(l Ii)rnllghull[ r|u'
Southease, from

exineed in some. per-
haps less afficial.
form s carly as 1887,
Fheir older brother
Paud T Lourchy, an
attorney for their
father's insurance
company. alvo
advised Rechard and
Vndre i bustness
and Teeal maters.
Fourchy's carli-
ovt known work.
done in ”ru'ml\cr
1SS+ when he was
aboue TG0 s an awk-
W .Ir\| ink \Lk'(\h.
enutled “\Vanson de

¢ !\ikl."

Comp.

the post oftice in
l.u‘kmn\'illv. Hnrikl.l.
o the U.S

house in El Paso,

custome-

lexis, reporting
problemy with

coneractors work

direcely 1o the super-

vising architect in
Washinecon, His

rcpnrr coneermng

(‘k' LN L(Hlf[h(!(l\g

and post allice in
Fallahassee contains
more than 30 rema.
He noted impraper
wibstitutons of infe-

I'il)l' IH.H(TLI'\. ph\(cr

5 4
[N e

ornamentaton e\e-

consistimge of 4 sum-

ple plan and cleva-

seat

tion for g tinc-room
country house with
aporch an tvasides. Fhis diawimg muse
he among Richards hiese atrempis e
design In 1885 he appears wethe an
dirccrony tor the hise tme, liseed rather
prenuarel asan nchirece His develap-
ment s adradisnan, howesen proceed-
el quickiv his hoae design far Toardn
and Fourchy i 1SS chows o charming
and professionaily rendered watercolor
vignerre ol man inasadboar,

While Andecés tocus was oo vl
contracting. Richard s interese remained
in domestie architectare. A drawing at
the BeugnoeBeauregard House ar 1631
Foplanade Avenues Tor example. was
probably done in 1888 1o adverone the
lanuary 1889 qucnon of the howse, Tine
pin pricks from the needle of his com-
pass are visible a reminder of the evace-
me nature of architecunal drawing. Vhe
Uhibaur draw g tsee ilbusoranon this
paget exhibics light, spidery Ties. wolid
hlocks of watercolor and o shghty awk-

ward sense of perspectine. nypcal ot

Hhdiuet o -aeterive et

PR N Y

wrvo v farerion St g 0 ENT 100 US

[ abour 18900 Towehy began w
x]\\iun IH\ (N I‘(l'iul\ " \[\|\'\ Lnn\i\-
tenewith thon-corrent achitecunal fash-
ion exemplificd i his edecic design o
W aespony \i\(L -h.lll Ik‘\I(lL‘I\\\. [ }CIII\'IH\
of Queen \nnd Talanates and Shingle
i les cosmnede on the facade. creating o
whimsical hadeepoadee effece npical ol
1890« vonacular vivle, Foarchyv's 1893
desien Tor the addition of an Tralianace
tront porch o the Lamand sestdence are
1803 splanade Wenue wsoa Huid pencil
drawing. showimg both the technical
detuls of conseruction and the aesthetic
detanls of the nillwork. The basiness
papars of Tourchy and Fourchy include
receipis lor fumber and millwork

While pracsicng architecrure in New
Ovleans. Richard hegan work with the
construcnon department of the United
States Treasurys which ac the tme oversaw
the convrucnon and developmienc of all
federal buildings In 1890, Richard ook a

posttan as foreman with the construcrion

R A T

cuted upsicde down,
and rile Laid inoan
Ncoriect patiern.
uchard’s thorongh-
ness put e in gond wead wath the
depariment. Tn 1893 he et New Orleans
for Wishingon 1o assume @ management
position with the Tengrhy dide of chiet
computer supervising architect of
the Breasuny Depariment. Andeé, oo, et

ac least

the diny in e TROS moving
temporanie o Quintanae fexass @ haild
1 lighthouse sarion on the Brazos River.
In 1896, the brathers dissolved Tourdhy
and Foarche, officially ending Richaed
Fourchy's carcer in architecture in
New Orleans

— Rate Holliday

Nottrees Heeo Sepr 1S o

Hivsgon o Mo o g o «New COhldeans,
IS Deh Peoivien. Laing 1e 1899 Lo
drawmgzs and papas THNOC: Daad Gbdond
and Dicharah Novins, 200 b Qe
Avhsccnar 1rii oo Now Yank 27T o
Coevvont Cony Blnenczo AN e Oelcane, IS7 0
Frvaes-1dersu
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= Gelestial =

/50 :‘(y Cars aj

ne hundied and hifny vears

avos Henoy Wadswordh

Fongdellow wrate Frangeline.
creating one ol the most endunng
my chic Haures tn Ymerican culure.
Descrthed e che poem as " cdleseial
hrichines.” the characeer of Fuangeline
Wan (Iu‘ l,‘ll]ll(\(“l]\k‘ll( (ll- | (lll:_‘.‘k'”(l\\"\
spicional ideals \noimspiratian o count-
less 19th-centar acaders. the eltece of
Evangcline’s fictional presence can il
he teltin Lo,

Langlelow et his storv againse the
histonical backdiop of the Aaadnny
expulsion, in 1733, from wha i
nowe Nova Sconae Although the poct
consulied Thomas €0 Haliburron's
Flistorical aned Statistical Accomone of Nova
Seotra, published i 182900 was neva
hiv meention o document hisrorical
cvents, he deportaion served asan
appraprice saarting poine for g paradise:
lose morit and gave Loagfcllow an
oppartunity to depict numerous
Ameriaan Lindscapes

I the pocm. Acadia was depicred as
A [\|.lu' where “peace seemed o reien
upon carth, and the resdess heare ol the
acean was fara moment consoled.”™ Vo
yesult o war beoween France and

Fneland. dhe Acadians were toreed from

thiv paradine and scarrered across the
conanent. Longtellow s poem deseribed
the tumulnous evenes of their dispersal.
the separation of two voung lovers.
and Feangeline's desperare quest to
hnd Clabriel.

Having learned thar Gabriel had

seedled in che Neaakapas dicericr ot

d %
hriaalitiness:
g

6,»/1//7@//'//()

L ouisiana. Evaneeline followed the
Mississippi to the Archatulava River
where she was soon love i "0 mase

ol doeeish and devious warers”

Longlellow had never been o the region
b provided avivid portraic of the Lind-
saape based on William Darbyv's 1816
Cocomraphical Descriprion of Lownnaa,
which swas avaalable to him ar the
Harvard Unnversiny library:

Eavangelme discovered thae Gabined.
ansereded by oerict, had fefe his new
hoame. and thus the heroines hifclong
search began as vhe wandered the
American frontier fooking tor her Tos
](!\g'. A\ an U]Ll wornan, \|1\' .1[»!11&‘“”\'\1
the search and jomed the Sisers ot
Merey in Philadelphiac dedicanng her
hite o the service ot others. Ol then
did she hind Cabrdd — who was ar thae
moment dymes She embraced himeand
ar Lase the restless unsacishied longing”
wame toan end. Tl che dulls deep pam.
and convant anguish of patience.’
Evangeline s search — omecaphornial
quese Tor cranseendence — muade her
‘more worthy of heaven.” boe icwas
onle when she gase up her private pur-
st and helped o alleviae che wonlds
suttermg that she was given aglimpae
of puradise.

Fongteliow. undoubrediv the mos
prominent American hieerary figure
of hie nme, was concions of his role n
the creation of a nagonal Teeracute
Frangelne provided an ideal opportum-
w tor g pocoe deseripdon o the coun-

eres variad Laindseapes. from the Taxari-

e foreses of Touishma 1o the deserts of

Liamn
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wn vie Beawtatid Ricer.,
sl of the Wibad,
ol awned alr N Tisisippr.

s voreed by Acadnon boatmen.”

“rangelie I Henry Wadsworth Longfellow

the American West, Fvangelines jour-
nevs were espectallv appealing ro
Amencans, many of whom had them-
selves been uprooted.

A number of regional writers soughr
o capitalize on the popularice of the
fictional Evangeline. Sidonic de Ta
Houssave, a schoolteacher trom Franklin.
wrate Pouponne et Baltbazar. 1 novel that
explored the sime theme. in 1888, A Sc.

Mardnville judge. Felix Voorhies was the

author ot Acadion Revmiseenees: The Trne

Sty of Evangeline (1903). These two
works, hodh claiming o be rerellings
of family fegends. contribuced o che
popubar novon that Evangehine had been
a hiscorical heure,

Voarhies daimed thar Longtellow
based Franaelone on the Tite of an
Noadian woman named Fmmcline
Labiche, Mrhough thiere iv no evidence
o indicate dhar such g person existed or
that the pocm swas a proaduce ol anvdhing
but a ferdle imagmation. Noorhiess view
was widely accepred as eruths M at
the Louistana lindmarks thae ue assadi-
ated with Frangeline were established
according o NVoorhiess story,

Fhere has been o pensistent dasne
to turn the myrhological Tigure of
Evangeline meo aveal person. Tourism
has belped creare the imace ot dhe beana-
tul i in asecong af Loaistang Ine
oaks Vo the caome times Touisiana’s
Acadians have sought to hink thay colin
more dosebe with the Yaadian communi-
nin Nova Seortn Bue parbaps the mos
importane Lictor mche desine tomake
Foangdine real has been the compelling
story ol fosg ]ll\\' JH(I |]\\' u]c.ll\ cml\n«!iu]

in Fuanecines celesiul brichoness.

— Mk Care

ol v Basscans, D s g

Hoorer iver fio vam e r
Pireon Phabastaoy oo 1988 ke Roesonddh,
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St wr ffer v Wogageg ot f0 | g,

Cambrides 720 Honry Wadsvwonrh

Loty len £osgm o Indimpedis 19050 Ry
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Evangeline on View at WRC

Henrv Wadsworch [ongtellow'’s
epic poem Lrangeline est appearad
in 1847 An exhibtion of haoks,
photographs. pameings. and manu-
seripoy relating co Fraugeline has
opened at the Williams Research
Center to commemoraze the sesqui-
centennidd ot Longhetlow s poem.

Was che taidhtul weaelienne o bie-
ure diaswn from lile: Sometimes he-
vonal creations char express poctic
crughs are interpreted as history —
arch o the case winth the mvehic
image of Tyoanecline. Phe populanty
of Longfelton v waork wetling the
storv of Frangclines search for her
lover Gabricl. soon gave the poemy
main characrer 4 hite of her own,
Many Amencany came o believe
thae Evangeline was 4 hisworncal fig-
ure. canght up by world evenes and
transplanced from Nova Scatia
0 | owsiana,

I'he exhibivion, A Celestral
Brightness: 150 Yaurs of Crangeline. o
look at both myveh and face. will
renain on view e the research cen-
wer. 410 Chareres Streer. through

Seprenmiber 20, 1997,
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encourages research in

the Willams Rescarch

-}

to 430 pom. Tuesday

through Sacurday

{‘\ \1 'j' Sereet from 10-00 a.m
g

i Center ar 410 Chartres
w7l
2 oteneept holidava,

Cataloecd materials available o
researdiers incdude books nanuseriprs,
pammgs. prnes, drasings maps. pho-
toaraphs, and arotaces abouc the isory
il culture of New Orleans, Lomstang.
and the Gult Sondh, Tach vear the
Callecoon adds thousands at iems o
i\l'l\lll::;‘ |‘\ \‘(ll!.lli(l\] (81} |‘\||k|\.|\k' k)”l\ J

lew teeent acguisttions can be noted Bere.

wt

[he perfarming ares. avial part ol the
New Oleans calensal seene. are retleced
m iwoeeent donaions,

Roves Ternandes ¢1929-19801, 0
narne of New Oleans achieved world-
wide acdhiim m dance. Femandes hegan
the stdy ab danee wach Felin Tlaller ac
o crzht md moved o New York when
veowas Too Shordy afrer i move

[ermandes muade his 1990 debuwith the

aneind Baller Russe ar the NMerropoluan
Opera Hlous While a prmup.ll danear
with the Vmercan Baller Theatie Ton
mam vears. he also pertormed widh
Vasttalias Borovamhe Badlee the Baller
Alici Monse tnow the Cuban Nanonal
Batlerr. and Tondan’s Pesoval Baller.
Koown far hiv redimaal exeedlence m
hoth assical and contenmporan works
Fernandes partnered many leading bal-
Tonas, T Laer veans, he shared s e
nque woh andonisy of dance while
lL.ui\il\Q moNew \.(H'l\\. |v||(' papers ol
Roves Ternandes, approvimaieh 18 lin-
car Tect of maternals that have been
donared I his sister Jeanne Bruno. pro
\|l|\' |IV\|;1V{ IRRRNRY [l\&' \\()ll(‘ I)l l';l”k(
Dncludod are news dippmgs od press

AN i"\“;f.“”\ \ri‘(‘\, i‘!'\'('[\ I‘I)l"

taeraphs. i and asaaphaok

Yoot br et 2oy Bafier ni Vers C terni
st Wouiier 962921 sucdnetcdd o it Ko

Fovmpnte

Ao b B Lodwie (193510921 wan
1 f"lllk':l‘ll\ I‘\“l\” ol th' Jdris ||\'I’ SO,
. B. Ludwig. Jr. and ¢
B. (Tript Ludwig 11T and Penny Pirri.

andchildren. E.

have donated nenly 38 hinear leet ol
muateriah that documens Nella Dudwies
ctiorts 1o enrich the communiny with
K[II,Yh(‘ .‘k“l‘l'l‘l.”l\k\ \['( ASIR A in\(ll\‘

ment ol the

menial moche devdde

W Oileans Opera Guibd and. under
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2 i
LIS usprees. broug

he the Mennpotitan
Opera the Bohhaoi Baller the \merican
Baller [ heane. the Rovad Ballet, the New
York Philharmeome Orchestras and inter-
nationallv acclimed solases o New
Orleans. Her inancdial support. coupled
with her vision ol the pefonmme ares in
New Ofeans, resudted i many opporoa-
nities 1o evperience the finest 1 apera.
theater, music. and dance. The dose
relationships that Nelly Ludwig exab-
fished with pertormers are evident in her
notes and photoaraphs. Her boundless
cnergs amnd contmuous cttorts e support
the ares are retlecred i dhie Bless contrac
arrancements, and news clipprogs that
he maintained. Vs induded o he
kll\l\,\‘i”” arg LUIIL\I‘I)I\('&”(L. 'I‘Ik'\\
rk'lk'\l\k\. ']I\l'\ “r”:_'r.ll\\\. minutes.
periodicals. hooks. tapesand sap-
baok about the Meuopolion Opaam
New Obleans

Vdding copres of | atnstanaa-relaed
‘\I“\U[“\“‘\ Fram oleien .||‘\|“\k‘\ [N}
contiznnng projet. bive redds ol micio-

Rl trom the Natonal Archives ot Cuba



have been added ro the 33 recds previ-
ol acquined tsee CQmerrerh, vol NHHLL
no. S oand vol. NIV nos 34 Lhe newn
microtilm v concerned primarily with
the vears following the Louisiana
Purchase and includes intormarion
abour commeree and migeatdon berween
New Orleans and Cuaba

Addigonal mcrofiln comes from the

Centre des Vrchives Diplomatigues de

nees: 1Y reeds o oaerolilim Tram the
archines of the Consul General of France
m New Orleans, Diplomane Correspond -
ence ol IS26E IRERATOIN o com-

— N | 1S e
|‘h|n\nl llk PrCVIonsiy J\\lllllul 22 Foels
tee (ineaarh, vol, NHE nos 2v The news
materals mddode documentanon ot
II.”‘\'\\ ISt \l]l‘””.l. \rL~|||\.|\.
o, Coorert. Kentuche, Nisassippr.

