Sigma Alpha Iota 2006 Convention Workshop 

“Chapter Archiving in the New Millennium” Follow Up Notes- 

Please be sure that your chapter Archivist, Historian, Editor, and/or Corresponding Secretary gets a copy.

Feel free to use this document as a chapter FRED.

1- Everyone is responsible for their own chapter’s history.  It is not only the responsibility of the editor, historian or archivist- if everyone takes responsibility for her part, then we won’t miss a step in recording our history- starting with the present!

2- What is Archiving?  Simply put, archiving is the collecting of documents such as letters, official papers, photographs, or recorded material, kept for their historical interest.  Some types of materials that a chapter would want to archive are chapter newsletters, minutes, pictures, programs, cd’s, dvds, ticket stubs, advertisements, information about member’s performances, historical issues of pan pipes, pan pipes articles, local news about your chapter, memorabilia, etc- brainstorm some ideas for your own chapter.

3- Why should we archive?  Read the “Strangers In the Box” poem:

Strangers in the Box

Come, look with me inside this drawer,
In this box I have often seen
All the pictures black and white,
Faces proud, still, serene.

I wish I knew the people, 
These strangers in a box,
For their names, all their memories
Are lost among the socks.

I wonder what their lives were like!
How did they spend their days?
What about their special times?
I’ll never know their ways!

If only someone had taken the time
To tell who, what, where, and when,
These faces of our Heritage
Would come to life again!

Could this become the fate
Of the pictures we take today?
The sweet faces and all the memories
Someday… just tossed away?


Make time to save your stories
Seize the opportunity when it knocks,
Or someday you and yours could be
The strangers in the box!

Don’t let this happen to your treasured photos!
Scrapbook them, and add Journaling NOW!!

Take this as an invitation to take responsibility for your own personal role in SAi’s history, and help share responsibility for valuing the history of all our sisters that make up this cherished sisterhood.  

Take a moment to just pause and reflect on all our sisters who have gone before us and paved the way for us in SAI who may other than their names, forever go “unsung” in the history of our fraternity, and thank them for the paths they forged for us so we could enjoy a clear route on our journeys today.

4- Other reasons why it is important to value archiving within your chapter.

A.To Protect Financial Investments: Consider the cost of and developing film or printing pictures- it averages anywhere from about 10 to 40 cents a picture. The average chapter may take and develop hundreds of pictures a year. This is far too much to spend to have your pictures sitting in drawers, boxes and envelopes. They should be in albums for your chapter to share and enjoy!

B.  To Protect Emotional Investments: The time you spent with a loved one who has passed away or a sister who has moved away can never be recovered. But by looking back at the times that you had with her, you can keep her in your heart so you and future generations can remember her. This is a precious thing, not to be devalued by neglect or inconvenience. 


C. To Build Relationships: Members love to see their photos creatively displayed in a scrapbook. Creating a scrapbook shows them how much they mean to you and it strengthens chapter ties. Getting together with sisters to work on scrapbooks will create special time shared, building stronger relationships (and boost the self-esteem of those that have been recorded)! Everyone deserves to be a star of their own layout! Past, present, and future generations will be able to share and be shared in your albums!


D. To Keep Your Photos and other items of historical value safe: You won’t have to worry about time, the elements, ruining your pictures because in your scrapbooks they are stored safely behind page protectors, free from harm and fingerprints!  You won’t have to worry about losing important papers, programs, memorabilia, because it will all be located in one central place.

5- Who is responsible for the chapter history?

Well, In the Chapter Procedures Manual it says the Editor is the Chapter Historian, and it says “she keeps the scrapbook and adds a chapter to the chapter’s history at the end of the year.”  We will talk about what should be included in that history in a few minutes.  Now the Corresponding Secretary is in charge of  #3- “keeping and maintaining all permanent chapter files”, and that includes the “Chapter Historical File, which includes scrapbooks, letters of value, etc.”  

So, that could mean that the completed scrapbooks should be kept in the chapter’s permanent files, which should be kept and maintained by the Corresponding Secretary, and then the scrapbook that is currently in progress should be kept by the Editor and added to when appropriate.  However, sometimes the Editor or Historian will keep a hold of all the scrapbooks, because they are constantly updating and adding to them.   Sometimes the chapter historian or archivist is someone completely different from the editor or corresponding secretary like a member appointed by the president.  The scrapbook can also be maintained by a committee with the Archivist as the committee chair, and boy, once you get going you really NEED a committee.  Or maybe one of the secretaries or another member like the History Chair keeps the books.


