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I. Goals

Preserve the committee’s work from getting lost. Provide an easy access for CALA-MW Chapter

members, the library/Chinese community, and the general public to the Chapter historical work. Appreciate the valuable materials and several generations’ efforts. Lead the development of standards and procedures on digital archives on chapter’s works. Increase the CALA Midwest Chapter’s visibility. Enhance the communication between the past committee members and the current officials. Improve the involvement of the chapter in professional development. 

II. Archive Committee
An Archive committee is appointed by the Chapter president each year. The Committee is responsible for: 

* Collecting, updating and archiving all the past and current records based on the Guidelines. 

* Keeping upgrading digital archives and protecting it from out-of-date technology. 

* Producing, organizing, tracking, editing, describing, indexing, classifying, displaying, and storing all the data. 

* Coordinating with the chapter's webmaster and maintaining the archive online records on the      

   chapter’s home page. 

* Sending the fully classified archives to the depository library; preparing a CD-ROM copy to next year committee at the end of the year.

It is suggested that the archive committee chair be familiar with digital formats and comfortable with technology if the board decide to do the digital archive in its year.

III. Archive Guidelines

HARDCOPY MATERIALS by CALA Midwest Chapter 1999-2000 Archives Special Task Force

Background: 

CALA Midwest Chapter Archives Special Task Force members, Marian Chou, Pei-ling Wu and Susan Tsui, divided the past inactive records, from the beginning (197-?) of the chapter to June 30, 1999, into three groups to be able to work individually.  Discussions of operational procedures, time line/calendar, guidelines, and ordering of acid-free products, such as papers, folders and boxes, were held via e-mail and during the Midwinter ALA Conference in San Antonio, TX.

Creation of the guidelines is based on the contract signed August 20, 1991, between CALA and its depository library, Asian American Studies Library (now called Ethnic Studies Library) of University of California at Berkeley,  with modifications by the Archives Special Task Force to fit with the Midwest Chapter.  Based on this guideline, chapter past inactive records are properly transferred, and sent to the depository library for permanent storage.    Marian’s visit to ESL of University of California at Berkeley on December 21, 1999, further clarified guideline details, including record category selection, arrangement and labeling of the folder tabs as mentioned in Section III and IV.

Content covered: 

Record categories consist of the following:

1)
Chapter Board: Including chapter officers, committees & state contacts member list.

2) Minutes: Including minutes for Board Meetings, Business Meetings, Annual program,  meeting place application forms or contracts, meeting agendas and summaries.

3) Reports: Including chapter president’s annual report.  For chapter committee chairs’ annual reports to the chapter president see 5 below.

4) 
Finance report: Given by chapter Treasurer.

5)
Committees: Committee chair’s annual report to chapter president goes to the individual committee folder.

(a) NOMINATION:  Including documents on the election of chapter officer, candidate’s campaign statement, ballots and election result.  

(b) (b) MEMBERSHIP:  Chapter member roster, e-mail list, new members’ application forms forwarded by national CALA Membership Committee Chair.   Promotion of membership letter sent from Membership Committee Chair.

(c) PUBLIC RELATION/FUND RAISING: PR article on chapter annual program, chapter member’s recognition, awards won, soliciting funds for supporting chapter project or program.

(d) ELECTRONIC PUBLISHING: Chapter Home Page and any change of policy involved in the publication of E-Bulletin, e.g. changed from quarterly to tri-annually to bi-annually.  Any online electronic publication, such as E-Bulletin or Mid-America Chinese Resource Guide, will not be included in the chapter archives as they are accessible via chapter home pages.

(e) PROGRAM COMMITTEE: See 6 below.

(f)  Local state group of CALA/MWC: Meeting records of local group, such as Indiana Local spring meeting/luncheon etc.

(g)  SPECIAL TASK FORCE COMMITTEE: See 7 below.

6) Annual program and proceedings: Correspondence on conference theme, date, speaker, site selection, program flier, equipment and set-up, task sharing list, annual program evaluation results, collaboration program & proceedings, and Program Committee Chair’s annual report.  Program photos, video etc. see 9 below.  Press release see 10 below.

 7)
Special Task Force Projects: Following are examples:

(a)  Mid-America Chinese Resource Guide.

(b)  Chapter Member States Re-affiliation.

(c)  Midwest Chapter Archives.

(d)  Nomination of  individual person or chapter member for CALA awards.

8)
Correspondence: All the correspondence of chapter president.

9) Miscellaneous: All photographs, video etc. 

10) Press Release: All newspaper articles, press release statements on chapter conference, program and chapter member’s interviews.  Prefer original documents; no need to copy.

11) Important documents: 

(a) IRS’s letter (1975) granting CALA as a non-profit-organization, & the tax-exempt I.D. number.

(b) IRS’s letter (1981) acknowledging change of name from Mid-West Chinese American Librarians Association to Chinese American Librarians Association.   

(c) Contract (1991) designating AASL (ESL) of UC- Berkeley to be  the depository library for CALA.

(d) “A Proposal to Re-determine CALA Chapter Affiliation of Two Member States: Kentucky & Mississippi” document signed between chapter presidents of GMA and MW on Jan. 28, 1999. 

How Materials to be Arranged

1) Folder tab is to be used for marking the subject of documents inside the folder. 

2) After marking, folders will be packed into acid-free box (es), and mailed to the depository library. 

3) Arrange materials by category, and then identify by region.   Information on subject category, year and region will be marked by PENCIL on the folder tab.  “ MWC, CALA” stands for Midwest Chapter region of CALA.   

4) Documents should be copied onto acid-free paper, then grouped by category into individual folders.  

