NASIG

ARCHIVES POLICY

AND PROCEDURES

Peter Whiting, Archivist

Revised June 2011

Sheryl Williams, Archivist

August, 2010

Contents

I.
NASIG Archives policy


1.
Statement of purpose


2.
Organization

II.
Documents to be retained


1.
Board secretary


2.
Committee chairs


3.
Archivist

III.
Procedures

IV.
Accessing the archives

V.
Moving the archives

VI.
Appendix


1.
Receipt of documents checklist


2.
Transfer guidelines





I.  NASIG Archives Policy
A.
Statement of Purpose

NASIG retains historically significant materials as a record of the development of the North American Serials Interest Group, and to satisfy any legal requirements.  This policy allows for a systematic, planned method of collecting, storing, and accessing these materials.

The official NASIG Archives are housed at the University of Illinois at Urbana-Champaign (UIU-C), and are available for use by organization members and the public.
B.
Organization

1.
The term of the Archivist runs from July to June, but includes compiling documents from June activities, including the Executive Board meetings and annual conference (including evaluation).  Materials are not submitted to UIU-C until complete.

2.
The Secretary serves as the Archivist’s liaison to the Executive Board.


3.
From Katy Ginanni, ECC Chair, 01/07/2010:

Each committee should have a Web liaison.  Ideally, the chair will ask for a volunteer and someone on the committee will respond.  If no one volunteers, the chair will appoint someone.  

 

NASIG will try to host a brief training session during each annual conference for all committee Web liaisons.  If at all possible, the Web liaison should try to attend this training session, though it is not required.

 


4.
The duties of the Web liaison are:

a.
Load documents that need to be shared among the committee members to that committee's shared spaces on the NASIG website and any other spaces such as GoogleDocs, etc.

b. 
Communicate to the ECC any changes that need to be made to the committee's Web space and elsewhere on the NASIG Web site regarding that committee.

5.
From Katy Gianni, NASIG President, 05/18/11:

The NASIG Archivist is responsible for the annual updating of the historical data on the history page (http://www.nasig.org/about_history_more.cfm)  This should done June/July or August after the conference. The updated information should be sent to ECC so that they can add it to the historical data page.

6.
At the annual NASIG conference the NASIG Archivist should attend the ECC Training for Committee Chairs and the Committee Chairs meeting. 
II.
Documents to be retained

A.
Items that are considered of sufficient historical, legal, fiscal, and /or administrative value to warrant permanent preservation include, but are not limited to the following:

1.
Agenda and minutes of the Executive Committee meetings and the annual business meetings (from the Secretary)

2.
Legal records, such as Articles of Incorporation, By-Laws and revisions (from the Secretary or Treasurer)

3.
Financial reports/records (from the Treasurer)

4.
Annual reports and other final reports and documents (from the Secretary)

5.
Conference proceedings, handouts, posters, and artifacts, such as tee-shirts and other memorabilia  (from the CPC)
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6.
Select correspondence (particularly pertinent internal and external Executive Board Correspondence) (from committee chairs)

7.
Committee rosters, manuals and guidelines (from committee chairs)

8.
Surveys and their reports, and any other “end result” product of a committee or task force (from committee chairs

9.
Official announcements from NASIGWeb, such as election results and awards (Archivist prints from NASIGWeb)

10.
Personal papers of members which relate directly to NASIG work (from members)

11.
Photographs, labeled with names, place, and date on the back of pertinent activities (from individuals), not posted to Flickr or other online accounts

12.
Procedures (from committee chairs)

13.
Publications, such as the Newsletter and Conference proceedings (Archivist prints Newsletter from NASIGWeb; proceedings are sent by CPC)

14.
Sound or video recordings (from appropriate source)

B.
The guidelines for materials to be transferred are available at 

http://web.library.uiuc.edu/ahx/services/professional.php

C.
Multiple copies of documents should not be retained, if the substance is the same and they are widely available elsewhere with, therefore, limited use at the Archives.

III.
Procedures

A.
The Secretary will submit Board minutes and other appropriate materials to the Archivist after each Executive Board meeting or conference call and at the end of each year (July-June).
B.
All Committee Chairs are responsible for submitting their official documents to the NASIG Archivist in one group just before or after the annual NASIG Conference.  Materials being archived must be clearly labeled with the committee name, members, and beginning and ending dates for the contents of the file.


C.
Conference Planning Co-Chairs must send brochures, handouts, and other distributed conference materials to the Archivist at the end of the conference.  They should appoint one person to photograph each of the conference souvenirs; do not send the actual items.

D.
The Archivist must also be aware of emails and NASIGWeb postings that may contain official or historical notice.

E.
Any relevant materials older than three years should routinely be forwarded to the Archivist.

F.
Materials are kept by the Archivist in labeled folders, by category.  View the archive collection at UIU-C for examples.  

1.
Folders should be labeled in pencil.

2.
Order of the folders is first by year, then by topic, with Executive Board meetings and conference calls listed first.

3.
Within the folder for Executive Board meetings, use a filing tab to separate Treasurer’s report, Consent agenda, and Committee reports, plus other special topics such as Board Wrap-up minutes.


Attach the filing tab to a blank sheet of paper, and file in front of the section.  This is done to prevent adhesive on the tab from pulling ink off the report.

G.
The NASIG archivist will send the material to UIU-C on a regular basis, minimally at the end of the Archivist’s term.  Each box is to be inventoried and a list included.   A duplicate list should be sent to ECC for including on NASIGWeb, and a print copy should go into the Archivist’s manual.

