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Defini=on%of%Terms%

•  Records:%Documents%currently%in%use%
%
%

•  Archives:%records%that%have%been%selected%for%
permanent%or%long4term%preserva=on%due%to%
their%cultural,%historical,%or%eviden=ary%value.%%



Where%it%all%began:%%
201342014%ATD4Baton%Rouge%Financial%Files%%



Why%Does%Our%History%MaOer?%

•  Financial%records%/%audit%trail%

•  Who%did%/%was%responsible%for%what%/%when?%
•  Record%of%past%business%prac=ces%

•  Track%membership%trends%
•  Calendaring%of%future%events%
•  Telling%your%chapter’s%story&



ATDBR%Paper%Records%Since%1998%

•  ATDBR%paper%records%
back%to%1998%on%my%
104foot4long%dining%
room%table%









Digital%Files%(Par=al)%
•  Random%lists%like%
this%one%

•  ~%130%documents%
on%Google%Docs,%
da=ng%back%to%
2012%

•  A%few%dozen%
documents%on%
Google%Drive%

•  23%folders%on%
Wiggio%



Organizing%Files%
•  DO%NOT%THROW%OUT%ANYTHING%UNTIL%YOU’VE%
LOOKED%AT%EVERYTHING!%

•  Sort%by%year%
•  Sort%within%year%by%content:%“First%Tier”%items%
–  Financial%statements/monthly%and/or%year4end%reviews,%
tax%and%insurance%documents%

–  Board%mee=ng%minutes;%bylaws%
–  Board%rosters%
–  Journals%(e.g.,%newsleOers,%press%releases)%
– Other%items%listed%on%the%Record%Reten=on%Guide%



Handout%#1%

Record%Reten=on%
Guide%from%%
ATD4Na=onal%



“Second%Tier”%Items%
•  Training%manuals%
%
•  Internal%process/procedure%notes%%

– Monthly%mee=ng%program%and%aOendance%records%
–  Professional%development%event%notes%

%

•  Images%
– What%photographs%do%you%have%from%chapter%events?%
–  Are%they%LABELED?%
–  Do%you%have%hard%copies?%
%

•  Correspondence%
%



About%Digital%Records:%The%Cloud%



About%Digital%Records:%The%Cloud%



Naming%Files%

•  Start%file%names%with%
the%year%

%

•  Don’t%leave%blank%
spaces%

%

•  Use%names%that%
would%make%sense%to%
someone%else%

$



Lessons%Learned%

•  Don’t%throw%away%anything%un=l%you’ve%looked%carefully%at%
everything$

$
•  Expect%to%handle%every%piece%of%paper/digital%file%and%more%than%

once%
$
•  Keep%labeling%supplies%handy:%mul=4colored%s=ckies,%pencils,%

pens,%staple%remover,%fresh%paper%clips,%manila%folders,%tab%
markers%

%
•  Date%undated%documents%(using%s=ckies!)%if%possible;%start%NOW%

to%date&every&document&you&generate&



•  Think%about%why%you’re%keeping%each%item:%
– How%much%did%things%cost?%
– What%procedures%have%already%been%tried?%
– Where%did%mee=ngs%used%to%take%place?%
– Are%there%trends%in%membership%aOendance?%

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

•  The%march%of%=me%is%not%kind%to%paper%clips.%
Don’t%use%them%in%paper%files.%

More%Lessons%.%.%.%%



ATDBR%Paper%Records%Since%1998%



Loca=on,%Loca=on,%Loca=on!%

•  Loca=on%of%responsibility:%Who%will%be%
the%chapter’s%historian?%

•  Loca=on%of%physical%files:%Where%will%
they%live?%

•  Loca=on%of%digital%files:%Where%will%they%
live?%



A%Bit%of%Prac=ce%for%You%
•  Book%of%check%stubs%from%200642009%
•  Box%of%paper%records%from%200642013%containing:%
–  Some%board%mee=ng%minutes%
– Unlabeled%photos%from%3%different%chapter%events%
– Monthly%and%year4end%financial%statements,%audit%
reports%and%bank%statements,%including%copies%of%
cancelled%checks%

