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PROCESSING PAPYRUS

The form Process Papyrus on the opening window of the APIS database in MsAccess is used for cataloging input in MsAccess Database. It gives the physical description of the papyrus (or other) text or image.  Click on it to open the form.

Text-Based Records

Make separate records for each unique text of one or more pieces/fragments. For papyri that have not been studied or described, generally treat “papyri” with different hands as different texts, even if on same physical fragment(s), or in a group of fragments. Contracts are a notable exception, since a single contract may contain various hands, the scribe’s, the parties to the contract, and amendments.  

.

Make generally separate records for visual images on a papyrus which are not part of a text, for instance drawings or paintings made at time when the papyrus was used as crocodile or mummy cartonnage.  

A mythological, ritual, literary, medical or documentary text with illustrative images has one record describing text and the accompanying images.

Alpha-numeric numbers: The alpha-numeric field names in parenthesis following each field in this document are the APIS MARC equivalents to the APIS Berkeley MsAccess fields, used in the APIS Union Database at Columbia University.  

To search and view the records as seen by the public: http://tebtunis.berkeley.edu/form.html
Transliteration

In transliterating Greek personal and geographical names, the following rules are applied:
· Epsilon and eta —> e 

· Omicron and omega —> o 

· Upsilon —> y, except in au, eu, and ou, where it is rendered as u 

· Zeta —> z 

· Theta —> th 

· Xi —> x 

· Phi —> ph 

· Chi —> ch 

· Psi —> ps

Roman personal names are given in their Latin transliteration: Flavius (not Phlaouios); Julius (not Ioulios) 

Return to Contents
Preliminary Brief Records

Preliminary Brief Records may only include: Call number, Holding Institution and Code, Location, Section/Side, Material, Items, Size, Lines, Mounted (required), Publication Status (required), Modern (or approximate) date, Date1 Date2, Provenance, Language and Language code if known, Author if known, Type of text/Title (required), Revision History (required). Give other information as available at time of keying.  Such records will be updated when the text is studied or published.

For fuller information about each field, and examples, see the corresponding section under Full Edited Records. 

Call Number (cu090)

P.Tebt.0078 [period before number, which is filled out to make 4 digits]

P.Tebt.UC 1370 [space before number, which is filled out to make 4 digits]

If several UC numbers, give range “1678-1898” if unbroken; or each separately, if no sequential, separated by plus sign, “1878 + 2306”

If one piece of papyrus contains two or more texts

P.Tebt.0088 Recto

P.Tebt.0088 Verso 

P.Tebt.UC 4001 (1)

P.Tebt.UC 4001 (2)

P.Tebt.Frag.21,141 [period before number, which is filled out to make 5 digits, with comma after first 2]

If several: P.Tebt.Frag.21,141+14,145+23,043

If one piece of papyrus contains two or more texts

P.Tebt.Frag.04,335 (1)

P.Tebt.Frag.04,335 (2)

Etc.

APIS ID (cu001)

This number is assigned automatically when you move from last record in database to next “empty record,” to crate a new record. DO NOT CHANGE  THIS NUMBER. This becomes Berkeley’s ID in the APIS Union Database at Columbia, and appears there (for example) thus: "berkeley.apis.25".

Holding Institution (not sent to Columbia) and Holding Institution Code (cu852)

The Insitution name and MARC code equivalent (see pull-down menus) of the specific Institution (Bancroft Library or one of its regional APIS partners).  Required fields. Default is for Bancroft Library.

	Holding Institution
	Holding Institution MARC Code

	Bancroft Library, Univ. of Calif., Berkeley
	CU

	Stanford University
	CST


Location

Specific Location within a Holding Institution

Holding Institution: Bancroft Library

Location: Vault

Holding Institution: Stanford University

Location: Department of Classics

Or

Holding Institution: Stanford University

Location: Green Library

Vault m; 1 frame [m=mini size]

Vault t; 1 frame [t=tiny size]

Vault; 1 frame [standard size]

Vault; 3 frames [standard size]

Vault ff; 2 frames [oversize]

 [m=mini size]

 [t=tiny size]

 [standard size]

 [ff=oversize]

Section/Side (cu500)

Verso empty

Verso: Plaster

On recto, Account

On verso, Address  [of a letter]

On verso: Report

On verso, Fragmentary remains.

If both sides are empty, leave field blank.

Material (cu300)

Pap, ost, lead tablet, wooden tablet, parchment, paper, linen, silk, leather {as in pull-down menu]

Items (cu300)

Total number of pieces within one or more frames, or unmounted fragments making up one text.  If two or more pieces have been joined to form one piece in the conservation process, count as one (1) piece.

Size (cu300)

Height by width, with text so that it can be read.

Horizontal piece: 15.3 x 30.7 cm.  NOT 30.7 x 15.3 cm.  

	---------- ----------

---------- ----------

---------- ----------

---------- ----------


Vertical piece: 20 x 6.2 cm. NOT 6.2 x 20 cm.

	--------

--------

--------

--------

-------- 


Give size of each distinct fragment: frag. 1, 5.3 x 7.8 cm.; frag. 2, 6 x 5 cm.

Lines (cu500_1)

Recto (or Front): The writing or image is along the fibers.

Verso (or Back): The writing or image is across the fibers.

Give TOTAL number of lines only, not number on each fragment: 

26 lines, on recto along the fibers.

15 lines, on verso across the fibers.

Give total number of columns and lines when this can be determined.

3 cols. (36 lines) on recto along the fibers.

If number of lines is uncertain, as for instance some very fragmentary, an approximation can be given.

26+ lines, on recto along the fibers

9+ lines, on verso across the fibers.

If text is continuous from recto to verso:

25 lines, on recto along the fibers; 10 lines on verso, across the fibers.

Images:

1 image

5 images

If the only thing on the verso is an address, note only under Section/side.  Similarly for very fragmentary calculations or text.

If both sides are blank, enter here: No writing.

Mounted (not sent to Columbia)
Either: glass, or vinylite, or unmounted

Once Conservation has [re]mounted, change to glass.

Publication Status (not sent to Columbia)
These have been either

Published: With edited text and commentary, perhaps a translation or plates.

Described: A description, perhaps portion of text, appears in print

Unpublished: Most of the vinylite and glass mounted items with only a UC, Frag. or Tin number.   

Modern Date (cu245ab)

Give here the modern equivalent.  This includes a date or approximate date based on evidence in the text, its provenance, or relation to other papyri:

Mar.-Apr. 117 B.C.

9 Nov. 114 B.C. or slightly later

ca. 114 A.D.

Between 76 and 78 A.D.

2nd century B.C.

Early 2nd century B.C.

Late 1st century B.C.

1st century A.D. 

Late 2nd century  A.D.

Make every attempt to provide approximate date (e.g., for example, based on dated papyri which served as cartonnage for the same crocodile or mummy).

Date1 Date2 (cu046 [1] cu046 [2])

Date1: Here is entered the year of a text known to have been written in a specific year, including circa years.  Enter B.C. dates as minus years (e.g., enter 104 B.C. as -104)

Date1: Here also is entered the earliest year of a range of two or more years, B.C. years being indicated as minus year (e.g., enter B.C. 99 as –99)

Date2: Here is entered the latest possible year of a range of two or more years, B.C. years being indicated as minus year (e.g., enter B.C. 213 as –213)

EXCEPTION: Mid century is entered only in Date1 (e.g. Mid 2nd century A.D. is entered in Date1 as 150), and Date2 is left blank.

EXAMPLES OF DATES

	Textual/Modern Date
	Date1 
	Date2 

	Specific Year
	
	

	Mar.-Apr. 117 B.C.
	-117
	.

	9 Nov. 114 B.C. or slightly later
	-114
	

	52nd year of Ptolemy VIII Euergetes II, 9th of the Egyptian month Pharmouthi (28 April 118 B.C.)
	-118
	

	21st year of the Emperor Antoninus Pius, the 27th of the Egyptian month Epeiph (21 July 158 A.D.)
	158
	

	ca. 114 A.D.
	114
	

	Range of Years
	
	

	140/139 B.C.
	-140
	-139

	189/190 A.D.
	189
	190

	19th year of King Ptolemy V Epiphanes (187/186 B.C.)
	-187
	-186

	3rd year of the Emperor Domitian  (83/84 A.D.)
	83
	84

	2nd century B.C.
	-199
	-100

	Early 2nd  century B.C.
	-199
	-175

	Late 1st century B.C
	-25
	-1

	1st century A.D.
	1
	99

	Late 2nd century A.D.
	175
	199

	Between  204 and 181 B.C.
	-204
	-181

	Between 126 and 138 A.D.
	126
	138


Approximate dates for papyri from Tebtunis (P.Tebt., P.Tebt.Frag., P.Tebt.Tin and P.Tebt.UC) otherwise not studied or dated:

	Source
	Modern Date
	Date1
	Date2

	Crocodile  cartonnage 
	Between  150 and 70 B.C.
	-150
	-70

	House at Tebtunis
	Between 1 and 350 A.D.
	1
	350

	Mummy cartonnage
	Between 300 and 130 B.C.
	-300
	-130


Provenance (cu561)

Provenance refers to the place of discovery.

See pull-down menu; give number only after supplied text, “crocodile cartonnage at Tebtunis 8.3” not “crocodile cartonnage at Tebtunis, croc. 8.3.”

Crocodile cartonnage at Tebtunis 8.3

House at Tebtunis T679

Mummy cartonnage at Tebtunis 59

Texts from Khamsin  [no number]

For these numbers for Fragments see among appendices below Unmounted Tebtunis Papyri Box and Fragment Numbers, and Corresponding Crocodile Cartonnage, Town, and Mummy Numbers
Language (cu546)

Arabic, Coptic, Demotic, Greek, Hieratic, Hieroglyphic, Latin, Pahlavi,  [etc. as in pull-down menu] 

May be a sentence: Greek, with amendments in Demotic.

If unknown or uncertain, leave blank.

Leave blank in record for an image.

Language Code (cu041)

Ara,  etc. [as in pull-down menu]

	Language
	Code

	Arabic
	ara

	Coptic
	cop

	Demotic
	dem

	Greek
	grc

	Hieratic
	hir

	Hieroglyphic
	hig

	Latin
	lat

	Pahlavi
	pal


NOTE: If there is more than one language, give predominant language code only. This field allows only three characters.

If unknown or uncertain, leave blank.

Leave blank in record for an image.

Author (cu100a)

Give here the person who composed the text: the writer of a receipt, the writer of a letter, the author of a decree (e.g., Ptolemy), principle party to a contract, person swearing an oath, writer of an account, the literary author (e.g., Homer), etc.  If there are several authors, give the first name here (e.g., the principal party to, or the first of two or more parties to a contract). give the others under Persons, below. 


Use common modern forms for well-known historical persons:

· Homer 
· Virgil

· Ptolemy IX Soter II, King of Egypt

· John, the Apostle, Saint

For others, use following patterns, employing transliterated/translated form. For example:

· Aurelius Sarapion 
· Dictys, Cretensis 

· Petesouchos alias Ammonios 

· Harmiysis (Komarches of Kerkeosiris) 

· Thaubastos, Daughter of Maron 

Roman personal names are given in their Latin transliteration: Flavius (not Phlaouios); Julius (not Ioulios).