1.
Materials being submitted must come from only the designated Archivist, to avoid confusion at UIU-C.

2.
The shipment must include a transfer list (i.e., a list of folder titles in each box) and the boxes should be numbered to facilitate processing.  The transfer list should be detailed enough (i.e., list documents in each folder, and sender/subject of correspondence) to facilitate locating materials.  The transfer list will be used by UIU-C to research requests.  Send the transfer list in print format as well as electronic format, either by email to UIU-C or on a flash drive.

3.
Boxes should be shipped by common carrier.  Notify UIU-C Archives prior to shipping.  NASIG maintains an account with FedEx; shipments should be charged to this account.



The FedEx account number is 1665-8554-6.
IV.
Accessing the Archives

A.
There are no direct fees for use of the University Archives; however, there are “cost recovery fees for special services, such as photographic reproduction, photocopying for remote researchers, scanning services, etc.”

B.
The materials are generally not considered confidential, but access may be limited on a case-by-case basis, with instructions from the Board.
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C.
There is a database entry in the UIU-C catalog for NASIG.  This finding aid lists the contents of the archives.

D.
Per UIU-C, requests for information can come from anyone and need not be limited to the Archivist.  
V.
Moving the Archives to a new location


Ownership of the Archives remains with NASIG, and the Archives may be 
removed from UIU-C if necessary.  Shipping is at NASIG’s expense.

VI.  Appendix

Documents will be received from numerous sources, including Board members, committee chairs, and conference chairs.  They may also come from individual NASIG members, as in the case of photographs.  A checklist provides a way of making sure all appropriate documents have been received.  A sample checklist is attached.

Checklist for Receipt of Archival Materials


Year _____________

	Committee/Item
	Description of Material
	Source
	Date Received

	Publications
	Newsletter, March
	Print from site, pdf
	

	Publications
	Newsletter, May
	Print from site, pdf
	

	Publications
	Newsletter, September
	Print from site, pdf
	

	Publications
	Newsletter, December
	Print from site, pdf
	

	Bylaws
	Proposed changes,  announcements, ballot results
	Print from site
	

	Bylaws
	Bylaws, updated
	Print from site or email
	

	Secretary
	Board minutes, June
	email
	

	Secretary
	Board minutes, Fall
	email
	

	Secretary
	Board minutes, Jan
	email
	

	Secretary
	Legal documents
	mail
	

	Secretary
	Conference calls minutes
	email
	

	Treasurer
	Reports, records
	email
	

	
	
	
	

	Nominations and Elections
	Ballots, Candidate info, results
	Print from site
	

	Conference Planning
	Program, conference material, contracts
	Mailed from conference chair
	

	Evaluation & Assessment
	Conference evaluation, statistics
	email
	

	Conference Proceedings
	Printed document
	Publisher
	


TRANSFER GUIDELINES FOR RECORDS OF EDUCATIONAL AND PROFESSIONAL ASSOCIATIONS

Adapted From the University of Illinois Urbana-Champaign Library Archives site.

Items to be transferred include:

1. Official records: constitutions and by-laws, minutes and proceedings, transcripts, lists of officers and members; legal documents

2. Office files: correspondence and memoranda (incoming and outgoing); subject files concerning projects, activities and functions; and summary financial and audit reports;

3. Historical files documenting policies, decisions, committee and task force reports, questionnaires; 

4. Publications: one record copy of all programs, journals, monographs, newsletters, brochures, posters and announcements issued by the association or its subdivisions; 

5. Audio-visuals: photographs and sound recordings; 

6. Personal papers of members which relate directly to association work; 

7. Charts and maps. 

Records which should not be transferred to the Archives include:

1. Records of specific financial and membership transactions, except summary and audit reports;

2. Letters of transmittal where the date and routing information is on the document transmitted; 

3. Requests for publications or information after the requests have been filled; 

4. All blank forms and unused printed or duplicated materials; 

5. All duplicate material: keep only the original copy and annotated copies; 

6. Papers, reports, work papers and drafts; which have been published; 

7. Replies to questionnaires if the results are recorded and preserved either in the archives or in a published report. 

Material should be transferred in the order in which the records creator maintained it. A letter briefly identifying the material and describing the activity to which it relates should accompany the shipment. 

Note: All information formats (e.g., published, typescript, audio-visual, and electronic data, such as computer disks and files) are appropriate for consideration for transfer. For documents in formats requiring any machine intervention, such as videotapes, kinescopes, and all computer files, consideration should be given to transferring the equipment needed to access the documents or, preferably, converting the documents to a format accessible to the Archives' users. Early consultation with the Archivist is strongly encouraged for all such materials. 

This list is intended as a general guide. If there are questions about records not listed here or questions about the retention or disposal of specific record series, contact University Archives, (217) 333-0798.
Send only a digital photograph of the artifacts(s), not the item itself.) 








Committee reports to the Executive Board are sent to the Archivist by the Secretary.  Do not send duplicate copies of the reports.  Committee reports are kept in the folder for the Executive Board meeting at which they were presented.





From time to time the NASIG Board and Archivist may agree to restrict access to some materials for a 30 year period due to the legitimately confidential nature of the content.  Such content will only be made available to the Board and the Archivist and those granted permission by the Board.  For the purposes of this NASIG policy, “legitimately confidential” is defined as information that has not previously been shared in a public forum and is restricted due to the personal and private nature of the content, such that if it were to made public it could bring significant embarrassment to the subject(s) of the content, or might bring NASIG into a potential legal dispute with the subject(s).  Legitimately confidential material will be held in privacy in labeled restricted envelopes for a minimum of 30 years, during which time it may only be used with the express permission of the NASIG Board.  The NASIG Archivist will consult with the Board on identifying legitimately confidential materials.  In the interests of historical research, the preference of the NASIG Board will be to classify as little material as possible in this way, and to open up this confidential material for historical research after the 30 year period.


--Executive Board action, February 15, 2009
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