Is there a difference between a Chapter Archivist and a Chapter Historian?  There may be or there may not be.  The Archivist needs to have access to all the archives, the Historian needs to be familiar with it’s content.  Sometimes one person is both- the Archivist/Historian may have copies of Pan Pipes from the 20’s and 30’s, newsletters from various decades, programs, etc. and may keep the archives in her home currently, until she can get them all into scrapbooks and placed safely in permanent storage somewhere.  She may also be the Historian, meaning she collects and revises the overall chapter history,  puts together the yearly chapter history layouts, and is in a continual process of sleuthing out the past, and looking for ways to preserve the chapter’s future.  

6- Chapter History Requirements in the Chapter Procedures Manual- On page  4-14 or page 5-11 of the CPU it says the annual chapter history record should include:

-Names of all the officers for the year;

-Names of all initiates and affiliates for the year;

-A listing of musicales and special events;

-Names of those who received honors, collegiate chapter contacts, major chapter decisions, number of members, and average attendance;

-Pictures, programs, and newspaper clippings are essential material for the scrapbook. 

7- Archival Preservation-

To understand some basic archival presentation, give yourself this mini archival knowledge quiz.

Question #1- Lignin is found in:

a) ink  

b) cotton fibers 

c) wood pulp  or 

d) adhesives.

Answer #1- c) wood pulp.  

Lignin is found in all plants giving them strength and rigidity.  Paper made from wood pulp is high in lignin unless it has been purposefully removed.  Newspaper is especially high in this substance and that’s why it turns yellow with age rapidly.

Question #2- Which of the following ph levels is considered acid-free? 

a) 1.0-2.5 

b) 3.0-4.5

c) 5.0-6.5

d) 7.0 to 8.5

Answer #2- d) 7.0-8.5

 The ph scale runs from 0 to 14 with 7 being neutral.  Any level below 7 is acidic, while any level above 7 is alkaline (or by definition “acid-free”).  Acid in paper will cause it to break down over time.  Paper with acid in it will contribute toward the disintegration of our precious photos and other memorabilia over the years.

Question #3- Complete this sentence.  Buffered paper…

a) has been softened to protect photos from scratches.

b) contains calcium carbonate to neutralize acid.

c) is used as a cushioning agent between scrapbook pages 

d)  should not be used in scrapbooks because it is highly acidic

Answer #3- b- contains calcium carbonate to neutralize acid.  

Buffered paper has been treated with an alkaline material to allow it to combat any acidic material that it comes in contact with.  It also will help to keep acid from seeping from one item to another through or across a scrapbook page.

Question #4- “Photo Safe” means..

a) acid and lignin free 

b) acid free 

c) buffered 

d) impossible to know for sure

Answer #4- Impossible to know for sure what it means.  

This term is loosely used by manufacturers of products who wish to sell their wares to the world of scrapbookers out there.  There is no legal authority over the usage of the phrase or the testing needed to be done on a product in order to call it “photo safe.”  Generally, it SHOULD mean that the product is safe to be used around photos, but that is not always the case.  So make sure you see the words, acid free, lignin free, and buffered because that does require that tests are done to be able to make those claims. Look for the sign that it is certified by the Art and Craft Materials Institute  (a little capital A and P) or the phrase “Conforms to ASTM”, the American Society for Testing and Materials International Standards on Arts and Crafts products can also give a clue as to it’s safety, but again, not an authority over these types of products.

Question #5- Fabric (lace, tassels, ribbons, etc.)

a) is lignin free 

b) should be treated with a de-acidification spray 

c) should be encased in photo sleeves when used in albums or 

d) should not be included in your scrapbooks

Answer #5- a) Is acid-free and safe for scrapbooking. 
 Wonderful news!  Fabric is perfectly safe for your scrapbooks- this includes man-made fabrics such as polyester.  Now we can’t vouch for exotic forms of vinyl, especially if they are made with PVC, but the possibilities of embellishing scrapbook pages with mementos of fabric are endless.

Question #6- Albums should be stored in..

a) an attic 

b) a safe place away from people 

c) the main floor of a house or building 

d) the basement

Answer #6- c) the main floor of a house or building.  
Albums like to live where people live.  In order to protect them, keep them in a room that will stay about 70 degrees and have 40 percent humidity.  The enemies of scrapbooks are light, heat, and moisture.  Do not store albums in open sunlight, hot attics (or even temporarily in your car), or damp basements.  We want people to be able to view the books, and that’s what the page protectors are for, but make sure you are supervising the viewings.  No drinks or candles next to or around the scrapbooks for example.

