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	Rev
	Date
	Revision Details

	02
	2001/02/11
	· Policy re-affirmed. No changes from previous revision. 

	01
	1999/02/28
	· Revised to remove duplicate information from Turnover & Transition Report Policy. 

· Changed archive format from expanding envelope to binder. 

	00
	1997/09/19
	· New Policy. 


1.0) Purpose

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

2.0) Policy

The OEC Advisory Board expects that the host organizing committee will archive key information for historical purpose. The archive file shall contain key information about the people involved, the finances, the publicity, and the transition.

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 prepared and filed within 8 months after the competition. The archiving deadline should not be confused with the requirement to expeditiously turnover to the succeeding organizing committee.

3.0) Requirements for Competition Archives

The archived information shall be placed in a standard 3 ring binder.

Both the binder and each item in the file shall be labeled with the following:

	ONTARIO ENGINEERING COMPETITION

HISTORICAL ARCHIVE

OEC <year>

<name of host university> 


The competition archives will be kept at the headquarters of Professional Engineers of Ontario in Toronto, Ontario.

The archive file shall contain the following:

1. A table of contents listing the contents of the file. 

2. A copy of the Turnover & Transition Report. 

3. The list of all competitors detailing: 

· name of the team members 

· title of the project or presentation 

· university 

· category entered 

· project abstract 

4. The list of any volunteers that participated. 

5. The list of any registered observers or VIP's in attendance. 

6. A selection of photographs taken during the competition for potential use in anniversary publications. 

