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The Way We Were: Capturing and
Archiving Your Chapter’s History
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Definition of Terms

* Records: Documents currently in use

* Archives: records that have been selected for
permanent or long-term preservation due to
their cultural, historical, or evidentiary value.
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Where it all began:
~2013-2014 ATD-Baton Rouge Financial Files
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~ Why Does Our History Matter?

* Financial records / audit trail

* Record of past business practices
 Who did / was responsible for what / when?

* Track membership trends
e Calendaring of future events

* Telling your chapter’s story
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 ATDBR paper records
back to 1998 on my
10-foot-long dining
room table
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Digital Files (Partia

Random lists like
this one

~ 130 documents
on Google Docs,
dating back to
2012

A few dozen
documents on
Google Drive

23 folders on
Wiggio

)

Y L Pies feoem Kara
¥ o 2014-03-1) recerved
" 2012 Potential-Speakers. xdax
2013 _Mogras Speaker Ostons 2013 doex
» 2013 Speaker-Sched. pd!
T 2013-01_Preg-Feedback-Rept.docx
T 2013-11_Pactnenng-C-Sune-Perf- Mgt docx
v Ll Fles feom Kisberly
v L 201403416 receved
T 2006-2011_5-Yr-Serat-Pas. doc
T 20074054 14_Chap-Ldr-Knowledge - Ol 80¢
» 2009_AMLation-Agreement. POF
T 2009_8oars-Comms-Deadlines. doc
2009_Successes-Opporusities. dec
2010_Chaprer Survey_6.29-10.d0¢
2010+01+25_2009-Stare-of -Chapter_KS.docx
T 2010+01+27_2010-State-of «Chapter_MRT docx
T 2011_Board-lastallation.doc
« 2011-09_Bd-Roster paf
« 2012_ASTOBR ~Bylaws.par
2012_MemberSurvey. docx
2014_ASTOER -Past-Presidents dox
ALC Conference Budpet Worksheet ads
Media-Contact -info doc
StrategicPlanningWorksheet doc
Virtual-group-geidelines docx
¥ W 2014-03-23 received
™ 2006-12-01_ASTDR-Membership-Database xis
T 2007-03_PObvent-Budget.xls
« 007-05-09_CORL-compllance, paf
2008 _COAL-FlementMatrix dog
2008 _POCvent-Sudget iy
w J008-04-25% POlvent-Contract paf
J008-06_BRChapter-roster.doc
« 2008-11-2% MObvent-Smta-Contract pdf
J009 _ASTOSR -Cumulative-Calendar doc




~ Organizing Files

* DO NOT THROW OUT ANYTHING UNTIL YOU’VE
LOOKED AT EVERYTHING!

e Sort by year

e Sort within year by content: “First Tier” items

— Financial statements/monthly and/or year-end reviews,
tax and insurance documents

— Board meeting minutes; bylaws

— Board rosters

— Journals (e.g., newsletters, press releases)

— Other items listed on the Record Retention Guide
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Handout #1

Record Retention
Guide from
ATD-National
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“Second Tier” Items

e Training manuals

* Internal process/procedure notes
— Monthly meeting program and attendance records
— Professional development event notes

* |mages
— What photographs do you have from chapter events?
— Are they LABELED?
— Do you have hard copies?

e Correspondence
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About Digital Records: The Cloud
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About Digital Records: The Cloud
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Naming Files

e Start file names with
the year

e Don’t leave blank
spaces

e Use names that
would make sense to
someone else

Y i I Y .YV

Y

Y o 2014-A5TOBR

¥ L 2014 _AA-Board-migs

il 2013-11-24_Seranegi-plansing-mas

 2014-0L-Board-minutes
e 2014-02-800rd-Mirutes
s 2014-03-80ard-minutes
. 2014-04-80ar¢ mnutes
e 2014-05-Board -minutes
wd 201406 -Board -minunes
w 201407 -Board-minunes
wd 201404 80ard -minutes
v 2014.05_Board-musutes
o 201410 _Board-minutes
e 2014-12 Board-minutes
>l ZZ-20146-Meeting ~Minutes -as-pdf
L 2014_Boarg-Roster
L 2014 _Chapeer-goaks
wu 2014 _Mmbrshp-migs
d iOlC-k(retaﬁ'-kwomﬁ

2013-07-16_Nati-Mmbrsp-List-LAxls

C 04 _Accessing-emall docx

2014 _Sec-duties docx

¢ 2014-05-0% JobtDesxcrptions 20 14 docx
i 2014-01-19_To-Amands docx

2014-01-22 _Agreement-Tthy po!
S014-11-08_Secretary-revived docx
L014-ASTORA-Board-emaiy docx




Lessons Learned

 Don’t throw away anything until you’ve looked carefully at
everything

* Expect to handle every piece of paper/digital file and more than
once

* Keep labeling supplies handy: multi-colored stickies, pencils,
pens, staple remover, fresh paper clips, manila folders, tab
markers

 Date undated documents (using stickies!) if possible; start NOW
to date every document you generate
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More Lessons. ..

* Think about why you’re keeping each item:
— How much did things cost?
— What procedures have already been tried?
— Where did meetings used to take place?
— Are there trends in membership attendance?

* Be prepared for piles of refuse that you won’t
want to put in the garbage (shred?)

 The march of time is not kind to paper clips.
Don’t use them in paper files.
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ATDBR Paper Records Since 1998




Location, Location, Location!

