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Item # 20 
YALSA Board of Directors Meeting 

ALA Midwinter Meeting, Philadelphia 
January 11-16, 2008 

 
Topic: Request for Board Action: YALSA Archivist 
 
Background: At the 2007 Annual Conference YALSA member Pat Muller 

submitted this request, but the Board had already adjourned, so the 
request was not addressed. 

 
Action Required:   Action 
 

 
Request: 
The YALSA President appoint a task force to investigate the creation of a process and guidelines 
by which YALSA archival materials, including photographs, can be collected, identified, sorted 
and forwarded to the ALA archive collection at University of Illinois.  And that the task force 
also consider the creation of a YALSA historian position to assist in the process – and report 
with recommendations back to the Board at the 2009 midwinter conference. 
 
Rationale: 
 
Areas of the Strategic Plan the Proposal Supports: 
 
How the Request Benefits YALSA and the Profession: 
 
------------------------------------------------------------------------------------------------------------------ 
 
Additional Information:  
Official guidelines for selecting and sending materials to the ALA Archives can be found here:  
http://web.library.uiuc.edu/ahx/ala/Donating%20to%20the%20Archives/ .  For your 
convenience, they are provided below.  

T R A N S F E R  C R I T E R I A  

WHEN IN DOUBT, DON'T THROW IT OUT!!!!! 

Items to be transferred include: 

1. Official records: constitutions and by-laws, minutes and proceedings, transcripts, lists of 
officers and members;  

2. Office files: correspondence and memoranda (incoming and outgoing) and subject files 
concerning projects, activities and functions;  

3. Historical files documenting policies, decisions, committee and task force reports, 
questionnaires;  
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4. Publications: one record copy of all programs, journals, monographs, newsletters, 
brochures, posters and announcements issued by the association or its subdivisions;  

5. Audio-visuals: photographs and sound recordings;  
6. Personal papers of members which relate directly to association work; for personal papers 

not directly related to ALA work, please consult the Archives prior to transfer.  
7. Charts and maps.  

Records which SHOULD NOT BE TRANSFERRED to the Archives include: 

1. Records of specific financial and membership transactions;  
2. Letters of transmittal where the date and routing information is on the document 

transmitted;  
3. Requests for publications or information after the requests have been filled;  
4. All blank forms and unused printed or duplicated materials;  
5. All duplicate material: keep only the original copy and annotated copies;  
6. Papers, reports, work papers and drafts; which have been published;  
7. Replies to questionnaires if the results are recorded and preserved either in the archives or 

in a published report.  

These criteria are intended as a general guide. If there are questions about records not listed here 
or questions about the retention or disposal of specific records or manuscripts, please contact the 
University of Illinois Archives at (217) 333-0798.  

Responsibilities for New YALSA Secretary Position: 
General Responsibilities of Secretary 

The Secretary is responsible for ensuring that accurate and sufficient documentation exists to 
meet legal requirements, and to enable authorized persons to determine when, how, and by 
whom the board's business was conducted. In order to fulfill these responsibilities, and subject to 
the organization's bylaws, the Secretary records minutes of meetings, ensures their accuracy, and 
availability, fulfills any other requirements of a Director and Officer, and performs other duties 
as the need arises. 

Accountability  

Since this position is elected by the membership, the Secretary is accountable to Members, as 
specified in the bylaws. Through the Board of Directors, certain duties of the Secretary may be 
delegated to the Executive Director, Board members and/or committees as appropriate; however, 
the accountability for them remains with the Secretary. 

Specific Duties  
Minutes 

The secretary is responsible for ensuring that accurate minutes of meetings are taken and 
approved. Requirements of minutes should include at a minimum: 
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• date, time, location of meeting;  
• list of those present and absent;  
• list of items discussed;  
• list of reports presented;  
• text of motions presented and description of their disposition.  

Custodian of records 

The secretary works with staff to ensure that the records of the organization are maintained as 
required by law and made available when required by authorized persons. These records may 
include founding documents, (eg. letters patent, articles of incorporation), lists of directors, board 
and committee meeting minutes financial reports, and other official records.  

Bylaws 

The Secretary ensures that an up-to-date copy of the bylaws is available at all meetings. 

Communication 

The Secretary ensures that proper notification is given of directors' and members' meetings as 
specified in the bylaws. The Secretary manages the general correspondence of the Board of 
Directors except for such correspondence assigned to others.  

Meetings 

The Secretary participates in Board meetings as a voting member. The Secretary provides items 
for the agenda as appropriate. In the absence of the President and Vice-President, the Secretary 
calls the meeting to order, presiding until a temporary chairperson is elected. The secretary 
records meeting minutes.  The Secretary may also perform these duties for Member meetings 
(eg. Annual Membership Meeting) and/or for the Executive Committee.  
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