Type of Text/Title (cu245ab)

ALWAYS SUPPLY A TITLE.  Every text or image has a title, even if this is “stylized” brief description (“type of text”) such as “Tax receipt” or “Marriage contract” or supplied title.

Documentary text  [use as default title when content of papyrus, as is case with most of the Demotic texts, or unmounted papyri fragments, is unknown]

Account. concerning wheat

Menches’ letter : to Apollonios

Receipt 

Land survey

Drawing of Ptolemaic queen

Iliad. Book 1, lines 311-327

Inachus 

De falsa legatione

Empty  [Use for fragment of papyrus with no text or image]

Revision History (not sent to Columbia)
Give here the date on which the record was created, followed by date(s) on which revised or edited; or record checked against the original.

For example: Created 1/9/98 av; rev 1/27/98 pjr; checked pap. 2/24/98 av

Return to Contents
Full Edited Records

Full edited record: This section describes the content of a full edited record, following APIS/Columbia database guidelines.  

Call Number (cu090)

This field records the Inventory number under which an item is shelved. 

O Berk.01 [period before number, which is filled out to make 2 digits]

P.Berk.01 [period before number, which is filled out to make 2 digits]

P.Hearst.01 [period before number, which is filled out to make 2 digits]

O.Tebt.03  [period before number, which is filled out to make 2 digits]

P.Stan.Class.001 [period before number, which is filled out to make 3 digits; at Classics Dept.

P.Stan.Class. 019 + 032 [Two fragments with separate numbers but forming single text, at Classics Dept.]

P.Stan.Libr.031 [period before number, which is filled out to make three digits, at Green Library]

If a number in a published series has several texts, use one of the following patterns:

P.Tebt.0088 Recto

P.Tebt.0088 Verso

P.Tebt.0954 (1)

P.Tebt.0094 (2)

P.Tebt.0095 (1) Recto [1st text on recto]

P.Tebt.0095 (1) Verso [one text covers entire verso]

P.Tebt.0095 (2) Recto [2nd text on recto]

Sometimes in published volumes text on recto has one P.Tebt. number; text on verso another P.Tebt. number.  In such a case, in  Section/Side field give, in addition to the title of text on opposite side, its P.Tebt. number.

P.Tebt.0023

Verso: Account [P.Tebt.0046]

P.Tebt:0046

Recto: Letter [P.Tebt.0023]

P.Tebt.0078 [period before number, which is filled out to make 4 digits]

P.Tebt.UC 1370 [space before number, which is filled out to make 4 digits]

If several UC numbers, give range “1678-1898” if unbroken; or each separately, if no sequential, separated by plus sign, “1878 + 2306”

If one piece of papyrus contains two or more texts

P.Tebt.UC 4001 (1)

P.Tebt.UC 4001 (2)

Etc.

P.Tebt.Frag.21,141 [period before number, which is filled out to make 5 digits, with comma after first 2]

If several: P.Tebt.Frag.21,141+14,145+23,043

If one piece of papyrus contains two or more texts

P.Tebt.Frag.04,335 (1)

P.Tebt.Frag.04,335 (2)

Etc.

Call/Inventory Number Changes:

If the Call/Inventory Number changes (e.g., P.Tebt.63 Verso was described as P.Tebt.63, but was later published as P.Tebt.1103) use the latest number as the call/inventory number, and supply a reference record under the old call number.

This record contains only: Call number  (old number) Holding Institution, Institution code, Material, Mounted, Publication status, Title (“Reference Record: SEE NOW: [new Call number]. For an example see APIS ID 715. 

APIS ID (cu001)

This number is assigned automatically when you move from last record in database to next “empty record,” to crate a new record.  It cannot/must not be changed.  This becomes Berkeley’s ID in the APIS Union Database at Columbia, and appears there (for example) thus: "berkeley.apis.25". DO NOT CHANGE this number

Holding Institution (not sent to Columbia) and Holding Institution Code (cu852)

The Insitution name and MARC code equivalent (see pull-down menus) of the specific Institution (Bancroft Library or one of its regional APIS partners).  Required fields. Default is for Bancroft Library.

	Holding Institution
	Holding Institution MARC Code

	Bancroft Library, Univ. of Calif., Berkeley
	CU

	Calif. State Univ. Sacramento Library Spec. Coll.
	CSS

	Pacific School of Religion
	CBPac

	Stanford University
	CST

	Wash. State Univ. Pullman Libraries Spec. Coll
	WaPS


NOTE: In Berkeley’s public display of the database, the Holding Institution field appears at the head of the brief and detailed  views of each record.  If there are several specific units within an Institution (e.g., Sanford University Classics Dept., and Stanford University Main Library) the specific holding unit or shelving location is shown in the Location field.

In the APIS database at Columbia, the Holding Institution is generated in the display by the MARC (NUC) code for the Institution.

NOTE: When a new Holding Institution is added to the database, add its name and MARC code to the pull-down lists in the MsAccess apis.mdb, table tblInstitutions and tblInstitutionCode; and to the pull-down menu in the Tebtunis Center Search Website http://tebtunis.berkeley.edu/form.html when it is next updated

Location  (not sent to Columbia)

This field records information about the specific location within the Holding Institution,

Size of mount/frame(s), and number of physical mounts/frames, and the local shelf mark if that differs from the call/inventory number.

Specific Location within a Holding Institution

Holding Institution: Bancroft Library

Location: Vault

Holding Institution: Stanford University

Location: Department of Classics

or

Holding Institution: Stanford Library

Location: Green Library

Holding Institution: Pacific School of Religion

Location: Bade Institute of Biblical Archaeology. 

Holding Institution: Wash. State Univ. Pullman Libraries Spec. Coll.

Location: Cage 4580: Inv. no. 01

Vault m; 1 frame [m=mini size]

Vault t; 1 frame [t=tiny size]

Vault; 1 frame [standard size]

Vault; 3 frames [standard size]

Vault ff; 2 frames [oversize]

 [m=mini size]

 [t=tiny size]

 [standard size]

 [ff=oversize]

Vault; 1 frame, shelved as P.Tebt.6678  [a frame containing two different Inv. Numbers]

Vault; 1 frame

NOTE: When there are several frames for a text, they are labeled (for example) thus on the frames:

Frame 1/5 Recto

Frame 1/5 Verso

Frame 2/5 Recto

Frame 2/5 Verso

Etc.

Frame 5/5 Recto

Frame 5/5 Verso

Section/Side (cu500)

Verso empty

Verso: Plaster

On recto, Account

On verso, P.Tebt. 6678, Receipt

On recto, P.Tebt. 7701, Letter

On verso, Address  [of a letter]

On verso: Report

On verso, Fragmentary remains.

If both sides are empty, leave field blank.

Publication/Side (cu500)

This field records whether or not the “other side” has been published: published, described, or unpublished.

Connections  (cu500)

Record here clearly established relations or connections with other texts.  Inclusion in archive or dossier is given under Context below.

A copy of the text of the commencement of these decrees is found in P.Tebt.1 (1) Recto

A more definite version of this letter has been preserved as P.Tebt.1099.

Written in the same hand as P.Tebt.195 Verso

The enclosed letter mentioned in the text is probably P.Tebt.24.

The same raid is the subject of P.Tebt.46, P.Tebt.47, P.Tebt.1095, and P.Tebt.1096.

Pankrates is also known from a small archive in Milan (P.Med.Bar.).

The papyrus was found together with several demotic rolls (edited in the Catalogue General des Antiquites Egyptiennes du Musee du Caire) in a house within the temple area of Tebtunis.

The papyrus was found in a bundle with P.Tebt. 319, 326, 335, 378, 406, and 588.

This charm has a close similarity to papyrus found at Heracleopolis, now lost, but published by U. Wilcken in Archiv, v. 1, p. 420-427 and BGU 957.

Similar in content to: P.Tebt.399, P. Oxy. 91, and B.G.U. 297.

Possibly belongs together with P.Soc. v. 10, no. 1124.

Material (cu300)

Pap, ost, lead tablet, wooden tablet, parchment, paper, linen, silk, leather [as in pull-down menu]

Items (cu300)

Total number of pieces within one or more frames, or unmounted fragments making up one text.  If two or more pieces have been joined to form one piece in the conservation process, count as one (1) piece.

Size (cu300)

Height by width, with text so that it can be read.

Horizontal piece: 15.3 x 30.7 cm.  NOT 30.7 x 15.3 cm.  

	---------- ----------

---------- ----------

---------- ----------

---------- ----------


Vertical piece: 20 x 6.2 cm. NOT 6.2 x 20 cm.

	--------

--------

--------

--------

-------- 


Give size of each distinct fragment: frag. 1, 5.3 x 7.8 cm.; frag. 2, 6 x 5 cm.

If two or more pieces have been joined together to form on fragment, give only the measurement of resulting piece.

“Floaters” indicate by “and smaller” if of significant size.

It may be necessary after the papyrus has been conserved and mounted in glass to review and update the information concerning the number of items and size.

Lines (cu500_1)

Give TOTAL number of lines only, not number on each fragment: 

26 lines, on recto along the fibers.

15 lines, on verso across the fibers.

Give total number of columns and lines when this can be determined.

3 cols. (36 lines) on recto along the fibers.

If number of lines is uncertain, as for instance some very fragmentary, an approximation can be given.

26+ lines, on recto along the fibers

9+ lines, on verso across the fibers.

If text is continuous from recto to verso:

25 lines, on recto along the fibers; 10 lines on verso, across the fibers.

If the only thing on the verso is an address, note only under Section/side.  Similarly for very fragmentary calculations or text.

NOTE ON SHEET SIDES:

Papyrus:

Recto (or Front): The writing or image is along the fibers.

Verso (or Back): The writing or image is across the fibers.

Usually, the direction of the writing is the same on both sides of a papyrus.

Exceptions: 

In some early Ptolemaic papyri the writing is in fact on the recto (front), but across the fibers, the writing on the verso (back) being along the fibers.  The presence of kollesis (the overlap caused by the joining of two pieces two pieces of papyrus, to form a single sheet possibly for a scroll) may indicate this.  

Also, more unusual, the writing on both sides may be along the fibers, that is in different directions on each side.

Ostraka:

Concave side: The side curving inward.

Convex side: The side curving outward.

Parchment (sheepskin) and Vellum (calfskin):

Flesh side: The softer suede-like side without hair folicles

Hair side: The rougher side with evidence of hair folicles 

If there are paraphernalia(e.g., a seal) or images accompanying or interspersed with text (as in a herbal), give both cols., lines, and their number.

24 lines on recto along the fibers + 1 clay seal.

Describe the seal in Paraphernalia field..

4 cols. (48 lines) on recto along the fibers + 4 images.

Describe the seal in Paraphernalia field.

If papyrus is 1 or more images (e.g., a portrait of a Ptolemaic Queen) enter here: 

1 image

5 images

If both sides are blank, enter here: No writing.

Mounted (not sent to Columbia)
Either: glass, or vinylite, or unmounted

Once Conservation has [re]mounted, change to glass.