: 't

Mot fovas and T ousiana

— M. Thesear el erre

L (PR b L 3 ’

I hionzh the bequest of Elmire Villere

————

Mufson Drackerr. the Collection has

reeenved ehice haldi-lens

membery ol the d \ubenalle and

h portens of
Roulicoy Lamiliess Yomgem Voo
Coresihamane o Nonecoad o Vuherville
Viretiionn ventt Coerd oo o Mingornif
o uler: vl Mateonmneile Viioa
fonrse Voo o Vel crdle DY Nabens idle
W |l|( ]|||\||\I|||I Commissary ot
ot from 1732 10 17537 and the
san ol the Roval Naval envien and
head of the Company ol Vallerenne
New e

= et Pl o 1930 watercolor I
Rovd € rise. comes throueh the heguiest
ol Edwin A, Zelmicker, Jro Vexiorn
Flasecrs oo Banwana Stalle, o watereolor
pansed by Cranse in 1979 and a 1971 il
pamune. /% ,,/./, FParewe Watermelon s
Clemenome Hunter. are ihe donations of
Mrand Mrs. G Henrv Pierson. |r

™ N acquisitons iclude aoagenifi-
cant number of 20th-centme Foniana
artworhs V|<r.lll _|uh|unn has donared 60
works by Georee Felres as well s warks
by oather arnsas \/I«/lll'\'/YI Novemare. 4
199% gorvhic on canvas I Todd W
NXiltams. s oaoeile of dhe oose, A 1977

ail

mone v James Thomas, uded

Pacchor 1'avis iy Boner € agee = 1990 760

L Soiuets Canpne Navchaaps Do g gile ol
Zella Funch and ¢he arose Mrand Mrs.
Fugene C. Davmude have ziven o |.u‘:;c
croup ol l‘l\(\((\};l"ll\l\\ TEANSPATCICIes.
and necatnes by Lk Beedh poreraving
pzz musicians and Liendh Quareer arnse
Nodl Rochmore. he Davmude dona-
tion ndludes photographs of paintings
by Rowhmore and other artises.

™ laura Simon Nelson has enen addi-
nonal [uncings from her collecrion: \an
Soaspewing g dxe by Fllvworch
N osenldwaieds 24 siede vy Popee. Missiayy
Wil Noeadw uds oA L oneroar Biduia
I Lomes Canner Beand, Ao Fadl o € Tz

pr by
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bv Marie Madeleine Secbold eNlolimarv):
The Sprivg Fiesta Art Shoe by Clarenee
Millec: and a 1971 oil porerur af M
Nelwon by Laurence Chinstie Fdwardson
M [he Colleenion has been enriched Iy
a number of gifts of photographs during
the last quarter of the vear chat provide a
record of New Orleans and its environs.,
From Robert J. Whann I come nine
views of the Leidenhemier Bakery shords
afrer it construction aboutr 1905, The
building ~tll scands ar che corner of
Siman Bolivar \wenue and Marcin
Lather King Bautesied tormarly Soudh
Franklin and Melpomene Streeist. Betry
L. Moss s donated 100 photoeraphs
of residances. churches. and places of
business in the reme neiehborhoad
taken durme the Liee 1930« many show -
ing buddings chae have since been
destroved ar aherad moappeanance. The
Arts Council of New Orleans has enen
4 group ol 115 photoprine by Owen
Murphn commissioned tor the 118N
construction of the Misasappr River
hridee. \ collecton of 3T aernal views

domated anonvmaonshs s sies ot the

VOS¢ [ ouisiana World Faposition as
well as sites of the 1987 v ol Popg
lohn Panl 11 \"\.sl'e\.xﬂ\ the e
and uprovwn arcas downtown and the
central busmess disener. the fikctrone
attd castern Now Orleans Ditiean carly
19400 views of New Olcans and envee
rons e the donagon o Geno Vogr \
phatogeaph ot the US0 Coast Guand
cutrer Darar comes lrom the US. Coast
Guard \ donation rom Coralie
Guarino Davis indludes photocraphs.,
drawimes, and somvenirs pertaning 1o
New Orleans Mrs. P Roussel Norman
has wiven o e TOSS phatograph tha
prcenres Vs Norman wich phorograph -
or Clarence fohn Laaghlin

™\ croup of postcards eiven by the
Charleston Muscum shows French
Quarrer views, Lindmark architecrure.
[‘“\ll‘\'\‘ ”1([ \‘\lT]lHCl\l.ll l\L]i‘I)\IHHC”’\A
residences. and Mardi Gias saenes. The
Chicago Historical Society has donared

veroup of trade-cnd advertisements ton
local hustess escablishmenns tocared in

the an berween 1880 and 1900




Richard Knight i provided a log-
teny teker from the Lo lLotery
Company of New Orleans and Kana
Cirve dared lannary 8. 1893, o
Thomas B. Favrot comes 4 Proteus cir-
nval bullesin daeed February 12, 1923,

Caprain and Mrs., F Winger
Trapolin have donared o pair of Ofd
s mvanted vases thae complement thein
previous donation of an O Paris cen-
wrpiece bowl The three items ance dec-
orared the ( ounung Hooswe when ohe
Prapolin Bl owned 1he property dhat
v now the site of the Hisvtorie New
Onleans Collecrion.

— Juedieh 1. Bonnes

Far more thuan 200 vean. opera has boen
W impartat pare of the New Ol
culrunal s«eene. During the 19¢h cennunn
New Orleans daimed one of the 1o
mose opera voupes in the nanon \ NIt
nificant number ol Furopean operas
ther Ymencan premvicies here as well.
Becimmmge with the 18304 several ool
proveens assued hbecon thay provide
Fiench and | nelish cexes in panallel
columns on cach Pz Recent donanans
are che hibreror ot Zausg by € hales
Gounod and 7 Vircare by Giacomao
Meverbeer bady pablichad by Himnd
& Duncan. und 1ot s Vimbioie
Il\(‘”\.l\. |‘H|‘Ii\||('] |l||}\'”l\\\|]. l.l]k' ['”k(
bt were |‘H|\|I\|l\‘\| for New Ofeans
pertormuances aboutr 1870

Phe mam solunree flr\'-ll:,'lvvl-n:
campaies of the Yy century were the
precursors of todayv s New Oyleans e
Deparment. Beammng widy the found-
me ol Valunteer Companmy Na. |
IS29 addivional companies composed
of duzens ol vanous nationalioes wore
uichiv established o ald areas of the i,
Iwo ssues of the rules and reculanons of
volunteer campanty Lousiana No. 10
were reeentvacquired. Organwed in
1830 by men of Spanich anceson
L ousiana Na. 10w reotganized as g
company of (}crul.ln-\lw.\kmg volunreer
lire fishterc i 1845, Bath issues ol the

campany s rules and reeularions. Jaed

IS and 18358, were
publivhed lacally in
German and include
membership lises.

literary pPIracy was
ONCC L Common practice,
and the comperition o
produce che fira
Amcrican edinion of pop-
ular Furopean works —
regardlon of I;';.l! nicetics
orovados pavimenrs -
wan heree. Mthough pira-
Vs not s prevalent i
New Orleans as in ocher
pares ol the couneny, ane
sharc-lived New Orleans
Brm o — i1 business anh
dusing 1831 — aftered
nnlhll\; bt |‘il.|l\'l|
teprines Buinore &
Bosewich tarned aun a
saceesion al toavel accoune.
histonies. and novels Their edition ol
[l Lages nf 1l lugels. 1 Poci I Tish
poct Thomas Moore (17700183201 W
'kL\.‘”!l\ .|k\ll|||L'(!. \I(H”k'\ |‘|\k'|” N |‘|'l‘l‘-
b the tiese focal publicanion of his
work m ook b, althaueh many
his pocims were ser o musie and aaed
e New Orfeans s sheet s,

D Radolph Nagas o1 8o0- 103
meernavonalle recognized physacian
surccon. lectiner and 2 lounder of the
Amcrican Codleee ol SurLeons, wos
NS RRIR]] ‘l”':_'k'”ll ar l).ll”\ 'l()\j‘” Ii lrom

I s 1928 professor of suteciy g
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Amiln Hhinas,

N

J Sohrweitzer.

o Hamdar =90 e it

fulane Univerainy liam 1893 0 102~

and chicl sentar surecon gt longe

[Infimar from 1903 10 1933 1w o
|\|n|w|u author o .I|[|k|\." .||\|n|l ) \\lILIH\'
and simecrv and i his L veas, wioe
many memorne ohuies to his ol
feagnes. A callecaon ot his NIy -
ey was recenth donared by Dr.
Edward S. Lindsev.

['he Morris Muscum of \rroin
Vozustr Georen, has donawcd dhice of
1 recent pablicanons fatunme the swoni,
ol New Onfeans arosis Mange Seebaold

Nl Henny Stevens. and Tl Kobhme or.

SOLINET
OFFERS WORKSHOPS

SOLINE B eSoucheaseern by Network is nlll-lvll; '\Lln.l;m: Preservanion fon

Diverse Colleaions.” o series of duee comdimared workshops. Fose i the seres i1 7 he

Natwe ot Fibure and \ichival Macerals™ scheduled for Julv 1319 00 SOLINTE L
\tlinta. The second workshop. “Environmental Hazards o Preservation,” will be
held at the Historic New Orleans Collection October Fi-18. The series condlides
with “Collection Management Tsaes i Preservanon” in March 1998 a0 Vil
Cinvesiny i Nashville, Tennesee, he warkshops aie dessened for st wich Fesponsg-
hilinn for preservation ar public .nd academic hbraries, archives, and muoceums.,
Berween sessione participanes will work on projecs at then home instturions. T

o b Gl Ganeer Fdmondson e SU0-990.8338 wl

tequest a brochure or regis

F0-40-RU2-004 3, exeension 283
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\ pramouional booklet nued Iy
Southern Pacific introduced the new
“Sunser Limired” railway service aar-
rving passengers from New Orleans o
Lo Angeles in 42 hours. The 1932
hoeklet l\«.lg:_;u ol “The Strcamlbined
[rain With the Southern Accent™ and
ity apectal amenities such as the
Freneh Quarcer Lounge. the Audubon

Dinme Room. and the Pride of Texas

; 3 Collee .\|m|~.
\
N — Lol D, Aveencann
. DONORS: OcToBER-DECEMBER. 1996
= f!
B -~\“‘ ek DL Vreencaas bR Ludwie It
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Dr. Patricia Brady was cleared
vice-prestdent of the Touisiana
Iistorical Assocetion ac the THA anon-
I mecung in Narche she will heconme

president in (V98

IN the CoMMuNin

vy |

John Magill was incerviewed abow
the carrene exlabicion. 1 My Bal
Wersggae . Iy \WWTEOWRY UL WWINO,
and the Bawn Rovee Mo Advocire.
He presented otk " The Vieas Carr
Cirea 19300 a0 the Tennosse
Wilhams New Odcans Diterary Tesmal
aswellas ar dhe Festnals Sundas i the
Bookshop, the Soatham T owsanag
Chaprar o the Romance Wiitens ol
Amcnict the Vicuy Canee Propern
Owners \socton. and l¢ ]'g'(H Naion
Steve Sweet desiened the elecironic
natrr I‘("ll\l AIinations '\.I(ll’\tx Al
Super Bow! NXXNL Dr. Patricta Brady
wived s prograum Jrur of the Tennessee
Wb New Oleans Dieerars Tesonal
and oy moderaror of o opanel Louise
Hottman also moderared o pancel ac ihe
Fosanal, WDSU and eeley imion stations
i Madisan, Wisconsin, and Boston
meenviewed Dr Jon Kukla when the
Super Bowl was held in New Orleans
Dr. Kubla spoke 1o che Chalmerre
Chapeer of the Unued States Daughiers
of 1812 aud was meerviewed an the
WYIS documentary “Tlolv New
Orleans.” Judith H. Bonner spoke o ihe

I ouisiana Pediacrie Pose-Graduare
Fducarion Counal and was interview ed on
WRYU. Mark Cave spoke 1o the Cirdd
Book Clubyand Dr. Alfred E. Lemmon. o
the Music Library Asodanon.

MIETINGS
Pamela Arceneaux. Eileen
Thornton. and Ann Middleron.
I owsiana Librarv Associanon conter-
cnee: Jon Kukla, American Historical
Avoctnon and Fhistone News Serviee:
Louise HofTman, Publishers Asocution

af the South

ARpicres Pesristip
Judith Bonner. Southorn Quas 1y
John ,\l.q;y” Nt (O leans Maeazine and

Preervarrnene i Pring

Al it COLLLCTION

st

Chantel Guidry (B.AL UNOG has
been named manu-
saripes et Byron
Leger s aceepred a

position 1 the saemes

depariment ar the 8
:;i;\\\l
tnterns a the Collee- 00 G

gon are Aan Tenold. UNO

andd from Tovola. Rachel Lyons. Dorimer
Stvierio. and Debbie Reynolds.

