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September 17, 2008

To Grant Barnes:

The following is a very brief report of the progress I have made as the Servas International, Inc Intern Archivist.  I have enjoyed myself immensely both in the work and making new friends in the U.S. Servas office staff.

In the beginning days of June I had eleven boxes of Bob Luitweiler’s belongings to organize and many forwarded binders from Germany to scan; it had taken me almost two weeks just to go through the messy boxes and figure out how I was going to organize Bob Luitweiler’s belongings in the Servas Archive.

On June 14th, Official Archivist, Grant Barnes had come to visit the Arcata Servas office and viewed the progress and working together created a projected plan of how the Archives was to be accessible to the public and organized.

At this meeting the largest task at hand was to scan vital documents to be available online and in digital form. I have not yet reached this level of work in the Archives. 

From June to present date I have done the following:

· Organized documents into categories, then by dates, author, number of pages and amount of copies

· Purchased searchable database “Organizer Deluxe” with my own money (donation to Servas on my behalf) as efficient way of organizing documents that provide detailed descriptions, information of location on shelves and when item is scanned, provides image of document/photo/book etc…. 

· Cleaned each document from debris and placed in Archival quality page protectors and then into appropriate binders: 

· Correspondence by dates, Bob Luitweiler’s stories and potential novel, Luitweiler’s other Peace and Social activism works, Handbook materials, Servas History, Servas Business works (Agendas, Minutes, Bylaws, Contact Key-Lists)

· I removed photographs from one scrapbook that threatened the preservation of the photos (many photos needed to be fixed and scraped clean of the previous scrap-booking methods) and placed in another better quality scrapbook I purchased myself, another book is needed for remaining loose photos that I found scattered in the boxes.

· Preserved the integrity of other photo albums while maintaining original handwritings and notes

· Categorized slides into protective sleeves, not yet entered into computer program

· Cleaned and submitted all books into “Organizer Deluxe”, over 200 books- hardbound, paperback, Host Lists, and more.

· Asked to create a gift to the Luitweiler family for the Servas memorial service in Bob Luitweiler’s honor. Went through all the documents and photographs to piece together Bob Luitweiler’s life: passions, activities, etc…Made three copies, one for family, one for the conference, and one for the Archives. 

· Assisted Helga Smith via e-mail and phone conversations by providing documents and photographs for her presentation of Bob Luitweiler’s life at the 2008 Servas National Conference in New York. 

· Purchased archival quality polypropylene protector sheets and boxes to keep boxed items that will not go into binders clean and away from dust or acid. Polypropylene protector bags will keep the many smaller items in the Archives and Bob’s many spiral bound notebooks safe from degradation. 

 There is still much to do in the Archives before it is complete, many of the pressing matters are:

· Continue to place documents into archival safe sleeves and binders. I have two large boxes full of documents that have yet to be cleaned. Various piles of categorized subjects that need to be placed in binders and entered into the “Organizer Deluxe” program. Files from Germany have yet to be entered or scanned into computer program.

· Continue to enter documents already in binders into the “Organizer Deluxe” system with the same attention to detail. This process is long and tedious and will take some time, but makes searching for interested documents very easy. Only 6 binders out of 14 are complete (this is Bob’s files only).

· Finish the original intent of the Archive’s Internship project by scanning each appropriate individual document to be made available online in a searchable database.

· Finish placing loose photographs into photo Album 2

· Would like to purchase page protectors for existing binders from Germany and/or protective sleeve boxes that the binders can easily slide into. This will protect the binders from their environment while allowing for their integrity and original state to be preserved.

Nearing my last paid intern hours, I feel responsible for this project and have grown very attached to see its completion personally. I would very much like to stay and finish the Archive as a paid position if funding can be acquired. 

Keeping me on staff to finish the project makes the most sense because I already know the program and what specifically remains to be done. To hire someone to finish setting up the Archive would require me to at least train him or her or leave very detailed set of instructions. 

Nonetheless, maintenance of the Archive is very easy, and to add new items is very quick and simple for the staff in the office to keep the collection growing for years to come. I wanted to make sure the project was user friendly, especially for the busy Arcata office staff and potential researchers of Servas history.

If a paid position is not reasonable in this time of economic uncertainty, I would very much still like to help in as a volunteer a few hours a week and continue slowly working on the Archives. I am applying for a Master’s program in Fall of 2009 making it a necessity that I find other paid work, regretfully making my volunteer hours very limited-but offered.

I wanted to thank you again for giving me this amazing opportunity to enhance my archiving skills. It has been a very beneficial and positive internship for me. In fact, the Humboldt State University Career Center has visited Servas to do a “Success Story” of my internship here. The interviewer took pictures of my work, interviewed my process and reaction to my experience as an intern. The story is to be featured on the Career Center website, newsletters and various other HSU projects. 

This will be an experience I will never forget. My internship has introduced me to a wonderful organization that is working for a wonderful cause and is filled with many wonderful people. I will feel intimately tied to Servas for years to come being allowed to work with your most precious history, slowing learning about Servas and the infamous Bob Luitweiler. 

All the best.

Cordially,

Sarah Jarvi

Intern Archivist, 2008