Sometimes two or more separate papyri texts, each on its own piece of papyrus, are mounted in one vinylite. This practice was simply for convenience, has no relation to issues of provenance/connections. These will be remounted separately in glass, and so treated in the cataloging. Do not note such mounting in the record.

Neg. in Bancroft and Neg. in IPA (not sent to Columbia)
Leave blank

Conservation Status (cu590)

Record here comments about conservation needs, for example, presence of gesso to be removed, linen covering text, overlapping fragments needing separation, folds needing to be flattened, seals needing attention, joins needing to be made (cf. Physical Properties), etc.  

Papyrus at conservation 7/26/00 av.

Remains of linen used in the mummification block most of the writing.

On verso, remains of gumpaper used in restoration.

Plaster obscures most of text.

Fr. 1 and 2 possibly single piece; their condition can be significantly improved by separating the two overlapping pieces

May require remounting: clumped in glass.

Extremely dirty; cleaning needed if possible.

Fragments 01,404 and 01,405 need to be joined. 

Notes on Preservation (not sent to Columbia)
Record here general information about state of preservation.  For example:

On the verso of the roll, another fragment (of a letter) has been patched on to keep the roll together.

Partially erased.

The text is much damaged and hard to read.

Papyrus is very dark.

Fragments only

Writing is much faded.

Physical Properties (cu500)

Give here margin measurements in centimeters. Generally do not give margins for miscellaneous very small fragments. Here also note kollesis (overlap of sheets), creases, protokollon, miscellaneous numbers of identification written on the papyrus, etc.  

Here also is recorded information about joins already made (cf. Conservation Status). For example;

Three separate fragments joined to form one piece.

Five fragments have been joined to form two pieces.

In bottom margin, in red ink "430".

Paleographic Description (cu500_h)

Large uncial hand.

Small cursive hand.

Lines 1-10 in large cursive, lines 11-14 in small cursive by different scribes.

Contract in scribal cursive hand; signatures in various untrained hands.

Give only if you know.

Publication Status (not sent to Columbia)

Those with P.Tebt. numbers have been either

Published: With edited text and commentary, perhaps a translation or plates.

Described: A description, perhaps portion of text, appears in the P.Tebt. volumes

Unpublished: Most of the vinylite and glass mounted items with only a UC or Frag. number.   

Generally assume “unpublished” if UC number or an unmounted Frag. number or Tin number (there are several such already in database that have been published elsewhere than in P.Tebt. vols.).

Paraphernalia (cu500)

Here describe such items as seals, stamps or images (also use appropriate genre term), or accompanying items, or other feature clearly accompanying the text.

Clay seal is attached between lines 2 and 3; it shows the bust of an emperor (?) enclosed in the inscription "The strategos summons you".

Illustrations of a sphinx 5 x 6 cm., human and divine figures. and bull. Red, black, and blue paint. 

Textual Date (cu500)

Date as given in the text:

52nd year of King Ptolemy VIII Euergetes II, 9th of the Egyptian month Pharmouthi

19th year of King Ptolemy V Epiphanes 

17th year of the Emperor Tiberius, the 1st of the Egyptian month Tybi.

3rd year of the Emperor Domitian

If the text provides no date, leave this field empty.

Use transliterated forms of the names of Egyptian months as given in Alan K. Bowman’s Egypt after the Pharaohs (p. [6]):

	Month
	Julian equivalent
	Month
	Julian equivalent

	Thoth
	Aug. 29 – Sept. 27
	Pharmouthi
	Mar. 27 – Apr. 25

	Phaophi
	Sept. 28 – Oct. 27
	Pachon
	Apr. 26 – May 25

	Hathyr
	Oct. 28 – Nov. 27
	Payni
	May 26 – June 24

	Choiak
	Nov. 27 – Dec. 26
	Epeiph
	June 25 – July 24

	Tybi
	Dec. 27 – Jan. 25
	Mesore
	July 25 – Aug. 23

	Mecheir
	Jan. 26 – Feb. 24
	Epagomental days
	Aug. 24 – Aug. 28

	Phamenoth
	Feb. 25 – Mar. 26
	
	


For methods of dating, calendars, Ptolemaic and Roman chronology, and regnal years, see P.W. Pestman’s The New Papyrological Primer 2nd ed. rev. (p. 6-13,  34-41,  317) 

For agricultural year see Naphtali Lewis’ Life in Egypt under Roman Rule (p. 115-116) and P.W. Pestman’s The New Papyrological Primer 2nd ed. rev. (p.  317)

Modern Date (cu245ab)

Give here the modern equivalent.  This includes a date or approximate date based on evidence in the text, its provenance, or relation to other papyri:

	Textual Date
	Modern Date

	52nd year of King Ptolemy VIII Euergetes II, 9th of the Egyptian month Pharmouthi
	28 April 118 B.C.

	19th year of King Ptolemy V Epiphanes
	187/186 B.C.

	17th year of the Emperor Tiberius, the 1st of the Egyptian month Tybi.
	27 Dec. 30 A.D.

	3rd year of the Emperor Domitian
	83/84 A.D. 


Mar.-Apr. 117 B.C.

9 Nov. 114 B.C. or slightly later

ca. 114 A.D.

Between 76 and 78 A.D.

2nd century B.C.

Early 2nd century B.C.

Late 1st century B.C.

1st century A.D. 

Late 2nd century  A.D.

Make every attempt to provide approximate date (e.g., for example, based on dated papyri which served as cartonnage for the same crocodile or mummy).

Date1 Date2 (cu046 [1] cu046 [2])

Date1: Here is entered the year of a text known to have been written in a specific year, including circa years.  Enter B.C. dates as minus years (e.g., enter 104 B.C. as -104)

Date1: Here also is entered the earliest year of a range of two or more years, B.C. years being indicated as minus year (e.g., enter B.C. 99 as –99)

Date2: Here is entered the latest possible year of a range of two or more years, B.C. years being indicated as minus year (e.g., enter B.C. 213 as –213)

EXCEPTION: Mid century is entered only in Date1 (e.g. Mid 2nd century A.D. is entered in Date1 as 150), and Date2 is left blank.

EXAMPLES OF DATES

	Textual/Modern Date
	Date1 
	Date2 

	Specific Year
	
	

	Shortly after 8 Nov. 113 B.C.
	-113
	

	Mar.-Apr. 117 B.C.
	-117
	.

	9 Nov. 114 B.C. or slightly later
	-114
	

	52nd year of Ptolemy VIII Euergetes II, 9th of the Egyptian month Pharmouthi (28 April 118 B.C.)
	-118
	

	17th year of the Emperor Tiberius, the 1st of the Egyptian month Tybi (27 Dec. 30 A.D.)
	30
	

	21st year of the Emperor Antoninus Pius, the 27th of the Egyptian month Epeiph (21 July 158 A.D.)
	158
	

	ca. 114 A.D.
	114
	

	Range of Years
	
	

	140/139 B.C.
	-140
	-139

	189/190 A.D.
	189
	190

	19th year of King Ptolemy V Epiphanes (187/186 B.C.)
	-187
	-186

	3rd year of the Emperor Domitian  (83/84 A.D.)
	83
	84

	Mid 3rd century BC.
	-250
	

	2nd century B.C.
	-199
	-100

	Early 2nd  century B.C.
	-199
	-175

	Late 1st century B.C
	-25
	-1

	1st century A.D.
	1
	99

	Late 2nd century A.D.
	175
	199

	Mid 2nd century A.D.
	150
	

	Between  204 and 181 B.C.
	-204
	-181

	Between 126 and 138 A.D.
	126
	138


Approximate dates for papyri from Tebtunis (P.Tebt., P.Tebt.Frag., P.Tebt.Tin and P.Tebt.UC) otherwise not studied or dated:

	Source
	Modern Date
	Date1
	Date2

	Crocodile  cartonnage 
	Between  150 and 70 B.C.
	-150
	-70

	House at Tebtunis
	Between 1 and 350 A.D.
	1
	350

	Mummy cartonnage
	Between 300 and 130 B.C.
	-300
	-130


Origin (cu545)

Place where papyrus was written, if known.

UC Inventory Number (cu590)

Give number only, not “UC 1375”; give each number separately, not a range of numbers, separated by commas.  Always give this number or numbers here, even if they form part of Call Number.

Provenance (cu561)

Provenance refers to the place of discovery.

See pull-down menu; give number only after supplied text, “crocodile cartonnage at Tebtunis 8.3” not “crocodile cartonnage at Tebtunis, croc. 8.3.”

Crocodile cartonnage at Tebtunis 8.3

House at Tebtunis T679

Mummy cartonnage at Tebtunis 59

Texts from Khamsin  [no number]

For these numbers for fragments see among appendices below Unmounted Tebtunis Papyri Box and Fragment Numbers, and Corresponding Crocodile Cartonnage, Town, and Mummy Numbers
Uncertain. In the Spring of 1901 was brought to the camp of the Hearst Egyptian Expedition near Der-el-Ballas, Egypt, by a peasant of the village, who said he found it while digging 2 years before.

For a discussion of provenance see Roger Bagnall’s Reading Papyri, Writing Ancient History ( p. 55-56), and E.G. Turner’s Greek Papyri (p. 47-53).  

NOTE: When a new Holding Institution is added to the database, add its name and MARC code to the pull-down lists in the MsAccess apis.mdb, (table tblProvenance); and to the pull-down menu in the Tebtunis Center Search Website http://tebtunis.berkeley.edu/form.html when it is next updated

Acquisition (not sent to Columbia)
Source from which papyrus was acquired by the Library. See pull-down menu

Language (cu546)

Arabic, Coptic, Demotic, Greek, Hieratic, Hieroglyphic, Latin, Pahlavi,  [etc. as in pull-down menu] 

May be a sentence: Greek, with amendments in Demotic.

Leave blank in record for an image.

Language Code (cu041)

Ara,  etc. [as in pull-down menu]

	Language
	Code

	Arabic
	ara

	Aramaic
	arc

	Coptic
	cop

	Demotic
	dem

	Greek
	grc

	Hebrew
	heb

	Hieratic
	hir

	Hieroglyphic
	hig

	Italian
	ita

	Latin
	lat

	Pahlavi
	pal

	Parthian
	ira

	Syriac
	syr


NOTE: If there is more than one language, give predominant language code only. This field allows only three characters.

Leave blank in record for an image.

NOTE: When a new language is added to the database, add its name and MARC code to the pull-down lists in the MsAccess apis.mdb, table tblLanguages and tblLanguageCode; and to the pull-down menu in the Tebtunis Center Search Website http://tebtunis.berkeley.edu/form.html when it is next updated

Genre (cu655)

Supply from pull-down list if you know.  

Several genre terms may be used, if appropriate, each separated by semi-colon: Business letters, Roman period; Seals (Numismatics)

NOTE: When a new genre/form term is added to the database, add term to the pull-down list using the Add to List button; and to the pull-down menu in the Tebtunis Center Search Website http://tebtunis.berkeley.edu/form.html when it is next updated

Until a genre list is developed for papyrological studies,new genre/form terms may be chosen from:

Art and Architecture Thesaurus  (Includes many documentary and format terms) 

Library of Congress Subject Headings (Authority file) 

Thesaurus for GraphicMaterials: TGM II, Genre and Physical Characteristic Terms 
.