Sheratan Hooel,
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Tln ddeventh annual Tennesse
Williams New (hleans Literan
Festival was held Maach 20228 gl e
Perit Phedrre Jo Vicoy Cané. | he
Counting House ot the Historie New
Orleans Callection served as the Toca-
ton for the Vaser Clases thar tradi-
tonddly Lanch the tow-day celebration
ol Lireratare. thearer. and msag
I eading the discusvons about the an
and erate of writing were Tean Redmann
and Lawra Toh Rowland. " 1'he

NMsterious Fure of the Mosteny:™ Glorn
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y SOennessce

P B e e

available ar che musceum <hop,

Biee et o

Rex ducad modal
trang |2, vnaee ot
forl-backed paie
ngee el agaaned
o e tev tiny
Sohwai o 1y -zan

Ve 1l i povie it

0 vetl ]

“detony

I Ut : o1 el fresens i
"

Waide-Gavles, "Having Your Save The I

Personal Fasav:™ Leon laorre

. . . i o ) SN - = "

\I It Gold Noyimwan toar pra acitds “VMuther™ petiod :n
Appinge 1 " AN S RN : 7
ppime Your Ficoona NIVCING ol frnmn 1 Sewp " itgaine e cotle i

Tup vavee Ieft 1o 11ghe

lonathan Dolecr I'he Author : . L%

Veent Relaoomship:s Wendy Walt, : ),:

Oy the Biidee 1o the 2 1s Centuny iren Vidldly » oae-

Survival Strateetes 1n QNICMpOrarn \

Puldishine:” \ndia Codresan, “Wiinne oGS 3N Barrom

\bouot Yo Fam:lhy Yourselt: and e

Kave Gibbans. “Connectine Al the =

Dars On 1 nidan crening the i " 3 5o

Collccnon held aweeepnion for Fesonal Call the Shop ar 304-398-7147 tor

I‘II'I'ILII‘.IIII\ more yfornmanon




Wade-Gayles, "Having Your Say: The
Personal Essav:™ Leon Forrest.
“Mapping Your Fictional Universe:”
Jonathan Dolger. "The Author/
Agent Relationship:™ Wendy Wolf,
“On the Bridge to the 21se Century:
Survival Serategies in Contemporary
Publishing:™ Andrei Codrescu. " Writing
About Your Familv/Yourself:™ and
Kave Gibbons, "Connceting All the
Dots.” On Fridav evening, the
Collection held a receprion for Festival
partcipants.

Top rows lefr ro vight:
Glorra Wodle-Canylee.

Auelver Codresen: hanve
Cabbons. Middle roiw:
Woneh Walp, Lean it

Jomtthan Doleer. Botton

rour: My [onse
€ hirstn ich: /‘:‘({". Nootr

[ abaiele and Alee Baletiwn::

Aevie ane tow Kukla

./}u/—/hlz'l'(’// paste
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THE SHOP

A n assorrment of distinctive gifn =
some raritics and curiosities — are
available at the museum shop.

Pictuved ar right 1: 1
Rex ducal medal
prom 1902, made vf

stones and designed
in France for the
Sihoal of Design.
Mare thaw a prece of
costione Jewedd the
meedal 1o an -
nidte plece af New
Orvleans carnival

Justory

liea sawcrenr spoois [rom i sct ol /u,w;:"r.-/ml/
e, Shatn Deve e [ hoanas Jotleraon. o
maap o the Lotersiana P etdod pn il o’
el and ndven fackson, wadr o deprerroa of il
Rarile of New Oileans, boddy “scenes™ icferpn i
sdgar cvents o the presidents” aireers e posie
were made /{r the Williaom Rogers Company: on the

verorse of cachvare teo flags and 13 s

Gold Victorian bar pin acith “Mother ™ spelled in
velict. fron the Shops antique jewelsy collecron,

Call the Shop ar 504-398-"147 for
more information.
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STILL MYSTICAL

Currently on view in the Williams Gallery is the exhibition A Mystical Bal Masqué: 75 Years of the Mystic Club, which
continues through August 16, 1997. Inciuded among the items on display is a photograph of the 1937 Mystic Club
ball by John N. Teunisson (1993.72.8).
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New Orleans. LA
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THE HISTORIC NEW ORLEANS COLLECTION
Museum =+ Research Center *  Publisher

533 Royal Street

New Orleans. Louisiana 70130

(504) 523-4662
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STANDARD FACILITY REPORT -

Adoptad by the Registrars Committee
American Assocciation of Mussums, June 1988

Historic New Orleans Collection, William Research Center

INSTITUTION: i e sree
New Orleans, LA 70130
Summary Remarks (for use bv Lending insriturion)

SUMMARY OF X Staff list —_ Floor plan with location of portable fire
ATTACHMENTS - extinguishers and temporary exhibition space
("X" those atached): — Exterior photograph indicated
___ Phowgraphof swrage X Brochure
grea used for loans

Instructions for Completing Evaluation Form
Borrowing Insttuton: Fill in all information requested.
Lending Insgtuton:  Questions providing key informartion begin at left margin.
Quesdons providing more detailed informarion are indented.

L GENERAL INFORMATION

Historic New Orleans Collection
1.1 Mailing address 533 Roval Street

New Qrleang,  TA ianL

12 Street address
(if different)

Willlams Research center

13 Shipping address 410 Chartres Street

(if differenr)
New QOrieans. TA 70130
1.4 Telephone number (504) 598-7101 . Cahle number
{S Telex number Telefax mumber _ (504) 598-7108

[For 24-hour emergency coniact, see anached swuff list.]
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[ Y[~
1.6 s your insnnugon AAM accredited? . x
Date accredited 1978 Date reaccredited __ 290
Governing Authornty |
1.7 Indicate ("x") the most applicable heading and subheading:
_x Musenm (non-profir) —— Culwral Organization
— An _ Library
- Nartwral Hiswry/Science ___ Church/Synagogue
X Hiswry — Civic Center
— General _ Fair Building
— Owhex (spey) :
— University ___ Hisworical Society
_ Museum or Gallery
— Student Center/Union
___ Library
— Deparoment — Other (specify)
I ;
1.8 Do volunteers ar interns handle borrowed objects? N i__x_I
If yes. are therr acuvides supervised by a professional staff member? —
X
19 Are volunteers or mtemns responsible for gallery security? —_— L
If yes. are they supervised by a professional smff member?

2. BUILDING CONSTRUCTION AND CONFIGURATION

2.1 What type of building matenals were used for your main building and any additions?
[Indicate "x”’ where appropraie|

<
2 g
= E
3 T} <
- E3 2
AETIHEHEHE
<|s|lc|C|la|ala|Z |« Other (specify)
[ Fxterinr Walle % -
Interior Walls x
Floors X X
Ceilings plaster and ceiling ribs

Strucrurat Supports X




-y

22 Date original building and subsequent additions completwed: 1917, 1996

23 Is the squcnae free-sanding?.

If no. provice a shysical descripuon and the purpose of the larger sgucture into which il
1s Incorpocated.

24 Are you undergoing renovarion at this ume?

2.5 Do you anrcipale any major consgructon projects within the next two years?
If yes, explain:

2.6 How many floors does your building contain? 3

If more than one floor, indicate mode of access between levels:
% Suirs _x_ Elevawr ___ Other (specify)

2.7 Indicate the iayout of your temporary exhibition area:
—X One largc mom — Senes of small rooms
— Other(spec.7-

2.8 What is the load ¢ apacity of exhibiton area floors?

2.9 Are any spaces used for temporary exhibitons located in such public acuvity areas as lobbies.

lounges. hatlways, libranes, cafes, classrooms, exc.?

If yes, describe:

2.10 Are the temporary exhibition areas used only for viewing?

If no. what other fumctons do they serve?

211 Are there any water fixmures or accessories such as plumbing pipes, sprinkler systems, waler

founmuns, erc., locared in temporary exhibiton areas?,

If ves. descnibe:  cnvinlilar svcrnm
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2.12 Do you have a modular wall partgon/panel sysiem?

If yes. indicate its means of support: Supporned at floor and ceiling

Supported only at floor

Indicate the materials used in its consgucton:

2.13 Is eanng or drinking ever permiued in:
Temporary exhibirion gallenies?

If yes, explain:
Temporary exhubition swrage?

tving area?

B ES

Tempaorary exhibition preparaton area?

2.14 Do you make routine inspections far rodent, insect and micro-organism problems?

If yes, describe means: __ Weekly by staff, monthlv bv insect control firm

2.15 Do you underake routne extermination/fumigarnion procedures?

If yes, describe: _sprav monthlv -basic ant, roach, silverfish, spider,

etc., Off premises fumigation of new collections when needed

Shipping and Receiving |

2.16 Do you have (or have access to):

Shipping/receiving door (dimensions H____ W____ )?

Raised loading tlock (height from ground: » *
Dock leveler? .
Forklift (weight capacity: ). i
Hydraulic Lift (weight capacity: y *
Crane (weight capacity: . -
Ramp (length: i : *
Scaffolding (height: y x
Other (specify: 4

2.17 What is the maximum size crate your shipping/receiving door can accommodate?
H w D )

2.18 If you do not have a shipping/receiving door or a raised dock, how do you receive
shipments (Describe loading area and indicate on auached floor plan)?

Materials arrive throueh a freight entrance and go into vault
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2.19 What are your normal receiving hours? 9:00 a.m. to 4:30 o.m.

77

220 Can youac-nmmodate a delivery ar umes other than during these BOUrS? . .ue e ceueeimmsrem e e

2.21 Can your loading ane1 accommodate: 45 van?

More than one 45 van at a ume?

222 s your loading area:  Sheltered?

223 Describe security precautons taken in your loading area:

Security camera, two staff must remain with object at all times

224 Do you have a secure receiving area separate from the loading area?

(Dimensions: L w Ceiling H )
If yes. is this area used only for exhibirion objects?

225 How is access 10 the receiving area conolled? ___coded encry

226 Where do you usually unpack/repack/prepare objects for exhibiuon?
(Indicate by number:ng all appropriate items in priority order)

—x_ Receiving room Exhibiuon gallenes
;_ Exhibition preparation room Storage area
Tn-house packing facility Quiside packing facility

227 Do you udlize an off-site packing/preparanion faciliry?

If so. indicate the most appropnate descripuon:

_— Museum propeny Commerciai space conuracted as
. needed
__ Rented commercial space Other (specify)

Indicate distance from your insttution:

What is the mode of access besween the two facilities?

Does a professional museum staff member always supervise packing/unpacking?

228 Where do you usually store loaned objects before they are insualled? (I/ndicate by
numbering all appropriaze items in prioriry ordzr)

—— Receiving room Exhibiuon gallenies
. 2
Exhibition preparation room Storage area

In-house packing facility

Quside packing facility
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129 Do vou have a fresght elevamnr?

[ntenor dimens:ons: L W Caiing H

Jcad capaciry:

-

230 Do you have a secured storage area for objects? . ‘ ’

Interior dimensions: L W Ceiling H
Dimensions of door: H W

Is i Locked? x| ]

Alarmed? X !

Climare conmrolled? X

(See Secuon 3 for detailed environmenzal injormarion)

Who has access/keys? Full time professional staff

How is acc=ss conmoiled? security caode

231 Do you have protection against fire in your object storage area? X
(See Secton 4 for deiailed information on fire protection)

232 Do you have a highly secured storage area for precious small objects?

If ves, describe: Metal storage cabinets designed for that purpose (locked);
’ room has coded keypad access

n

.33 Where do you store empry crates? ("x” all appropriaze)}
On premises: Temperature-conuolled Pest-controiled
X

X

X
Temperature-controlled Pest-controlled

Off premises:




79

PYN
3. ENVIRONMENT
[Heating and Air Conditoning
5.1 Indicate the rype and incauon of your environmental control system (“x" all appropriate)
Throughout  Only in Temporary Only 1in Exhibiuon
sy Exhibicion G S

Centralized 24-hour

temperature conwol .

system: X DI

Centralized 24-hour -

humidity conurol see below

system: g x

Cenmalized 24-hour
filtered air

Simpie air condiuoning
(window units)

Simple heating S

32 Describe cooling sysiem: I Manufacurer Year Installed

In tempoerary exhibition

In temporar. -xhibition
storage VAV-DX 1996

33  Describe heating system (i.e., convecuon, forced air, solar):

In temporary exhibition 1996
galleries YAV-DX

In temporary exhibiuon

storage VAV-DX 1996

34  Describe humidity conool equipment

In tem exhibiuon 1
ga}lcn’zm dehumidification controlled by 996

AC, monitored by humidistat S

In temporary exhibiuon
storage VAV-DX 1996

35 Amcnvirmuncnmlconnolsyswnsinopamion%hansada'y?

daily

3.6 How often are the environmental systems monitored?




Y
3.7 What are the temperature and relauve humidity mnges in your:
Temrorary Exhibition Galledes Temrorrv Exhibition Storaee
Temperature % RH Temperature % RH
In spnng/summer 71.° 55% 71° 35%
In fall/winter e 35% e 35%
3.8 What is the maximum variation within a 24-hour period in your:
. Exhibition Galler T Exhibition Storage
Temperawre % RH Temperature % RH
In spring/summer €2 *57 pii *5%
In fall/winter +2° +57 £2° +5%
39 Isarecord of the variations in temperanre and relanve humidiry kept? P x
3.10 Do you have the abiliry to re-adjust your temperawre and relative humidity levels 1o meet the X

needs of different rypes of objects?
3.11 How many of each of the following do you have available?
Recording hygrothermographs i
Psychrometers
Hygrometars
How often ar= :hey calibrated? everv 3 months

3.12 Do you monitwr and record temperamre and relauve humidiry levels on a regular basis

in:
1
Temparary exhibiton gallenes? ¢ );
Temparary exhibiton storage area?
X

Display cases conmining environmentally sensinve material?

If yes. by what means: X Recording hygrothermograph

— Other(spectfy)

Indicate frequency: weekly
Preparator

Who is responsible for monitonng these leveis?

