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Introduction
The Archives at Alfred University are designated as the official repository for materials of permanent value created or received by the University and its employees, including but not limited to, documents, collections, data, visual media, and publications. Archive collections are maintained at both Herrick Memorial Library (the University Archives) and at Scholes Library (College of Ceramics Archive).

The Archives serve as the University’s corporate memory and are responsible for collecting, preserving, managing, and providing access to Alfred University’s permanently valuable records (regardless of physical form).

The Archives strive to collect material that reflects all aspects of university life: student organizations, colleges, campus offices, departments, etc. Materials may relate to academic or campus life. Such documentation is valuable not only for the long-term legacy of the University but also for its day-to-day operation. 

The Archives at Alfred University fit within a broader framework of the overall management of the University’s recorded information; as such they complement the University’s Records Management Policy.

Policy
To facilitate the collection of material, colleges, departments, administrative offices, and student organizations are asked to send material to the appropriate Archives on a regular basis. Material related to the College of Ceramics should be sent to Verna Mullen (mullenvc@alfred.edu) at Scholes Library; all other material should be sent to Laurie McFadden (mcfadden@alfred.edu) at Herrick Library. When possible, material should be provided in electronic format (PDF files preferred).
No confidential material should be included. If sensitive information is part of any document, please consult with the Archives first.
Most material will be made available in AURA, the university’s digital repository (http://aura.alfred.edu). AURA operates on DSpace, an open-source platform which indexes the material and assigns each document with a permanent URL. Login with a network username and password will be required to view most material (exceptions include publications like newsletters that are designed for public viewing).
In addition to facilitating the long-term preservation of material, this policy will assist in the sharing of information across the campus, aiding in transparency, and enabling the gathering of documents in one place (important for many reasons, including assisting with the accreditation process).


Sample Material
· Meeting minutes and any attachments/supplemental material from university standing committees, university task forces, college faculty meetings, councils, student organizations, etc.
· Publications: newsletters, annual reports, catalogs, directories, programs, handbooks, etc.
· Visual media (photographs, video, etc.)
· Speeches: dedications, commencement, convocation, etc.
· Published articles/research, including theses and dissertations
· Constitution/by-laws