Author (cu100a)

Give here the person who composed the text: the writer of a receipt, the writer of a letter, the author of a decree (e.g., Ptolemy), principle party to a contract, person swearing an oath, writer of an account, the literary author (e.g., Homer), etc.  If there are several authors, give the first name here (e.g., the principal party to, or the first of two or more parties to a contract). give the others under Persons, below. 


Use common modern forms for well-known historical persons:

· Homer 
· Sophocles

· Virgil

· Ptolemy IX Soter II, King of Egypt

· Gordian III, Emperor of Rome

· John, the Apostle, Saint

For others, use following patterns, employing transliterated/translated form. For example:

· Aurelius Sarapion 
· Dictys, Cretensis 

· Petesouchos alias Ammonios 

· Harmiysis (Komarches of Kerkeosiris) 

· Thaubastos, Daughter of Maron

· Horion, Son of Apollonios 

Roman personal names are given in their Latin transliteration: Flavius (not Phlaouios); Julius (not Ioulios).

Biblical works:

In the Type of text/Title field enter the common uniform title (a particular title by which a work that has appeared under varying titles is identified for cataloging/descriptive purposes). In Content field provide a general description of the work, noting any special features of the item being described. Enter in Persons field the personal name of the author or other person principally associated with the text by tradition. In Genre field enter the terms “Biblical texts”, and “Literary texts, Identified authors” or “Literary texts, Unidentified authors”.  Consider as biblical texts those works included in the New Testament canon of the Catholic, Eastern, Oriental or Protestant churches; consider as biblical texts those works found in the Hebrew Scriptures, and in the so-called “Apocrypha” of the Authorized (King James) version, and considered deuterocanonical by the Catholic, Eastern and Oriental churches (that is, those texts found in the Septuagint in addition to the Greek version of the Hebrew Scriptures).

Genre: Biblical texts; Literary texts, Identified authors

Type of text/Title: Bible. O.T. Apocrypha. Ecclesiasticus I, 1-9

Content: The first nine verses of Ecclesiasticus, or, The wisdom of Sirach (Jesus ben Sira). This is the first papyrus of this text. Verse 7, usually viewed as a doublet of verse 6, is omitted as in the chief uncial mss.

Persons: Sirach

Genre: Biblical texts; Literary texts, Identified authors

Type of text/Title: Bible. N.T. John VI, 8-12, 17-22.

Content: An eclectic text of portions of the sixth chapter of the Gospel of John, with differing order of words at verses 17-18, where many mss. differ.

Persons: John, the Apostle, Saint

Other anonymous religious texts, pseudepigraphical, apocryphal, gnostic, and similar works:

Genre: Literary papyri, Identified authors

Type of text/Title: Gospel of Thomas

Content: Early gnostic collection of the sayings and life of Jesus Christ attributed to the Apostle Thomas.

Persons: Thomas, the Apostle, Saint

Subject Headings: Gnosticism

Genre: Literary papyri, Unidentified authors

Type of text/Title: Horus (Myth)

Content: Literary text about the Egyptian deity Horus.

Subject Headings: Horus (Egyptian deity); Mythology, Egyptian: 

Type of Text/Title (cu245ab)

ALWAYS SUPPLY A TITLE.  Every text or image has a title, even if this is “stylized” brief description (“type of text”) such as “Tax receipt” or “Marriage contract” or supplied title..

Types of text (Documentary texts)

Account.

Letter : draft.

Menches’ letter : to Apollonios

Receipt : copy

Land survey

Drawing of Ptolemaic queen

Demotic document

Documentary text  [use as default title when content of papyrus, as is case with most of the Demotic texts, or unmounted papyri fragments, is unknown]

Empty  [Use for fragment of papyrus with no text or image]

Give only what you know. 

Title (Literary texts)

Iliad. Book 1, lines 311-327

Catalog of women.

Inachus 

De falsa legatione

Georgica. Liber 4, lines 1-2

For Greek literary works: use standard English title if there is one; otherwise Latin title.

For Latin literary works: use standard Latin title.

For Biblical and similar works see examples under the Author field, above.

Content (cu520)

Use this field to explicate title. 

Type of text/Title: Account

Content: Account lists prices and dates for various household items purchased over several years.

Instead of a lengthy title, give details here:

Type of text/Title: Demetrios’ letter : to Pakebkis

Content: Discusses Demetrios wishes that Pakebkis come to Kerkeosiris, bringing with him the goods which he desires to sell.

Here also give specifics about how various persons are related to a document, if this is necessary for clarity (e.g., persons making contract, as distinct from the witnesses).  Give the names in a brief form; the full form being entered under Persons field, below. 

Be brief and concise.

For Biblical and similar works see examples under the Author field, above.

If what appears under Type of text/Title is all you know, leave Content blank.

Context (cu500)

Context refers to an archive (collection of papers around an individual, family, or office assembled in antiquity), or a dossier (modern artificial assemblage of papers related to a person or group)

Adamas papers

Menches archive

Papers of the Crown Tenants of Oxyrhyncha

Patron dossier

Pisentius dossier

Priests of Soknebtunis

In many instances, related items will be gathered together by their provenance (e.g., Texts from Khamsin), or subject headings (e.g., the land surveys), rather than by context.

Do not create a context for a group of related items without consulting the papyrologist.  

For a discussion of archives, papers, dossiers, or circles of persons, see Roger Bagnall’s Reading Papyri, Writing Ancient History (p. 40-54), P.W. Pestman’s The New Papyrological Primer 2nd ed. rev. (p. 50-54), and E.G. Turner’s Greek Papyri (p. 47-48, 77-88).  

NOTE: When a new Context is added to the database, add it to the pull-down menu lists in the MsAccess apis.mdb, table tblContext; and to the pull-down menu in the Tebtunis Center Search Website http://tebtunis.berkeley.edu/form.html when it is next updated

Subject Headings (cu653)

Omit in brief preliminary records for unmounted fragments.  Generally these are taken from Library of Congress Subject Headings (LCSH, Authority file) 

If topic is not in pull-down menu, verify against form in LCSH and add it.

Do not use Geographic subdivision (e.g., “Land – Arsinoe”).  Enter “Land” is this field, and “Arsinoe” in Geographica field.

Several headings can be used, each separated by semi-colon:  Land; Agriculture; Granaries 

If the LC subject heading includes a dash, change to a phrase: “Land – Taxation” becomes “Land taxation”

NOTE: When a new subject term is used in the database, add it to the pull-down menu using the Add to List button; and to the pull-down menu in the Tebtunis Center Search Website http://tebtunis.berkeley.edu/form.html when it is next updated.

Persons (cu100a)

Give here other persons mentioned in text: person to whom a letter is written, recipient of a receipt, other parties to a contract, witness to an oath or contract, etc. 

Where there are many names associated with a lengthy text, such as a land survey or trial document with many witnesses, not all names need be given. Generally, where four or more names are given in text, only the first three or names judged prominent because identified by more than a name (officials, etc.) or persons known to feature in other papyri, are given in this field.

Separate each name by a semi-colon: Thaubastos, Daughter of Maron; Horion, Son of Apollonios 

Use common modern forms for well-known historical persons:

· Homer 
· Sophocles

· Virgil

· Ptolemy IX Soter II, King of Egypt

· Gordian III, Emperor of Rome

· John, the Apostle, Saint

For others, use following patterns, employing transliterated/translated form. For example:

· Aurelius Sarapion 
· Dictys, Cretensis 

· Petesouchos alias Ammonios 

· Harmiysis (Komarches of Kerkeosiris) 

· Thaubastos, Daughter of Maron

· Horion, Son of Apollonios 

Roman personal names are given in their Latin transliteration: Flavius (not Phlaouios); Julius (not Ioulios).

For Biblical and similar works see examples under the Author field.

Geographica (cu653)

List places mentioned in text; do not give for extended land surveys.  If place is not already in pull-down menu, add it

Where there are many place names associated with a text, such as a land survey, not all are given. Generally, where four or more place names are given in the text, only the first three or places judged prominent because featured in several texts have been indexed. In land surveys, the larger area may be given instead of many villages (e.g., Arsinoites nomos, rather than Kerkeosiris, etc.).  Use the name as it appears in the text at hand where this name has changed over time (e.g., capital of Arsinoite nome)

For a list of place names in Greek see P.W. Pestman’s The New Papyrological Primer 2nd ed. rev. (p. 307-309) 

NOTE: When a new place name is added to the database, add it to the pull-down list in the using the Add to List button; and to the pull-down menu in the Tebtunis Center Search Website http://tebtunis.berkeley.edu/form.html when it is next updated

Publications (cu510)

Give here the place(s) where the text of the papyrus has been published; separating each with a semi-colon:

For example: 

P.Tebt., I.5; C.Ord.Ptol., no. 53; Plate: P.Tebt., I, pl. III (col. IX)

P.Tebt., I.8; SB XIV, 11943; Chrest. Wilck, no. 2.; Plate: P.Tebt. 1, pl. IV; Plate: JEA v. 61 (1975) pl. 24141-144

If a text has received a new published inventory number (e.g., P.Tebt.63 description was later published as P.Tebt.1103 in volume 4 of the Tebtunis Papyri series), place both in Publications, and the later number with full text and commentary in Primary Publication.

Use standard abbreviations:

	Publication Abbreviation/Name

	BASP

	C.Ord.Ptol.

	Chrest. Mitt.

	Chrest. Wilck.

	CPJ v.

	CPL

	Hengstl, J. Griechische Papyri

	Hunt, A.S. Sel.pap. v.

	JEA

	Meyer, M.P. Juristische Papyri no.

	Oliver, J.H. Greek Constitutions

	P.Tebt. 

	Page, D. Gr.lit.pap.

	Riccobono, S. Fontes iuris Romani Anteiustiniani

	SB

	White, J.L. Light from ancient letters

	ZPE


For a complete list of standard abbreviations for collections of papyri, journals, and congresses see John F. Oates et al., Checklist of Editions of Greek, Latin, Demotic and Coptic Papyri, Ostraca and Tablets
For principal  collections of papyri and journals, see E.G. Turner’s Greek Papyri (p. 154-179), and P.W. Pestman’s The New Papyrological Primer 2nd ed. rev. (p. xviii-xx)

NOTE: When a new publication is added to the database, add its abbreviation/name to the pull-down list in the using the Add to List button.

Primary Publication (cu510_dd)

Give here for the APIS Union Database at Columbia the link to the Duke Database of Documentary Papyri. Supply only one link (the “primary publication”, that is the first or the most important of the text)

If a text was first only described under one inventory number or publication, then later published with full text and commentary under another inventory number or publication, use the later number or publication in Primary Publication field. 

Formulate the link according to the following examples:

	Columbia to Duke Database Link Forms

	Chrest.Wilck.:448

	P.Col.:10:265

	P.Fav.:31:

	P.Hib.:1:64

	P.Mich.:3:159

	P.Oxy.:4:731

	P.Princ.:1:10

	P.Tebt.:2:401

	P.Tebt.Wall:4

	P.Yale:1:37

	SB:6:9259.