Question #7- Natural items such as pressed flowers, leaves and seeds must be:

a) stored in photo-safe containers in your album

b) tested with a ph-testing pen

c) sprayed with de-acidification spray

d) kept away from your albums at all costs

Answer #7- a) stored in photo-safe containers in your albums.   

These materials are naturally very high in lignin.  If they come into contact with the paper of photos they will cause them to yellow and deteriorate.  The lignin may even seep through to adjoining pages.  New products are on the market now to help you store items such as these in your books.  They include clear memory boxes attached to pages and pocket sleeves.  You can also color photocopy natural things and preserve their likeness on acid-free paper. 

Last question #8- The best way to preserve a newspaper clipping is to:

a) cover it with lacquer spray

b) laminate it

c) adhere to page and cover with page protector

d) photo copy it onto acid-free paper

Answer #8- d) photo copy it onto acid free paper.  

As we mentioned earlier, newspapers are very high in lignin and are also acidic, they deteriorate quickly.  You can spray the item with a de-acidification spray on both sides, however, your best solution for LONG TERM storage is a color photocopy so you can get that newspaper “look” onto acid free and lignin free paper.

8- BASIC SUPPLIES- what do you absolutely need to have at a bare minimum to get started archiving.

-Semi-permanent storage units for the materials- covered boxes (pvc-free plastic, remember that’s PolyVinalChloride free containers are the least expensive solution), paper holders, large hard plastic 12 x 12 expandable envelopes. Check out the SAI archiving workshop products and resources link to view some containers at orientaltrading.com for great prices.  You can get Cropper Keeper hard plastic 12 x 12 or photo sized suitcases for your materials with a little handle. There are some really great archival grade hard cardboard boxes and files, but you are taking more of a chance with moisture on those- they could still absorb liquid, humidity, etc.  And you really shouldn’t just leave important photos, papers, certificates etc. open in a file in the file cabinet, if your chapter is even lucky enough to have a file cabinet.  These things really need to be in enclosed containers, but handy enough so you can stick your materials right into as they come to you and as you develop pictures.

-Albums- 12 x12 Albums and pvc-free page protectors are recommended (PVC free means that the plastic does not contain Polyvinylchloride, which is NOT archivally safe- it says PVC free on the products) Here is a picture of three of our albums at NYAC.  We also recommend post bound or three ring albums- NOT strap hinge.  You can move pages around in a top-loading post bound or three ring album, but you can’t in a strap hinge.  The NYAC started with a strap hinge that someone donated to the chapter, and they actually took it completely apart and started over in top loading paged albums so they could have that flexibility.  But of course, they do not waste anything in their chapter, so they took the album, and turned it into an archive for all their chapter newsletters, minutes, and yearbooks, again, getting this great information up out of the dark files, into a living scrapbook that people can view anytime they want to.  Do not under any circumstances use magnetic albums- those albums that are self-adhesive.  If you currently have any albums that are self adhesive, as soon as you get home, take your photos out of those albums and put them in a shoe box or ziplock bag for now until you can get them into a scrapbook or an archivally safe photo album.  The NYAC chapter dismantled four magnetic albums last year just to get those photos in a safe spot for now.  It took a team of three people working independently a couple months to get them all out because they were really stuck in there good!

-Acid free, lignin free and buffered paper – you cannot start scrapping without it- it comes in many colors, textures, prints – It is recommended that you don’t go nuts with the color scheme, but stick to a few different palates, like reds, pinks, tans, blacks, greys, classic patterns like florals and stripes- nothing too trendy- these are meant to feature the memories, not the scrapbooking companies.  If you have men in your chapter, make sure you have something for them too- no flowers all over their layouts!  Here are a few papers we use often- in SAI we like the roses and florals, right?  You need solid colored cardstock to matte the photos and journaling squares, and patterned paper for some variety.  We love to use papers that already have spaces created to put your photos as you can see from this layout- it saves time, and you aren’t staring at a blank page wondering what to do.  Then you can do a “special” page or two every once in a while, but getting the photos scrapped is really the important thing.  Creating a work of art is a bonus and/or a luxury, depending on your chapter size and your time allotment. 

-Acid free adhesives- tape runners, glue pens and sticks, sticky dots, photo squares- it needs to be acid free, and it will say right on the item if it is, or if you are buying from a reputable scrapbooking company you won’t have to worry about that- all their products would be safe to use.  Get more information about suggested products from the NYAC website convention resources link. You are going to use a LOT of adhesive, so when you are buying, make sure you are buying at least six refills along with the runner- if you run out of tape runner, you are out of business! 

