Archives: Trash or Treasure?
TNSO Workshop 2025
Presenter: Jan Brown, Beta
Items in red have been added since the workshop was held.
*INTRODUCTION

*WHAT TO SAVE
Prioritize what each chapter needs to continue on the legacy of DKG for that chapter.

INDUCTION PARAPHERNALIA

PRESIDENT’S FILES

CHAPTER HISTORY

MEMBERSHIP

OTHER—Chapter Charter—physical copy should be saved if available

--Induction Paraphernalia: candlesticks, candles, DKG flag or banner, register, booklet
with instructions

--President’s Files—how does your chapter President save their files?
Notebook, files, folders on computer, flash drive

--History of chapter and past bienniums
History sent to state website, store Yearbook on cloud, flashdrive, physical copies?

--Membership—Biographical information on each member (year of induction, committees
or offices held, address, person to contact upon deathy—Membership chair?

--Other—Treasurer’s reports, TNSO convention handbook, awards, membership
certificates

*HOW TO SAVE

PHYSICAL COPY

FLASHDRIVES (when does it become obsolete?)
GOOGLE DRIVE

DROP BOX

*QUESTIONS



*SUGGESTIONS FROM THE WORKSHOP:

e Every 4 years a chapter should update their history and send to the Historical
Preservation Committee to have it uploaded to the state website.

e Suggest your chapter go through the President’s boxes—organize, prioritize, scan or
upload items that should be saved; throw out things that are outdated. It was
suggested that anything older than 10 years (unless tied directly to the chapter
history) should be shredded or pitched out. Each chapter’s priority list will be
different.

Treasurer’s Reports are usually kept for 7 years.

Make sure someone in the chapter continues to save a digital yearbook from year to
year. It will have records of the officers of that biennium and any awards that were
received. It was also suggested that something is written into the yearbook that
members know they are to give the key pin back upon death. (they can let their
families know this)

e You might suggest each chapter president make a biennium report to be kept.

Thank you for attending ladies! If you have any more suggestions or questions, please feel
free to contact me at Janubrown@aol.com

--Jan



