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BASI C ARCHI VAL WORKSHOP

Thi s two-day wor kshop, "Planning for a Successful Archival
Program " is co-taught by an archivist working with public
records and an archivist working with historical nanuscripts.

The workshop addresses three nmmj or questions:

1) What are archives and manuscripts and why are they
i nportant?

2) How do we preserve and make them avail abl e?

3) What is needed to create an archival progranf?

Among the topics discussed are: archival principals and

nmet hodol ogy, devel oping a collection policy, relationship

bet ween archi ves and records managenent, selecting an archi -

vi st, donor relations, |egal issues, planning prograns of
arrangenent and description, access policy, security,
conservation concerns, facilities nmanagenent, financi al
resources, outreach. (Note: This workshop is not a practicum
on how to arrange and descri be records.)

The Education Committee is responsible for:

a. Standardizing the teaching materials: course outline,
handouts, workshop exercises, etc.

b. Engaging the two instructors, with attention to
rotating one nenmber of the teameach tine so as to build
up a pool of qualified workshop | eaders.

c. Providing workshop support in the areas of publicity
(brochures, flyers, programtext/inserts, newsletter ar-
ticles), registration, preparation of workshop handouts

and packets, and purchase of display publications.

d. Arranging with the Local Arrangenents Committee for
rooms, breaks, audio-visual needs.

Expenses paid for workshop instructors include a $200
honorarium for each instructor, travel expenses, neals and in-
ci dental expenses up to $35 per day, and workshop supplies.
Recei pts are forwarded to the Chair of the Education
Committee, who will submt a Reinmbursenment ClaimFormto the
Treasurer for each workshop instructor

Exhi bits:
Wor kshop flyer
Wor kshop application form
Wor kshop brochure (if created)
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