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	File Name 
	General Contents 

	Advertising 
	Current ad rate sheets, misc. information, sample contracts. (Signed contracts maintained in binder.) 

	Annual Business Meeting 
	Store info from annual business meeting in a central place for easy recall and consistency from year to year. 

	Articles of Incorporation 
	(not to be confused with bylaws or IRS information) 

	Awards & Plaques 
	Categories of awards, scholarships, copies of previous award winner lists, copies of plaques previously presented. 

	Board Orientation or Leadership Manual 
	For new board members. Contains important organization info, committee descriptions, board roles, contact info, etc.

	Bylaws 
	Current bylaws (possibly with disk) and work copies and amendments. Always keep 2 clean copies to retrieve and mail. 

	Career Information 
	Statistics on profession, labor prospects, compensation surveys, etc. 

	Convention/Meeting

Information 
	Historical and current files. Note....don’t save old menus, drink tickets, etc. 

	Correspondence
	For outgoing correspondence from Chapter Office.

	Emergency Notebook
	Copies of key documents kept in separate location.

	Financial Reports 
	Current financial report at a minimum, history of financial reports and budgets suggested. 

	Insurance 
	Copies of policies held by assoc, copies of bids, etc. Don’t file by insurers name or type of insurance unless as a subgroup. 

	IRS 
	Correspondence, letter of 501 status, etc. (Annual reports stay in controller’s office.) Don’t file under "tax" or "US Treasury." 

	Logos/Graphics 
	Logo specifications/sheets for distribution for members, artwork, etc. Maintain for easy retrieval upon member requests. 

	Minutes 
	Back-up location may be in a minute book on the shelf. 

	Membership Applications 
	Back-up location on shelf. File should include older applications and archives. 

	Membership Lists 
	From time to time a prospective list of members will be used. Maintain copies, as well as other lists, in a central location. 

	Mission Statement 
	Current with copies for members and staff use as needed. 

	Newsletters 
	Archives; back-up may be in notebook on shelf area. 

	NTMA Guide to

Programs & Services 
	Update as programs are added or dropped. Include admin on organization policies, etc.

	News Articles 
	Place to retain misc. articles and press clipping about the association and profession. 

	Nominations/Elections 
	Historical reports on nominations, elections, terms of office, etc. Update contents of file upon each election. 

	Policy Manual
	Policies adopted by the Board to guide the organization.

	Procedures Manual
	Documentation for staff on regular tasks and duties.
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