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Introduction  

The Monterey Public Library through a grant awarded to the Friends of the Library has created a Toolkit  
for Planning a Community Heritage Story and Photo Collection Project to guide other libraries, museums, 
and historical organizations to create their own programs.  The purpose of the Toolkit is to provide step-
by-step guidelines and procedures for planning and managing your project. 

For our grant project, we created a two-part project to engage, celebrate, and record the stories of two 
heritage communities.  In turn, the Toolkit offers two similar yet distinct phases.  For your institution or 
organization, you may want to choose Phase 1 or Phase II as the model for your heritage story and 
photo project. You may also decide to follow the two-phase approach for larger project goals seeking to 
document and celebrate two or more communities. 

Project Summary 

For the Meeting ‘Round the Table project, we identified two distinct community heritage groups with 
longtime ties to Monterey, and invited them to share their memories and stories about life in Monterey 
through various media, including written biographical sketches, photographs, and video-taped 
interviews.   

The idea behind this project was to create opportunities for ethnic group members to define their own 
histories, gathered over meals, in an environment conducive to conversation and sharing memories 
about friends, family, shared experiences, traditions, and life in their community.  The purposes of these 
gatherings was to help individuals to keep their own stories alive through sharing and to make it 
possible for the Library to collect their stories, photographs, videotaped interviews, and written 
materials for the California History Room and Archives where they will provide rich primary source 
material for historians, researchers, genealogists, residents, as well as the participants and their families.   

In this instance, we worked with two of Monterey’s community heritage groups: the descendants of 
Spanish and Chinese immigrants.  As a twin-focused heritage project it became, essentially, two projects 
because each community was approached in a slightly different manner.   

Project Phase I – Spanish-Americans 

One of the difficult aspects of a project that singles out a specific group of people is that reaching people 
must be through engagement rather than publicity.  We were fortunate that there was a pre-existing 
interest in the community memory of Spaniards in Monterey following the work of Spanish Professor 
James D. Fernàndez of New York University. Professor Fernandez interviewed former Monterey Mayor 
Dan Albert in 2013 for a project tracing the patterns of early 20th century Spanish migration to the 
United States.  Our first step was to create a committee of Spanish-Americans in Monterey, including 
Dan Albert, which compiled a contact list of potential participants in our project.  After our first meeting, 
we compiled a list of about forty individuals from the Spanish –American community of Monterey.  We 
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sent messages to these individuals explaining our project and inviting them to a dinner gathering.  On 
the evening of the event, we began with a reception during which we again explained the purpose of 
the project and the way in which we hoped they would participate.  We asked each participant to sign 
agreements for use of their images and stories, followed by a Spanish-themed meal.  During the meal, 
the participants did exactly what we had hoped they would do:  they shared their stories.  Many brought 
photo albums and some participants loaned photos to us to digitize later for inclusion in a special 
Monterey heritage communities collection in the Library’s California History Room.  Others participated 
in individual videotaped interviews in separate rooms.   The event was very successful, adding historic 
family and community photographs and interviews illuminating the stories of 20th century Spanish 
immigrants to Monterey.   

 

 

 

Project Management Plan – Phase I 

Spanish-Americans 

Schedule of Tasks 

THREE  MONTHS BEFORE THE EVENT (e.g. Begin planning on January 1 for an April 1 event) 

Identify staff , volunteers, and establish advisory committee 

Staff:  The Project Manager develops plans and provides oversight to the entire project; a 
Project Coordinator, working with Project Manager, develops the project management plan;  
staff undertakes day-to-day activities, keeps records, organizes meetings, supervises volunteers, 
and manages budget. 
Volunteers:   The volunteers were recruited from Friends of the Monterey Public Library and 
formed a working committee of four to help with plans and complete tasks. 
Advisory Committee:  Engage a group of three or more members of the community heritage 
group to learn about project and become stakeholders in it.  Invite them to participate in 
interviews and photograph sharing, and ask for their help in making contact with other 
participants.  

Hold initial meetings with volunteers and stakeholders:  Project review 

Set a Date and Identify a Venue for Event: Catered dinner & videotaped interviews to be held in the 
Library on April 3, 2014.  