3.13  Arc the temporary exhibiuon galleries: ("x” the mos:t appropriate)
individually thermostaucally controlied?

. A N
X_ All controlled by one thermostat and humidistar? ( Eha 6&.(,&_ \)/r
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3.14 Are the izmporary exhibition siorage areas: ("x” the most appropriate)
Individually thermostaucally controlled?
pis All concuiled by one thermostat and humidistat?
3.15 Is your instituuon capable of building vitrines for environmental purposes upon request? ..o e o xS
X
3.16 Are display cases equipped with dust filters?
3.17 Are objects ever positioned over or near heaung, air conditioning, or humidification vents or E:3
ums?
If yes. describe: |
X

3.18 Do exterior doors open directy into your emparary exhibition space?
If yes, how many?

3.19 Do exterior windows open directly into your wemporary exhibiuon space?
If yes, how many?

3.20 What type of lightng do you utilize in the temporary exhibiton galleries? ("x” all appropriaze)

— Daylight —_ Fluorescent
__ Windows _ UV filiered
— UV fileered
_ Equipped with shades/drapes _X Incandescent
— Tungsten
_ Skylights _ Quality iodide
_ UV filtered _ Quarz
—— equipped with shades/drapes ___ Other (specify),
X
321 Do you have a light meter?.
3.22 How low can you adjust your light levels (# of foot-candles)?
¥
3.23 Aredispiay cases ever intermnaily Lit?.
If yes, what type of lighting is used in the dispiay cases ("x" all appropriaze):
___ Fluorescem —_ Incandescent — UV filiered
x

3.24 Are objects in display cases safeguarded against uitra-violet rays and heat build-up from interior
lighes?

If yes. how:___There are no ultra-violet rays in the temporary exhibition

space, nor is there interior lighting inside the cases.
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4. FIRE PROTECTION

4.1 Indicate ("x™) the most appropriate descripuon of your building:

X

Fire-proct (non-combustible construction materials)

____ Fire-resistamt

— Treated with fire retardants (asbestos, etc.) (specify)

42 Is endre building protected by a fire and/or smoke detection/alarm system?

43

44 -

45

46

If yes, indicate manufactirer: Certified Security Company

If no, describe area not protected:

Are your institution's fire detection/alarm systems listed by Underwriters Laboratories
and your detectors instailed according 10 UL specificarions?

Arc all emergency exit doors equipped with alarms?
If yes, indicate type: contact

How often are the systems checked? daily

By whom? maintenance scaff

How is the fire/smoke detection/alarm system acuvated? (“x" all appropriaze)

Temporary Exhibition
_Gallerics Storage Areas
. ) x x
Seif-activated heat detection
Self-activated smoke detection X x
Control panel O —
X X

Manual pull stations

4.7 Who does your fire alarm system alen? ("x” ail appropriate}

- In-house control station panel
—x In-house audible
- Local fire station - direct line

_*_ UL/FM-approved central station (specify company)
— Other (specfy)

Certified Security Company

10
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48  Indicate the fire suppression system in operauon: ("x" all appropriaze)
_x_ Spnnklers
__ Wetpipe
X _ Drypipe
¥ _ Pre-action
Cross-zoned to the fire/smoke detection system

all areas

Specify: Locadon,
Manufacnrer,
Year installed_1996 Acuvaied by: _X  Smoke
_x_ Heat
Locarion of shut-off valve

Are the staff and guards trained in the shut-off procedure?

____ Halon gas system
Specify: Locadon
Manufacomer,
Year instailed

Fire hose cabinets per local fire code

_X_ Ponablie fire cxtinguishers (specify rype. ¢.g., pressunized water, carbon
dioxide, dry chemical, foam, halon, acid. other) dry chemical

49 How frequendy does your local fire code require inspection testng of poruble fire
extungushers? one vear

4.10 How frequently is the staff trained in the use of porwable fire extinguishers?__vearly

not

4.11 In what areas and under what conditions is smoking allowed in your bulding?
permitted in entire building

4.12 How far is your institution from the local fire station?___two blocks

4.13 Is your local fire station manned 24-hours a day?

83
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4.14 How long does it ke the fire department to arrive at your facility in response to an alarm?
five mipures ,'
4.15 How far is your bailding from the nearest fire hydramt? _1/2 nhiack o
4.16 Do you have an established fire emergency procedure?
If yes, how frequently is the staff trained in this procedure? __vearly
5. SECURITY :
Guards and Access :
X
5.1 Do you have 24-hour human guard security (as opposed 10 periods of electronic-only surveillance)? ......
If no, would your institution be willing 10 hire additional guards, if required?
52 What type of security personnel does your instimtion utilize? (“x” all appropriate) C
— Regnlar security employees of your institution ?ﬁ
" Other staff .
— Conuacted from an outside service company "'
—__ Students :
X Volunteers/docents
_x_ Other (specify), L i ing with signals responded
. to by guard = | . x
53 Do you have a trained security supervisor in charge at all times?.
X
54  Are your securiry personnel specially rained for your facility?
If yes. brie:lv explain the extent and duraton of their training;__All are members of I
senior staff (nine years of employment by THNOC). Annual walk-
through with alarm inspections, fire alarm training, fire
extinguicher r::l'ln_'!n& fire Advri1lg gnnually )
F. b
55 Are your guards ("x” all appropriate)
Armed? —— Radio equipped? 3
_X__ Pager equipped? X _ Phone equipped? L
— Other (specify) A
56 Do you complete police checks on guards prior to hiring?. X

12




5.7 Indicate number of guards normally on duty:

s

Swauonary Barrolling Jdwuonary ) I

During public hours 1 i3 14
(day/evening)

When closed 10 the
public, but open w 5 5
staff

During closed hours
(night)

In temporary exhibiuon
gallerics 14 14

58 How many galleries are assigned to each guard? 2

5.9 Isa guard assigned during mstallanon and deinstallanon?

5.10

513

5.14

If no, can one be, if required?.
How often are temporary exhibition galleries checked when closed?

By whom?__ Curatorial staff, maintenance staff

daily

How is the frequency of these checks ensured (e.g., checkpoint system, exc.)?
reports to building manager

5.11 How often are "checklist” checks made of the objects in temporary exhibigons?

daily

Who is responsible for these checks?__curatorial sctaff

5.12 Do you make a photographic record of objects wathin each temporary exhibiuon
gatlery?

Do you maintain records on internal movement and relocation of borrowed
abjects?,

Are security personnel stationed at all entrances and exits to the building during open hours? ............
If no, explain:

5.15 Is every object entering or leaving the building signed in and out by security
persamel?

5.16  Are the contents of bags, briefcases, etc. checked upon exiting?

13
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5.17  Indicae the positons/titles of those individuals authorized o sign for the removal of museum YN
objects from the building:
Registrars, curators, preparators
x'

5.18 Do you have a sign-in/sign-out procedure far guards and after-hours personnel?

5.19 How many staff members have keys o0 exterior doors?

Specify posttions/nles: curators, catalogers, libra rians, maintenance

supervisor for building, registrars, entry 10LO
1 Sda—axr hy gdmiscion hy receprionisg

. Ly » T
T ICIS oY iy

520 Are periodic exterior perimeter checks of the building carried out? X
If yes, by whom? maintepance staff; carpentry and building staff
521 Do your staff (paid and volunteer) and special guests wear identifying badges when in x
non-public areas of your building?,
522 Do you have an emergency disaszer plan? X
If so, how frequendly is the staff trained regarding this plan? apnually
523 What emergency procedures are observed in the case of theft or vandalism?
report to securitv officer and New Orleans Police
Department
Physical and Electronic Svstems |
X

5.24 Do you have an electronic security alarm system in operation throughout the

If no, specify which areas are not protected:

5.25 Whart types of detecrion equipment is in operation ("x” ail appropriaie)

—X__ Magnedc contact X _ Motuon

__ Photo electric ray — Infrared

X Ultasonic — Weight/press

— Sound : X TV monitor/closed cireuit
— Other (specify)

14
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5.26 Is your insgrugon's security system listed by Underwriters Laboratories? :
527 Who does your efecronic alarm system alent? ("x” all appropriaze)
_X__ In-house 4
_ Local police -- direct line (if ALL systems do not automatically register at the police staunn
wndicate wiuc s unes do not)
Alerts central monitoring station who in turn alerts security officer and
police
X_ UL/FM Cenual station (specify company)___ Certified Security
Other (specify)
!
528 Domdomsopmdhacdyinmﬂmmmyuhihinmm? X1
If yes, indicate focking mechanism:
529 Are there windows in the tempaorary exhibirion gailenies? ' X
If yes, what rype of physical security (e.g., bars, gares, mesh) is used?, }
5.30 Are all the building's exterior openings (including entry/exit doors, windows, roof doors L
and air ducts) secured and alarmed? X :
If no, explam:
531 How often are vour security systems tested? annually(svstems alarm if malfunctioning)
Who undcriakes these tests?_Certified
532 Are tests conducted to determine the adequacy and prompmess of human response %
to alarm signals?,
Uyu.howfmqu:m.ly? weekly
5.33 Are records kept of all alarm signals received, including time, date. location, actuon taken
and canse of alarm?, *
Who is responsible for keeping these records?_Security officer
5.34  Are glass or plexiglas cases available 10 protect fragile. smail or extremely valuable %
If yes. indicate all appropriate:
Wall/permanent
X Free- ling (specify construction): sealed wood and plexi
— Locked

x_ Secured with exposed screws
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Secured with covered scaews

Securcd with security screws
Seams .=aled )

_ Alarmcd (spectfy type)
____ Other (specify)

If no, can the cases be barmowed or consoucted, if needed?

5.35 Arc small wall-mounted objects affixed to the wall to make thetr removal difficult?

If s0, how? (e.g., security plates, cic.)____Security plates

5.36 How are large-framed warks narmally hung?___ "D" rings. "L" hooks, or appropriately-
sized picture hooks

537 Can framed objects be individually alarmed?

538 Indicare methods udlized 1o deter public access to large exposed objects
stanchions; constant vigilance

539 Indicate the type and location of public actvities in your building (other than exhibitions) and
describe the level of securnity normally provided loans during these actvities:

researchers using reference room

6. HANDLING AND PACKING

6.1 Do you have personnei available far loading and unloading?
If yes, how many? 4

62 Do you have staff specially trained to pack and unpack objects?

If yes, how many? 2
Supervised by whom? collecrions manager

63  Are wrinen incoming and outgoing condition reports made on all objects?
1f yes, by whom? registration staff

64 Do preparators use gloves, when approprate, for handling objects?

65 Do you have the ahility o build crates m-house?

6.6 Ismamng and framing carried out on your premises?,

6.7 Ismauing and framing carried out by your smff?

If no, indicate by whom:
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6.8  Does your institution have a van or wuck appropriate for wransponing objects?
If yrs, provide dimensions of: Door (H 4! w _6'_)
Interior L 10! W __5* CeilingH _4"')
Is the vehic! ~ +“v” all appropriaze): __ Air-ride
_~x  Climate contolled
— Equipped with an alarm system
—x__ Equipped with movable straps
69  For the movement of objects, which companies (either air or ground) have given
consisiendy good and conscientious Service to your insutution:
COMPANY NAME CONTACT INDIVIDUAL TELEPHONE #
(1)_Fine Arts Express ' 1_
(2)_x44 Cloves Peter Sather 504-733-6765
() .
@ ~
e
7. INSURANCE A

7.1  What company provides insurance for your instimtion?

Name: Henderson Phillips Fine Art )
Address: 5750 Wilshire Blvd. :

Los_Angeles. CA 90036 |
Telephone # £
Conuact Individual: Bill Allen v
2 years; represented by Bill Allgm -

72 How long have you carried insurance with this company?

o LT ;.,7\‘-['8
73  Does your policy for borrowed objects provide:

All-nsk museum coverage, wall-to-wall (while on exhibit and in-transit), subject to the
mum;mm

Coverage agamst rising water and water damage?
Coverage against manral disasters (i.c., eanhquake)?

74  What are the applicable non-standard exciusions of your policy? _nane

7.5  What are the deducrible limits of coverage? $1,000.00




76 Have there been any individual damages or losses over 55,000 10 permanent, loaned or borrowed
collectons incwrred during the {ast three years (whether or not a ciaim was filed)? e e
If yes. state the date of damage or loss. circumstances and cause, extent of the damage or luss
(appraised vaiue before and after loss), whether there was litigation or subrogation (o
derermine blame or negligence (add additional sheet, if necessary).

What precautions have now been undertaken 1o prevent any further such incidents?

3

~

Tepe T

8. LOAN HISTORY

8.1 List several temporary exhibitions you have hosted:

_EXHIBITION TITLE/QRGANIZING INSTITUTION YEAR
The Grand American Avenue; Octagon Museum 1994

note: most of our changing exhibitions are generated from our own collectio:
althougn we oIten DOTrow speclilc TreEs Trom pubIfr—amd private lenders

82 List other institutions you have borrowed from recently (inciuding year of loan):

National Archives 1988
American Antiquarian Society I;EE__—
Librarv of Congress 1988
Art Institute of Chicago ' 1991
Museum of Modern Art 1991
City Archives of Amsterdam 1992
Archives nationales, Paris 1993
Ocragon Museum (and other lenders to Grand American 1994
Avenue)

Tulane University, Special Collections 1997

18
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9. ADDITIONAL INFORMATION AND COMMENTS

10. VERIFICATION AND RESPONSIBILITY

THE UNDERSIGNED IS A LEGALLY AUTHORIZED AGENT FOR THE SUBJECT
INSTITUTION AND HAS COMPLETED THIS REPORT. THE INFORMATION
INDICATED PROVIDES A COMPLETE AND VALID REPRESENTATION OF THE
FACILITY, SECURITY SYSTEMS AND CARE PROVIDED OBJECTS (BOTH OWNED AND
BORROWED).

Signanme

Typed Name Priscilla Lawrence

Title Collections Manager

Institution Historic New Orleans Collection
Date

NOTICE

IT IS UNDERSTOOD THAT THE INFORMATION INDICATED IN THIS FORM IS
CRITICALLY CnwEynwwmr v +*2 "UILL BT USED BY THE POTENTIAL LENDING
INSTITUTION ONLY IN EVALUATING FACILITIES FOR LOAN REQUESTS AND IN
PREPARING APPLICATIONS FOR INDEMNITY. THIS FORM MUST BE STORED IN A
SECURE LOCATION AND NO COFPIES ARE TO BE MADE OR DISTRIBUTED WITHOUT
THE EXPRESS CONSENT OF THE SUBJECT INSTITUTION.

