
ARCHIVES FUNCTION

PURPOSE

Archives catalogues and stores the history of GAEA; i.e., minutes, newsletters and other materials for future reference and for historical purposes and is responsible for a display at each Annual Meeting.

ANTICIPATED NUMBER OF MEETINGS

The chair should make every effort to participate in every board meeting.  Work is accomplished by meeting or by various electronic means as often as necessary to coordinate activities, fulfill responsibilities and achieve self-defined goals that provide for movement toward Association goals (as summarized in GAEA 2008).

REPORTING RESPONSIBILITIES AND PROCEDURES

The Archives Chair reports to the Vice President for Operations and submits written reports to this vice president prior to Board meetings.

RELATIONSHIP WITH LEADERSHIP AND OTHER FUNCTIONS

Archives works independently, but board members and other chairs can request information and material from the Archives.  This chair must interface with all other leadership regularly in soliciting archival material. 

BUDGETARY RESPONSIBILITIES

The Archives chair is responsible for purchasing supplies and materials for the storage and maintenance of all archive materials and for materials needed for maintaining the display board.  Expenses are reimbursed through the Operating Division section of the annual budget.  The chair and Vice President are responsible for monitoring the budget through Board summaries provided by the Treasurer.

PROCESSES AND PROCEDURES

The chair selects members with a broad knowledge of GAEA and an appreciation for the history of the organization.  Criteria for selection which will make this function most effective include the following:   (1) training and/or experience in working with archives in any setting (one member);  (2) continuity from previous administration (one member);  (3) longevity in GAEA (as many members as possible);  (4) close proximity to the location of the archives (one member); (5) diversity of member backgrounds.  Identify relevant opportunities and propose to GAEA that you as chair, or an interested member, attend a conference or workshop on archiving. 
Consult with the out-going Archives chair concerning: (1) progress made by your predecessors;  (2) problems perceived that need immediate and/or long-term attention;  (3) possible goals to be achieved during the term; and (4) plans for the collection, filing and/or storage of items to be collected at the end of the term from the Board.  Review archives in their present form.

A visible presence at Board meetings and other Association functions is important to relationships with other chairs that will facilitate their remembering to share appropriate archival material.  

The first meeting should be at the location of the archives if possible, so that the members can become familiar with the materials for which they are responsible.  At this meeting, decide goals and activities for  the two-year term, subdivide those goals into specific objectives for the first year of office, and ask members to identify the objective(s) for which they wish to provide leadership.  

Decide who will be in charge of the display board for each meeting, where the board will be stored, how the person in charge should obtain the board, and who will notify the program chair that a display table is needed.   Plan for subsequent meetings or other forms of communication and action.

Review current archive organization and storage system that is in use.  During the initial 1994-96 term, arduous efforts were made to inventory all items and to list files and other missing items.  Review list of missing items from previous years and circulate a list of what is still needed. If the Archives are properly maintained, this historical review should not need to be repeated.  After receiving any remaining materials from the outgoing chair, purchase additional special archiving files, labels and containers according to established procedures. 

The initial plan provided that once records and other artifacts were inventoried, reorganized and filed in appropriate containers, a master list of general file headings would be developed, printed and distributed to the working group, other chairs and to all board members.  Check with outgoing chair on status.

Establish where archives will be housed and how materials will be retrieved when needed. Determine procedures to be used when there is a request for past organizational records.  Print and disseminate this information to all in leadership positions.  Keep records of any material requested, who made the request, when that person was given materials, and when materials were returned.

Decide items which should be collected during the year and who will be responsible for securing those items.  Also decide how, when and by whom this information will be cataloged and stored.  Prepare periodic newsletter articles to put out a call for particular current or missing past items.  Create a means for members, particularly retiring members, to contribute materials to the archives.

Review and update maintenance procedures.  (i.e. Pictures should not be filed until labeled with names, dated and events).  Print and distribute as needed.

POTENTIAL CHALLENGES/ISSUES TO BE ADDRESSED

Any of the aforementioned processes and procedures, which have not been completed, will provide challenges for new chairs and functional groups.  Written procedures for collecting, storing and retrieving information of historical importance must be revisited and disseminated regularly.

SUGGESTIONS FOR FUTURE IMPROVEMENT

Respect the efforts of previous chairs and working groups by following procedures to assure thorough collection, filing, maintenance and retrievableness of Association history.

CHAIRS

2000-2002
Judy Hendrix, Margaret Lee Jones

1998-2000
Sally Siewert

1996-98
Sally Siewert

1994-96
Diane Insko
1992-94
Sally Siewert

1990-92
Liz Robinowich

1988-90
Jan Campbell

1986-88
Rita Manning

1984-86
Charlotte Folk