Set up files and budget sheets.  Establish protocols for bookkeeping, record-keeping, and budget 
management.   
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Interview and obtain cost estimates from still photographer & videographer.  In this case, the 
videographer and his staff handled both videotaping and still photography.  

Interview, obtain sample menus, and cost estimates from caterer.  If there is not a suitable onsite 
space for meal service and interviews, begin to search for off-site venues, such as a hotels, community 
centers, and restaurants with banquet facilities. 

TWO MONTHS BEFORE THE EVENT 

Create and print forms:  Historic Image Release and Donation of Photograph Form (Page 10,) 
Biographical Sketch (Page 11-17,) and Personal Story/Image Release Form (Page 18) and have quantities 
printed.  

Develop mailing list for invitations:   Invitations should include an explanation of the project in addition 
to the invitation to gather for a meal.  Include a deadline for RSVPs three weeks prior to event 

SIX WEEKS BEFORE THE EVENT 

Select  Photographer and Videographer, and Sign Contracts:  Include very specific instructions on how 
they are to proceed, what deliverables are expected, in what format they are expected, and a deadline 
for delivery. 

Select Menu and Sign Contract with Caterer – sign contracts, pay deposit:   Allow for three weeks 
before the event to give caterer final number of attendees [or participants].   

FIVE WEEKS BEFORE THE EVENT 

Mail invitations 

Plan a brief presentation for participants to be given at a short welcoming reception preceding the 
meal and interviews 

THREE WEEKS BEFORE THE EVENT 

Track all RSVPs and give head count to caterer 

Update files & budget meet with volunteers to review final plans and assign tasks.  Some 
considerations should include identifying a clean-up crew and volunteers or staff to provide other 
necessary support. 

Identify needed signage and prepare signs. 

Consider plans for décor, such as floral arrangements.   Task someone with purchasing and arranging 
flowers or other décor, or work with a florist. 

Make sure any necessary permits or permissions are obtained.  For example, if you hold your event 
onsite, as we did, you may require an insurance rider. 
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Arrange for any additional staffing or volunteers that might be needed for the day of the event. 

Arrange for tables, chairs, or any other needs, if you are holding your event on site. 

Prepare sample interview questions 

ONE WEEK  BEFORE THE EVENT 

Check-in with caterer (or other venue operator). 

Check-in with photographer / videographer. 

Check-in with volunteers.  

Check-in with dignitaries and civic or community leaders (if invited). 

 

DAY OF THE EVENT 

Oversee set up:  Make sure tables and chairs, serving areas are set up according to plan 

Flowers or other décor, according to plan. 

Make nametags. 

Greet volunteers.  

Have participants sign image & story release forms. 

Have final briefing with videographers, photographers, caterer, and volunteers as they arrive 

Greet guests. 

Give presentation. 

Meal service (photos and videographer take candid shots and filming of table conversations for 
documentation and preservation). 

Conduct videotaped interviews following meal service. 

Schedule appointments with individuals who wish to donate photos or documents later. 

Receive donated or loaned photos from those who bring them to the event.  Have release forms 
available. 

TWO  WEEKS FOLLOWING THE EVENT TO OVERLAP WITH PHASE II PLANNING 

Update project and budget records.   
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Thank volunteers and advisory committee. 

Begin Phase II planning. 

Receive deliverables from videographer/photographer. 

Digitize borrowed photos and return to owners, 

Inventory and catalog archival items (ongoing). 

 

Project Management Plan – Phase II 

Chinese-Americans 

Schedule of Tasks 

Project Phase II – Chinese-Americans   We began Phase II of our project in a similar manner to the 
Spanish-American program by developing direct contact with Chinese-American residents rather than 
through conventional publicity means.  Since there was not an established Chinese-American 
organization in Monterey we relied on other means to contact a group of potential participants, 
primarily people who grew up in Monterey and knew Chinese-Americans with whom they went to 
school.  Some of the Spanish-Americans who participated in Phase I of the project, and one of our 
volunteers, all lifelong Monterey residents, were of immeasurable help in this respect.  Other 
communities would also want to consider contacting local civic, social, faith-based, or other 
organizations which have a constituency of the targeted community heritage group.   