-Acid-free Journaling Pens- I can’t stress the importance of this enough.  
The pens you use must be acid free, or they will ruin your pictures and your albums as they degrade chemically.  Look for the little blue dot stamped “AP’- that is the Art and Crafts Materials Institute Certified stamp.  When the pictures are developed, jot down the names of the people and anything else you want to remember onto a post-it, and stick it onto the BACK of the photo.  Also, please educate your members about this one.  The NYAC had HUNDREDS of written-on photos in PERMANENT INK from the past five decades or so. One of their projects last year was to remove that ink from the back of the photos so the acid would not eat through them over time.  There are very few products that can take off permanent marker without damaging the photo- the NYAC’s favorite to use it Solumel- they spent several hours using the Solumel to take off all kinds of pen markings on photos from this past decade all the way back to the early sixties.  Solumel is an environmentally safe toxic-free product manufactured by Melaleuca, The Wellness Company, and they use a special combination of tea tree oil and natural enzymes to eat away the ink without doing damage- it can also take off permanent adhesives, finger nail polish out of carpeting and bubble gum out of hair!  You can’t get it in the stores, but contact Jenellen Fischer, NYAC Archivist at Jenellen@earthlink.net if you are serious about hearing a presentation on this product and other products the company manufactures as well.

-12 x 12 Paper Trimmer and sharp scissors- you need to have a full sized trimmer with a new, sharp blade-  not just one that is the size of photos, because you need to be able to cut the 12 x 12 paper.  Regular scissors are a must- save them for the scrapbook, not other household tasks.  You don’t need a million different fancy scissors for archiving- just the basics, and you can add on later if your budget allows.  Look for one that has a pull out extendable ruler attached to it to aid in your measuring. 

9- Shop smarter, not harder!  There are just so many great products you can add on from here- stickers, vellum, ribbons, charms, all kinds of embellishments- the list goes on and on.  However, it is more important for you to get these layouts done and safe into an album then to spend a million years collecting doo-dads and spending your budgets  on them instead of more basics- don’t let yourself get caught up in all that for now.  There are many ways to buy these products wholesale or at a discount- every group of women knows a consultant of one scrapbooking company or another- see if the consultant would be willing to trade “at cost” supplies for the chapter history albums in exchange for allowing her to give a scrapping class to the membership. Or if you’re an avid scrapper, consider becoming one yourself so YOU can get the discount!   If your chapter is purchasing more than $300 of supplies a year, it would pay to join one of the scrapbooking companies as a wholesale customer or consultant.  The consulants are out there- you will find them- there’s information about that on links on our website- put out the word- and even if you buy retail, if you are keeping it simple, you shouldn’t have to break the bank.   

10- -Starting your projects- Now that you have your supplies, what’s next?  Well, it’s time to figure out who will work on the project.    What is the role of the historian?  The Chapter Historian can serve as committee head and she could form a committee to help her.  The Historian should work with the Secretaries to gather together your materials.  Start with a 50 pack of large manilla envelopes and a pack of 100 white business sized envelopes from Staples or some office supply store, and start going through the chapter files to look for items that you will want to scrapbook.  Programs from events, your yearbooks, minutes if you want to include them, newsletters, meeting agendas, recital notes, audio cd’s, dvds, letters of importance- whatever you think should go in there.   You can label the large envelopes in chronological order- so for example, Fall 2005, and Spring 2006.  Then use the small envelopes to stick in the items by event- so for your September kick-off meeting, you might have in that small white envelope the agenda, pictures from the event, and maybe a program from the musical- on the pix you would stick stickie notes with the member’s names on them and perhaps a memory or two- then you take that envelope and stick it in the Fall 2005 large manilla envelope, and so on and so on.  Start current, and work backwards.  Do this same process as each even occurs during the year.  Ask the members to bring or mail you their memorabilia and pictures, or if you are authorized to do so, have them send you the pix by email, print them out yourself, and get reimbursed by the treasurer, or if you are so inclined, I might suggest that the chapter archivist may chose to take on a role of service and decide that she will donate the costs of printing to the chapter.  Try Yorkphoto.com- it’s 10 cents a photo as opposed to say Kodak or Snapfish- very economical.

Over the summer the historian should grab a calendar and make plans for the next year- go month by month to find regular weekly times that she can work on organizing materials, sending out jpegs to be developed, creating album ideas, planning fundraising projects, etc.  You need to create a budget and in most chapters get it approved before you can go buy what you need.  A reasonable amount to plan on spending (once your archives are up to date) is about $300 a year.  If you are just getting started though, depending on how old your chapter is and how long your history is, figure on somewhere between $600 to $800.

