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Using the Section 106 Review Project Summary Form:

Documentation Table

General Information

The Documentation Table is intended for use in conjunction with the Section 106 Review Project Summary Form.  The Documentation Table is one format that may be used to provide the information that is required in Section III of the Project Summary Form.  

The goal of Section III is for you to provide specific information that helps evaluate the historic significance of buildings or structures that are located within your project’s Area of Potential Effects (APE). This information is used to support your finding about whether there are historic properties located in the APE that might be affected by your project (see Section III of the Project Summary Form and the instructions for completing the Form).  It is critical to provide complete and accurate information about the properties you are evaluating so that the basis for all findings made are clear and well supported.

Other options for reporting this information include using the Ohio Historic Inventory form in pdf format, using the I-Form and/or providing an historic survey report (see Section III.E of the Project Summary Form).  The OHI form in pdf format is not intended for use by consultants who are professionally qualified in history or architectural history. For all projects that will evaluate more than 20 buildings or structures, or for projects submitted by consultants who are professionally qualified in history or architectural history, OHPO recommends using the I-Form. You can obtain additional information about getting the software needed to complete the I-Form from iform@ohiohistory.org.

In order to use the Documentation Table, you can download it from our website as a Microsoft Access 2000 file and save it to your own computer.  The location of the most current version of this document is:

http://www.ohiohistory.org/resource/histpres/services/PSDF.html.  

Note: you may also elect to use your own software to create a table of this information, but you must provide the same information that is found in the data fields listed in the Documentation Table. All of the drop-down lists used to complete the fields for this Documentation Table are the same as those used for fields on the OHI.pdf Form found at:

http://www.ohiohistory.org/resource/histpres/docs/OHI_Form.pdf.

People attending one of our Training Classes for the new Project Summary Form will receive a CD that contains all of the documents associated with the Project Summary Form.

The completed Documentation Table should be printed and mailed to OHPO (along with the Project Summary Form and other supporting information that you have prepared for your project).  The Documentation Table may also be burned to a CD and mailed to OHPO in the form of a Microsoft Access database.  Please label all documents and CDs with the date of your submission and Project Name, as identified in Section I.A of the Project Summary Form.

We have provided links below to some helpful websites with information that can help you complete this Documentation Table. You may also find it useful to consult a basic manual that has information about architectural styles, such as “How to Complete the Ohio Historic Inventory” or “A Field Guide to American Houses”.

Helpful Sources:

“A Field Guide to American Houses”, Virginia Macalister

http://www.amazon.com/Field-Guide-American-Houses/dp/0394739698/sr=8-1/qid=1169680070/ref=pd_bbs_1/103-0420981-3300664?ie=UTF8&s=books
Ordering “How to Complete the Ohio Historic Inventory”


http://www.ohiohistory.org/resource/histpres/docs/OHIorderform.pdf
Ohio Historic Preservation Office – Section 106 Review: 

http://www.ohiohistory.org/resource/histpres/services/106LandingPage.html


Ohio Historic Preservation Office Online Mapping

www.OHPO.org/gis


Ohio Historic Preservation Office Workshops & Training Opportunities

http://www.ohiohistory.org/resource/histpres/programs/ohpoworkshops.html
Section 106 Regulations


http://www.achp.gov/regs-rev04.pdf
Where to Research the History of Your Property


http://www.ohiohistory.org/resource/histpres/toolbox/strhoyp2.html
Free Topographic Maps and UTM Collection Tools Online
Using the Section 106 Review Project Summary Form:

Documentation Table
Working with the Documentation Table:

If you have a copy of Microsoft Access on your computer and would like to use the Microsoft Access 2000 version of the Documentation Table, you will need to download a copy of the table from the OHPO website and save it to your own computer.  The most current version of the Documentation Table can be found here: http://www.ohiohistory.org/resource/histpres/services/PSDF.html.  

Select the Section 106 Documentation Table link.  

A File Download Security Warning pop-up will appear:
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Select “Save” and the Save As window will appear.  Navigate to the location you would like to save the table to on your computer.

After you have saved the downloaded file copy of the Documentation Table, navigate to the file location and double-click on the file icon.  This will open up the database to the main navigation form:
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To begin, select the Open Section 106 Review Project Summary form Data Entry Form button.
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This will open the Section 106 Review Project Summary form Data Entry Form.  You will record information about each building or structure within your Area of Potential Effects (APE) using this data entry form. Please complete as many fields as you can for each building or structure.  “Not applicable” or “NA” is usually not an appropriate response. You should use the “Unknown” response found in drop-down lists only if access to properties is restricted or if portions of the buildings are not visible from the public right of way.

