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1.0) Purpose

This policy outlines the OEC Advisory Board's overall policy and requirements for the Board to archive relevant information for historical purpose.

2.0) Policy

The OEC Advisory Board will archive key information for historical purpose. The archive file shall contain key information about the operation of the Board.

The archived information shall be hard copy since computer programs and storage formats change rapidly, and magnetic storage is not 100% reliable.

The archive shall be located at a central location accessible during normal business hours. Any archive file will be available for review and copying at the central location. However, an archive file shall not be removed from the premises without permission of the Chairperson of the Advisory Board.

The archive file shall be updated at least once per every six months.

3.0) Requirements for Board Archives

The archived information shall be placed in a standard three ring binders.

The archive files shall contain:

1. One volume of binders shall contain the meeting notices, agendas and minutes of meetings of the Board. Tabs shall be inserted to indicate each fiscal year with the last meeting being the Sunday meeting following OEC. 

2. One volume of binders shall contain the board membership list as of the end of each quarter. 

3. One volume of binders shall contain the master copy of the constitution, and the master copy of all policies and procedures governing the operation of the Board. 

The Chairperson of the Board is responsible for keeping the archive files complete and up to date. The Chairperson will send the information, with filing instructions, to the central archive at least once every six months.