Bibliography Corrections (cu581)

Record here significant works about nature of the text or papyrus. 

Census publications: R.S. Bagnall & B.W. Frier. The demography of Roman Egypt. Cambridge; New York: Cambridge University Press, 1994.

Pack, R.A. Greek and Latin literary texts from Greco-Roman Egypt (2nd ed.) no. 600.

Keenan, J.G. "Two papyrus fragments of the Odyssey," California studies in classical antiquity, v. 4, p. 199-201, and plate 1.

Also record here specifics of corrections that have been made to edited texts. For example;

On date see BL v. 3, p. 242; on line 1 see BL v. 1, p. 427; on line 11 see BL v. 1, p. 427;

on line 17 see BL v. 7, p. 271; on line 18 see BL v. 9, p. 356.

Electronic Editor and Electronic Publication Date (not sent to Columbia)

Leave blank

Notes (cu545)

Place here miscellaneous information not otherwise provided for. Take care to record here any numbers or other symbols associated with a particular item not otherwise provided for.

Date is based on the occurrence of the strategos Philoxenos.

Probably belongs to some published document from the same crocodile.

BART A5087 no. 1

Tomos sunkollesimos.

Other Texts (not sent to Columbia)

Local field. Supplied automatically

Transcription (not sent to Columbia)
Local field, provides link from UCBerkeley online database to the Duke Database of Documentary Papyri.  All such links have been supplied for UCBerkeley published items.

Translation (cu500_t)

If a translation is readily available, key here. 

Revision History (not sent to Columbia)
Give here the date on which the record was created, followed by date(s) on which revised or edited; or record checked against the original.

For example: Created 1/9/98 av; rev 1/27/98 pjr; checked pap. 2/24/98 av
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EDITING/CREATING IMAGE IDs

The form Edit/Create Image IDs in MsAccess Database is used to make Image ID links from the descriptive records described above to the digital images of papyri on the Berkeley server.  Click on it to open the form.

IMPORTANT: View all following examples in MsAccess database.

An Image ID is needed for each side of each glass frame.  

1) If text continues from recto to verso (or from verso to recto), if side it bears only the address of a letter or indecipherable writing, or verso (or recto) is empty, both recto and verso images are linked to one record.

Example: P.Tebt.0857


[Text continued from recto to verso]

Example: P.Tebt.0032 

[Verso with address]

Example: P.Tebt.0035


[Verso empty]

2) If the Verso has a text different from the recto, the record for each text has Image Ids only for the corresponding images for recto, or verso as case may be.  

Example: P.Tebt.0038 Recto 
 
[Text on recto]

Example: P.Tebt.0038 Verso  
[Different text on verso]

3) If a frame contains more than one text, duplicate images are made on each record for each text, using different Image IDs. 

Example: P.Tebt.0382 (1) Recto

[Text at left of frame]

Example: P.Tebt.0382 (2) Recto

[Text at lower right of frame]

Example: P.Tebt.0382 (3) Recto

[Text at upper right of frame]



Example: P.Tebt.0382 Verso


[Another text covers entire verso]

Assigning an Image ID

1) Click on “Add Caption”

2) In “Caption box” at top type the caption that should appear next to the image on the Tebtunis Papyri website detailed view at http://tebtunis.berkeley.edu/form.html. 

Example: P.Tebt.0041

Recto

Verso

Example: P.Tebt.0067

Frame 1/2 Recto

Frame 1/2 Verso

Frame 2/2 Recto

Frame 2/2 Verso

3) In “Notes to Photographer” box below type in brief any special instructions to the conservator or photographer. Usually you can just say e.g. “Text” or “Empty”, or “Text of 25 lines” or “Text of 13 lines” to assist in proper affixing of labels:

Example: P.Tebt.0068

Text

Empty

Example: P.Tebt.0179

Notes to Conservator and Photographer indicate which fragments go in which frames

Example: P.Tebt.0028 Recto 

14 lines (Demotic)

Example: P.Tebt.0028 Verso

7 lines (Greek)

4) Click on “Close Form”

Rescans

If it is necessary to rescan a frame, assign a new Image ID, and delete the old Image ID. 

If the image itself is wrong (e.g., upside down, turned on its side correct labels so that both direction of text & direction of labels correspond, and rescan the frame, using new Image IDs.

If the label(s) affixed outside the frame are in error, prepare new label(s), and rescan frame, using new Image IDs.

If the image itself is defective or incomplete, or for wrong papyrus, rescan the frame, using new Image IDs.

If for some reason it is desired to retain an old image as well as rescanned image, do not delete the Image ID, and make a note in “NoteToPhotographer”) that the image is not to be deleted.  Also, create a new Image ID for rescanned version of the frame.

Example: P.Tebt.0002 (d) recto

Example: P.Tebt.0002 (d) verso
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PREPARING PAPYRI FOR CONSERVATION AND IMAGING

Most common is sending a single papyrus piece with a text and/or image to Conservation for mounting in glass. Sometimes other work is needed, such as cleaning the papyrus, smoothing out folds, or joining of several fragments.  Where there are several unmounted pieces to be joined, or mounted in a specific sequence, the curator will provide a “tracing” or other special instructions to accompany the piece to Conservation.

Vinylite frames: these need to be remounted in glass and scanned. Some of these include tracings indicating joins or other re-arrangements to be made when the papyrus is remounted. 

Old glass frames with yellow masking tape around edges: these need to be remounted in new style glass frames and scanned.  

Old glass frames with black tape around edges; these contain miscellaneous tiny fragments. Consult with the Curator before handling any of these.

Unmounted fragments: very large group in manuscript boxes.  Consult with curator, who determines which of these are to be processed according to Tebtunis Center and APIS Project priorities, staff, and funds.  Sometimes in the MsAccess Database separate records have been made for each of a series of fragments making up a text or image which should be mounted together and/or joined.  Merge these records into a single record by deleting all but one, and updating the remaining record to describe the resulting text or image.

Sometimes a newly found fragment needs to be added to an already existing mount.  Edit the record in the MsAccess Database accordingly, send the new fragment with existing mount toConservation and PhotoLab, providing new Images IDs

Priorities, number of items to be conserved and/or scanned, etc., are determined by the Curator in consultation with Conservation and PhotoLab, and in light of staffing, contractual/funding agreements with APIS or other special projects, or patron needs.
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Preparing a Truck of Papyri for Conservation

Prepare a truck of papyri and the work order for Conservation by doing the following:

1) Open and delete any existing rows in MsAccess table tblToLPS representing items which you do NOT want to send on this order to Conservation or PhotoLab

2) For each call number which is to be conserved and/or scanned, after Image Ids have been assigned (or re-assigned in the case of rescans) click on “Run Macro mcrTblToLPS” 

3) Open the table tblToLPS, highlight the entire table, and copy it. 

4) Open MsExcel and paste tblToLPS table information into a new book/sheet and save the file. Name file as appropriate for Conservation or PhotoLab.  Print out three copies of the file. These Excel files become the record of what has been processed by Conservation or PhotoLab.

5) Send truck with 1st printout of the MsExcel file to Conservation, Room  9 Doe Library (David Kessler dkessler@library.berkeley.edu member of Bancroft Public Services will do this). Notify the Conservator Lorna Kirwan lkirwan@library.berkeley.edu, and cc: Lynne Grigsby-Standfill lgrigsby@library.berkeley.edu and Todd Hickey thickey@library.berkeley.edu. Send 2nd printout to Terry Boom tboom@library.berkeley.edu in Bancroft Technical Services to have frame labels made (they will send to Conservation); in column 1 of the printout line out occurrences of “Recto” or “Verso” (the label is made by combining information from.InventoryNumber column and Caption column).  

In MsAccess database 1) place note in “Conservation status” that item is out to conservation with your initials and date, 2) changed “Mounted” to read “glass if item is being (re)mounted in glass, and 3) date and attach to the appropriate blue cabinet in vault the 3rd printout of list of items send to Conservation.  Remove when truck is returned from PhotoLab by a staff member of Bancroft Public Services.

Time in Conservation varies, depending on conservation needs and size of each item sent.
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Preparing a Truck of Papyri for the PhotoLab

Prepare a truck of papyri and the work order by doing the following:

1) When truck has been returned from Conservation prepare it for PhotoLab by 1) confirming that all items in the printout have been returned (if any have been retained by Conservation as often happens, eliminate these from the corresponding MsExcel file), saving it under new name for PhotoLab, 2) confirming correct positioning of labels (refer any question to the papyrologist), and 3) forwarding truck to PhotoLab, Room 201 Moffitt Library with a printout of the new MsAccess file. David Kessler dkessler@library.berkeley.edu from Banroft Public Services will take the truck to the PhotoLab, and retrieve when it is finished. 

When possible, try to group items by scanning size. Regular size frames, and tiny frames  (t) can be flatbed scanned, and are easiest for PhotoLab to handle.  Oversize frames (ff), require photography, and are handled most easily by PhotoLab as a group.  Sometimes a text includes both oversize and regular size frames, boxed together.  Send such a group of frame together in a shipment of oversize frames.

2) Post a. copy of the current work order to PhotoLab in the Vault, and in MsAccess Database change “Conservation status” to show item being at PhotoLab. Send by email a  3rd copy of the work order to Dan Johnston djohnsto@library.berkeley.edu, Head of PhotoLab.  cc: Lynne Grigsby-Standfill lgrigsby@library.berkeley.edu and Todd Hickey thickey@library.berkeley.edu
Processing scanning of a truck of frames, preparing the metadata (various information about the digital images), and mounting the images on the Sunsite server by PhotoLab takes about six weeks. 

3) After PhotoLab has returned the truck remove the “Out to PhotoLab” note from records in MsAccess database, and also any work order copies posted in the Vault related to the truck.  

One of the Tebtunis Center assistants will re-shelve material returned from the PhotoLab in the blue cabinets in the level 6 Vault.
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 UPDATING THE PUBLIC APIS BERKELEY WEBSITE ON THE SERVER

1) PhotoLab will notify you by email that all the image scanning has been completed, the metadata has been prepared, and images loaded onto the Digitalassets server.  

2) Send an email to Bancroft Digital Publishing Group (DPG) [Xiuzhi Zhou  xzhou@library.berkeley.edu, cc: Lynne Grigsby-Standfill lgrigsby@library.berkeley.edu] asking them to update the APIS MsAccess table tblLink3 with the new metadata from the PhotoLab, and to “refresh” the APIS file on the DPG server. 

3) DPG will notify the Center when the APIS file on the DPG server has updated.  At this point check the public website to verify that all has loaded properly, and that new images display.  Notify DPG that all is ok, or indicate what problems were found.

4) Finally, update information on search template at http://tebtunis.berkeley.edu/form.html should be edited, following the update by DPG of table table tblLink3. The total number of records is given at the bottom of the Process Papyrus form in MsAccess; the total number of images is given at the bottom of the table tblLink3 in MsAccess.

5) Columbia APIS site: Twice yearly DPG (Alvin Pollock apollock@library.berkeley.edu should send an updated MsAccess APIS file to the APIS project Union Database at Columbia University. 