19

91




ATTACIHIMENT:

STAFF AND MAJOR CONTRACTORS

¢ the staffing information requested below:

Attachment Page 1

TELEPIIONE FULL. .PART

CONTRACTOR

ON NAME TITLE NUMBER TIME TME (Indicate Company/Organitation) ~ SPECIALITY
__Dr. Jon Kukla Director (w)504-598-7120 x
icc
an
Kathy Slimp Security Hiﬂq%ﬁﬁﬁ;ﬁﬂﬁ:
and Financia Flib x -
Administragyy 504-
Priscilla Lawrence Collectiongwysee attachment pg. 2
Manager =
11—
Theresa lLeFevre Registrar -598-7123 x
__TBT_ﬂEﬁﬁgcrfg}gQ&——a——
ap
— (M
n
I (W)
an_ .

Z6



Provide the staffing information requesied below: Attachment Page 2

- TELEFPIIONE FUL.L PART CONTRACTOR
POSITION NAME TITLE NUMUBER T'ME TIME {Indicate Company!Organization) SPECIALITY

Shipping/ Priscilla Lawrence Collections (wf04-596-7127 x

Recelving Manager
Olfcer Is04-944-7995
Curalor John Lawrence Director of (WED4=598-7114__ x
Huseum Frograms
gn_____
Mark Cave Exhibition
(W) S04-598~
Curator, Tz x
Researcp Asstgf
Alfi;ed Lemmon Curator of 504-598-7124 x
Manuscripts
Conservator (¥
V] —
(1241
.
Customs (W)
Broker
]
W)
an -

£6
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HISTORIC NEW ORLEANS COLLECTION
EMERGENCY PREPAREDNESS

MAY 8. 1997

The Historic New Orleans Collection’s institutional mission embraces the preservation
of materials documenting the history and culture of New Orleans and Louisiana and the
maintenance of its historic buildings, research facilities. museums. and Williams
Residence. In the event that an emergency or disaster threatens or strikes the Collection.
execution by the staff of the measures outlines in this disaster plan should constitute
institutional response (appropriate to severity of a potential threat or an actual disaster) to:

1) assure the safety of all personnel and visitors. and
2) preserve and secure collections and facilities in priority of significance.

-Jon Kukla. Director
May 8§, 1997

Emergency operations will be carried out with the following staff assignments: each staff
will be considered a committee head and responsible for the areas described below:

Emergency Plan Coordinator: Jon Kukla, Director
7120 or 865-7157

Assesses the need for the Emergency Plan and declares it to be operational when
necessary; notifies the Board of emergency status: directs the staff and all
operations while the Collection is in emergency status: determines the end of the
state of emergence: single spokesperson for media (secondary, John Lawrence).

Personnel: Mimi Calhoun
7134 or 895-7886
Pat Brady
7173 or 895-0239

Responsible for accounting for all staff members during an emergency; maintains
phone records for staff including person to notify in case of injury; gets medical
care for injured staff: deploys staff to pre-assigned duties.
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Visitor Safety: Pat Cromiller
7141, 01, 11 or 887-7285

Accounts for all visitors: supervises evacuation of visitors: deals with medical
emergencies.

Security: Kathy Slimp
7136 or 945-8718

Responsible for security of site and maintaining buildings. Responsible for all
distribution of equipment and supplies.

Buildings: Mimi Calhoun
7134 or 895-7886
Larry Falgoust
7157 or 466-3539

Responsible for physical integrity of buildings. coordinates all logistical support
for buildings in emergency operations.

Collections: Priscilla Lawrence
7127 or 944-7995

Coordinates efforts among divisions and at all sites for securing permanent and
loan collections in storage and on display and. if necessary, for salvage.
preservation. and restoration: responsible for general supervision of transportation
and packing activities. storage arrangements. and documentation of movement
and treatment.

John Lawrence. Curatoral 7114 or 944-7995
Alfred Lemmon. Manuscripts 7124 or 895-7806
Pamela Arceneaux, Library 7118 or 834-1757

The preparators and registrars will be considered a floating team to help each
collection division as needed.

Doug MacCash 7155 or 949-0853
Steve Sweet 7155 or 488-5138
Warren Woods 7129 or 948-7785

Theresa LeFevre 7123 or 895-2962
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Collection Records: , Priscilla Lawrence
7127 or 944-7995
Alfred Lemmon
7124 or 895-7806

Coordinate securing of accession records for each division; responsible for
ongoing program of preparing microfilm copies of essential documentation and
securing those copies in an off-site location.

Administrative Records: Kathy Slimp
7136 or 945-8718

Coordinates securing of financial and personnel records.

Photographic Records and Equipment: Jan Brantley
7128 or 861-0097

Secures negatives of accessioned material: responsiblie for locating security copies
off-site: secures photographic equipment; provides photo documentation after an
emergency.

Computer Systems: Chuck Patch
7116 or 861-0577

Responsible for securing the backup data for QUIXIS; coordinates the security of
computer hardware and the preparation of backup files.

Gift Shop: Sue Laudeman
7154 or 897-0804

Coordinates the security of the gift shop inventory.

Security and Floa:ing Team: Kathy Slimp
7136 or 945-8718
The maintenance staff headed by the financial and security administrator will be
considered a floating team to heip all commirtees as needed.

Team: Beatrice Shanchell ~ 527-9263 or 949-0934
Thinh Phi 529-0037 or 340-5955
Benjamin Rodriguez 527-7597 or 361-0922
Kelvin Joseph 521-3587 or 241-4483

Marlon Clark 521-1469 or 340-6758
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EMERGENCY PREVENTION STRATEGIES

A. Emergency Preparedness Week- First Week In May

1. Check the hurricane plans and update if necessary. If

there are changes, make new copies and send changes to all staff
members.

12

Review individual responsibilities throughout plan.
3. Inventory and check all disaster supplies. Restock if
necessary.
B. Buildings (See Appendix A for maintenance checklist)
1. Weekly
a. Check exit signs to make sure they are lighted.
b. Test emergency back-up lighting
2. Quarterly
a. Note any new collection priorities.

b. Check hazardous materials storage to make sure locations
are safe. Update floor plans to mark storage locations.

c. Check and replenish first aid supplies.
d. Test fire alarms.

e. Test smoke detectors.

f. Test burglar alarms.
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Annually
a. Update location maps.
b. Check and recharge fire extinguishers.
c. Inspect lighting systems.
d. Inspect electrical systems.
e. Inspect plumbing systems.

f. Conduct disaster drill.

C. Collections

1.

2

Make sure that all collections not on display are stored
properly with appropriate protective covers or boxes.

Make sure that all collections needing to be refiled are
properly protected before each day's closing.

D. Williams Research Center

o

. Maintain microfilm copies of vital records of the division and

institutions off-site.

Maintain duplication and archival copy of microfilms of
manuscripts collections off-site.

Maintain high-priority collections in specially designated areas
with glow stickers. As cataloging continues, determine which

material should be added to that category.

Mainrain security copies of finding aids.

Check disaster packs in first floor vault and second floor vaulit.
Free standing flashlights, polyethylene sheeting, etc. should be on-
site at all times.
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COMMUNICATION TREE

1. In the event of an in house emergency during working hours,
1.e. fire, water pipe break, accident, call Executive Director Jon
Kukla at 7120 to receive further instructions. Jon Kukla will call Mimi
Calhoun and Kathy Slimp.

19

If Jon Kukla is unavailable, Call Security Officer and Financial
Administrator Kathy Slimp at 7136 to receive additional instructions.

3. If time permits, notify the departments affected:

533 Royal, 714 Toulouse John Lawrence at 7124

718 Toulouse,722 Toulouse or Priscilla Lawrence at 7127
724-726 Toulouse or Doug MacCash at 7153

533 Royal Gift Shop Sue Laudeman at 7154 or 7147
414 Chartres Alfred Lemmon at 7124

or John Magill at 7113

521 Tchoupitoulas Fred Smith at 7121
Computer Systems in all Chuck Patch at 7116
buildings or Kate Holliday at 7105

In the event of an emergency after hours the following procedure
applies to all HNOC buildings:

Fire alarm: The guard responds by going to the building and calls

the staff member on beeper duty. The guard is the only person to

call the staff member. Both the guard and the staff member will respond to
the fire alarm.
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Other alarms: The guard responds by going to the building and if

there is an incident, calls the staff member on beeper duty. The

guard is only person to call the staff person. Staff member responds in
person to assess the situation, then takes appropriate action, i.e. calling for
further staff support. Staff member proceeds with visual inspection for
missing items and secures buildings.

104
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VISITOR SAFETY

Advance Preparations:

1. The telephone list is distributed to docent staff by Mimi
Calhoun.

I

. Docents should be trained to remove visitors from any
building.

3. Instruct all docents in emergency procedures.

EMERGENCY PROCEDURES

FIRE
Inform telephone desk via walkie-talkie. Escort visitors out of the
building as quickly as possible. Account for all visitors.
(Evacuation routes and meeting places are listed in each building
section.)

ILLNESS

The docents should be alert to any waming of illness - such as
change in color, shortness of breath, or fatigue - in guests
touring the Historic New Orleans Collection. Seat the person.
Do not administer first-aid. If the situation appears to warrant
immediate medical attention, call 911 for an ambulance.
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ACCIDENTS

Do not attempt first-aid or to move a visitor who has fallen. Do
not discuss the cause of the accident or conditions that might have
contributed to the accident. Do not say "I'm sorry"”, remain
neutral. Call 911 for medical attention.

ROBBERY

In case of an attempted hold-up at the Historic New Orleans
Collection, staff members are to offer no resistance to the
demands for money or art objects. All items are insured. When
1t is safe to use a telephone, dial 911. The police should

arrive immediately.

VANDALISM

Staff members should not attempt to escort inebriated visitors
out of the building or subdue persons engaged in acts of
vandalism against the Collection. Proceed to a telephone and
dial 911.
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BOMB THREAT

[f the bomb threat is delivered by telephone:

Listen carefully to details of the threat and write down the information.
Record the threat on the answering machine if possible.

Attempt to keep the caller talking long enough to answer pertinent
questions from bomb threat report. (See Appendix B for form.)
Silently alert co-worker to call police or call police immediately after the
caller hangs up.

If the bomb threat is delivered by mail:

Place the letter in a clean plastic bag; do not handle it further.
Note any information concerning its receipt.

Always:

Inform the Director, Jon Kukla 7120 and/or the security officer, Kathy
Slimp 7136 of the threat. If any of these circumstances occur at 414
Chartres Street, call Alfred Lemmon at 7124.

Alert the police, call 911.

Calmly evacuate the buildings and grounds immediately.

If a bomb is found, ask police to allow staff to drape nearby objects with
heavy blankets. If the police do not allow staff near the bomb, ask the
police to drape the objects for you.

Remember, only the Director talks to the media.

In Case of an Explosion:

Take cover under a table or desk.

Be prepared for possible further explosions.

Stay away from windows, mirrors, overhead fixtures, filing cabinets,
bookcases, etc.

Evacuate calmly when directed, assist disabled persons.

Do not move seriously injured persons, unless they are in immediate
danger (fire, building collapse, etc.)

Open doors carefully, be wary of falling objects.

Do not use elevators.




EMERGENCY RESOURCES

Ambulance 911
Fire and Emergency 911
Fire Depaniment 565-7833
Police (non-emergencv) 821-2222
NOPD off-dutv detail John Calico 822-2414 ex. 653
home 277-9368

beeper 528-4409

John Montalbano 822-2414 ex. 653

beeper 528-0076

Criminal Sheriff (Orleans Parish) 822-8000
Civil Shenff 523-6143

Civil Defense (see Office of Emer. Prep.. State)
Office of Emergencv Management - Citv

Bob Eicchomn. Director. Charlie Ireland. Deputv Director 565-7200
Office of Emergencv Preparedness - State _(504) 542-5470
Mavor's Office. Administration 565-6400
Mavor's Office of Public Advocacyv 565-7115
Governor's Office ~(504) 342-7015
FEMA (Federal Emergency Management Agencv)

Headquarters Office _(800) 462-9029

Region VI: AR. LA. NM .OK (Denton. TX)  (817) 898-9399
National Weather Service

Southern Region Climate Center (Baton Rouge) _(504) 388-5021

National Severe Storms Forecast Center _(816) 426-3922
U.S. Coast Guard. Command Center

Transportation Disaster Response (local) 589-6225
Red Cross Help Line (800) 899-7559

BUILDINGS RESOURCES
Architects Peter Trapolin 523-2772
home 865-9261
Davis Jahncke 899-6271
home 897-2156
Janitorial Services R.J. Dvkes 581-2889
Electrician AC Electric. Sal Macaluso 279-7587
Gravthan 835-0107

Equipment Rental Agereko (for a.c.. generators. dehumidifiers) 733-0555
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BUILDING RESOURCES, CONT.
Insurance Sedgwick James of N.O.. Inc.. Leonard G. Tubbs. Jr.  523-2500
Locksmith Mark Franko 431-8556
Pest Control Mr. B Services. Inc.. Rene Bourgeois 734-7575
Plumber Louisiana Plumbing. Dan Rvan 947-1191
Roofer. Roval Brennan's Roofing Services 242-8142
Roofer. Chartres
Roofer. Tchoup Guarantee Sheet Metal Works 466-3749
Plasterers Vandergriff ’
HVAC Johnson Controls. Inc. 467-8100
Fire/Securitv Svstems Certified Securitv 831-7711
Halon SoTec 733-3337
Sprinklers Merit Sprinkler Companv 464-6236
Telephone/Computer Libertv Communications 466-7810
Elevator. Roval #1 Montgomerv Elevator Co. 368-6200
main stair
Elevator. Roval #2  American Crescent 833-2219
carriagewav
Elevator .Wms.Res  Otis Elevator Co. 835-8452
dumbwaiter
Elevator. Chartres
Elevator. Tchoup. Dover Elevator Co. 733-6148
COLLECTIONS RESOURCES
Recoverv assistance
Collections Kid Gloves. Inc. 733-6765
Ron Grose (chandeliers) 831-1669
Ellis S. Joubert (metals) 899-1746
Conservators
Book/paper Christine Smith (703) 836-7757
Northwest Document Conservation Center (508)470-1010
Alan Balicki (212) 873-3400 ex.287
home (718) 855-1723
Jim Stroud (512)471-9117
Chris Young (615)227-0538
Painting Richard White 524-6508
Cvnthia Stow (615) 269-3868
Barrv Bauman (312) 944-5401
Perrv Huston (817) 595-4131
Claire Barrv (212) 7374786
Louise Beeson (and frame) 241-2587