1) Project Number (if applicable)-  If you are using an internal Project Number to help track your project, please list that number here.  You may also use this field to record a unique tracking number established by another agency that will be processing your project, such as a Permit Application Number.

2) Photo ID-  Please list the photos in your submission that show the specific property you are describing. You may use letters or numbers, but all Photo ID references should be keyed to a Local Map (see Section IV of the Project Summary Form).

3) Reference Number-  You can use this field to create a unique Reference Number that will identify this property within the Project Summary Form and in correspondence about this project. You should use this reference number to consistently refer to this property in other supporting documents, such as photos or maps. (If the property has previously been surveyed, you may choose instead to use an Ohio Historic Inventory number to refer to the property.  You may also elect to simply refer to the property by its address in correspondence, but try to be consistent throughout your submission in how you refer to each property in order to avoid confusion.)

4) OHI Number (if known)-  If the property has previously been surveyed, it may already have an Ohio Historic Inventory number assigned to it by our office.  By completing the background research described in Section III.A of the Project Summary Form, you should be able to determine whether each property has been previously surveyed and find its OHI number.

5) Check box if Property may be eligible for the National Register of Historic Places-  To complete Section III.C of the Project Summary Form, you must use the background information and field observations you have made to decide whether the property is eligible for or already listed in the National Register of Historic Places.  Please check this box if you think this property may be eligible or already listed. You should explain how you made this decision for each property in Section III.C of the Project Summary Form.
6) Present Name of Property-  The present name is the one best describing the property or that name by which the property is now known. Usually this is either the name of the current property owner or the common name (such as Twin Oak) given to the property. You can enter the present owner’s name (first name, middle name or initial, and last name), followed by the property type (house, barn, commercial block, or mill). For example: “Thomas Caleb Smith House,” or “Spring Grove Cemetery.”  When a property’s commonly used name is colloquial, insert that name in parentheses following the correct name. For example, “Correctional Medical Center (Ohio Penitentiary).”
7) Address-  Enter the specific address including the number and street. If the property is located on a corner, add the secondary street in parentheses. For example, “521 Main Street (at Third Avenue).” If the road has a route number rather than a name, give the route number and indicate whether it is a federal, state, county, or township road. For rural properties, use known addresses. If the property has no address or is isolated, provide the location of the site in feet or fractions of miles from an identifiable thoroughfare or reference point. Example: “One-half mile west of U.S. Route 50 on Roundbottom Road,” or “100 feet north of C.R. 20, one-fourth mile west of the Scioto River.”  Avoid using Post Office Box Numbers whenever possible, since they are not compatible with GIS mapping systems and can change over time.
8) City/Township-  If the property is located within the corporation limits of a political subdivision (city, town or village), choose it from the drop-down list. For rural properties or properties that are not located within the corporation limits of a political subdivision, then choose the township where it is located from the drop-down list. For help in finding townships, look at a county atlas or online at http://www.ohiodnr.com/geosurvey/pdf/cotwpmap.pdf. 

9) County-  Choose which county the property is located within from the drop-down list.  

10) UTM Coordinates-Zone-  

11) Easting-  

12) Northing-  In order to provide accurate UTM coordinates for your property, you will need to have access to a source of USGS topographical mapping information. The easiest way that we know about to find UTM coordinates is to use free topographic maps and UTM collection tools online at http://www.ohiohistory.org/resource/histpres/services/s106-3.html. 
13) Quadrangle Name- Provide the name of the USGS 7.5 minute quadrangle map that will show the location of the property you are describing.  You can find copies of all the quadrangle maps for Ohio online at http://store.usgs.gov/ or you can order a paper copy from ODOT at http://www.dot.state.oh.us/aerial/Mapping.asp. 
14) Present Use-  Many historic structures have undergone a change in use since they were originally built. To determine the present use: look at the building, examine the structure for physical evidence or ask the owner/occupant. Enter the most appropriate choice from the drop-down list.
15) Building Type-  Many historic structures, particularly houses and barns, were built in accordance to an identifiable type or plan. A building type is identified by its overall massing, floor plan, shape, number and arrangement of bays, and chimney location. A knowledge of building types can be particularly valuable in understanding ethnic settlement patterns and local or regional building traditions. Section Five of How to Complete the Ohio Historic Inventory describes several of the most identifiable Ohio building types.  Enter the choice that best fits your property from the drop-down list.
16) Architectural Style -  Choose the architectural style or design associated with the property from the drop-down list. If you are uncertain as to the architectural style or styles of the property, use Section Four in How to Complete the Ohio Historic Inventory, “Identifying Ohio Architectural Styles”. Usually the style is most evident in the design of the porch, cornice, windows, and storefronts. You should select 'vernacular' from the drop-down menu, if the building does not fall into any of the style categories listed.  The term vernacular denotes buildings that do not have the characteristics or elements of any specific academic style. When you are unsure of a building’s style, you can select 'not determined' from the drop down list. (For further information on identifying building styles, you can look at the City of Chicago’s online Style Guide at: www.cityofchicago.org/landmarks/StyleGuide/StyleGuide.html.