– Numerous%deposit%slips,%invoices,%and%receipts%
– Membership%mee=ng%aOendance%and%payment%
reports%

–  Emails%among%board%officers%
– Newspaper%ar=cles%about%chapter%ac=vi=es%



Prac=ce%Project%
•  200642009%stubs:%discard,%since%you%have%copies%of%cancelled%checks%
•  200642013%records:%

–  Board%minutes:%Retrieve%missing?%
–  Unlabeled%photos%from%3%different%chapter%events:%Get%hard%copies%

and%label%
–  Monthly%and%year4end%financial%statements,%audit%reports%and%bank%

statements,%including%copies%of%cancelled%checks:%
•  Group%like%items%by%year%
•  Cancelled%checks%prior%to%2008%can%be%discarded,%IF%not%for%taxes,%contracts,%or%

property%purchases%
•  Bank%statements%prior%to%2012%can%be%discarded%

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

–  Membership%mee=ng%aOendance%and%payment%reports:%your%choice!%
–  Emails%among%board%officers:%depends%on%content%
–  Newspaper%ar=cles%about%chapter%ac=vi=es:%KEEP!!!%



What%Is%Your%Plan?%
1.  Create%a%team;%Iden=fy%accountabili=es%
2.  Gather%up%the%records;%reach%back%as%far%as%you%

can%find%people%who%might%be%holding%onto%
chapter%history%

3.  Create%a%protocol%for%folder4%and%file4naming%
4.  Sort%by%year%
5.  Sort%by%content%
6.  Decide%what%to%needs%to%be%kept%as%hard%copy%
7.  Decide%what%gaps%you’ll%try%to%fill%
8.  Iden=fy%a%repository%



Resources%
•  hOp://archivehistory.jeksite.org/index.htm:%This%informa=on%was%

originally%prepared%as%a%book.%The%website%provides%the%en=re%contents.%
%

•  hOp://Familyarchives.com:%Geared%toward%personal%memorabilia,%
documents%and%photographs,%and%also%offers%good%overview%of%general%
principles%of%preserva=on.%

%

•  NaAonal$Archives:$hOp://www.archives.gov/preserva=on/$%
%%

•  ARMA$InternaAonal%is%a%non4profit%professional%associa=on%for%records%
and%informa=on%managers%and%related%industry%prac==oners%and%vendors.%
hOp://www.arma.org%

%%

•  hOp://www.seagate.com:%Seagate%specializes%in%data%storage%solu=ons,%
with%products%that%enable%people%and%organiza=ons%to%create,%share%and%
preserve%memories%and%data.%
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•  Generally%Accepted%Recordkeeping%Principles®%
•  Produced%by%ARMA%Interna=onal%(formerly%
the%Associa=on%of%Records%Managers%and%
Administrators)%



Resources%





Title%

•  Content%goes%here%
•  Content%goes%here%
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DOS AND DON’TS FOR 
ORGANIZING YOUR 

DIGITAL FILES!



ATD’s%Founder%

Thomas%S.%Keaty%





Nothing+has+happened+un1l+it+has+been+
recorded. % % % % % % % %%%%44%Virginia%Woolf%

What&is&your&chapter’s&STORY?&



Acknowledgments%

•  Damona%Barnes,%Elizabeth%Beckham,%and%all%
my%present%and%past%fellow%chapter%leaders%of%
ATDBR%

•  Wendy%Leedy,%Former%ATD%Chapter%Rela=ons%
Manager%

•  Elizabeth%H.%Dow%&%Melissa%Eas=n,%Archivist%
Librarians%

•  Thomas%S.%Keaty%II,%Founder%of%ATD%



•  Ques=ons?%
•  Feedback?%
•  Survey%


