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OVERVIEW

• Records

• Storage Area

• Index

• Media

• Hazards



RECORDS

• Records are for retrieving

• What story do you want to tell

• To whom do you want to tell it?

• Types of Records

• Business
• Correspondence

• Financial

• Health

• Historical
• Correspondence

• Diaries

• Oral Histories



FORMS

RECORDS CENTER:

• Transfer forms

• Inventory Forms

• Retention Forms

ARCHIVES:

• Deed of Gift

• Research Application

• Archives Usage Agreement



STORAGE AREA

• Restricted Access

• Cool Dry Area

• Lighting 

• Incandescent 

• No Sun Light

• Shelving

• Storage Containers

• Occupancy



PROTECT THE RECORDS

• Vaulting

• Back up copies
• Alternate Locations

• Storage off-line

• Scanning



STORAGE AREA



INVENTORY INDEX

• Card catalog

• Notebooks

• Metadata

• Finding Aids

• Word search

• Computer

• Spreadsheet

• Access

• Records/Archives Program



MEDIA

• Paper

• Regular

• Acid Free

• Photos

• Electronic

• CD/DVD

• Hard drive 

• Flash drive

• Smart Phones

• Film

• Microfilm

• Slides

• Video



HAZARDS/RISK

• Fire

• Water

• Mold

• Theft

• Vandalism 

• Vermin

•Misfiling

•Mismanagement



RECORDS CENTER
HTTPS://WWW.ADVENTISTARCHIVES.ORG/RECORDS-CENTER



RESOURCES AVAILABLE FROM ASTR

• Records Management Manual

• Records Retention Guidelines

• Retention of E-mail

• Record Group Summary

• Sample Retention Schedule



BASIC RETENTION SCHEDULE FOR SEVENTH-
DAY ADVENTIST ORGANIZATIONS
The retention schedule provided by the General Conference is a guideline for adequate 
and consistent preservation of denominational records.

Since this retention schedule cannot cover every situation, each organizational unit is 
encouraged to adapt it to fit local needs.


