
ARCHIVES BASICS FOR
CHURCHES | SESSION 3
A short series on archives basics,
useful  for congregations and dioceses of the Episcopal Church
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WELCOME

 Historical Society of the Episcopal Church
 Promote preservation
 Publish
 Cooperate

 Series is Recorded
 hsec.us/da
 Share with others
 Review
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https://hsec.us/da


SERIES OUTLINE

Five Sessions – hsec.us/da
• Session 1 | Introduction and Orientation
 What is an archives? How organized? Roles of archives.

• Session 2 | Policies and Practices
 Ownership. Confidentiality. Access/security. Thinning. Discarding. Loaning.

• Session 3 | Organizing the Organization’s Records
 Inventory. Organizational chart. Examples

• Session 4 | Personal Papers
 Biography. Bibliography. Finding device. Legalities. Examples.

• Session 5 | Operations and Administration
 “Canonical” status. Facilities. Forms. Undated items. Budget. Reporting.
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ARCHIVAL WORK

 Identify what to keep

 Preserve what is kept 

 Share what is kept with others
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Diocese of Fond du Lac Archives



SERIES PRESENTERS

John Rawlinson
• Past Archivist, Diocese of California
• Archivist, Church Divinity School of the Pacific

Susan Stonesifer
• Archivist, Diocese of Washington
• Past President, National Episcopal Historians

and Archivists
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PARTICIPATION

 Hold questions until end
 Write them down
 Use Zoom comment feature
 Email us (hsec.us/da)
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Diocese of Olympia Archives



MAKING AN INVENTORY

 Known materials
 May have labels
 May be organized
 May have written inventory/survey

and/or finding aid

 Unknown materials
 random materials (boxes, piled papers,

stuffed envelopes)
 donated from private hands
 deposited from church offices /

vestry members / clergy
 appeared from “who knows where”
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CDSP Archives



MAKING AN INVENTORY

 Inventory stuff (sometimes called a survey)
 Broad (not detailed) , general list of stuff

(you are not processing the items)
 Goal: document generally what is there

 Method (not needing perfection)
 Work way through stuff

(piles, boxes, folders, etc…)
 Use existing labels
 If unlabeled, make a

judgement, move on
 Record carefully (next slide)
 Repeat
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INVENTORY CARD SAMPLE (BLANK)
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INVENTORY CARD SAMPLE (FILLED)
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MAKING AN INVENTORY

 Inventory complete = time to organize!

 Goal: integrate “stuff” into holding arrangement
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Records
Group     Origin and content

1 Records of the parish corporation
A.  Basic documents

1.  Articles of Incorporation
2.  By-laws
3.  Tax exemption certification(s)

B.  Annual meeting records
C.  Annual parish reports
D.  Other documents relative to the corporation
. . . etc.

2 Vestry Records
A.  Minutes and related documents
B.  Extant committees of the vestry

1.  Buildings and grounds
2.  Finance

C.  Defunct committees and projects of the 
vestry

3 Records of the Treasurer
4 Office records
5 Applicants for Holy Orders
6 Personnel records

7 Worship-related records
8 Music program records
9 Christian education records
10 Committees, commissions, task forces and other 

organizations (could include a school)
11 Social ministries [which are not operated by 

committees, commissions, or other groups]
12 General congregational publications
13 Information about the congregation from sources 

outside  the congregation
14 Special events and all-congregation programs
15 Book collection
16Architectural materials (incl. buildings and 

grounds)
17 Photographic and illustration collection
18 Reminiscences of parishioners and clergy (oral and 

written)
19 Charts and maps
20 Artifacts and ephemera
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SAMPLE RECORDS GROUPS
ST. JAMES EPISCOPAL CHURCH, Oakland, CA



ORGANIZING “STUFF”

1. Follow / create pattern
to organize based on:
 Known organizational

pattern/structure      
 Contents from inventory
 Personal knowledge
 Church organization

 Best practice:
map out on paper
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ORGANIZING “STUFF”

2. Physically sort the “stuff”
 Like boxes with like boxes
 Like folders with like folders
 Loose items with like boxes/folders
 Unrelated material, put aside for later
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ORGANIZING “STUFF”

2. Physically sort the “stuff”
 Like boxes with like boxes
 Like folders with like folders
 Loose items with like boxes/folders
 Unrelated material, put aside for later

3. Organize the “stuff” as warranted (folder level)
 Date (e.g. Vestry minutes 2014, 2015, 2016)
 Topic (e.g. sermons by rector, or membership records)
 Area (e.g. committees, events)
 When there is a clear “hole” in the “stuff,”

make a folder for future materials that may be found
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ORGANIZING “STUFF”

4. Integrate the “stuff” into current holdings
 No longer the “stuff” but items in archives holdings
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REAL WORLD ARCHIVES
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St. Luke’s, Scranton, Pa.
Opened in 1871

administration@
hsec.us
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JOIN AN ORGANIZATION

 Episcopal Women’s History Project
ewhp.org

 Historical Society of the Episcopal Church
hsec.us

 National Episcopal Historians and Archivists 
episcopalhistorians.org

 Society of American Archivists
archivists.org

 Midwest Archives Conference
midwestarchives.org
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SERIES RESOURCES

 Available at hsec.us/da

Outlines and materials presented during the series

Links to useful books and publications
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SERIES OUTLINE

Five Sessions – hsec.us/da
• Session 1 | Introduction and Orientation
 What is an archives? How organized? Roles of archives.

• Session 2 | Policies and Practices
 Ownership. Confidentiality. Access/security. Thinning. Discarding. Loaning.

• Session 3 | Organizing the Organization’s Records
 Inventory. Organizational chart. Examples

• Session 4 | Personal Papers
 Biography. Bibliography. Finding device. Legalities. Examples.

• Session 5 | Operations and Administration
 “Canonical” status. Facilities. Forms. Undated items. Budget. Reporting.
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