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Depositing Materials in the ARSC Archive

ith the ARSC Archive now residing at the University of Maryland, College Park,
s ; s ; MD, procedures have been established for the deposit of materials. Here are the
policies and procedures as agreed to by the ARSC Board of Directors and the
University of Maryland.
As requested by the ARSC Board, here are the final procedures from the ARSC
Archives Committee to assist in the determination, weeding, preparation and shipment of
ARSC materials to the ARSC Archives at University of Maryland.

Who Should Transfer Files?
Anyone who has held an official position within ARSC including Board members, commit-
tee chairpersons (including ad hoc committees, special project assignments, etc.)

When to Transfer Files?
When you leave or resign from an official position in ARSC. (See below).

What Types of Files/Materials to Transfer?

General: Send non-current original files in hardcopy created in an official capacity that you
have determined to have permanent historical value/importance in documenting your offi-
cial actions/activities of the position, committee, project etc. that you have been responsible
for. NOTE: “Non-current” means those permanent files or documents that are no longer
needed to conduct ongoing activities. Original means the final edited document/report/let-
ter you created and signed, not drafts, duplicates, or copies, etc. On the other hand, “cur-
rent” files are those you need to conduct current business or would be passing on to your
successor as needed to conduct current business which may or may not be deemed later as
historically valuable and permanent.

Specific: The type of files that constitute permanent non-current historical material
includes the originals only of the following which are not needed for current ongoing organi-
zational business:

— Administrative, operational, and correspondence files created by the various officers of
the Board.

— Executive Secretary/Executive Director files.

— Committee Chairperson files.

— Complete record set of publications (Journal, Newsletter, Bulletin, Membership
Directory, and Special Publications).

— Complete record set of ARSC conference programs.

~ Originals/edited masters plus copies that may exist of audiovisual material (from annual
conferences, Board meetings, workshops etc.) which may include audio, video, and still
photography. Identification/labeling is required as to what, when, where, and hopefully
who (for example, in photographs provide captions).

— Hardcopy printouts of computer files that you have maintained if you originated the doc-
ument, correspondence, or reports in your official capacity.

— Other artifacts or memorabilia.

FEvents

Here is a listing of events to
help ARSC members plan for
participation.

2001

Aug 16-25

IF

67th General Conference
Boston, USA

Sept. 23-27
ARSC/IASA Joint Conference
London

Oct 5-7
AES 201 Int’l Conference
Budapest, Hungary

Nov 6-10

AM%A
11th Annual Conference
Portland, OR

2002:

Jan 18-23

ALA Midwinter Conference
New Orleans

Feb 16-21
MuLA Annual Conference
Las Vegas

June 13-19
ALA Annual Conference
Atlanta

Aug 18-24

IF

68th General Conference
Glasgow, Scotland

Note:

AES = Audio Engineering Society
ALA = American Library
Association

AMIA = Association of Moving
Image Archivists

IFLA = International Federal of
Library Associations

IAML = International Association
of Music Libraries, Archives and
Documentation Centers

IASA = International Association
of Sound and Audio-Visual
Archives

MulLA = Music Library Association

How to Transfer Materials?
— Fill out a “Transfer of Documents” form available from the ARSC
Archives Committee. It will be faxed or mailed to you. Electronic
copy is not yet available.

ARSC London

September 23-27, 2001

— List and describe briefly the contents of the folders/boxes identi
by ARSC position, office, title, or event that you wish to transfe
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ference packet or visit:
nd- ive/ias