Phase II of the project required a more complex set of activities, including the creation of a documentary 
film and an offsite meal with a featured speaker or performer.  We were able to draw heavily upon our 
Phase I Project Management Plan, adding several additional tasks and establishing a longer lead time.   

SIX MONTHS PRIOR TO THE FINAL EVENT 

Identify staff, volunteers, establish advisory committee. 

Staff:  Project Manager develops plans and provides oversight to the entire project; a Project 
Coordinator, with the Project Manager, develops project management plan; staff undertakes 
day-to-day activities, keeps records, organizes meetings, supervises volunteers, and manages 
budget. 
Volunteers:   Volunteers were recruited from Friends of the Library and formed working 
committee of four to assist with plans and tasks 
Advisory Committee:  We engaged a group of three or more members of the community 
heritage group to learn about project and become project stakeholders.  They were invited 
them to participate in interviews and were asked for their help in making contact with other 
participants.  

6 
 



Hold initial meetings with volunteers and stakeholders to review project. 

Schedule Dates and Identify Venue(s) for Events:  Informal “’Round the Table” lunch with videotaped 
conversation was held in the Library’s Community Room, May 31, 2014.  In our project we held a formal 
luncheon with presenter and the premiere of a documentary film held at Hotel Intercontinental - The 
Clement on historic Cannery Row on October 25.   

Set up files and budget sheets:  Define protocols for bookkeeping, record-keeping, and budget 
management.   

Interview and get cost estimates from photographer and/or videographer.  

Interview, obtain sample menus, and cost estimates from Hotel Catering Manager (or other “ ‘Round 
the Table” venue). 

FIVE MONTHS BEFORE THE FINAL EVENT 

Identify interview candidates and put together contact list. Most of the initial contacts made by 
telephone, followed up with mailed letter of confirmation containing summary of project description, 
including a Biographical Sketch form (see sample) to gain background on interview subjects for archive 
as well as to tailor interview questions. (Include self-addressed, stamped envelope to maximize return.) 
Invite them to “gather ‘round the table” for lunch and snacks and a videotaped group discussion.  
Encourage them to bring photos to share and possible to lend to the Library for digitizing and adding to 
archive.  We also contacted a Chinese-American who was interviewed in a previous grant-funded project 
entitled, “Shades and Stories of Monterey.”  Our intention was to re-use some of the footage from her 
2011 interview, and invite her to the gathering and bring with her two 90- year old aunts.   

Seek and Receive Sponsorships to Augment Funding.  Received a $2,000 sponsorship  

Contract with Videographer for interview event. Hire two videographers, preferably from the same 
company. Give videographer a three week deadline for returning 1st draft of videotaped interviews. 

Meet with volunteers to organize informal lunch for interview day.  

Review interview questions.  Prepare open ended questions that invite narrative, provoke memories. 

Brief videographers.  Confirm time and location of individual interviews.  Have them set up prior to 
guest arrival time. 

Contract with chief videographer for film editing services to create DVD with excerpts from interviews 

Gather responses from interview candidates to get head count 

Set up tours of potential sites for final event banquet. Check on all aspects.  Number of expected 
guests, linens, no host bar, AV capability, menu, parking, any prohibitions e.g. selling items, approved 
vendors (e.g. florists.) 
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Meet with Volunteers and staff and agree to division of labor for interview gathering.  Decide on what 
to serve ( we opted for deli sandwiches, fruit, cookies, coffee, and bottled water) and tasked 
responsibility for shopping among staff and volunteers, also, taking into consideration table cloths, 
plates, napkins, cups, utensils, etc. 

Print additional forms, including Story, Image, and Photo release and donation forms  (samples 
attached) 

 

DAY OF INTERVIEW GATHERING   Greet guests as they arrive, chat with them, introduce them to 
videographers, and put them at ease, invite them to make plates from the informal buffet, make them 
comfortable, introduce them to one another (in this case, they already knew one another.)  Once 
everyone is settled in and shared photos albums, we had the videographers begin filming and we posed 
questions to the group.  Some of the questions were answered directly, and many others provoked 
conversation, “round the table” as we had hoped. 

