Submitting Institutional Records: A Guide for Affiliates, Divisions, and Committees  
Importance of Submitting Records
The National Archives of the Blind People’s Movement, a program of the National Federation of the Blind, collects, preserves, and shares the institutional documents of the NFB— – that is,, any items that are officially produced on the behalf of the NFB and any of its affiliates, divisions, and committees. To ensure the preservation of a complete and accurate historical record which documents the NFB’s work for future generations, the Archives needs your help in gathering the records created outside of the national office. If there are gaps in what is submitted to the Archives, there will be gaps in the historic record of the Federation.

About Records: The Life Cycle of a Record
Before getting into the varying types of records and what should be submitted to the Archives, it is helpful to understand the basic life cycle of a record. 

The life cycle of a record is:
1) Creation – This is when the record is either created, collected, or received in the course of daily business. 
2) Active Use – The time period when the record is of immediate use and regularly accessed. Documents still in active use should not be archived yet. 
3) Disposition – The final phase, when a document or record is no longer being actively used or referenced. This is when you should assess whether something should be transferred to the Archives, based on the information below.


Who Should Submit to the Archives
It is recommended that each affiliate, division, and committee of the National Federation of the Blind designate an individual to be in charge of reviewing materials, submitting to the Archives, and overall acting as a liaison between the group and the Archives. This person can be an existing officer, someone interested in history and research, or just someone with a good sense for organization.

I am a chapter or state-level division president. Should I send my files to the NFB Aarchives?
While we are definitely interested in preserving the work of chapters and state-level divisions and committees, we recommend that you speak with your state affiliate president first. If they are not already collecting information on the activities of your organization, they may wish to start. This will also help cut down on the duplication of files submitted to the archives.

What to Submit
In attempting to determine what should be submitted, perhaps the most useful question to ask is “Would this item benefit someone doing research on this topic?” In other words, consider: Is it of benefit for future reference by anyone looking into the organized blind movement? Is it of benefit for future reference to me specifically or someone else in my position? What greater narrative or context does this fit into? 

If you are in doubt about whether something should be submitted, please contact the Archives staff and we will be happy to discuss it with you.

What types of documents should we submit?
Vital Records
Vital records are the records that are required for the Federation to operate overall as official organizations. These would be high-level items like constitutions, affiliate charters, employee handbooks, etc. All vital records should be submitted to the Archives to ensure there is a preserved copy available. For example, in casef your affiliate record storage is compromised (physically or digitally), there will be duplicate copies of the important items at the Archives.  

Examples: constitution and by-laws	Comment by Adler, Anna: Do Articles of Incorporation fit into this example, or are they held by fiscal services? 

Permanent Records
Permanent records are ones that contribute to the historic record of the Federation. They provide evidence of the structure, functions, and activities of the NFB and reflect the people, places, and matters dealt with by the organization. Examples would baree announcements for events, records or minutes of meetings, official correspondence sent on behalf of the organization, etc. These are the most commonly accessed archival records by researchers, so these should be submitted to the Archives regularly.

Examples: 
· Meeting minutes
· Literature or publications produced or shared by your affiliate
· Official reports 
· Legislation 

What does not need to be submitted? 
Anything that does not contribute to the historic record of the activities of the Federation does not need to be submitted.

Examples: 
· Emails discussing a meeting time
· Zoom invites
· Casual non-NFB correspondence
· Drafts or notes on a project, or documents still being actively developed (i.e. not the final version)
What formats should I submit to the Archives?
For the most part, the information contained in records is more important than the format of the document itself. As much as possible, the records should be submitted to the Archives in the same format that they were distributed or used in. We do not need duplicates; that is to say, we do not need a print, Braille, and digital copy of each item. So, if a newsletter was only emailed out, a copy of the email will suffice. That said, if you are submitting a paper copy, please include three copies of the item, if possible. This ensures that if for some reason the first is damaged, there are still two others available. All Braille documents that include tactile graphics should be submitted as well, regardless of the existence of the same document in other formats.

For any document (including emails) with attachments, insertions, or accompaniments, those extras should be submitted as well.  They should be marked and filed as an attachment with their host document, rather than as their own individual item. 

Besides documents, what else should I submit to the Archives?
Anything that pertains to your work with the NFB is potentially fair game for archival submission. There is a reason why we have a life-size coffin in the Archives!

The following are a list of some items that you might submit to the Archives:
· T-shirts, medals, and other promotional materials from events
· Audio or video recordings, such as state convention recordings
· Event announcements and other public engagement 
· Protest posters 

Please note that this is not an extensive exhaustive list. If you have an item that you think should be in the Archives but does not fall into one of these categories, please contact the Archives.  

What about non-NFB items? 
If you have items that you think should be in the Archives because they relate to the organized blind movement, but do not directly correspond to the institutional work of the NFB as a whole, please contact the Archives to discuss further. 

When to Submit to the Archives
You should review your documents on an annual basis at a minimum. We suggest setting a procedure to review records around a major yearly event like your affiliate convention, National Convention, or the end of the year. Of course, our main goal here is to get items in the Archives, so submitting more regularly is also strongly encouraged!

How to Submit to the Archives 
An important consideration to make is how you are currently storing your affiliate records. If you are currently using DropBox, Google Drive, or something similar to store your items and they are regularly updated, the best way might be to give the Archives access to this account. 

Alternatively, some affiliates use email. You can either directly send items to the Archives, orArchives or copy the Archives on emails to leadership and members. 

For non-digital items, you can mail them to us. Please let the Archives staff know ahead of time so we can confirm when the items are received.

Contact Us 
For any additional questions, please contact the National Archives of the Blind People’s Movement at archives@nfb.org or 410-659-9314, extension 2310.

Please send any items in the mail to: 
National Federation of the Blind
Attn: Archives 
200 East Wells Street  
Baltimore, Maryland 21230