The images, once mounted on the server by the PhotoLab, can be viewed using the Center for the Tebtunis Papyri website search template at http://tebtunis.berkeley.edu/form.html  Images cannot be viewed within MsAccess. At the present, old images replaced by rescanned images are left on the Digitalassets Server.

The Public APIS Berkeley Search WEB pages at http://tebtunis.berkeley.edu/ are maintained and updated by the Curator and staff of the Center for the Tebtunis Papyri.

Search site WEB pages include:

http://tebtunis.berkeley.edu/form.html
http://tebtunis.berkeley.edu/help.html
http://tebtunis.berkeley.edu/collection/database.html
These were created and edited in MsFrontPage 2000.  They can also be edited in Netscape Composer.
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PREPARING AND UPLOADING A DATABASE FROM A PARTNER

Through the APIS Regional Partners Program major collections participating in APIS consult with other papyri-owning collections in their respective geographical areas so that items in these collections may be catalogued and digitized for inclusion in the APIS database.  In addition to the collection of The Center for the Tebtunis Papyri at The Bancroft Library, as of 1October 2004 the Berkeley APIS Database included the following institutional partners:

California State University, Sacramento

Pacific School of Religion Bade Institute of Biblical Archaeology

Stanford University Department of Classics

Washington State University, Pullman

Other partners from the Western U.S. Region of the U.S. will be added over time.

1) The cooperating partner creates an MsAccess database of records for its papyri, from an empty database provided by The Bancroft Library (presently DPG unit).  This database includes only Processing (descriptive) records.  Images, if any, are handled separately, at Berkeley, after the partner database is uploaded to the Berkeley MsAccess database..

It is important that genre terms, subject terms, and geographical names be chosen by the contributing partner from the pull-down menus the APIS Berkeley website at http://tebtunis.berkeley.edu/form.html. If new terms or names are used, these should be reported to The Center for the Tebtunis Papyri at time the database is submitted.  

2) The new partner’s database is uploaded to the Berkeley MsAccess database on the Q:// drive.  Scripts have been written to accomplish this (see Mary Elings melings@library.berkeley.edu, Technical Services, The Bancroft Library)

The database must contain the same fields as the database currently on the Q:// drive of The Bancroft Library.

The field “Institution Code” must contain the NUC symbol (not the OCLC symbol) of the partner institution.  This can be obtained from Technical Services, The Bancroft Library

The Field “Holding Institution” must contain the name of the Institution of which the partner is a part.  The field “Location” must contain the specific location/name of the partner.

For Example:

NUC Symbol:  CST

Holding Institution: Stanford University

Location:  Department of Classics

If these fields are not present, in the required form, they can be added as part of the upload.

In the pull-down menu “Holding Institution” of the public database http://tebtunis.berkeley.edu/form.html add the name of the Holding Institution exactly as in the MsAccess database.

The individual records newly loaded are reviewed for consistency with existing records.

New genre and subject terms, and geographical names supplied by the new partner are then added to the corresponding tables in MsAccess database at Berkeley, and to http://tebtunis.berkeley.edu/form.html.

3) If papyri are sent to Berkeley for conservation and imaging:

Assign image IDs and follow  same procedures as for conserving and scanning Tebtunis Center papyri

4) If images are supplied by the partner on a CD:

The partner needs to supply technical details of imaging equipment used (Consult PhotoLab for specifics needed)

Supply images ID’s for each image, as described above, after the partner’s database has been loaded, and give these together with the D of images, to the PhotoLab for processing.  Once that has been completed, the public website can be updated.

5) Once processing of scanning/images has been completed, update the public website can be updated again.
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DATABASE STATISTICS

Yearly APIS database statistics for Annual Report (prepared in July) of The Bancroft Library, and for the APIS Project: report:

Records added current fiscal year: ????

Images added current fiscal year: ????

Total records: ????

Total images: ????

Papyri prepared for Conservation: ????

Glass frames prepared for PhotoLab: ????

The total of Records & Images for the fiscal year can be obtained by subtracting the totals reported for previous year from the totals shown for current year. The difference is the number added during latest fiscal year.

The total number of papyri prepared for Cconservation for the fiscal year can be obtained from the Excel work orders that accompanied the papyri to Conservation divided in half.  For example: Excel Work order  has 160 lines, so number of papyri sent is 80 (half the number of image records)

The total number of glass frames prepared for PhotoLab for the fiscal year can be obtained from the Excel work orders that accompanied the frames to PhotoLab divided in half.  For example: Excel Work order  has 130 lines, so number of frames sent is 65 (half the number of image records)

Conservation and PhotoLab submit more detailed statistical reports of their work to the Curator, Center for the Tebtunis Papyri. 
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UNMOUNTED TEBTUNIS PAPYRI BOX AND FRAGMENT NUMBERS, AND CORRESPONDING CROCODILE CARTONNAGE, TOWN, AND MUMMY NUMBERS

	Box
	Fragments
	Label on Box
	Crocodile, Town, and Mummy Numbers

	1
	
	
	

	2
	0264-0657
	Demotic fragments, some Greek appears in 2/2, 3/8, 3/9, 4/5
	M.?

	3
	0658-1173
	Demotic scraps, bits of Greek in 4/7, 4/13
	M. 108-112???

	4
	
	
	

	 5
	8688-9425?
	Fragments of Greek... lists and Demotic
	M??? 8, 11, 53, etc.

	6, 15
	0001-0263
	Greek fragments from P.Tebt.  1004, 1043, 1084
	M. 12, 5, 50

	7
	1693-1988
	Fragments of Greek and Demotic
	M.??? 37, 41, 42, 44, etc.???

	8
	1174-1692
	Some Greek fragments, but chiefly Demotic fragments
	M.??? 16, 9, 19, 43, 121, 123???

	9
	
	
	

	10
	12,892-13,170
	Almost entirely Greek cartonnage (Ptolemaic), 2 scraps of Demotic also
	M. 39, 38, 67,

"Package 1-4 (1972)" start

	11
	13,171-13751
	Greek and Demotic Fragments
	

	12
	10,751-12-191
	Cartonnage, almost all Ptolemaic Greek, but a little Demotic as well
	M. 6, 105, etc.???

	13, 20, 23
	9456-10,750
	Box 23, 13: Fragments arranged by crocodile

Box 20: Folders 64 and 65 are Demotic, the rest is Ptolemaic Greek
	C. 19-24, 27-30, "Croc. unknown" (Ptolemaic Greek)

M. 124 (Demotic)

	14
	1989-2492
	Minute fragments of P.Tebt. 265-951
	T63, 40, 55, 58, 547 etc.

	15

15
	0001-0263

12,192-12891
	Greek fragments from P.Tebt.  1004, 1043, 1084

Greek and demotic fragments
	M. 12, 5, 50

A, B, 18, 14, 19

	16
	
	
	

	17
	4181-6330
	Tiny fragments of P.Teb. 1-100
	C. 12, 14, 17, 18, 27, 29, etc.

	18

18
	2493-4180

8151-8687
	Tebt. catalogue 132-186, 239-63

Fragments from P.Teb. 103-263

Demotic Fragments, many fairly large
	C. 4, 5, 12, 20, 27, 19 etc.

???? numbers vary from teens to 100s

	19, 22
	6331-8150
	A little Demotic with a good deal of Greek from the Menches papers, arranged by crocodile
	C. 1-17 

	20, 13, 23
	9456-10,750
	Box 23, 13: Fragments arranged by crocodile

Box 20: Folders 64 and 65 are Demotic, the rest is Ptolemaic Greek
	C. 19-24, 27-30, "Croc. unknown" (Ptolemaic Greek)

M. 124 (Demotic)

	21
	
	
	

	22, 19
	6331-8150
	A little Demotic with a good deal of Greek from the Menches papers, arranged by crocodile
	C. 1-17

	23, 13, 20, 

23

23, 24
	9456-10,750

16,881-18,894

18,901-21,002
	Box 23, 13: Fragments arranged by crocodile

Box 20: Folders 64 and 65 are Demotic, the rest is Ptolemaic Greek

Greek fragments with a little Demotic; all Ptolemaic

Greek fragments with UC numbers not put under plastic
	C. 19-24, 27-30, "Croc. unknown" (Ptolemaic Greek)

M. 124 (Demotic)

M. "head", "breast"

C. 7, 8, 18, T.5, T.90, UC#s start

	25
	1989-2492
	Minute fragments of P.Tebt. 265-951
	T63, 40, 55, 58, 547 etc.


ORIGINAL DOCUMENTATION FOR THE APIS BERKELEY MsACCESS DATABASE

Advanced Papyrological Information System 
The Tebtunis Papyri On-Line Catalog
(UC Berkeley, 1998)
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	I. Background & Physical Properties 

Inv. No. 
Section/Side 
Publ./Side 
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Lines 
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Negative 
Negative in International Archive of Papyri 
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Notes on Preservation 
Palaeographic Description 
Publication status 
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Modern Date 
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Type of text/title   of work 
Content 
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Subject headings 
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Translation 
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Publication 
Bibliography; Corrections 
Electronic editor, date; revision
    history 
Notes 
Transliteration rules for place and
    person names. 



  
DESCRIPTION 

  
I. Background & Physical Properties 


Inv. No. 


This field gives the call number. 

· For papyri published in one of the four volumes of The Tebtunis Papyri (1902-1976) this field will read P. Tebt. #; 

· 
for texts not included in one of the volumes of The Tebtunis Papyri, but catalogued in 1940, this field will read: P. Tebt.UC # (such a text may have been published); 

· 
for texts not included in one of the volumes of The Tebtunis Papyri, and not catalogued in 1940, but transferred to acid free folders in 1979, this field will read P. Tebt.Frag. # (such a text may have been published). 
[A. Verhoogt would suggest that fragments, when removed from the tin boxes, should be given a P. Tebt.Frag. #, continuing the numbering of those fragments].

Section/Side 

·  If more than one unrelated texts lurk behind one P. Tebt. number (as it is often the case in the Tebtunis Papyri collection), different records are created for the different texts, which are distinguished by the number 1, 2, etc. between parentheses being added in the Section/Side field. 
If a single sheet of papyrus bears two different texts on the front and on the back, these are marked with Recto and Verso (according to usual nomenclature) in the same Section/Side field. 
[In case the two (or more) texts on a sheet of papyrus have been edited under a different P. Tebt., here these other P. Tebt. nos would be mentioned.]

Publ./Side 

· This field gives information on the publication status of both sides - whether they are published together, or separately, or whether one side (typically Verso) is left unpublished. 

Location 

· Gives the exact location of the papyrus in the collection ("shelved at"), if necessary. 

Connections 

· Identifies whether the Tebtunis papyrus is connected with another known papyrus, either within our collection or in collections worldwide. 

Material 

· The following standard abbreviations are used: Ost(racon), Pap(yrus). Since there are only 25 ostraca in the collection, and the remainder is papyrus, we should not encourage people to search this field, I think, except for ostraca. 

Items 

· Identifies the number of separate fragments that fall under this inventory number (as subdivided in the Section/Side field). 

Size 

· Gives the exact dimensions of the papyrus (in the order H[eight] x W[idth]). 