After the group session, we broke up into smaller groups.  Dennis conducted on-camera interviews with 
two groups of two, and I interviewed a group of two and another groups of three (sisters.)  

FOUR AND A HALF MONTHS BEFORE THE FINAL EVENT 

Decide on venue for final event.  Select menu, finalize details, execute contract 

Scout speaker/performer for final event.  We agreed to contact Eth-Noh-tec Kinetic Storytelling Theater 
who perform dramatization about the first Chinese fishermen who arrived at Point Lobos the 1850’s and 
the Chinese settlement at China Point in Pacific Grove.  One of the theater’s principals, Nancy Wang, is a 
descendent of one of these Chinese families.   

 

FOUR MONTHS BEFORE FINAL EVENT 

Contract with performers. 

Identify AV needs for Performers and Presentation at Final Event. 

Contract with AV vendor authorized by hotel. 

Receive deliverables from videographer.  Begin transcribing interviews. 

Send thank you letters to interview participants.  Include explanation of next steps (e.g., final event.) 

Committee meeting.  Plan next steps. 

Digitize collected photographs.   Return originals to donor.  Be sure to have donation form signed. 

THREE MONTHS BEFORE FINAL EVENT 
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Complete transcription of raw interviews.  

Write script for DVD documentary film. 

Deliver raw interview transcriptions with time codes for selected interview excerpts, provide photos 
with instructions to film editor.  Set three week deadline for return of 1st draft.  

Gather mailing list for invitations to final event.  Contact interview subjects for suggestions. 

TWO MONTHS BEFORE FINAL EVENT 

Create invitations to final event 

Review 1st draft of film.  Make edits and return to film editor for final draft 

Design cover for DVD 

Receive final draft of film and do voice over narration.  Receive final copy within 10 days.  

Create mailing lists and labels 

Print invitations 

SIX WEEKS BEFORE FINAL EVENT 

Mail invitations.  Set deadline for RSVPs 

Take film to reproduction lab for burning   Provide the lab with DVD covers, have them put labels on 
the DVDs, put covers in plastic DVD cases, and shrink wrap. 

Select 6 photos from Chinese-American families to enlarge.   Photo enlargements to be exhibited at 
final event, poster size, framed, and displayed on easels.  This step will create an ice breaker and 
promote conversation and storytelling at the event. 

THREE WEEKS BEFORE FINAL EVENT 

Receive DVDs from reproduction lab 

Design and print program 

Finalize reservation list from RSVPs 

Make place cards  

Order floral centerpieces for luncheon 

TWO WEEKS BEFORE FINAL EVENT 
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Hold final pre-event meeting  Make check list of items needed at event venue, identify tasks and agree 
on who does what at the event 

Prepare introductory notes for Master of Ceremony.   

Check in with Performers, AV vendor, and Catering Manager 

ONE WEEK BEFORE FINAL EVENT 

Final check in with Volunteers Via email 

DAY OF EVENT 

Arrive early: Set up check-in tables and install posters on easels 

Greet guests 

Welcoming remarks, describe project, acknowledgments and thanks to contributors, sponsors, etc.. 
Introduce performers [or speaker] 

Following performance [or presentation], proceed with luncheon   

Final comments from Master of Ceremony 

Show documentary film “Meeting ‘Round the Table; Chinese-Americans in Monterey.” 

WEEKS FOLLOWING EVENT 

Write “thank you” notes to contributors and participants. 

Schedule a second screening of film at later date 

Create tool kit 

Write grant report (or final project report, if required). 

Inventory and process archival materials, including interview tapes, photographs, and documents, for 
the California History Room (or an appropriate repository or library where researchers, visitors, and 
residents may access them). 

Finalize project records (e.g., financial, data). 
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Historic Image Release and Donation of Photographic Copy and Print Material 

I,         , hereby authorize the Monterey Public 
Library (MPL) to make photographic copy negative(s) or a digitally scanned copy from my photograph(s) 
identified by the "Accession #s" below.  I understand that once my photograph is re-
photographed/scanned by MPL, the photographic copy becomes a public record and its use is governed 
by the legal requirements that are applicable to public records.  The original photo will be returned to 
the donor.  This release allows the Library to copy and photograph or print material. The material will be 
then be retained in the California History Room where it will be preserved and made available to 
researchers, including your family.  I understand that I waive all title and rights so far as I possess them 
to the digital photograph and/or negative(s) described and to any further prints or copies produced 
from it/them.  I understand that I retain rights to my copy of the photograph(s).   