Photographs Tom Edmondson (816) 931-0008
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COLLECTIONS RESOURCES, CONT.
Connie McCabe (202) 546-8631
Textile Brvce Revelev 895-5628
, home 895-7003
‘ Jessica Hack 366-0786
Marlene Jaffe 523-7006
Mercedes Whitecloud 947-8128
Obiect Shellev Paine (615) 242-0979
Chris Thomson (617) 891-1985
Barbara Roberts (206) 281-9090
Ken Eschete 897-3179
General Geny Conservation Institute (213) 822-2299
Insurance Henderson-Phillips . William B. Allen (213) 933-3770
Sedgwick James of N.O..Inc. 523-2500
Leonard G. Tubbs. Jr.
Recoverv services/
Storace facility BMS Catastrophe. 24 hr. hotline (800) 435-2940
CBD Securnitv Archive 525-2001
New Orleans Cold Storage 944-4400
Gallagher Transfer and Storage Co.. Garv Browning 943-2000
Louisiana Binding Service. Pat Williams 366-8330
American Freeze-Drv. Inc..Audubon. NJ (609) 546-0777
Document Reprocessors (800) 4 DRYING
San Francisco. CA or  (415)362-1290
M.F. Bank Restoration Co..Atlanta. GA (800) 843-7284
Midwest Center for Stabilization
& Conservation. Pat King (708) 679-4752
Moisture Control Services. Atlanta. GA (404) 242-0935
Wei To Associates. Inc. (312) 747-6660
Adjunct Staff Pat Bacot (504) 388-4003
Fave Phillips (504) 388-6568
Don Morrison : (504) 388-6568
Robert Brantlev 861-0097

Jack Calhoun 895-7886
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SUPPLIES

Each building should be supplied with:

first aid kits

one plastic garbage can

flashlights and batteries

polyethylene sheeting

weights for plastic sheeting

basic tool kit- hammer, prybar, screwdrivers, pliers/wire cutters, utility
knife, scissors, heavy duty staple gun, staples, nails

trashcan liners (small, medium and large), twist ties

package sealing tape

duct tape

magic markers

cotton gloves

surgical gloves

particle masks

instant camera, film

rubbermaid tubs

cloth diapers

walky-talkies

paper, pencils

Supplies to purchase when threat is imminent:

additional rubbermaid tub for storage
fans

push brooms for water removal
additional flashlights, extra batteries
bottled water

plywood

Supplies to rent when threat is imminent:

pumps
generators
dehumidifiers
communication devices
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FIRE PREVENTION

If a fire is discovered by personnel and not by an alarm call the Fire
Department 565-7833 or 911.

All staff members must become familiar with procedures to be followed in
case of fire. The safety of staff and visitors is the highest priority. Each
staff member should be familiar with the location of fire extinguishers in
their work area. It is imperative that each staff member know the exit plan
for the floor of their work area. See floor plans for each building and each
floor at the end of each building in Disaster Preparedness.

As a matter of regular procedure, practice preventative measures for fire
safety to avoid the conditions which might produce a fire - congregations of
paper, faulty electrical connections, etc. Report any trouble signs
immediately.

Note which areas have halon fire suppression systems. Halon is a
pressurized system, releasing the gas at an extremely high velocity. Any
light weight objects will be blown off tables, shelves, etc. Be aware of the
location of the nozzles that emit the gas and minimize your proximity to
these areas. Evacuate the area immediately,

Be familiar with the location of the fire extinguishers in your work area in
case of a localized fire. You can attempt to extinguish it yourself or call for
assistance.

Class A extinguishers are for paper, wood, textiles, ordinary combustibles.
The agents in these extinguishers are water, soda acid, or dry chemical.

Class B extinguishers are for flammable liquids, grease.
The agents in these extinguishers are dry chemical, foam, and carbon
dioxide.

Class C extinguishers are for electrical equipment.
The agents in these extinguishers are carbon dioxide, dry chemical, regular
and vaporizing liquid.




113
19

HURRICANE PREPAREDNESS

Tune radios to 870 AM or 101.9 FM for weather information and
evacuation information.

HURRICANE SCALE

CATEGORY PRESSURE WINDS SURGE DAMAGE

(Millibar) (mph) (ft)
Category 1: 980 or more 74 - 95 4-5 Minimal
Category 2: 965 - 979 96 -110 6-8 Moderate
Category 3: 945 - 964 111-130 9-12 Extensive
Category 4: 920 - 944 131-155 12-18 Extreme
| Category 5: <920 > 155 >18 Catastrophic |

In the event of a hurricane, the buildings and the collections will be secured according to
the threat posed by the strength and path of the storm. The Director (Emergency Plan
Coordinator) will call together key personnel to determine the extent of preparations.
Staff assignments will be made according to the plans made by each division and by each
committee head as outlined on pages 4-6.

HURRICANE TRACK: when the course of a hurricane is established as
a possible threat 72-48 hours prior to landfall.

e Alert the staff to "watch" condition.
® Make sure the phone list is accurate.
e Determine which staff are available for preparation.

e Determine which staff will be evacuating city; coordinate those staying in town for
assessing damage after storm.

® Check supply stockpiles; replace any items necessary; gather additional emergency
provisions. :

Back up computer files.
Secure collections records.

Acquire adequate cash for post emergency expenses.

The Collections Manager will report on loan collection materials and make
recommendations as to whether or not they pose a significant enough risk that they
should be returned.
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HURRICANE WATCH: issued when threat of hurricane conditions are within

48-24 hours. [Category 1. 2. 3 storm. direct hit (possibility of eye passing within
50 miles of downtown New Orleans) or Category 4 or 3 storm with eye passing
within 100 miles of New Orleans.|

Close facilities. remove public.

Move collections away from exterior openings: place small loose items in cabinets or
drawers.

Everyone is responsible for securing own work area:
a. clear all loose work into filing cabinets.
b. clear all work tables completely.
c. cover all shelves and vital equipment with plastic and tape down.

Secure building by closing exterior shutters; installing plywood over windows
without shutters. Precut plywood is stored at 512 Tchoupitoulas Street and 533
Royal Street Attic.

Move plants and outdoor furniture to tunnel interiors; secure garden sculpture.
Go Home.

HURRICANE WARNING: A direct hit is eminent

History galleries: move collections to structural centers of building.
Williams gallery: move all exhibit collections to second floor of Merieult House.
Williams residence: Follow general instructions for priority object moving.

Counting House: Move paintings to second floor Merieult House: drape Olivier
Sisters with polyester sheeting.

Permanent Collections storage: Secure collections according to priority list for each
building and for the Williams Residence.; use waterproof containers for small
objects; secure collections in first floor areas by moving to high shelves orto a
second floor area as time permits,

Loan collection storage (registration): move collections to high shelves; place all
collections in cabinets or drawers, racks or shelves.

Warehouse collections storage: make sure collections are moved away from exterior
openings.

Secure buildings by closing exterior shutters: installing plywood over openings
without shutters; open some windows in each buildings.

Secure plants, outdoor furniture. and garden sculpture.

Secure off site exhibitions: Antoine's, Brennan's. McGee School. Times- Picavune.
Go Home.
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DISASTER PREPAREDNESS
533 ROYAL STREET
DEPARTMENT HEADS:
John Lawrence 7124 or 944-7995
Priscilla Lawrence 7127 or 944- 7995
General:
. Unplug electrical units that could be damaged by power surge. This
includes computers, fans. lamps. etc.
° Make sure all fire and security systems are functioning properly. Make
sure back up lighting system is functioning.
B Post locations for fire extinguishers, fire suppression systems. flashlights.

supplies. and first aid kits. Marked floor plans for this building
follow this building section of the disaster plan.

o Notify Certified Security Company 833-7711 and SoTec 734-2300 of staff
on call and staff on beeper response. Tell companies when
buildings will be free of all visitors (excluding staff).

o Each staff person is responsible for his/her work space. Clear off desk and
unplug electrical equipment.

FIRE:

At the sound of the Fire Alarm:
Docents:

e Docents should announce to all visitors: “This may be a fire drill or an actual fire. :
will escort you out of the building. Please follow me.”

e The docent at the front desk should usher all visitors out of the Williams Gallery and
close the door behind her. DO NOT LOCK THE DOOR. Assemble across Royal
Street. Make sure no one re-enters the building.

e Docents conducting tours in the History Galleries are to exit through the last gallery
or the first gallery. Proceed to Royal Street through the carmageway or to Toulouse
Street through the Williams Residence carriageway.




Staff:
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e As you leave your work area. close all doors. but do not lock them. At each closed
door, feel the door with the back of your hand before opening. Close the door behind

you.

o I[f there is time. turn off all lights and unplug all electrical equipment. UNDER NO
CIRCUMSTANCES are staff members to congregate in any of the office areas to
await colleagues.

e EXIT IMMEDIATELY, USE THE STAIRS. DO NOT USE THE ELEVATORS.

It is important to assemble immediately across Royal Street no matter which exit vou use.
so that the department heads can account for all personnel and visitors. making sure the
building has been evacuated.

Department heads report to the Director, who will speak directly to the Fire Department.

HURRICANE:

Building Preparations: Overseen by Mimi Calhoun 7134

1. First Floor

{39 ]

(PF]

Cover windows with plywood, precut plywood is stored in the attic of 533
Royal Street.

Close and secure shutters.

Move items away from windows.

Move plants and outdoor furniture into carriageway.
Move mats from courtyard into carriageway.

Clear catch basins.

Second Floor

Close and secure shutters over windows. Tape glass in windows that do
not have shutters.

Move items away from windows.

Move mats to interior.

Third Floor
Close shutters on dormers.
Clear electrical room/HVAC Room..




117

Collection Preparations: Overseen by John Lawrence 7114, Priscilla Lawrence 7127
and Doug MacCash 7153.

History Galleries:

. Remove items in Galleries 4. 5 and 6 (facing Roval Street) and secure
them 1n Galleries 2.3.7 .8 and 9 {further in).
. Remove all objects that sit on tables and open shelves ( If time permits.

place in boxes) place under tables or in stair landing in Gallery 3.

Williams Gallery:

° Remove objects to Director’s Gallery on second floor.
. If ume permits, send all loan objects back to the appropriate owner.
° If loaned works remain on the premises. place objects on loan in Williams

Collection Vault. Publications Vault. or cabinet in registration.
Merieult House Attic:

. Relocate stacked paintings in temporary storage to History Galleries not
facing Royal Street and the Director’s Gallery.

Administration/Foundation Records: Overseen by Kathy Slimp 7136:

. Secure up-to-date computer back-up diskettes to Tchoupitoulas building.

o If the Tchoupitoulas building is not an option. secure up-to-date computer
back-up diskettes to another off premises location and notify
Director and Chief Financial Officer.
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Shop: Overseen by Sue Laudeman 7154

e Close out register and back-up ARBA system: turn cash register to “off”
position: unplug printer. register. line tamer and Omron.

e Remove all valuable items from lower shelves in shop: store on higher
shelves.

e Remove estate jewelry and valuable silver pieces from cases: store in old
library vault or in locked file cases in attic offices.

e Cover print case. jewelry case. Gallier House vitrine and book area book cases
with plastic.

¢ Remove all money, checks. and charge slips from register and locked desk
drawer; store in locked file cabinet in attic office.

e Unplug all electrical outlets in shop.

e Close gift wrap area and lock shop.

e Secure Omni Royal Orleans display.

¢ Remove everything from the floor of the UPS closet; store in shop candle
room.

e Back up Sue Laudeman’s WP files: store diskettes in locked metal file cabinet
in attic office; cover desk. typewriter and computer in plastic.

e Cover attic storage shelves with plastic in storage area behind elevator room:
do not store anything in elevator mechanic’s room.
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533 Royal Street-FIRST FLOOR
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533 Royal Street-SECOND FLOOR
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DISASTER PREPAREDNESS
714 TOULOUSE STREET
DEPARTMENT HEADS:
Priscilla Lawrence 7127 or 944- 7995
Jan Brantley 7128. 3146 or 861-0097
Theresa LeFevre 7123 or 895-2962
General:
o Unplug electrical units that could be damaged by power surge. This
includes computers. fans. lamps. etc.
. Make sure all fire and security systems are functioning properly. Make
sure back up lighting system is functioning.
. Post locations for fire extinguishers, fire suppression systems. flashlights.

supplies, and first aid kits. Marked floor plans for this building
follow this building section of the disaster plan.

e Notify Certified Security Company 833-7711 and SoTec 734-2300 of staff
on call and staff on beeper response. Tell companies when
buildings will be free of all visitors (excluding staff).

o Each staff person is responsible for his/her work space. Clear off desk and
unplug electrical equipment.
° Identify and remove all stored flammable materials.
FIRE:

e As you leave your work area. close all doors. but do not lock them. At each closed
door. feel the door with the back of your hand before opening. Close the door behind
you.

e If there is time. turn off all lights and unplug all electrical equipment. UNDER NO
CIRCUMSTANCES are staff members to congregate in any of the office areas to
await colleagues.

e EXIT IMMEDIATELY. USE THE STAIRS. DO NOT USE THE ELEVATORS.

It 1s important to assemble immediately across Royal Street so that the department heads
can account for all personnel and visitors. making sure the building has been evacuated.

Department heads report to the Director. who will speak directly to the Fire Department.
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HURRICANE:

Building Preparations: Overseen by Mimi Calhoun 7134

1. First Floor

[39]
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Close and secure shutters.

Leave on 4th row lights in Photography room.
Move planter pots to corners.

Anchor outdoor furniture or move it to carriageway.

Second Floor

Close and secure shutters in walkover. outer office of registration and
vault.

Third Floor

Any building preparation needed will be secured by curatorial and systems
staff.

Photography: Overseen by Jan Brantley 7128, 3146

Check location of Polaroid camera and supply of film in the desk outside
of darkroom. Make sure the camera is on hand at all times.

Secure negatives by elevating lower negative drawers and move files away
from windows.

Secure photographic equipment by packing cameras and lights in their
cases. and elevate all equipment.

Photograph disaster preparations in other departments.

Registration Offices: Overseen by Priscilla Lawrence 7127

Outer Office:

Cover file bank in center of room with polyethevlene sheeting.

