Why PW Historian?

    Presbyterian Women historians preserve the record and write the story of how its members and organizations serve God, the church, and the world.  In doing so, the PW historian brings praise and thanksgiving to God and builds up the church by making it more appreciative of the trials and triumphs of its women.

What Are the Responsibilities of a PW Historian in the Congregation?

· Know yourself as a Presbyterian woman (PW).  Gain a basic knowledge about the heritage of the Presbyterian Church (USA) in general, and specifically about women in the church.  Obtain a copy of the Historian’s Handbook, issued by the General Assembly’s Department of History.
· Know your PW’s group.  Accumulate information regarding your particular PW group.  Organize a permanent historical file for your use and to pass on to your successor.
· Creates and maintains files of information, brochures, programs, photographs and newspaper articles about PWC.
· Compose the history of your PW’s group.  See “How to Write the History of Your Church” in the Historian’s Handbook.  Write an historical report for the calendar year.  Retain a copy for your file.  Send a copy of the report or a statistical report, whichever is requested, to the historian of Presbyterian Women in the Presbytery no later that February 28.  Send the original report on acid-free paper to Linda Davis, John Bulow Campbell Library, Special Collections, Columbia Theological Seminary, PO Box 520, Decatur, GA  30031-0520 (reachable by phone, 404-687-4615, or email, davisl@ctsnet.edu).
· Promote the history of the church in general, and of Presbyterian Women in particular by:
· emphasizing our heritage in the Coordinating Team’s (CT) program planning;

· preparing displays about the church’s heroines and women’s groups; and
· sharing the annual historical report at your PW gathering and other church-related events.
· Determine budget needs to preserve and promote the history of your group and present the request to your CT.
Remember, you are the keeper of the memory for your group.  Keeping that memory fresh will help the group maintain interest in its past and enthusiasm for the future.  Remind your PW group of the struggles, trials and contri-butions of women as they remain faithful to God’s call.  Your preservation of that heritage will help your group and the church to grow in its service to God and the world.
Guidelines

Creation and Preservation of Records

Written

· Use acid-free paper for all written minutes and annual historical reports.
· Type minutes and historical reports single-spaced one side of paper; double space between paragraphs.  If handwritten, use a black pen.
· Place name of PW group (congregation, presbytery, synod, churchwide), period of time covered in minutes and historical report at the top center of the first page, and in the upper-left corner of the following pages.
· Annual historical report: During the year keep a file for entering infor-mation as significant events take place.
· Decide how to organize the report – chronologically or thematically or a combination of the two (each method has advantages and disadvantages). Avoid doing the report month by month.
· Prepare an outline.  Start writing.   Use direct quotes where appropriate and anecdotes to make the story interesting.  Vary sentence length and sentence beginnings.
· Record dates and names accurately.
· Identify the source of any quotes.
· When reporting a controversial event, be fair to all sides, compassionate, and use good judgement.
Information to include in report:

· names of Coordinating Team members

· reports of gatherings, special programs, activities

· names of women who attend conferences and training events

· recognition of women who have been honored during the year (honorary life membership recipients, members in leadership positions in PW or in the governing bodies of the denominations)

· year-end financial statement, including operating expenses and benevolence and special gifts

· brief biography of deceased members

· use photographs to illustrate the historical report; balance the number of photographs and the written commentary within the report.

Photographs

· Collect photographs of leaders, groups and events.  As much as possible, acquire black and white photographs, as they last longer than color prints.

· Handle prints or negatives along their edges.  The emulsion side (duller sheen) of a negative is easily damaged.

· Do not write or type directly on the picture front or back.

· Write or type identifying information (date, place, event, names) on a piece of acid-free paper and lightly glue to the back of the photo with acid-free glue.  Write the same information on an acid-free or polyethylene cover into which the negatives can be placed.

· Store photos and negatives together flat in acid-free boxes or file folders.

Publications

· For any printed materials produced on poor quality paper, such as news-paper clippings, if at all possible, make a photocopy on acid-free paper for your files.  The originals can be destroyed.

Resources for PW Historians

· The Bible
· PW Manual
· Horizons
· Presbyterian Planning Calendar
· Presbyterian Women in America, by Boyd and Brackenridge (rev. ed.)
· Mission Yearbook for Prayer and Study
To order resources, call 800/524-2612.

The following items may be ordered from

Department of History

Presbyterian Church (USA)

425 Lombard Street

Philadelphia, PA  19147       (215/627-1852)

· Historians’ Handbook of the Presbyterian Church (USA)
· Presbyterian Historical Association membership ($15.00 per year) includes subscription to American Presbyterians, Journal of Presbyterian  History (published quarterly) and the newsletter, The Heritage (published 3 times per year).