Now that you have your materials together, start scrapping!  Say the historian is not a scrapper, if there is anyone on the committee who is an avid scrapper or knows a consultant, ask that she give a basic class to the committee or ask the consultant to come in and give one to the group.  The basic idea is to keep it simple, and tell the story.  Make sure you are journaling in detail the who, what, where, when and why of each event.  Also make sure you add how you FELT – that is an important detail that is often left out. Time marches on, so the more regularly scheduled committee meetings you have, the more pages you will get done.  The NYAC meets once a month at least. 

11- Digital Archiving-

It is important that everyone be of the mindset that each and every event is memorable, so encourage the members to bring their cameras.  Make sure you get a picture of everyone involved in the event, like the performers on a musicale, the pledge class, etc- but don’t forget to get in some fun action and silly shots- shoot members when they aren’t looking.  Take a picture of the food table, a picture of the outside of the building you had the event in- that also helps with the historical context as well. The Chapter Archivist should never be without her camera, or if she can’t be there, she should make sure it is covered by another member. Also encourage the sisters to bring their own cameras, and especially ones with video cams to bring theirs- or if you have sisters with digital recording capability- for example, one of the gals from NYU’s newly reinstated Beta Tau chapter has a Mac PowerBook G4, and she uses the “Garage Band” program to record all their musicales digitally, and then the girls have sold them for $10 as a fundraiser for the chapter.   If you are having a musicale or special event, assign someone to make a video or an audio cd of it.  If someone has iMovie or another digital movie editing program, you can edit clips to create iMovies of events- great for senior farewells if you did if from clips from over the years- or an imovie of a charity event, etc. Make a Power Point presentation for Rush- remember to scrap a copy in your Rush week photos.  Get creative! You can put those cd’s and dvds right into your scrapbooks- everyone knows where they can be found, they are right there next to the photos and programs of the event- it’s really a great way to create a “living layout” with actual sisters on film the way they were at that moment in time.  What an INCREDIBLE TREAT for future SAI’s!  You can use your websites to post digital galleries that are multimedia in nature- on our site we have pictures but we also include MP3’s of the performances as well.  This is probably obvious but always, always make sure they are in the best taste and show your chapter putting it’s best foot forward.  Stay away from public forums please- no SAI Myspace or iVillage for now.

We encourage you to go digital- if you can keep copies of your photos on cd and then store that copy in the chapter history file of the general files, there is your backup if God forbid something happens to the scrapbooks.  Really, yes, 100 years ago they couldn’t have imagined we would be archiving like this in the new millennium, but 100 years from now, they will probably have our scrapbooks that we created on hologram or something like that!

12- Creating, Developing and Marketing Projects-

Getting back to the chapter Archivist’s role- it is necessary that the archivist not only be developing new projects, but also be looking for a way to PAY for these projects.  Your chapter treasurer will thank you, but speaking of projects, what are some projects that you would want to do besides the typical chronological order scrapbook?  The NYAC researched the chapter’s past Benefit Concerts and discovered they had records that showed Benefit Concerts going all the way back to 1934!  So they created a Benefit Concert Scrapbook to keep track of them.  They also created some display boards to educate their members and the audience at the concerts about their history, which is a great benefit to the communities who are attending our events as well as to their own members.  They are able to use those now as a nice display at every benefit concert they have in the future. 

13- Use the Chapter Website to Market Your Projects- The chapter website can be an important tool to market your fundraising efforts for your project because you can update it with new pictures of what you have completed lately so members can see your progress so you’re not dragging books everywhere all the time.  It’s a great way to keep the community apprised of your projects and ways they can participate- are you having bake sales, or candy grams, or cd sales of your musicales to support it- advertise it all on there with flyers and clips and tell people how THEY can participate so you aren’t always milking the chapter members cow- moms and dads, other family and friends can check it out and support if they want.  You can keep sponsorship forms on the site for downloading and mailing, faxing, or bringing to meetings.  You can see a sample of the NYAC’s history project flyer and sponsorship forms on their website.  Use the monthly newsletter as an opportunity to spin the project- for every holiday or event.  Don’t just mention it once and think everyone will remember it- you need to keep at it every month.  Make sure that if you are an alumnae chapter and you still have members on snail mail lists that every flyer about your project, every form about sponsorship goes out with that snail mail newsletter each and every month. You cannot afford to miss informing a single member.

Finally, take responsibility for your history, but have fun doing it!!!!  Don’t make it a pressure filled experience- sure it is important, but so is forging the bonds of everlasting sisterhood, which comes with lovely, shared experiences.  Happy Scrapping!

***If you have any questions or need more information, please feel free to contact Jenellen Fischer, NYAC Chapter Archivist and Historian at Jenellen@earthlink.net.