Objects whose recording is in process should be stored in a flat file cabinet
if possible.

Prioritize objects to move into storage. Move what is small.
irreplaceable. has a high monetary value. and is historically
significant.
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. Prioritize objects to move into storage. Move what is small,
irreplaceable, has a high monetary value, and is historically
significant.

Registration Inner Office and Vault:

° Remove all objects from processing table top.

° Cover processing table with polyethylene sheeting. Be sure to cover down
to the floor as to protect all temporary storage boxes on shelf
beneath table.

° Cover paintings in stacks with polyethylene sheeting.

Collection Manager’s Office/Collection Storage: Overseen by Priscilla Lawrence
7127

. Remove all works on table to storage.
. Remove storage boxes from top of shelves and place in sheives.
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714 Toulouse-FIRST FLOOR
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714 Toulouse-SECOND FLOOR
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DISASTER PREPAREDNESS
718 TOULOUSE STREET
Williams Residence
DEPARTMENT HEADS:
Insert Curator once hired and back up (Priscilla?)
General:

o Unplug electrical units that could be damaged by power surge. This
includes fans, lamps. etc.

. Make sure all fire and security systems are functioning properly. Make
sure back up lighting system is functioning.

. Post locations for fire extinguishers. fire suppression systems. flashlights.
supplies, and first aid kits. Marked floor plans for this building
follow this building section of the disaster plan.

. Notify Certified Security Company 833-7711 and SoTec 734-2300 of staff
on call and staff on beeper response. Tell companies when
buildings will be free of all visitors (excluding staff).

FIRE:
Docents:

e Docents should announce to all visitors: “This may be a fire drill or an actual fire. 1
will escort you out of the building. Please follow me.”

e Docents and visitors touring the Williams Residence are to exit through the Royal
Sireet carriageway. If the Royal Street exit is blocked. proceed through the Williams
Residence and exit through the carriageway to Toulouse Street. There are two exits
on the second floor - the door at the top of the stairs will lead to Dr. Kukla's office
and Roval Street and the door in the hallway next to the bathroom will lead to the
third floor of the maisonette and Royal Street.

Staff:
e As vou leave your work area. close all doors. but do not lock them. At each closed
door. feel the door with the back of your hand before opening. Close the door behind

vou.
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e [Ifthere is time. turn off all lights and unplug all electrical equipment. UNDER NO
CIRCUMSTANCES are staff members to congregate in any of the office areas to
await colleagues.

e EXIT IMMEDIATELY, USE THE STAIRS. DO NOT USE THE ELEVATORS.
It is important to assemble immediately across Roval Street. no matter what exit vou use.
so that the department heads can account for all personnel and visitors. making sure the

building has been evacuated.

Department heads report to the Director. who will speak directly to the Fire Department.

HURRICANE:

Building Preparations: Overseen by Mimi Calhoun 7134
. Close and secure all interior and exterior shutters.
° Move all plants and baker’s rack into the 722 carriageway.
. Close all draperies.

Collection Preparations: Overseen by Curator

o Secure objects by priority: according to irreplacability, high monetary
value. and historic significance.

o Box tea caddies, Brighton Pavillion box. jade desk set and ceramics in the
Drawing Room. Label box.

. Move papier mache tables off of floor.

. Move collections away from windows or turn fronts of case pieces away

from exterior openings.
Move first floor prioritized collections to second floor via elevator.
Elevate Georgian grandfather’s clock and breakfast table in the Entry Hall.
Elevate sideboard and large first floor items that can not be moved easily.
Roll rug in Dining Room and place atop table and cover.
Bag linens on lower 5 shelves from Linen Closet.
Pack candlestick lamps from Powder Room.
Unplug lamps and move to interior space.
° See Appendix C for a prioritized inventory list of the Williams Residence.
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DISASTER PREPAREDNESS
722 TOULOUSE
Publications
General:
® Unplug electrical units that could be damaged by power surge. This
includes computers, fans, lamps. etc.
° Make sure all fire and security systems are functioning properly. Make
sure back up lighting system is functioning.
° Post locations for fire extinguishers. fire suppression systems. ﬂashhg,hts

supplies. and first aid kits. Marked floor plans for this building
follow this building section of the disaster plan.

° Notify Certified Security Company 833- 7711 and SoTec 734-2300 of
staff on call and staff on beeper response. Tell companies when
buildings will be free of all visitors (excluding staff).

o Each staff person is responsible for his/her work space. Clear off desk and
unplug electrical equipment.

FIRE:

e Asyou leave your work area, close all doors. but do not lock them. At each closed
door, feel the door with the back of your hand before opening. Close the door behind
you.

e If there is time, turn off all lights and unplug all electrical equipment. UNDER NO
CIRCUMSTANCES are staff members to congregate in any of the office areas to
await colleagues.

e EXIT IMMEDIATELY. through Toulouse Street carriageway if possible.

[t is important to assemble immediately across Royal Street. no mater what exit you use,
so that the department heads can account for all personnel and visitors, making sure the
building has been evacuated.

Department heads report to the Director. who will speak directly to the Fire Department.




(9P

HURRICANE:

Building Preparations: Overseen by Mimi Calhoun 7134

First Floor
° Close and secure shutters.
® Tape glass lights in door to project room.
. Move items away from exterior walls.
° Sandbag door to project room.
° Move all plants and outdoor furniture into carriageway.

Second Floor

e Close and secure shutters.
o Tape doors and windows on rear of building.
Attic
e Close and secure shutters.
. Move stored items to first and second floor as appropriate.

Publications: Overseen by Pat Brady 7173

e Elevate all work-in-process off of the floor.
e Cover any open boxes with water resistant lid if available, or polyethylene sheeting.

Collections: Overseen by Priscilla Lawrence 7127

e Move any collections to second floor vault.

130
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DISASTER PREPAREDNESS
726-28 TOULOUSE
DEPARTMENT HEADS:
Doug MacCash 7153 or 949-0853
Larry Faigoust 7151 or 466-3539
General:
. Unplug electrical units that could be damaged by power surge. This’
includes computers. fans. lamps. etc.
o Make sure all fire and security systems are functioning properly. Make
sure back up lighting system is functioning.
. Post locations for fire extinguishers. fire suppression systems. flashlights.

supplies, and first aid kits. Marked floor plans for this building
follow this building section of the disaster pian.

. Notify Certified Security Company 833-7711 and SoTec 734-2300 of staff
on call and staff on beeper response. Tell companies when
buildings will be free of all visitors (excluding staff).

o Identify all flammable products. Make sure that they are stored in a safe
place.

FIRE:

e Asvou leave your work area. close all doors. but do not lock them. At each closed
door. feel the door with the back of your hand before opening. Close the door behind
you.

e If there is time. turn off all lights and unplug all electrical equipment. UNDER NO
CIRCUMSTANCES are staff members to congregate in any of the office areas to
await colleagues.

e EXIT IMMEDIATELY, use Toulouse Street exit if possible.

It is important to assemble immediately across Roval Street, no matter what exit you use.
so that the department heads can account for all personnel and visitors, making sure the
building has been evacuated.

Department heads report to the Director. who will speak directly to the Fire Department.
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HURRICANE:

Building Preparations: Overseen by Mimi Calhoun 7134

. Close and secure shutters.
Move courtyard items into slave quarters.

Collections Preparations: Overseen by Doug MacCash 7153

. Clear work table of art objects as much as possible. Place in flat file or
move to Registration.

. Cover all works with polyethylene sheeting that can not be relocated.

° Store all tools (causing damage if airborne) under tables. in drawers.
away from unsecured open surfaces.

. Check storage drawers and cabinets for stability. Move all drawers and

cabinets against interior walls.




726-728 Toulouse -FIRST FLOOR

135




136

726-728 Toulouse-SECOND FLOOR
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DISASTER PREPAREDNESS
414 CHARTRES
WILLIAMS RESEARCH CENTER
DEPARTMENT HEADS:
Alfred Lemmon 7124 or 895-7806
John Magill 7113 or
General:
° Unplug electrical units that could be damaged by power surge. This
includes computers, fans. lamps. etc.
° Make sure all fire and security systems are functioning properly. Make
sure back up lighting system is functioning.
. Post locations for fire extinguishers. fire suppression systems, flashlights.

supplies, and first aid kits. Marked floor plans for this building
follow this building section of the disaster plan.

. Notify Certified Security Company 833-7711 and SoTec 734-2300 of staff
on call and staff on beeper response. Tell companies when
buildings will be free of all visitors (excluding staff).

o Identify all flammable products. Make sure that they are stored in a safe
place.

FIRE:

e Evacuate all visitors. The receptionist should assist in verifying that all people on
visitor and service sign-in registers are accounted for.

e As you leave your work area. close all doors. but do not lock them. At each closed
door, feel the door with the back of your hand before opening. Close the door behind
you.

o If there is time. turn off all lights and unplug all electrical equipment. UNDER NO
CIRCUMSTANCES are staff members to congregate in any of the office areas to
await colleagues.

e EXIT IMMEDIATELY, USE THE STAIRS. DO NOT USE THE ELEVATORS.
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[t is important to assemble immediately across Chartres Street so that the department
heads can account for all personnel and visitors. making sure the building has been
evacuated.

Department heads report to the Director. who will speak directly to the Fire Department.

HURRICANE:

Building Preparations: Overseen by Mimi Calhoun 7134

First Floor:

o Shut all doors and interior shutters to all windows.

e Cover main entranceway windows with precut plywood.

° Cover semi-circular glass above front doorway with precut pivwood.
° Close and secure all accessways to the courtyard.

o Move courtyard fumniture to loading area.

Second Floor:
o Close all intertor shutters to windows in the reading room.

Manuscripts Preparation and Visitor Evacuation: Overseen by Alfred Lemmon
7124

e In the event of an emergency the receptionist will evacuate all visitors from the
building. The sign in sheet should account for all research and maintenance
people of the premises. (See Appendix D for Guidelines for the Reception Desk.)

o Cataloguers: Secure collections currently in process by moving them into vault space.

e Appropriate Registrar: Secure acquisitions pending (loan collections) by moving them
into vault space.

e Reading room supervisor: Secure reading room equipment.

e Drape book stacks with polyethylene sheeting.

e Curator of mini exhibit area, under direction from registration/preparation. move loan
items immediately to a vault.

e All paintings opposite windows should be removed to a vault if there is time. This
will require scaffolding. If this is not an option. cover all paintings with
polyethylene sheeting.
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DISASTER PREPAREDNESS

521 TCHOUPITOULAS STREET

General:

o Unplug electrical units that could be damaged by power surge. This
inciudes computers, fans. lamps. etc. i

o Make sure all fire and security systems are functioning properly. Make
sure back up lighting system is functioning.

o Post locations for fire extinguishers, fire suppression systems. flashlights.
supplies. and first aid kits. See Appendix for copies of the marked
floor plans.

o Notify Certified Security Company 833-7711 and SoTec 734-2300 of staff
on call and staff on beeper response. Tell companies when
buildings will be free of all visitors (excluding staff).

o Identify all flammable products. Make sure that they are stored in a safe
place.

FIRE:

As you leave your work area, close all doors. but do not lock them. At each closed
door. feel the door with the back of your hand before opening. Close the door behind
you.

If there is time. turn off all lights and unplug all electrical equipment. UNDER NO
CIRCUMSTANCES are staff members to congregate in any of the office areas to
await colleagues.

EXIT IMMEDIATELY, USE THE STAIRS, DO NOT USE THE ELEVATORS.



HURRICANE:

Building Preparations: Overseen by Mimi Calhoun 7134

First Floor:
. Make sure fire extinguishers are wall mounted.

Second Floor:

° Check windows for cracks: make sure windows are locked.
° Move items away from windows.
® Check key box for keys to all doors. including elevators.

Collections Preparations: Overseen by Priscilla Lawrence 7127

* Remove paintings from walls of the two office areas on the second floor. Place the

paintings in interior rooms.
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AFTER A DISASTER:
Collections:

1. Contact conservators immediately and bring on premises to advise on clean up
procedures.

2. After initial inspection by department head and one other department member
appropriate staff member will be contacted.

(99

. Photograph and/or videotape the disaster site for insurance and conservation purposes.

o

Stabilize the environment so that temperature and humidity levels change as little as
possible.

5. Begin salvage procedures using division priorities.
6. Inventory everything.

7. Handle all objects with extreme care; objects that look stable may have unseen
damage.

8. Keep handling of objects to a minimum: always wear cotton or latex gloves.
Items not damaged:

If this category comprises the bulk of collections; leave them in place. If there is roof
damage and there is a threat of water damage. place print cases, boxes or the item 1tself in
a plastic can liner to prevent any damage. The items should be bagged and tagged “Not
Damaged”. If most of the items have sustained some damage. isolate those that are intact
to the closest secure area that the situation permits.

Items damaged:

If a conservator has been contacted and is on premises, work with him or her to separate
and remove items which have been damaged. If no conservator is present. isolate items
by type, i.e., photographs, works on paper, paintings. 3D objects, etc. Assess the degree
of damage suffered (slight, moderate. heavy, complete). If the threat for further damage
is still present, bag and tag items before securing them.

Wet microfilm should remain so pending professional salvage.
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APPENDIX A



Maintenance
Checklist
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Year

Jan

Mar

Apr

May

June

July

Aug

Sep

Oct

Nov

Dec |

Check exit signs

Test backup lights

Note new
collection
riorities

Note location of
hazardous

materials

Replenish first aid
supplies

| Test fire alarms

| Test smoke
detectors

Test burglar alarms

Update location
| maps

Check fire
extinguishers

Inspect lighting
svstems

Inspect electrical
systems

Inspect plumbing
systems

Conduct disaster
dnll

|

RN

]
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APPENDIX B
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BOMB THREAT REPORT

1. Time and date of call:

XS]

. Exact words of caller:

3. Do not interupt the caller except to ask the following:

a. When is the bomb going to explode?
b. Where is the bomb right now?
c. What kind of bomb is 1t?
d. What does it look like?
e Where are you calling from?
f. Why did you place the bomb?
4. As soon as caller hangs up, report to police.

