
 

 Historian Job Description  

 

As described in the Policies: The Historian shall keep a record of all Guild events 

including chapter meetings, maintain photograph collection, take photos of meetings and 

activities, and maintain scrapbook and ephemera. Photo albums and other historical 

material assembled by the Historian may be viewed at meetings but may not be checked 

out. Requests by members to have albums at meetings must be made to the Historian 

prior to the meeting date.  

 

Periodically: The Historian should send some pictures of chapter meetings or special 

events to the webmaster and to the newsletter editor for posting on the website and in the 

newsletter. Event, date, and names of people in the photo should accompany these 

pictures. Historian records, especially one copy of each electronic system, will be stored 

in the guild cabinets for optimum security and preservation.  

 

Required: These items must be kept for each guild year, as a nonprofit organization 

record: Board minutes, financial reports, special written reports, membership directories, 

newsletter issues, and quilt show booklets.  

 

Suggested:  

1. Keep Board meeting agenda and minutes, financial reports, special written reports, 

membership directories and the newsletters for each guild year.  

a. Paper copies should be kept a minimum of ten years.  

b. Electronic copies should be kept indefinitely as .pdf files and/or acrobat files on 

the most current storage medium.  

c. Electronic files need to be kept in duplicate on two separate storage devices and 

stored in different places.  

d. Electronic files need to be checked every six months for integrity and 

replaced/updated as required.  

 

2. Photographs and slides shall be kept electronically as .jpg or .tiff files.  

a. All photographs taken by modern cameras should be downloaded to a storage 

device separate from the one used for the paper files.  

b. Files should be kept in duplicate on two separate storage devices and stored in 

different places.  

c. Electronic files need to be checked every six months for integrity and 

replaced/updated as required.  

 

3. Existing paper records, slides, and photographs  

a. Existing paper files shall be converted to .pdf files.  

b. Existing slides and photographs shall be converted to electronic files by the 

best means possible to either .pdf or .jpg files.  

 

4. Scrapbooks and other ephemera shall be kept as is.  

 



 

 

 

 

Historian skills and equipment needed: 

 

 

Hardware and software 

1. A working computer: either a PC or a MacIntosh  

2. Current version of Microsoft office containing 

a. Word 

b. Excel 

3. Acrobat – reader only is OK, this is a free download 

4. Good working memory on the computer 

5. Backup drive desirable 

6. Functional  email 

7. Thumb drives and blank compact disks for data storage 

 

Items expected to receive by email  

1. Board minutes  (in word or as pdf) 

2. Treasurer reports 

3. Retreat report 

4. Quilt show report 

5. Annual meeting report 

6. Membership booklet 

 

File formats must be in the following formats: 

1. Word as .doc, not .docx (not all will be able to read .docx) or .pdf. There is a print 

choice in Word to print (ie, save) as a pdf file. 

2. Excel as .xls, not .xlsx (not all will be able to read .xlsx) or .pdf. There is a print 

choice in Excel to print (ie, save) as a pdf file. 

3. .pdf from acrobat  

4. These are the basic formats that most members should be able to open with their 

personal software. Other formats encountered are either from obsolete word 

processing programs that can no longer be translated into Word or from high-end 

(pricy) programs such as Publisher that most members will not have access to. 

5. Typed documents should be saved either in word or excel format or as pdf files. 

6.  Photos should be saved as .jpg files. Most users should be able to open that   

format. Otherwise, .pdf will work. 

 

Additional Items 

1. Endless patience 

 

Submitted by Virginia Peterson,  

Historian 2016-2017 


