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Catholic Diocesan Archives

• Diocesan Archives are unique in that they fall 
under institutional and historical archives.

• The Catholic Diocese of Charleston houses 
institutional records of the diocese and 
historical records regarding the Catholic 
Church in South Carolina.

The Catholic Diocese of Charleston was 
incorporated in 1820 but the first parish was 

founded in 1792.
The earliest record housed at the 

Catholic Diocese of Charleston 
Archives dates back to 1723.



Catholic Diocesan Archives

• Institutional Records include bishop 
correspondence, building and renovation 
committee minutes, annual reports, general 
ledgers

• Historical Records include bishop 
correspondence, sacramental registers, personal 
papers, the Catholic Miscellany

If the collection is both institutional and historical…



How do you know what to keep?

???????????



Creating a Records Management Policy

Purpose:

• To establish guidelines with respect to the maintenance, use, retention, 
disposition, and preservation of appropriate diocesan documents and records, and 
to assign responsibilities for administering the function within the organization

• To ensure the retention of records for the appropriate period of time based on 
intrinsic and enduring historic value or legislated by the Code of Canon Law, 
federal and state statutes and regulation (e.g., U.S. Code, Code of Federal 
Regulation/ South Carolina Code of Laws, South Carolina Code of Regulation etc.) 
or administrative standards and practices (e.g. U.S. Generally Acceptable 
Accounting Principles.) 

• To ensure that records that outlive their respective retention periods are promptly 
destroyed to reduce storage and supply costs, increase administrative efficiency, 
and to lessen exposure to criminal or civil liability. 

*Diocese of Charleston General Records Management Policy



Creating a Records Management Policy



Creating a Records Management Policy

Federal Law:
NARA General Retention Schedule (GRS)

Federal Records Retention For Employers
State State Law: 

SCDAH General Records Retention Schedule
Code of Canon Law:

Records specific to the Catholic Church
e.g. Sacramental Records (Canon 535.1, Canon 895)

United States Council of Catholic Bishops
Records Retention for Dioceses and Parishes

http://www.nccbuscc.org/bishops/dfi/retention.htm



Creating a Records Management Policy

Conduct a records inventory for each department…



Creating a Records Management Policy

When drafting a retention schedule, do the records have…

• Administrative value: a record has administrative value if the information it holds 
is useful to the conduct of daily business.

• Fiscal value: a record has fiscal value if the information it holds is needed to 
document the expenditure of public funds or to fulfill financial obligations.

• Legal value: a record has legal value if the information it holds gives evidence of 
the legal rights or obligations of the government and its citizens or ensures 
compliance with relevant laws and regulations.

• Historical value: a record has historical value if the information it holds documents 
the history of the government and the community.

- “How to Establish Records Retention Schedules,” Public Records Information Leaflet #8, SCDAH Archives and Records Management Division



Creating a Records Management Policy



Creating a Records Management Policy

Policy approval…..

This may take a while…



Implementing a Pilot Program

Look for a department that...

• Produces a large amount of records 

• Shows enthusiasm 

Choose a department liaison...

•Familiar with the records
•Likes to organize
•Willing to get dirty



Implementing a Pilot Program

Office of Finance

The Finance Office assists the Bishop, his staff and others responsible for the temporalities of
the Diocese to fulfill the diocesan mission. Responsibilities include accounting, investment
management, financial analysis, budgetary management, and oversight of parishes and
schools (including compliance with diocesan and civil laws, regulations and policies). The
office provides accounting services for most diocesan departments and Catholic Charities.



Records Management Fridays

Sort... Shred...



Records Management Fridays

Organize...

Inventory...



Records Management Fridays

Metrics
One-time project metrics Future projections

No. of cartons/ft.  destroyed:  
~135 cartons/ ~168.75 linear ft./ ~135 cubic ft.

No. of cartons/ft. moved to off-site storage: 
~60 cartons/ ~75 linear ft./ ~60 cubic ft.

No. of cartons/ft. rehoused: 
~49 cartons/ ~61.25 linear ft./ ~49 cubic ft.

No. of cartons/ft. identified as permanent: 
76 cartons/ 95 linear ft./ 76 cubic ft.

No. of cartons/ft. rearranged in off-site storage: 
245 cartons/ 306.25 linear ft./ 245 cubic ft.

No. of cartons/ft. added per year on average: 
~~37-42 cartons/ ~~46.25-52.5 linear ft./ ~~37-42 
cubic ft.

No. of cartons/ft. added permanently per year on 
average: 
~~3 cartons/~~3.75 linear ft/ ~~3 cubic ft.



Lessons Learned

• Formulate plans and participant roles before 
the project is implemented

• There is no “I” in TEAM

• Relationships, reputation and referral