I, _________convey to the Monterey Public Library for deposit in the California History Room, the 
photographic and/or print materials herein identified in the "Accession #s" below.  Title to the 
photographic and / or print material listed, together with all rights so far as I possess them, shall pass to 
the Monterey Public Library as of the execution of this Deed of Gift.  

Accession #s            

Signature of Donor_______________________________________________________________ 

Date:_______________  

             

Mailing Address of Donor 

 

              

Phone Number / E-mail of Donor 

11 
 



 

         

Received by:______________________________________________________________Date_____________ 

Note:  For use when donor lends or gives photographic copy and/or print material to the California History Room.   

 

 
 

Biographical Sketch 
Getting to Know You – Tell us Your Story 

 
Please feel free to leave blank any part of the form that you don’t choose to complete.  

Feel free to add additional sheets of paper, as needed.   
 

Name             

 

Address            

 

Telephone Number           

 

E-mail Address           

 

When and where were you born?         

 

Your Father’s Name, Birthplace / Birth date / Occupation(s)     
 
             

 

Your Mother’s Name Birthplace / Birth 
date /Occupations(s)   
  

Monterey Public Library 

625 Pacific Street, Monterey, Ca  93940 

(831) 646-3932 / www.monterey.org/library 12 
 



 

             
    

What schools did you attend and where were they located?     

 

             
 

 

If you held any government offices, please describe      

 

             

 

If you served in the military, please describe       

 

             

 

Please describe civic and community activities in which you might have been involved over the years 
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Please describe your “Monterey Connection”.  Did you grow up in Monterey?  Did your family relocate 
to Monterey, and if so what was the circumstance of their moving to Monterey? What is your 
background, experience and history in Monterey?  If you have dates or approximate dates, please 
include them.   
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Your spouse’s name:           

 

When and where were you married?         

 

Your spouse’s occupation?          
 

Names and birth dates of your children and any other information about your children that you’d like to 
share           
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Is there anything else you’d like to tell us about your background or family history ? 
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Do you have favorite family anecdotes or stories about your Chinese-American family?   
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Please write out your stories and return it to: 

Dennis Copeland or Jeanne McCombs 
California History Room, Monterey Public Library 

625 Pacific Street, Monterey, Ca  93940 
 

Or send your story as an email attachment to libchr@monterey.org 
If you have any questions, please call 831.646.3949 
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Personal Story Release  
 

I,         , hereby authorize the Monterey Public 
Library (MPL) to the information and responses on tape (hereafter referred to as “the donation”) 
provided during the interview conducted by  

Interviewer ________________________________ 

(date )___________________at (location) _________________________________. 

This donation covers all present and future copyright interests in the materials, including the right to 
reproduce such materials in copies of audio and/or video recordings, and print formats, and/or on the 
Internet; to distribute copies to the public, to perform or display the work publicly, to prepare derivative 
works thereof, and to have others do so for research purposes. I agree to public use of the recordings 
and transcripts, which will be open to researchers at the discretion of the Monterey Public Library. 

I understand that once my interview is taped by MPL, the recorded interview becomes a public record 
and its use is governed by the legal requirements that are applicable to public records.  This release 
allows the Library to copy the recorded material which will be retained in the California History Room 
where it will be preserved and made available for researchers including your family members.  

Video / Photo Image Release 

Additionally, I do hereby grant permission to the Monterey Public Library, a department of the City of 
Monterey to use my image for taken at this event for film, broadcast on television, on video or in 
publications.   

I agree to release and hold the City, its agents, officers, and employees harmless from all costs, liability 
or damage incurred as a result of City's use of my image as described above. 

             

Interviewee’s Signature     Date 

19 
 



I accept the materials donated above on behalf of the Monterey Public Library, subject to the terms, 
conditions, and restrictions set forth above. 

 

 

             

Monterey Public Library Representative / Title  Date 
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	Personal Story Release