5) Prefer Legal Size folder over Letter Size.  If use letter size folder, NEVER FOLD the document.      Instead, copy the information onto page 2 or the back of the paper.

6) Marking of folder:

Leave empty space on the far left corner of the folder tab for ESL’s input of their own Box number system.   Following are examples of the  pencil-marked folder tabs:

ESL Box #
File #

Subject category
Year

Region




File # 1 
Chapter Board    
1998-1999     
MWC, CALA

File # 2

Minutes

1998-1999
MWC, CALA


File # 3

Reports


1998-1999
MWC, CALA


File # 4

Finance report

1998-1999
MWC, CALA

File # 5              Committee(1)

1998-1999
MWC, CALA

File # 6

Committee(2)

1998-1999
MWC, CALA

File # 7

Annual Program(1)
1998-1999
MWC, CALA

File # 8

Annual Program(2)
1998-1999
MWC, CALA

File # 9

Project (1)

1998-1999
MWC, CALA

File # 10
Project (2)

1998-1999
MWC, CALA

File # 11
Correspondence
1998-1999
MWC, CALA

File # 12
Photography

1998-1999
MWC, CALA

File # 13
Press Release

1998-1999
MWC, CALA

File # 14
Important Documents
1998-1999
MWC, CALA

If the documents saved from a subject; e.g., Committees, are too large to be kept in one folder, they can be grouped into multiple folders under same subject category.   In this case, mark the folder as  “Committee (1)” for one committee’s documents, and Committee (2) for another committee’s documents.    The same principle may apply to Annual program proceedings when the annual program includes conference, collaboration program, and other events.  Multiple folders on the same subject will be marked as “Annual Program (1)” and “Annual Program (2)”, etc.

7) Inventory list: 

(a) Box list: Keep a list of total documents inside the box. 

(b) Folder list: Inventory list can be either typed on a piece of paper inserted into the folder,  or marked in PENCIL on the folder cover.

Archives material should be sent to the following address:

Ms. Wei Chi Poon

Ethnic Studies Library

30 Stephens Hall, #2360

University of California

Berkeley, CA 94720-2360

The deposit Library

Ethnic Studies Library

30 Stephens Hall, #2360

University of California

Berkeley, CA 94720-2360


Contact person: Ms. Wei Chi Poon


Email: wcpoon@library.berkeley.edu


Tel: 510-642-2220

Recommendations

It is important that chapter’s official records be organized annually. Chapter will pay for acid-free products used for record transfer, printing/copying documents onto acid free papers, and the mailing costs of transferring the archives. Changing Archives Special Task Force to Archives Committee.  Each year the outgoing chapter president should gather needed documents, based on the guidelines, and pass the folder to the Archives Committee on or before August 31.  Archives Committee will copy the original documents onto acid-free papers, and send the original folder to the current chapter president to keep as reference on or before October 31.  Archives Committee organizes and sends chapter archival materials annually to the depository library on or before April 30 the following year. The chapter board as needed can revise guidelines. Chapter board can decide on how many years of past records to be passed down to the incoming president.  

DIGITAL/DIGITIZED MATERIALS by the first Archive Committee 2001/2002

Background

CALA Midwest Chapter Archives Special Task Force prepared a guideline for non-digital materials in 1999. The members, Marian Chou, Pei-ling Wu and Susa Tsui, initiated the project on archiving all the committee’s records from 1970s to June 30, 1999. Based on their recommendation, and approved by the 2001-2002 first board meeting, an archive committee was appointed. This supplement, by the newly born Archive Committee, intends to provide additional guidance of methods and procedures on how to digitally archive MW Chapter work collections.

Scope

The time range for the CALA MW Chapter digital archive is from 1999 and since. Each year the board has its right to decide archiving its records in either printed or digital version. 

Those materials before 1999 will still be kept in the depository library -- Berkley University California (see item III: 5) An inventory list on those past records should be made available online. 

Content covered & Materials to be Arranged

See III: 3-4

Technical Requirements

As technology and industry standards and preferences are constantly improving, the Archive chair/committee should be aware of any upgrade on the related software, hardware and the Internet to meet the changing requirements. 

The software requirements are as of this writing: a current version of Window or Mac operation system, a MS Office 97 or later, a graphic editing application, any web editors, and an Internet connection. 

Offline access/storage refers to zipped files saved on CD-ROMs. CD-ROMs provide more security, reliability and less cost. It’s recommended that all files be organized in a hierarchy way. Please see the Hierarchy Document for more details. 

Recommended Standards on Materials to be Digitized

	File Type
	Text
	Photographs

	General
	PDF or MS Word Format * [zip?]
	Jpeg, gif.

	If Scanned
	200-300 dpi grayscale TEXT only

Uncompressed TIFF

200 dpi at original size
	24 bit color 

Uncompressed TIFF 600 dpi original size

	Optional for Web
	600 pixel width

Resolution 72
	640 x 840 pixels, horizontal

Resolution 72


The hardware required includes: Window or Mac machines, backup drives (zips, jaz, cd-roms, etc), a CD-burner. Other facilities recommended but not required are: a flatbed scanner, a (color) printer, digital cameras, and digital camcorders. 

Access and Retrieval

The products are to be in two formats: 

· Online on our web site

· Offline on the CD-ROMs:

· One send to the depository library 

· One as a back up and will be passed on to the next year’s committee 

Online Access/storage is to be made available on the CALA Midwest Chapter’s web site at: http://www.uic.edu/depts/lib/projects/resources/calamw under the Archive. The server of the UIC Library currently provides a space and a reliable media. 

* If the board of the chapter is reluctant to publish the archive to public, a database with an authenticated/limited access needs to be created. 
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