Lines 

· Gives the number of lines of the papyrus, with distinction between recto and verso and eventually between columns. 

Mounted 

· Shows whether the papyrus is under a glass or Vinylite mount; or not mounted at all. 

Negative 

· Shows whether a negative of the text is available in The Bancroft Library. 

Negative in IPA 

· A provisional field, added to show whether a negative is available from the International Photographic Archive. 

Conservation status 

 Gives information on the conservation of the papyrus (damage, fragments; origin if , e.g., extracted from mummy cartonnage or reused from a roll). In the case of published papyri, this is mainly taken from the edition. 

Notes on preservation 

· Gives in-house technical observations on the features of the papyrus which have hampered the imaging process or the measures that were taken to prepare the piece for imaging. 

Physical properties 

· Gives some information on any physical characteristic of the papyrus (margins, creases, overlap of sheets [kollesis], ...). In the case of published papyri, this is mainly taken from the edition. 

Palaeographic Description 

· Gives information on the writing and the arrangement of the text: type of script (regular cursive, semi-cursive, calligraphic, etc.), script direction compared to fiber direction, number of texts (1, 2, palimpsest?), columns and column numbers, number of hands, including subscriptions and endorsements. In the case of published papyri, this is mainly taken from the edition. 
Due to lack of an uniform language to describe this aspect of papyri, searches with key-words in this field could be of less value. A list of standard vocabulary should be developed in the next months.

Publication status 

· Shows whether the papyrus is published, described or unpublished. 

Paraphernalia 

· This field gives information about illustrations, decorations, attached seals, etc. 



II. Contents 
 
Textual date 

· This field gives the dates as given in the text (e.g., Fifty-second year of Ptolemy VIII Euergetes II, 9th of the Egyptian month Pharmouthi; Eleventh year of Trajanus). 

Modern Date 

· Describes in modern Gregorian equivalents the date on which the text was composed (e.g., 28 April 118 B.C.; 107/108 A.D.). 

Origin 

· Identifies the place where the papyrus was composed (not found), as far as this information is provided by the text itself and its context. The information should follow the order: village or city (ancient name of the site), smaller administrative unit (meris, toparchy), larger administrative unit (nomos), province (which always is Egypt). - Geographic names are given in transliteration, according to the Greek orthography prevailing in A. Calderini - S. Daris, Dizionario dei nomi geografici e topografici dell'Egitto greco-romano (Milano, 1935-): thus, for instance, Arsinoiton polis, not Arsinoe. See transliteration rules for place and person names.  

UC Inventory No.

· Give here the University of California Inventory number(s)

Provenance 

· This field identifies the source of the papyrus: crocodile no; town; or mummy no. 

Acquisition 

· This field will (except for the Hearst Papyrus) invariably read Tebtunis. 

Language 

· The language(s) in which the document has been composed: Demotic, Greek, Latin, Hieratic, Hieroglyphic. 

Genre 

· Indicates whether the text is literary, sub-literary, or documentary. Local list used. 

Author 

· In the cases of literature or subliterature, this field contains the name of the author (if known) in standard orthography, e.g. Euripides, Sophocles (Standard spellings of names can be found in the TLG Canon). - In the case of documents, the name of the intellectual author, not the one of the scribe, is entered here. So for instance if a loan is made by X and is addressed to Y, then X will be entered in this field. See transliteration rules for place and person names. 

Type of Text/Title of Work 

· Follows a standard vocabulary of descriptions, starting from general divisions and going to more specific: private, public, business, contract, loan, letter, receipt, contract, agreement, prefectorial decree, official correspondence, petition, receipts, tax list, etc. 

Content 

· Gives a brief description, or a more extensive summary, of the story that the texts gives to us. - For published papyri, eventually a direct link to the electronic publication will be provided where available. 

Context 

· Gives information about the context of a papyrus, if any. Here one would find reference to the archive or dossier to which the text belongs, for example "Menches Archive", or "Priests of Soknebtunis". (For connections with separate documents see "Connections"). 

Subject headings 

· Subjective list of the subjects to which the papyrus is related: for instance, Agriculture, Army, Taxation, Woman . List based on Library of Congress Subject Headings, 21st ed., 1998, with some additions and modifications. Includes place names that are subjects (e.g., Canals; Kerkeosiris). 

Persons 

· List of persons named in the papyrus. Titles, parentage, or other family relationship of these persons are also given here in transliteration. See transliteration rules for place and person names. Names should be given in the nominative. [A. Verhoogt would suggest not to list all persons of the Kerkeosiris survey documents (sometimes more than 100), but restrict this field to officials.] 

Geographica 

· List of all geographical names or expressions appearing in the papyrus. See transliteration rules for place and person names. The place names should be given in the nominative. 

Translation 

· Gives reference to where a translation of the text may be found, usually the publication; eventually this field will give, when possible, this translation itself, but adapted to the corrections suggested after it. 



III. Information on Publications 
 
Publications 

· This field identifies the various editions of a text: P. Tebt., SB, C.Ord.Ptol., etc. Also lists published photos or plates of the text. 

Bibliography 

· Gives a (as complete as possible) bibliography for the papyrus, except the editions and reeditions. Shows reference to the corrections to the edition, as recorded by the Berichtigungsliste (with the lines of the papyrus which are actually corrected). 

Electronic Editor 
Electronic publication: date 
Revision history 

· These fields show who (and when) made the information about a papyrus available in this database. 

Notes 

· Includes any other possibly useful information.

Transliteration Rules for Place and Personal Names:

 
 Greek

· Rough breathing -> h. 

· Diphthong alpha-iota -> ai, not ae.

· Gamma -> g, except if followed by gamma, kappa, chi (then -> n).

· Epsilon and eta -> e.

· Theta -> th. 

· Xi -> x, not ks.

· Omicron and omega -> o. Note that the ending -os is normally not Latinized,

· Diphthong omicron-hypsilon -> ou, not u.

· Rho: r or rh, according to standard English use (so Oxyrhynchos, but Sokrates).

· Hypsilon -> y, except if in diphthong (then -> u).

· Phi -> ph, not f.

· Chi -> ch, not kh.

· Others: as obvious. 

Latin

· Given in Latin 
 


A. Verhoogt, 25 July 98 
Rev. P. Russell, 7 Dec. 98
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CONSERVATION TREATMENT OF PAPYRI

Context of the Conservation Treatment:
The Bancroft Library’s collection of Tebtunis papyri was excavated by the archaeologists Bernard P. Grenfell and Arthur S. Hunt in 1899 and 1900 on the site of the ancient city of Tebtunis.  The papyri itself was found in three distinctive environments: as cartonnage for mummies, wrappings for crocodiles, and in the town and temple archives.  The context had a dramatic effect on the material condition of the papyri.  The cartonnage often has multiple layers of papyri adhered together, which usually require separation to see the written contents of the individual pieces.  Also, it is common for the fragments to be covered in gesso that obscure the text.  Sometimes these fragments also have a thicker layer of paint.  The papyri from the crocodiles are most often very brittle and have foreign matter and/or swatches of linen that need to be removed in order to read the text.  The fragments from the various archives are usually in the best condition, usually needing less treatment.  However, all three categories might also have folds, dirt, and salt deposits that need attention.
From 1900 to 1938 the papyri were in Oxford under the management of Grenfell and Hunt.  When the papyri arrived in Berkeley they were interleaved between sheets of the Oxford Daily Gazette with no other preservation measures taken in that 30 year period; most of the papyri stayed in this environment for decades more.  However, in 1940 Edmund Kase, Jr, a visiting papyrologist, removed 1705 fragments from the newspaper and mounted them between sheets of vinylite, heat-sealing the edges of the sheets.  The vinylite housing has proved to be a disastrous mistake.  The vinylite mounts are very flexible and also introduced static electricity, causing great damage to the papyri inside.  These fragments need very careful attention because of their fragile nature.  Furthermore, the fragments were always taped, with pressure sensitive tape, to the vinylite sheet.  This tape has been very difficult to remove.  Also, glassine, tape, and stamps were used for “mending” the fragments.
In the 1970’s some fragments were removed from the sheets of vinylite and were mounted between glass.  In addition, 21,000 fragments were removed from the sheets of the Oxford Daily Gazette and were put into acid-free folders.  However, some fragments did not get transferred into folders and still lingered in the Gazette.  Fortunately, these last fragments are currently being removed from their acidic environment and are being put into safer folders.
This context has driven the priorities and focus of conservation treatment at UC Berkeley.  The treatments we have developed have worked with these specific needs in mind.  Conservation efforts have focused on the fragments in the vinylite mounts, but pieces might arrive in the lab in the vinylite, in glass mounts, or in folders.
Evaluation and Documentation:
Before undertaking treatment on an item, a careful examination of the item is necessary.  This evaluation will considerably lessen many unnecessary “surprises” during the treatment of the item.  I document my evaluation and any test results using a form created specifically for the Tebtunis collection.  The following is the form in its entirety: 

Conserevation Treatment of Papyrus I Doe Library, University of California, Berkeley

P. Tebt or Fragment Number: ___________________                                                                                     
Number of Pieces: ____________________________

Number of Fragments: _________________________

Format:



Crocodile, Mummy, or other: ______________


Glass, vinylite, or folder: size ______________

Condition:


Brittle:



_______ recto verso


Missing pith:


_______ recto verso


Folds or crumples:

_______ recto verso


Overlaid fibers:


_______ recto verso


Old repairs


  -PST/glassine/stamp:

_______ recto verso


Gesso, paint:


_______ recto verso


Ink:



_______ recto verso


Pest damage:


_______ recto verso


Misalignment:


_______ recto verso


Dirt/salt:


_______ recto verso


Patches:


_______ recto verso


Erasures:


_______ recto verso

Testing: 


Water solubility:


_______ recto verso

Treatment:


Flattening:


Mending:


_______ recto verso


Joining:



Mechanical/water cleaning: ​ 
_______ recto verso


Removal of old repairs:

_______ recto verso


Section, fiber alignment:

_______ recto verso

Finished glass size: 6x8/10x14/14x20/other 

Box size: Small/Large/Phasebox

Materials: 


Ethanol


Ethanol/water 50:50


Warm water


Wheat starch paste


Methyl Cellulose

Images:



Digital image: Lorna/Dan File name: ​​​​​​​​​​​​​​​​​​​​​​​​_______________​​​__


Photograph/slide: ________________________________

Treatment by: ​​​​​​​​​​​​​​​​​​______________________ Hours: ____________

Date: _____________________________
I put all of my notes about each piece on this form.  In addition, tracing every piece using a black marker on a sheet of glassine will further document the fragment.  This preserves the papyrus fragment’s shape, allows notes to be marked as to the direction of the recto and verso, and documents any other comments. If the item is complex, or the treatment invasive, or the fragment is fragile, a digital image of the item for later reference might be both helpful and necessary.  Only after all of the documentation is complete is it time to begin work on the papyrus fragment.
Removing Old Repairs and Mount Attachments:

Old repairs in the Tebtunis collection might include pressure sensitive tape, glassine, and stamps.  If removing an old repair may cause further damage then it would be best to leave it on the piece. The best way that I have found of removing pressure sensitive tape is to use a sharp scalpel and slowly slide it underneath the tape.  Sometimes the tape will “pop off” easily using this method.  If it does not come off easily then it is best to leave it on the fragment, as forcing it off will cause damage.  Glassine and stamps can be removed using a small amount of water or methyl cellulose.  Methyl cellulose or water can be brushed directly on the stamp or glassine.  This usually causes the old mends to curl upwards for easy removal with tweezers.  

