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GUIDELINES FOR PRESERVING CHAPTER RECORDS

A chapter should preserve its records to ensure that documentation is readily available for succeeding officers and future members.  Those future members will need past records to construct histories and to compare membership, financial and other data.

The following guidelines outline the various types of materials that should comprise a chapter’s archives.


1.
Material relating to the history, activities and accomplishments of the board of directors, other committees, and the chapter in general.


2.
Bylaws (original set and all amendments); chapter charter.


3.
Statements of functions or duties of the board, committees and officers.


4.
List of officers; members of the board, committees, and recipients of awards and recognitions.


5.
Activity reports of chapter and all component groups.


6.
Minutes of meetings.


7.
Printed programs, proceedings and meeting “scrapbooks” (with photographs).


8.
Correspondence.  (Preserve as little miscellaneous correspondence as possible.  Most of the relevant content will be included under reports and minutes.)


9.
Questionnaires.


10.
Forms.  At least one set of (blank) forms used to solicit information.


11.
Treasurer’s and audit reports, chapter ledgers.  (More detailed guidelines are provided to chapter treasurers regarding cancelled checks, receipts, invoices, etc)


12.
Material of biographical interest, including documented contributions of an individual to the development of a chapter, committee or to a particular project.

Feel free to discard duplicate material.  When both originals and copies are found, only the original should be kept, after transferring any notations that appears on the copy.