After reporting to police:

a. Did the caller appear to be familiar with the building?
b. Voice characteristics of the caller:
__Male __Loud __Raspy __Deep
__Female __High __ Soft __Intoxicated
__Young __Old __Middle age
c. Speech:
Fast __Stutter __Slow __Nasal

__Distinct __Slurred __Disorted
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d. Language:
__Foul __Intelligent __ Fair __Low Intelligence
e. Accent:
__Local __Foreign ___Other
f. Manner:
__Caim __Rational ~__Coherent _ Deliberate
__Laughing __ Righteous _ Angry __Irrational

__Incoherent ___Emotional

g. Backgound Noises:

__Office Machines __ Factory Machines __Animals
__Street Traffic __Music __Airplanes
__Trains

7. Any other information that you feel might be helpful to the police?

Name of Person who received the call

Signature of person who received the call
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APPENDIX C




PRIORITY LIST FOR REMOVING OBJECTS
718 TOULOUSE (WILLIAMS RESIDENCE)

DRAWING ROOM

Cormning covered jar made for Louisiana

T’ang Dynasty funerary figures (72.13.1-4 WR)

T’ang Dynasty equestian statues (72.28.1,2 WR)
Victorian papier mache table (72.18 WR)

Sung Dynasty funerary um converted to lamp (72.26 WR)
Queen Anne wing chair (72.21 WR)

2 pairs 18th c. Dutch side chairs (72.24.1,2 WR: 72.34.1,2 WR)
18th c. tilt top tea table (72.25 WR)

George Il tea table (72.43 WR)

Table with liturgical vestment (72.5.1 WR)

1700 stool (72.20 WR)

Pair bleached mahogany open arm chairs (72.39.1.2 WR)
Wine cooler (72.22 WR)

ENTRY HALL

Pair Regency painted arm chairs (72.60.1.2 WR)
Victorian papier mache tilt top table (72.61 WR)
Pair Sheraton window benches (72.39.1.2 WR)
Wedgewood lamb (72.67 WR)

DINING ROOM

Dumb waiter (72.79)
Nested tables (72.85.1-3 WR)
Rug (72.88 WR)

45
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PRIORITY LIST FOR SALVAGE
according to value, rarity, replacability, significance and vuinerability of material

DRAWING ROOM

Victorian papier mache table (72.18 WR)

Chinoiserie corner cabinet (72.11 WR)

Table with liturgical vestment (72.3.1 WR)

Queen Anne wing chair (72.21 WR)

2 pairs 18th c. Dutch side chairs (72.24.1.2 WR; 72.34.1.2 WR)
Overmantle mirror (72.35 WR)

T’ang Dynasty funerary figures (72.13.1-4 WR)

T ang Dynasty equestian statues (72.28.1.2 WR)

Coming covered jar made for Louisiana

Sung Dynasty funerary urn converted to lamp (72.26 WR)
18th-c. tilt top tea table (72.25 WR)

George I tea table (72.43 WR)

1700 stool (72.20 WR)

Game table (72.31 WR)

Pair bleached mahogany open arm chairs (72.39.1,2 WR)
Wine cooler (72.22 WR)

Brighton Pavillion box (72.32 WR)

ENTRY HALL

Pair Regency painted arm chairs (72.60.1,2 WR)
Chaudet portrait plaque (display case) (72.45 WR)
Georgian grandfather’s clock (72.69 WR)
Victorian papier mache tilt top table (72.61 WR)
Pair Sheraton window benches (72.59.1.2 WR)
Breakfast table (72.64 WR)

Wedgewood lamp (72.67 WR)

Pair wine buckets (72.63.1,2 WR)

DINING ROOM

Rug (72.88 WR)

Hepplewhite sideboard (72.72 WR)
Hepplewhite chest-on-chest (72.85 WR)
Dumbwaiter (72.79 WR)

Nested tables (72.85.1-3 WR)
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STAIRWELL

e Hepplewhite cellarette (72.91 WR)

e George III drop leaf table (72.92 WR)
e curatorial maps

UPSTAIRS SITTING ROOM

e Irish tea table (72.164 WR)

e R. spice cabinets (72.193.1,2 WR)

e Drop leaf table (72.173 WR)

e Hepplewhite open arm chair (72.197 WR)

e Hepplewhite open arm chair (72.187 WR)

e Game table (72.167 WR)

e Game table (72.157 WR)

e Chinese porcelain pewter tea caddy (72.192 WR)
e Pr. large globes (72.182.1,2 WR)

e Bombe chest (72.188 WR)

e Dr. Wall Worcester porcelain plates (72.168.1.2 WR)
e Pr. Wedgewood lamps (72.161.1.2 WR)

e Jesuit ware (72.169.1-8 WR)

e Bedstair (72.171 WR)

MORNING ROOM

e Teatable (72.227 WR)

e Open arm chair (72.291 WR)
e Open arm chair (72.224 WR)

POWDER ROOM
o Staffordshire pottery lamps (72.241.1.2 WR)
e Old Paris sucriers (72.234.1,2 WR)

HALLWAY
e Regency marble top cabinet (72.249 WR)
o Flight, Barr & Barr porcelain

BEDROOM

e Queen Anne slant-top desk (72.286 WR)

e William and Mary chest of drawers (72.280 WR)
* Queen Anne chest of drawers (72.269 WR)

e Four Regency painted arm chairs (72.60.3-6 WR)
e Queen Anne open arm chair (72.284 WR)

e Louis XV daybed (72.265 WR)

e Victorian coal scuttle (72.272 WR)

e Pair of Chinese planters (72.275.1.2 WR)

e Table mirror (72.270 WR)
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Tea table (72.259 WR)

Pair of Sheraton writing desks (72.262.1.2 WR)
Pair of Ming dynasty lamps (72.263.1,2 WR)
Wedding chest (72.266 WR)

Regency papier mache box (72.287 WR)

GENERAL'S STUDY

Pair of pistols (72.112.1,2 WR)

Sheraton sofa table (72.110 WR)
Pedestal desk (72.127 WR)

Interlaced splat open arm chair (72.131 WR)
Papier mache serving tray (72.113 WR)
Tole coal skuttle (72.117 WR)

Tub chair (72.126 WR)

Collector’s cabinet (72.95 WR)
Cellarette (72.134 WR)

Coaching table (72.139 WR)

Cutlery tray (72.132 WR)

Pair famille verte lamps (72.111.1,2 WR)
Brass desk lamp (72.130 WR)
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APPENDIX D
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GUIDELINES
RECEPTION DESK
410 CHARTRES ST.

The Role of the Receptionist:

The receptionist of the Williams Research Center is critical 10 the operation and public
relations efforts of the Historic New Orleans Collection. That staff member is a research
patron’s or exhibit viewer’s initial point of contact. The receptionist is also the last staff
person to see a visitor or researcher when they leave. Every effort shall be made for the
visitor to feel that they are welcome and at ease.

The reception desk is to be staffed Tuesday-Saturday from 8:45 to 4:45. The person on duty
is to 1) permit entry of patrons to the research center, 2) give initial instructions for use of
facility (i.e. sign visitor’s register, instruct as to storage of personal belongings in lockers.
give directions to reading room or contact staff member with whom the patron has an
appointment). The person on duty is to insure that all service technicians sign in and out on
the service register, and leave a copy of the service call receipt. The person on duty is to
receive deliveries to 410 Chartres St. As time permits, the person on duty may be given
projects appropriate to the reception desk that support the Research Center and its staff. The
reception desk is to always be staffed. If there is a meeting or party, then, if possible,
provisions should be made for the receptionist to be relieved for them to attend.

ENTRY TO RESEARCH CENTER FOR VISITORS:

1. ENTRY:
Upon hearing the buzzer announcing a visitor. the receptionist should press the
button permitting entry through the door. The intercom can be used to give
additional instructions as to how to enter the building. If an individual is suspicious
looking, the receptionist should use better judgment. Appropriate action would
include, inquiring as to the purpose of the individual’s visit; asking another staff
member to come to the area (prior to permitting entrance) and. if warranted. denying
entrance. When questioning whether a person should not be admitted, John Magill or
Alfred Lemmon should be asked to come to the reception desk immediately. If they
are unavailable, the most readily available staff member should be asked.

2. OPERATION OF ENTRY BUZZER:
Upon hearing the buzzer, simply push the entry button. If a person appears to
have difficulty opening the door. use the speaker say *‘Please turn the knob to the
right and push.”

3. INSTRUCTIONS FOR VISITORS:
All visitors must sign the guest register.
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Researchers: They are to be instructed to leave their personal belongings in the
lockers provided and only that material absolutely necessary for their research
should be taken into the reading room. While it is the ideal that everyone take
only material absolutely necessaary for research into the reading room, it is good
to bear in mind that some individuals may be of a generation where they do not
feel comfortable leaving materials in a locker. or may feel uncomfortable leaving
a purse or brief case due to a medical condition that requires that a medication be
carried with them at all times. Please respond accordingly to these special
circumstances. :

Exhibition Visitors: Visitors only wishing to see exhibitions should also sign the
register. They should be advised that this is a research center. and that the reading
room is reserved for researchers. Should. after visiting the exhibition, they care to
use the reading room, they should return to the receptionist for instructions
concerning a locker for personal belongings.

Non-researcher visitors to reading room: If a visitor cares to visit the reading
room, politely explain that a quiet atmosphere is to be maintained and that upon
entering the reading room, they should inform a staff member at the reference

desk that they are simply there to see the reading room. If possible notify a

member of the reading room staff that a visitor is coming up simply to see the

room. Use better judgment concerning having them use a locker for a simple visit.
Should they decide to stay and do research, the reference staff will ask that they
check their belongings. Please be aware that occasionally objects displayed in the
Reading Room conference/display room receive, on occasion, publicity in the media.

Sign-in Register: If individuals inquire as to the purpose of the sign in

register, it should be stated that it is a safety precaution so that if the building should
have to be evacuated that we can prepare a full accounting of all people in the
building. The receptionist desk, in the event of an emergency, is responsible for
checking visitors off the sign in list. It is not used to generate a mailing list. If

a person would like to be on the mailing list, appropriate forms are available.

EARLY ARRIVALS: Should a researcher arrive before the Reading Room
opens at 10 AM. Inform them that they are free to look at the exhibition or simply sit
and wait. [t is imperative that the door to the staff area be closed if this should
happen. Try to be especially conscious of individuals who may be waiting outside
for entry particularly if the weather is inclimate.

TELEPHONE RESEARCH REQUESTS The reading room staff frequently
becomes overburdened with telephone research requests. Therefore, specially
designed research forms are to be completed by the receptionists. In asking
researchers about the nature of their request. emphasize that this is a means of our
staff providing faster service. Please be sure to verify the spelling, the address.
telephone. and fax number of researchers. Politely explain that the more information
they can provide will enable their request being handled faster. If it is a commerical
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or educational institution. ask them if possible to send a fax detailing their request.
Please explain that this is part of an effort for us to provide faster service. Once the
telephone research request is complete, at the earliest possible convenience for both
receptionists and reading room staff, please forward the request to the appropriate
staff person.

PUBLIC TELEPHONE
Williams Research Center patrons may use the public phone for short iocal
outgoing calls located in the hallway leading to the first floor staff area.

RESTROOMS
The Williams Research Center restrooms are available only to reading room patrons
and visitors.

SERVICE TECHNICIANS:

All service technicians must sign in and out. and leave a copy of their service call
receipt. If they are hesitant to do so. they should be reminded that that is the only
way we have to evaluate the continuance of maintenance contracts. and to
monitor billing. In other words, should we receive a bill, and not have a service
receipt, nor have a record of the technician being here, it could result in their not
being paid.

DELIVERIES.

All orders are placed with a notice that deliveries on Monday are not permitted.
Upon receipt of materials, the maintenance person assigned to 410 Chartres St.
should immediately be called to remove the delivery from the public area to the
staff area. The staff member receiving the material is addressed shoulid also be
notified immediately.

EMERGENCIES.

Evacuation of building and accidents. In the event of an emergency

necessitating the evacuation of the building, the person on duty should assist in
verifing that all people on both visitor and service sign in registers, are evacuated.
Should an accident occur in the public areas. John Magill or Alfred Lemmon shouid
be called immediately, as well as a member of Administration (Kathy Slimp. Mimi
Calhoun, or Jon Kukla depending upon the gravity of the accident). Should medical
assistance be needed 911 should be called. It is important to remember that the 911
operator will want to know the address and the nearest cross streets (Conti and St.
Louis). They will actually be dispatching assistance while speaking to you. Caution
should be observed in what is said to the individual involved in an accident. Nothing
should be said that would imply fault on the part of the Collecton (i.e. “I'm sorry”
rather “Let me help you get assistance.”

Crisis. Should their be a “trouble maker” in the public area. the receptionist should
call John Magill. Alfred Lemmon. or whoever is readily available and state that
“There is problem with a framed item.”

-
J
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CUSTODIAL MATTERS.

Any time the public area becomes suddenly dirty, the maintenance person
assigned to 410 Chartres St. should be immediately summoned. Please be
especially mindful of the entrance becoming slippery, and call maintenance
immediately.

OPERATION OF TELEPHONE SYSTEM:
The phone should be answered “Williams Research Center.” If they ask for a
person in particular, the following are the steps:

1. Hit transfer button.
2. Hit the button of the person they desire to speak to.
3, Hit transfer button again to release the call.

If the person calling, does not know with whom they should speak. they should be
directed to the appropriate person via the above outlined call transfer steps.

All staff members have call waiting and if they dont answer the calls are
automatically transferred to voice mail.

E-MAIL: When an e-mail message is received for all of the receptionists,
please post a note, so that the next individual coming on duty will be aware to
read it.

CHARTRES ST. SUPPLIES: Deliveries for coffee. and water. etc. are
accompanied by a receipt, which is actually the bill. Please make sure they are sent
to Alfred and in his absence directly to Kathy Slimp, with a xerox copy to Alfred.

ADDITIONAL DUTIES: The morning receptionist should turn on the lights for
the vitrines near the elevator before 10 AM. At 10 AM, the receptionist on duty
should make sure that the first floor door from the public area to the staff area is
closed. When the last visitor |leaves in the afternoon. unless there is a night function,
the afternoon receptionist should turn off the lights for the vitrines. In addition, at the
end of the day, the receptionist should check the lockers to insure that nothing has
been left behind by a researcher. If a suspicious item is found, notify John Magill or
Alfred Lemmon before handling.

Circulation date: April 17, 1997. Please discard any earlier versions.
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