Login Page:

The administrator log-in icon – Can this be changed so we access this from a different site/location?  I talked with Steve Pittleman our IT guy and he suggested this. We are not sure we like the little icon “hanging out” on that page as a temptation for park people.

“I have a password” – change wording under pulldown for selection of “Park Unit”. We like that this box is here (I think you recently deleted it completely, but we would like it to return) because people who are responsible for multiple parks can chose which one they are filling this particular survey for. The area would look something like this:
Park Unit:


NOTE: If you are the park contact for several park units please select the park unit you are currently reporting on here. You will need to complete an additional survey form(s) for the other park unit(s). 
(Once they have selected a park unit this will automatically fill in the park unit on the “Your Information” page.)

Introduction and Instructions pages:

We needed to change some wording in parts of these sections based on how the surveys will be submitted etc. Please make these highlighted changes the following paragraphs:

BENEFIT TO THE PARKS

NPS sites eligible to fully participate in this project (100% retention parks and no-fee parks) will benefit from the funding that will be made available for the purchase of cold storage units, as well as the training that will be offered in packaging and monitoring the film placed in these units and possible reformatting and/or duplication, if warranted.  More specifically, the project will fund the purchase of archival quality materials necessary to ensure the long term preservation of objects in cold storage. NPS sites not eligible for funding (80% retention parks) will also benefit from this project in terms of access to SOPs and training materials that can be used to fund their own cold storage projects. Additionally, 80% retention parks interested in participating in a similar, individual project are being asked to complete the survey to provide data necessary for preparation of a separate PMIS statement.  Project staff will be better able to assist these parks with these statements if this data is readily available. In general, all parks will benefit from a consistent and reliable way of ensuring their film-based photographic collections are preserved for the future. 

WEB-BASED MINI-SURVEY
The first phase of the project focuses on gathering information from all NPS sites. This will be accomplished through completion of the Web-based mini-survey. The survey consists of questions that pertain specifically to park film-based photographic collections.  The questions are designed to elicit answers with general estimates referring to the collection’s media types, date, use, storage environment, and staff experience.   

Each park must complete the survey to determine the location and amount of images in their collection.  Parks do not need to report on materials they have stored at NPS regional repositories or off-site non-NPS storage facilities.  NPS regional repositories are also being asked to complete the survey for their collections. The survey will determine the scope and quantity of film-based materials to be considered for this project. Additionally, the survey will provide valuable data to assist in the determination of cold storage needs for each park.  Through this project, the film-based materials may be consolidated into regional repositories while other collections may remain at the individual park level dependent on the size of the collection and its use. 

The full cooperation of all parks is vital to the success of this project, thus park staff is expected to complete the survey to the best of their ability.  Although it may not be possible to answer some questions, project staff will benefit from any information available regarding park collections. This survey is the initial tool being used to evaluate the condition of park film-based photographic collections, so even the most basic information is essential.  

INSTRUCTIONS

Most of the survey questions are short and may be easily answered by either ticking off “check boxes” or selecting an option from a “pull-down list.” This format will hopefully expedite the process of completing the survey, yet will still provide valuable information to the project team. The approximate time estimated to complete the survey is 30-60 minutes.  Please note that if you are a curator responsible for the care of several different park collections, a separate survey form must be completed for each park unit acronym.  If you are completing the form on behalf of an NPS repository or center, please complete only one survey, regardless of how many individual park collections you care for.  You do not need to complete a survey for each park’s film-based collection in your facility. 

Prior to beginning the survey, you will need to acquire as much information about your film-based photographic collection as possible.  It may be helpful to first review the survey questions before gathering this information. For this reason, you will have the option to print a working draft copy of the survey.  This will facilitate more accurate answers and a more efficient use of your time spent completing the survey. You will need information pertaining to the size of the collection, different media types, date, use of the collection, and current storage conditions. 

It is important to be completely honest when answering the questions.  It is perfectly acceptable to respond to a question by answering “No” or “Don’t Know” if this is truly the situation. The questions under each section are arranged in an order that will progressively require more detailed information.  Please complete as much of the survey as you are able to.  The information gleaned from the responses will enable project staff to identify training needs for park staff responsible for the care of film-based photographic collections.  

Park contacts will be linked to their regional curators via the park unit acronym list in the beginning of the survey. When the park contacts hit the “submit” button at the end of the survey an email will be automatically generated to their regional curator letting them know the survey is complete. This will enable the regional curators to receive copies of the survey for editing and final approval. Regional curators will then be able to identify parks that have responded and make changes, as necessary.  After the regional curators have reviewed, edited and approved the survey on the website, they will be asked to submit the final copy by selecting the appropriate button/icon.  The regional curators may submit the surveys at any time during the first month; however they will have an additional three weeks beyond that for completion of the review, editing and approval process.
Storage Environment section of survey:
Question 1:

These check boxes need to be changed so a # and/or quantity can be filled in.
Conclusion Page:

Need to add text stating that the person completing the survey needs to click SAVE before clicking SUBMIT.

After the park contact person clicks SUBMIT, we want a pop-up box to appear with two options. For example:

Are you sure?  By clicking SUBMIT now, you are acknowledging you have completed the survey and you are ready to submit it to your regional curator.  If you are not finished or if you need to make revisions, click RETURN TO SURVEY now.

“RETURN TO SURVEY” (button)      “SUBMIT TO REGIONAL CURATOR” (button)

Additional Comments:

Could we have more “help” buttons? Possibly one at the bottom of even page where the ‘save’ and “previous” buttons are.  Once one of these buttons are hit they could link to the contact information for Jenny and I or something like that. 
Add a “print draft” button so they can print a copy to walk around with and fill out then go the web-based version. 