* Location of responsibility: Who will be
the chapter’s historian?

* Location of physical files: Where will
they live?

* Location of digital files: Where will they
live?
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~_ ABit of Practice for You

 Book of check stubs from 2006-2009

* Box of paper records from 2006-2013 containing:
— Some board meeting minutes
— Unlabeled photos from 3 different chapter events

— Monthly and year-end financial statements, audit
reports and bank statements, including copies of
cancelled checks

— Numerous deposit slips, invoices, and receipts

— Membership meeting attendance and payment
reports

— Emails among board officers
— Newspaper articles about chapter activities
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Practice Project

e 2006-2009 stubs: discard, since you have copies of cancelled checks
e 2006-2013 records:

Board minutes: Retrieve missing?

Unlabeled photos from 3 different chapter events: Get hard copies
and label

Monthly and year-end financial statements, audit reports and bank
statements, including copies of cancelled checks:

e Group like items by year

e Cancelled checks prior to 2008 can be discarded, IF not for taxes, contracts, or
property purchases

e Bank statements prior to 2012 can be discarded

Numerous deposit slips (discard), invoices (discard prior to 2008), and
receipts (depends!)

Membership meeting attendance and payment reports: your choice!
Emails among board officers: depends on content

Newspaper articles about chapter activities: KEEP!!!
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3 What Is Your Plan?

1. Create a team; Identify accountabilities

2. Gather up the records; reach back as far as you
can find people who might be holding onto
chapter history

Create a protocol for folder- and file-naming
Sort by year

Sort by content

Decide what to needs to be kept as hard copy
Decide what gaps you’ll try to fill

dentify a repository ALC 2015
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Resources

* http://archivehistory.jeksite.org/index.htm: This information was
originally prepared as a book. The website provides the entire contents.

* http://Familyarchives.com: Geared toward personal memorabilia,
documents and photographs, and also offers good overview of general
principles of preservation.

 National Archives: http://www.archives.gov/preservation/

 ARMA International is a non-profit professional association for records
and information managers and related industry practitioners and vendors.
http://www.arma.org

* http://www.seagate.com: Seagate specializes in data storage solutions,
with products that enable people and organizations to create, share and

preserve memories and data.
ALC 2015
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3 Handout #2

* Generally Accepted Recordkeeping Principles®

* Produced by ARMA International (formerly
the Association of Records Managers and
Administrators)
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Resources

PRESERVING HISTORY

How to Digitally Archive and Share Historical Photographs

Documents, and Audio Recordings

Introduction: Background, Purpose, and Example
Archive Projects

The information on this website was anginally prepaved as @ boak and is presented
in that format and level of dalad. The optimal prasentation would include publication
both on a website and as a prinfed book. This website provides the entire contents.
My intention is (0 also make 8 prinled book avaiable, however, thal will lake
additional time.,

Digital copies of historical photographs, documents, and audo recordngs are the
best way o both share and preserve histoncal tems. Handling and displaying the
original Rems cause wear and degradation. Howeaver, the items cannct be shared if
they are protected from all degradation. Good digital copies allow unimited sharing
while also preserving the original lems.

One major goal of this book is 1o encourage people 1o begin collecting and
archiving photographs, documents, and recordings with readily avallable, inexpensive
technology. The costs and benefits of using more expensive technology are
described, as wel as guidance on how and when less expensive technology Is
adequate. The methods for efective use of digital technalogy are descrided for both
nexpensive and expensve options.

Creating and using digital copies of historical information requires a wide range of
technical knowledge. The usual default settings for scanners, recorders, and software
typically produce low quality results that have imited uses. However, going beyond
the default settings cpens an overwhelming array of options that can require months
or yaars of study 10 understand.

A book that brings together the needed information 1o systematically guide users in
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Membership Professional Development Conferences Publications Bookstore Calendar FAQ Contact Us

Whitepapers and free downloads from ARMA International

We know you ke free stuff. Who doeent? This varuable information & on our recommandes readng At

« Safeguarding Your Vital Long-Term Electronic Records

This FRIE White Paper will eapiore how (and wity) formard thinking arganzations are integrating
standards-based Digitad Praservation into thawr owverall information governance Mecycle in order o
mgate and protect thomaeives AgaNSE the rick that their long-term son-permanant glectronc
records (especialy those with retention times greater than 10 yoars) will nct be readadie or usssbie
n the Nture - doe to techeciogy and Tie formet otaciescence.

« Optimize Document Management—Putting Advanced Rendering to
Work throughout the Document Lifecycie Process

Downlosd ia free white pager from AJED Software Seore .

« White Paper: Demystifying Defensible Deletion
Downmicad hia froe white paper from Sherpe here .

« White Paper: 2013-2014 Benchmarking Survey for Financial
Services and Insurance Industries

Cohandet Assodiatios provides you e 201 3. 2014 Berchmarcing Survey for Freance Services and
Irturance.




Handout #3

@SEAGATE

&

DOS AND DON’TS FOR
ORGANIZING YOUR
DIGITAL FILES
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- ATD’s Founder A Tribute In Honor Of The

Founder Of ASTD

Thomas S. Keaty Mr. Thomas S. Keaty

m BATON ROUGE CHAPTER
chapter
Anniversary

ad O
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Nothing has happened until it has been
recorded. -- Virginia Woolf

What is your chapter’s STORY?
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 Questions?
* Feedback?
* Survey
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