It is possible a fragment may contain ancient repairs: a small piece of papyrus to patch a weak spot in a sheet.  These repairs have historical significance and should not be removed.
Cleaning:

Fragments of papyri often have debris or gesso obscuring the text.  Gesso is the under-layer for paint and is a white powdery substance.  If possible, areas of text covered by gesso should be cleaned for readability, without removing the paint. There are several different techniques and approaches for cleaning a fragment of papyrus.  The first approach is to brush the piece lightly with a camel-hair brush to remove any loose debris.  However, it is necessary to be very careful with any loose fibers, parts of the papyrus with missing pith, or scaly ink.  If the camel-hair brush has no effect then a slightly harder bristled brush can be used.  Overlaid fibers, dirt, surface salt, gesso, and any other foreign matter can often be carefully picked off with the point of a scalpel blade.  It is most beneficial to do this work under a microscope or some other magnifying lens to assure no abrasion to the ink is occurring.  Gesso can usually be removed using warm water, a cotton swab, and small pieces of blotting paper.  Sometimes it is necessary to wet a piece out to remove encrusted debris.  However, sometimes at the time of writing, a piece of papyrus was used to cover a mistake in the text.  Again, these should not be removed as they have historical significance.
Wet Treatment:

Wet treatment on papyrus might be undertaken to remove encrusted dirt and overlaid fibers, to flatten folds and crumples, or for unrolling and unfolding fragments.  There are several different approaches to wet treatment: local treatment, using a humidity chamber, using wet blotters, or spraying a fragment with moisture.  If there is just a few creases or dirt in a particular area then a wet cotton swab can be used to remove them.  If an item is entirely folded or rolled then a humidity chamber might be the best option.  A humidity chamber is created by putting wet blotting paper in the bottom of a tub, putting a screen, slightly raised off the blotter, putting the item on the screen and covering the tub with a see-through sheet of Plexiglas.  This allows for the humidity to very slowly relax the piece for flattening.  

Fragments with folds, crumples or encrusted dirt can be placed between blotters, wetted with a mixture of 50:50 water/ethanol, and left for a few minutes before checking.  Then as the piece softens, the debris and folds may be removed mechanically.  It is important not to let the piece dry out while working on it and to keep the parts covered with wet blotter.  It might be necessary to re-moisten the blotter.  This is a slightly more aggressive treatment, moistening the piece a little more thoroughly and more quickly.  

A more aggressive treatment can be used for fragments with major distortion and overall realignment.  First blotters can be wetted with a mixture of 50:50 water/ethanol.  Then the piece is left in the wet blotters for a few minutes.  When the piece has retained some moisture then a fine mister can be used, with the same 50:50 mixture for carefully spraying the piece.  Spraying causes the fragment to become very pliable, allowing the folds and distortion to be removed easily.

After finishing the wet treatment, the fragments can be put between dry blotters and sheets of glass for drying.  The blotters need to be changed frequently and the piece should be allowed at least a week to dry.
Mending:

If needed, methyl cellulose or wheat starch paste can be used for re-adhering fibers.  I use only what is necessary, and no more.  This can be applied using the tip of a small brush, number 00. However, because all of the pieces conserved are placed between glass at UC Berkeley, usually very little mending or adhesive is needed. 
Mounting Fragments between Glass:
The final stage of treatment is to mount the pieces between glass.  A lightweight Japanese tissue and wheat starch paste can be used for mounting the fragments to a sheet of glass, which eliminates shifting in the final mount.  Then the top sheet of glass can be placed on top of the fragment and tape this “sandwich” together using Filmoplast tape.  Then a bone folder can be used to rub down the tape to remove any air bubbles between the glass and the tape.  At UC Berkeley, we have standard sizes of glass mounts: 6”x8”, 10”x14”, 14”x20”.  For mounts larger than 14”x20”, an additional wood or metal frame, made for stained-glass, is used to help support the glass.  A stained-glass frame can be viewed from both sides.
Boxing:

The glass mounts are then stored in boxes.  The 6”x8” and 10”x14” are stored in flip-top boxes and are separated by corrugated board.  The larger mounts are boxed in custom-made phase boxes padded with corrugated board.  These are stored in cabinets in the Bancroft Library.
Storage Conditions:
The storage conditions for papyri are critical mostly due to the dangers of mold.  The recommended RH for papyri storage is 40-45%.  The targeted temperature for papyri is 65( Fahrenheit.  Furthermore, fluctuations in temperature and humidity can be very damaging to any collection, but it is especially damaging to papyrus as it causes the efflorescence of salt crystals in the papyri.

Another factor that encourages mold growth and other forms of degradation is high light level.  Light can increase the temperature in the mounts, which in turn changes the RH.  A study was done which showed that light encouraged mold to grow even at lower RH levels.  Also, light causes a chemical breakdown in the papyri and bleaches the surface.  Additionally, some inks and other colorants can be changed by an extended exposure to light.  Light levels should be kept at around 50 lux and the UV light should be eliminated as much as possible.  Most of our pieces are housed in boxes, but for pieces not stored in boxes, light levels are an important factor.

Because our collection is being housed between sheets of glass, it is important to guard against earthquake damage.  In the event of an earthquake, it helps to have shelving and cabinets bolted to the walls and floors. It is best for shelving to have crossbars for added support and if possible a lip on the front of the shelf to decrease the chance of items slipping off the shelves during the quake.
Supplies:
From Conservation Resources 
8000 H Forbes Place
Springfield, VA 22151-2202
703-321-7730
Corrugated Barrier Boards LF II  8 ¾” x 6 ¾”   
Corrugated Barrier Boards LF II  15” x 10”
Photographic storage boxes #79 LF I .040 9”x7”x2”
Photographic storage boxes LF I .040 15 ¼”x10 ¼”x2 ½”
From UC Bindery 

A part of the University of California System

Custom phase boxes (Also available at Conservation Resources.)
From UC Glass
2124 Dwight Way
Berkeley, CA 94704
510-845-3367
Glass with edges seamed 6”x8”x3/32” 
Glass with edges seamed 10”x14”x3/32”
Glass with edges seamed 14”x20”x1/8”
From Talas
568 Broadway
New York, NY
10012
212-219-0770
Filmoplast SH Tape 3cm x 25m
Glassine 16”x20”
Supply Estimates per Frame:
6" x 8" mounts, including glass, boxes and padding: $9.00/frame

10" x 14" mounts, including glass, boxes and padding: $12.00/frame

14" x 22" or 14" x 24" oversize mounts, including glass, boxes, and padding: $46

Beyond these per item costs there is Filmoplast tape and glassine which is $150/year and $33/year, respectively, at our rate of production.

The time  spent on each piece varies considerably and is determined by the condition and necessary treatment of each piece.  Treatment time can vary between 1and 20 hours.
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This is a very short list about the conservation of papyri in general.  More specialized references are available if they are needed.  For information concerning The Bancroft Library’s collection specifically, please look at http://tebtunis.berkeley.edu/
Contact Information:
Lorna Kirwan
Museum Scientist
Preservation Department
Room 9, Doe Library
510-642-8842 telephone
510-642-4664 fax
lkirwan@library.berkeley.edu
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SCANNING GLASS MOUNTED PAPYRI AND PROCESSING THE IMAGES

Technical Information

The form Process Images in the MsAccess Database is used by the PhotoLab to record metadata (various information about the digital images of papyri on the Digitalassets server and the links to them). DO NOT do anything with this form and its related tables, forms, and macros in MsAccess. These are updated by the PhotoLab.

1) File Format

· Digital masters (not publicly available): 24 bit, RGB TIFF uncompressed, gamma 1.8, 600 pixels per inch. 

· Viewing files: 24 bit RGB JPEG compressed, gamma 2.2, at resolutions of 300, 150, 75 pixels per inch; 

· thumbnails are RGB GIF, 220 pixel maximum dimension (wide or high). 

2) Image file naming conventions and relationship to metadata record numbers, names, etc.

Image filenames are based on 5-digit image ID number assigned by project tracking database, and not derived from other metadata such as cataloging information. The Digital master filenames (e.g., AP00610a.tif) consist of an unvarying prefix (AP), the image ID padded to 5 digits (00610), a lowercase letter identifying the particular version of the digital master (a) (needed in cases where faulty captures are re-captured), and the standard "dot 3" suffix for the file format (.tif). Filenames for viewing files are similar (e.g., AP00610aB.jpg), where the appropriate dot 3 suffix immediately follows an additional capital letter (B in the example) identifying the resolution class of the viewing file, as follows: "A" for 300ppi, "B" for 150ppi, "C" for 75ppi, and "D" for the GIF thumbnail
3) The capture device and medium (film, digital, etc.)

All papyrus is scanned at 600 ppi using Epson flatbed scanners, models 836XL and 1640XL. These models feature a 12x17 inch platen, and can be focused above the level of the platen to allow for glass mounts. In addition, where a papyrus is too large to fit in a single scan on the flatbed, a lower-resolution scan is made with a PhaseOne Powerphase digital camera of the entire mount in a single scan.

4) Maximum (capture) resolution

All production scanning has been done at 600ppi, except as noted.

5) Conventions used for rulers, color and gray bars, or any other

All of our scans include a modified version of the Kodak Q-13 colortarget/grayscale, positioned along the right-hand side or the bottom of the mount. Our version is cut down to fit into a narrower area, and includes color targets, a grayscale, and a centimeter scale. The Q-13 is positioned on a small pane of glass alongside the papyrus mount to mimic the coloration of the glass-enclosed papyrus. 

6) Filtration, if any, to compensate for the color of the glass

Color is balanced using the scanner software, at the time of capture. Q-13 grayscale is used as neutral target. White backing paper in background is not corrected, and appears somewhat green. 

7) Image manipulation for sharpness or color balance

Because the nominal reflectance values for the Q-13 grayscale patches are published, it is possible to compute theoretical RGB values for each step, for a given gamma value. The most useful steps on the grayscale are marked as "A" (bright white), "M" (middle gray), and "B" (medium black). We adjust the color capture settings in the scanner software to yield results close to the theoretical target values for the A, M, and B steps, and find that the RGB values for the entire range of the grayscale match the computed target values closely. We do not use any additional color management on these files. As for sharpening, we do not perform any sharpening on the digital masters before storing them, but we do use a moderate-level unsharp mask filter on the viewing files when they are created from the digital masters in Photoshop. The parameter values we are using are: for 300 and 150ppi: radius 0.4, amount 90, and threshold 1; for 75ppi: radius 0.4, amount 120, and threshold 1. The gamma of the digital masters is also adjusted in the process of creating the viewing files, from 1.8 to 2.2. This is accomplished using a levels command, or a color profile. 

Technical Information contributed by
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