17) Foundation Material-  Enter the material you can actually see on the foundation from the drop-down list. If you think that the historic material has been covered with a newer material, such as stucco or metal, you can describe these changes in the Further Description field. 
18) Wall Construction-  The primary material that forms the structural framing or bearing walls of the building. Log, frame, masonry, concrete, and metal are the standard types of wall construction, with frame construction being the most commonly used in late 19th and 20th century houses. In addition to looking at the building, you can ask the owner or local historians about wall materials, look at photographs, or find a written source. Select the most likely wall construction material from the drop-down list. 
19) Exterior Wall-  Select the primary exterior wall material from the drop-down list. Primary wall treatments and finishes are generally those that you see on the outside of the structure. Sometimes the historic wall treatment has been removed, altered, or covered over. For example, your visual examination of the building may show that it has “wood” siding, but that the building was subsequently covered with “metal” or aluminum siding. In this case, you would enter “wood” in this field, then enter the type of material used for the re-siding, “metal” in the Further Description field.  
20) Date of Construction-  For most historic properties, dating requires careful architectural analysis combined, as time and funding allow, with primary research.  Include both the starting and completion dates if you know them; for example, 1856-1861.  If your basis for dating the property is from documentary research, indicate the source of information in the Sources field.  If you are uncertain of the date, give an approximation by using the abbreviation ca. (circa) followed by a date or range of dates; for example, ca. 1850-1860. Using pre or post dates as an estimation is an acceptable response, but not encouraged.
21) Alteration Date(s)- Very few historic buildings or structures are completely unaltered. Therefore, enter the known or approximate (ca.) date/dates when the original structure was altered or modified (like “1849” or “ca. 1850” or “1849, 1971”). You may estimate alteration date from your observations or use documentary research (deed, permits, title). You may enter additional information about alterations in the Further Description field.
22) Alteration Type-  Choose the type of alteration that best describes the most significant alteration from the drop-down list. You may enter additional information about alterations in the Further Description field.
23) Condition of Property-  After using your judgment to determine the condition of the structure, select the appropriate response from the drop-down list. In most cases, this category is based on exterior observation only. If you have seen the building’s interior, you can comment on its condition within the Further Description field.
24) Owner Information: First name

25) Owner Information: Last name- These fields will allow you to list the current owner of the property, whether they live at the subject property or not.
26) Owner Address-  Enter the mailing address of the current property owner.

27) City/State-  Enter the City/State for the property owner’s current address.

28) Form Preparer Name: Last name

29) Form Preparer Name: First name

30) Organization- What agency, firm or group does the form preparer represent? If there are questions about the information prepared for this Table, OHPO may need to contact this person for clarification.

31) Recording Date-  When was the information that was used to prepare this Table actually collected? Do not use the date that the Table is submitted to OHPO- use the actual date the property was evaluated.

32) Sources-  In this field, list the sources used to gather information about this property. You should list written sources, online sources and the names of any individuals who provided you with the information used in this Table.
33) Further Description -  Use this space to expand on the information offered in other fields. You may also provide a brief architectural description of the building to expand on the data offered in the other fields. There is limited space available for the field (up to 255 characters of text), so try to summarize your observations and abbreviate common terms.  
If you find that you cannot fit all the information that you want to present about a property within the limits of this field, you can use the OHI.pdf Form instead to provide your evaluation of that property. 

See http://www.ohiohistory.org/resource/histpres/docs/OHI_Form.pdf for a copy of that form.

Adding Records
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Use the navigation toolbar located along the extreme lower left-hand side of the Section 106 Review Project Summary form Data Entry Form to add additional records to the table. 
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  from the navigation toolbar, will allow you to advance to the next blank record and enter information on additional properties.

Lastly, when you have completed the Data Entry Form for each property, select the Preview Project Summary Form Table button from the data entry form interface.
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A preview of the completed Documentation Table, listing all the information you have recorded, will appear.   

The completed Documentation Table should be printed and mailed to OHPO (along with the Project Summary Form and other supporting information that you have prepared for your project).  The Documentation Table may also be burned to a CD and mailed to OHPO in the form of a Microsoft Access database.  Please label all documents and CDs with the date of your submission and Project Name, as identified in Section I.A of the Project Summary Form.

It is important that we are able to understand the basis for the finding that you will make in Section III of the Project Summary Form.  If you need assistance in completing some fields on the Documentation Form, please consult the sources of information that we have provided or contact us at section106@ohiohistory.org. 

