
ALA Emerging Leaders 2023: Group C
APALA for Another 40:
Support ongoing development of the APALA
archives and the creation of an organizational
records management policy
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to the recorded and in-person presentations, ELs also co-authored the following report
on our work.

Phase 1: Revise APALA records management policy
During the in-person introductory meeting at American Library Association’s LibLearnX
in January 2023, ELs met with APALA president, Annie Pho, who provided background
information on the project and APALA’s goals in creating an evergreen records
management policy. Following the introductory session, ELs scheduled a meeting with
Jaena Cabrera, APALA’s vice president and EL mentor, and Rebecca Martin, APALA
secretary, who could provide additional context.

The APALA team shared a Google folder with documentation of archives and
records management policy from previous years. Among these documents included
draft guidelines for the creation of an Archivist position within the organization, which
was created in 2017. The APALA archivist, currently a non-existent position, would
spearhead and manage historical information and records. Additionally, the guidelines
defined the types of materials for retention, a loose retention schedule, and storage
location. Other documents in the Google folder included an inventory of various online
platforms utilized by APALA executive board and committee members, their uses, and
authorized users. In addition to Google Drive, PB Works (which houses the APALA wiki,
and the APALA website, the University of California, Berkeley serves as a central
repository for APALA records. In fact, APALA designated UC Berkeley’s Ethnic Studies
Library as its official archival home in 2017 through a formal agreement.

Following the introductory call with APALA vice president and secretary, ELs
created a survey to circulate among committee co-chairs to capture up-to-date
information about the platforms these committees used to retain and store information.
The survey also included questions regarding the types of documents stored, ownership
of documents, how these were shared, and how far back the documents spanned.
Committee co-chairs were given two weeks to complete the survey, and all co-chairs
responded with insightful information. The survey confirmed that the majority of
committee co-chairs utilize Google Drive to store their documents, with some moderate
use of the APALA wiki and even some storage on local devices. Retained records span
as far back as 2012, though many committees only have records spanning back to
2020. Several concerns were voiced regarding the current state of records
management, including individual ownership and access to documents, rather than
ownership by the organization, which then leads to the disappearance of records.
Additionally, co-chairs mentioned concerns for storage space and general
disorganization around naming conventions and storage.

In addition to soliciting information from the APALA committee co-chairs, ELs
connected with the Asian American and Ethnic Studies Librarian at the University of
California, Berkeley Ethnic Studies Library to gather additional information. The
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sub-accounts, each have 30GB. Should APALA require additional space, there is an
option to to pay for more at a rate of $3/user/month for 2 TB; see:
https://www.google.com/nonprofits/workspace/compare/.

Any materials that have been uploaded to the Wiki site within the last year need to be
moved to Google Drive and then the site should be frozen due to its duplicity with the
APALA website. Data that is stored in an additional cloud storage must be periodically
synced to the privacy cloud storage. ELs recommend using Dropbox which is priced at
$9.99/month for 2TB, or $16.58/month for 3TB. A single-access DropBox account (not
for team members) can be found at a discounted rate for non-profit organizations here:
https://help.dropbox.com/billing/discounts. Copies of data that require large storage
space to preserve the quality of media, for example: photos and/or video – should be
stored on an external hard drive; the APALA Archivist is responsible for safeguarding
and maintaining the hard drive. In addition to storing large files on an external hard
drive, there is another option to store them in cloud-based storage, such as DSpace,
Archive Space, Omeka, ContentDM, or any large commercial storage platforms like
Amazon AWS, MS Azure, DigitalOcean Spaces, or Google Cloud.

Retention Period: APALA records are either permanent or temporary with a two to
six-year retention period. Please consult the suggested retention policy for both archival
(permanent) and non-permanent records in the Records Retention Schedule in the
updated APALA Records Management Policy.
For records scheduled for permanent retention, the APALA Executive Board and
Archivist should transfer documents and items in collaboration with the UC Berkeley
Archivist.

Records Schedule: All materials should be saved once quarterly in the APALA Google
Workspace. The APALA executive board and archivist should collect materials from
committee members at mid-year and end of the year. The APALA executive board and
Archivist should deposit material to the APALA archives at UC Berkeley annually. All
committee members and executive board members will share relevant documents and
workspaces with the incoming committee members one month prior to the incoming
member taking their positions.

Naming Conventions: In order to facilitate organized access to electronic documents,
best practices for naming conventions must be as follows: “2023-06-12 APALA EB
Minutes/Agenda” should be: “2023-06-12_APALA_EB]үӏᵀ
“2023-0Óʆs
best should
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The Archivist: The APALA archives will be maintained by an appointed member or
members of APALA. The responsibilities include collecting, arranging, and submitting
archival materials to the APALA archives at UC Berkeley annually and proper storage
spaces as outlined in the policy. They are also responsible for the safeguarding and
maintenance of the hard drive.

Ownership of documents: Each committee member will update the content manager
permissions in APALA’s Google Workspace to allow the incoming member to have
ownership of documents and workspace as a part of the annual turnover process. The
permissions information should be securely stored in Google Workspace and be
granted limited access. The incoming officers and committee chairpersons may wish to
receive files intact from their predecessors. If so, outgoing officers and chairs will pass
on their materials to the incoming persons in Google Workspace. Following APALA’s
retention schedule, incoming officers/chairs will pass the material on to APALA’s
archivist for submission to the APALA archives at UC Berkeley.

