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Website as the host

Our website is hosted by an international professional 
website hosting company who is responsible to back it 
up and keep it secure. The documents we need to save 
are many times already born digital documents that are 
living on the website. 

We have the ability to store Board documents behind a 
login, so that anything that is current and not historical 
yet is being saved to be opened at a later time.



Secretary General and Web Editors

The Secretary General, who is responsible for 
documents of the Board and General Assembly, ensures 
those documents and others are saved on the website in 
conjunction with the Web Editor. The Web Editor works 
with the Congress Planning teams to ensure documents 
related to the Congresses, including reports and 
presentations, are saved on the website. 



Sections and Committees

Sections and Committees need to ensure the important 
documents of regarding their work– agendas, minutes, 
reports, lists of present and past officers, etc. – are 
stored on the website. 

The Web Editor can assist in uploading documents, 
updating websites or adding headers that will help make 
it clear for what to include.

The Secretary General and Web Editor are reviewing the 
IAML website to see what common updates should be 
made across the Sections and Committees. 

Also, if work is being done on sites outside of IAML’s 
workspaces, for example: Pbworks, then final versions of 
documents should be moved to the IAML Website.



Keep in mind

Archiving does not mean saving everything. As with any 
archive, you save the meaningful and important 
documents/information that will be good for the future. 

Weeding and discarding non-essential documents is a 
key activity when reviewing archives. 

We are trying to have a framework that encourages us 
to save those important documents on the website.

Do not save every little thing, so emails between 
members wouldn’t be something to keep. 

Final approved documents should be the standard. Final 
versions of minutes, reports, presentations, etc. 



Next steps

• Sharing this information
• Feedback from the draft document
• Review and update as needed
• Move forward with as guidelines



https://www.iaml.info/iaml-archives

https://www.iaml.info/iaml-archives


Questions?



Thanks / Merci!
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