
SAVING

ARCHIVES



INFORMATION TO SAVE

*Minutes of the Meetings (Council & Fraternity)

*Attendance    *Election Activity

*Visitation Information    *Membership Data

*Annual Reports     *Formation Progress

*Professions      *Newsletters

*Special Events



THIS IS WHERE IT STARTED !



THIS IS THE GOAL !



READY FOR FINAL STORAGE !



A REVIEW OF ONE BINDER



OLD CALENDARS ..NO



DIVIDERS PAGES…NO



FRATERNITY MINUTES..YES



FRATERNITY MINUTES…YES



MINUTES…YES



SIGN IN SHEET…YES



GENERAL INFO..NO



MINUTES…YES



SIGN-IN SHEET…YES



INVITATION/DIRECTIONS..NO



BLANK SHEET..NO



MINUTES..YES



“NO MEETING” NOTICE..YES



SHORT SIGN-IN SHEET..YES



MEETING NOTES..YES (RE-WRITE)



FORMATION NOTES..YES



NEWSLETTER SIGN-UP…NO



MEMBERS INFO…YES



CANDIDATE ATTENDANCE..YES



QUESTIONABLE..?



VERY CREATIVE…YES



COUNCIL MINUTES…YES



ANNUAL REPORT..YES



BRIEF ANNUAL
REPORT AGENDA…YES 



PROMOTIONAL PAMPHLET…NO



NEW COUNCIL ROSTER…YES



ELECTIONS….YES



MEETING AGENDA…NO



NO…NOT FOR FINAL STORAGE



BLANK FORM…NO



DOOR OPENING…NO



COUNCIL MINUTES….YES



MINUTES ?, REWRITE…YES



PAPERWORK TO KEEP 
GOES INTO FOLDER



FINAL PAPERWORK IN FOLDER FOR STORAGE



DISCARDED PAPERWORK



DISCARDED BINDERS !!!



KEEP ONLY PAGES WITH INFO



NO DIVIDER PAGES



NO OLD CHECKS



NOT FOR STORAGE



OLD FAIR SHARE
ENVELOPES…NO



FRANCISCAN RESOURCES PAGES…NO



OLD LETTERS OR
CARDS…NO



NO MONEY LEFT IN FINAL STORAGE



NO OLD NEWSPAPERS



NO SHEET MUSIC PAGES



NO DUPLICATE COPIES OF INFORMATION



REGIONAL INFO, NOT FRATERNITY INFO



NO MISC. INFORMATION….NOT ABOUT FRATERNITY



MORE MISC INFO



A PATTERN…NOT FOR FINAL STORAGE



PHOTOS SHOULD
GO INTO A
SEPARATE PHOTO
ALBUM.



NO DUPLICATE PHOTOS
IDENTIFY THEM  !!!



NONE OF THESE
PUBLICATIONS *
SHOULD GO INTO
FINAL STORAGE

*

*

*

*



IF THIS IS IMPORTANT…RE-WRITE FOR FINAL STORAGE



For more information about your Archives or questions,
Please send an email to Sharon Deveaux ofs at: s.deveaux@att.net