Phase 3: migration process and timeline
June and July
The ELs recommend that the APALA executive board vote to adopt the policy (pending
modifications) within a month of receiving the final report. Given that the APALA
executive board elections and constitution and bylaws amendments took place in early
February of this year, ELs also recommend that the Archivist is elected during this same
annual election in 2024. Over the nine months from the delivery of this report to the
executive board (mid-May 2023) until the elections in February, the APALA executive
board will have sufficient time to begin migrating existing documents and archives, and
promoting the Archives position to members.

Upon adopting the revised records management policy -- whether fully or partially
-- the APALA executive board and committee members should begin to consolidate and
transfer their files to a centralized Google Drive, UC Berkeley’s APALA Archives, and a
third storage repository (DropBox, per our recommendation). The transfer of files and
ownership of existing files will take place regularly, in phases, across the next nine
months.

First, we recommend that the APALA president, vice president, and secretary set
up a Google workspace for business with larger capacity for storage within a month
upon receiving the report. Per the policy, APALA should also purchase an external hard
drive, to be updated and managed by the secretary or interim archivist. The APALA
secretary, or an interim APALA archivist, should receive and track all materials sent from
APALA committee members in the interim, prior to the election of the APALA archivist in
February 2024.
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● explicitly stated roles and responsibilities for those charged with maintaining and
migrating the organization’s documents

● noted ownership, sharing permissions, and removal of sensitive data to ensure
membership safety

In the case of a newly created organization members can simply adhere to the agreed
upon policy with the above key considerations intact. If the organization already has
documents that need to be re-organized to adhere to a new or refreshed policy, similar
to APALA’s case in this project, the organization can follow the migration process
outlined in phase three. When an organization has chosen a preferred management
system for their information, they can simply adapt the timeline from phase three to
consolidate and transfer records. The five ELs from “Team C” who worked on this
project are honored to have the opportunity to support the important work of APALA. We
hope our plan will not only support APALA’s membership in their collective goals but
also contribute a framework that can be used across other ALA groups.
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Records Management Policy

Guidelines

Purpose
The purpose of this policy is to ensure the Asian Pacific American Library Association manages
data, maintains historical records, and disposes of documents as part of its normal records
management process. This records management plan establishes a specific timeline for the
disposal and retention of archival documents at the APALA Archive at the University of
California, Berkeley Ethnic Studies Library.

Description
APALA’s Records Management Policy (RMP) provides a framework for ensuring the
preservation and accessibility of core documentation of the work of APALA’s members. It
communicates to members how their records of enduring value will be captured and maintained
either by APALA or UC Berkeley.

All data should be stored in APALA’s Google Workspace. The archives should contain only
materials of general historical importance. This includes records which document the life span of
APALA, its organization and development, its functions, and its activities. All records should
follow the naming conventions and records schedules in this policy.

APALA records are either permanent, or temporary with a two to six year retention. Please
consult the suggested retention policy for both archival (permanent) and non-permanent records
in the Records Retention Schedule. For records scheduled for permanent retention, the APALA
Executive Board and Archivist should transfer them to the Archives.

All records should follow the Naming Conventions of the Ethnic Studies Library at The
University of California, Berkeley to ensure easy transfer to the APALA Archives.

Current Documents
All current documents should be stored in APALA’s Google Workspace and transferred to an
additional designated storage method.

All documents are subject to the records schedule. Any documents or files on a different
platform, or saved in personal storage must be uploaded to the Google Workspace every
January and July.

1. Records Schedule
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a. Materials should be saved twice yearly in the APALA Google Workspace. The
APALA executive board and archivist should collect materials from committee
members at mid-year and end of the year.

https://docs.google.com/document/d/13rVuiibS2kFnY43OSh1Zq0BuftTSnsNqDcWGsuZHQZI/edit?usp=sharing
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c. Avoid spaces. Other options include:
i. Underscore “_” (e.g. Minutes_Final.pdf)
ii. Hyphen “-” (hyphens should only be used in the root filename, preferably

for dates)
iii. “Camel case” to distinguish words (e.g. CollectionPolicy.docx)

d. When using sequential numbering, use leading zeros for clarity, to allow growth
in the collection and to make sure files sort in sequential order. For example, use
“001, 002, 003, … 010, 011, … 100, 101, etc.” instead of “1, 2, 3, ...10, 11, …
100, 101, etc.”

e. Use the filename for version control (e.g.
ExComm_Minutes_draft_2010-03-15.pdf,
ExComm_Minutes_final_2010-03-25.pdf).

2. Major Categories for Naming:
a. APALA (Materials pertaining to the association as a whole)

i. Bylaws (Including all revisions and amendments)
ii. History (Materials pertaining to establishment and early growu cessssAentss
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Correspondence Temporary 3 years plus current* then
delete

Annual Reports Permanent Retain 3 years plus current
then archive

Projects

RECORD RETENTION POLICY DISPOSITION

Program Materials (including
registrants, vendors,
brochures, etc.)

Permanent Retainfor 2 years then archive

Reports
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