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Panel  I: 

 

A Timeline for Creating  

Parish Archives:   

Addressing a Sequence of 

Questions 
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WHY HAVE PARISH 

ARCHIVES? 
 

(Imagine & Explore) 
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WHAT RECORDS DO 

WE NEED TO KEEP? 

 

(Gather & Select) 
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WHERE CAN WE LOOK 

FOR RESOURCES AND 

GUIDANCE? 

 

(Research & Evaluate) 
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Mark Duffy, Archivist of the Episcopal Church, 

Austin, Texas 
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Resources 
 
Records Management for Congregations: A Manual for Episcopal Parishes and Missions 

 

DFMS Records Retention and Management Policy 

 

Email Management under the DFMS Records Retention Policy and Email Management for 

Microsoft Outlook Email (PST Files)   

 

E-Records - FAQs and Recommendations for Parishes and Dioceses 

 

Sample Agreement for Depositing Parish Records with an External Agency 

 

Guidelines for Depositing Diocesan Records in the Church Archives 

 

Working with Limited Resources to Create a Basic Parish or Diocesan Archives  

 

Bibliography of Archival Resources for Parish and Diocesan Historians 

 

Select Bibliography of Books on the Episcopal Church 

 

Sample Classification Scheme for the Arrangement of Diocesan Archives of the Episcopal 

Church 

 

Genealogical Research in Records of the Episcopal Church 
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http://www.episcopalarchives.org/Records_Manual_for_Congregations.pdf
http://www.episcopalarchives.org/Records_Manual_for_Congregations.pdf
http://www.episcopalarchives.org/Records_Retention_Policy_DFMS_04-22-2009_approved.pdf
http://www.episcopalarchives.org/Records_Retention_Policy_DFMS_04-22-2009_approved.pdf
http://www.episcopalarchives.org/EmailRetention.pdf
http://www.episcopalarchives.org/PSTfiles.pdf
http://www.episcopalarchives.org/PSTfiles.pdf
http://www.episcopalarchives.org/e-records_faq.html
http://www.episcopalarchives.org/e-records_faq.html
http://www.episcopalarchives.org/e-records_faq.html
http://www.episcopalarchives.org/e-records_faq.html
http://www.episcopalarchives.org/e-records_faq.html
http://www.episcopalarchives.org/e-records_faq.html
http://www.episcopalarchives.org/e-records_faq.html
http://www.episcopalarchives.org/parish_sample_deposit_agreement.pdf
http://www.episcopalarchives.org/parish_sample_deposit_agreement.pdf
http://www.episcopalarchives.org/Deposit_Instructions_e-journals_10-23-2012.pdf
http://www.episcopalarchives.org/Deposit_Instructions_e-journals_10-23-2012.pdf
http://www.episcopalarchives.org/BasicArchives_06-14-2013.pdf
http://www.episcopalarchives.org/archives_bib.html
http://www.episcopalarchives.org/archives_bib.html
http://www.episcopalarchives.org/episcopal_bib.html
http://www.episcopalarchives.org/episcopal_bib.html
http://www.episcopalarchives.org/class_scheme.html
http://www.episcopalarchives.org/class_scheme.html
http://www.episcopalarchives.org/genealogy.html


ECW Archives— 

Diocese of North Carolina 
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Have Laptop—Will List 

—Diocesan Archives 
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Passageway— 

  

Diocesan Archives 
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Aisle Too Narrow—  

 

Diocesan Archives 
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Lots of Boxes—  

 Diocesan Archives 
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Diocesan Journals—  

 

A Rich Resource 
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WHO WILL BE 

INVOLVED IN ITS 

DEVELOPMENT? 

 

(Authorize & Delegate) 
 

17 



WHERE WILL THE PARISH 

ARCHIVES BE LOCATED? 

 

(Locate & Designate) 

18 



HOW DO WE CREATE A 

WORK PLAN AND STAY 

ORGANIZED? 

 

(Plot & Plan) 
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20 



21 
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WHAT EQUIPMENT AND 

SUPPLIES DO WE 

NEED TO PURCHASE? 

 

(Equip & Acquire) 
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Startup Expenses 
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HOW DO WE ORGANIZE & 

STORE PRINT & 

ELECTRONIC RECORDS?  

 

(Order & Preserve) 
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Especially Useful Links: 
 

The Archives of the Episcopal Church (Resources) 
http://www.episcopalarchives.org/resources.html 

 

  

Records Management for Congregations: A Manual for Episcopal Parishes and 

Missions http://www.episcopalarchives.org/Records_Manual_for_Congregations.pdf 

 

  

E-Records - FAQs and Recommendations for Parishes and Dioceses 
http://www.episcopalarchives.org/e-records_faq.html 

 

 

Working with Limited Resources to Create a Basic Parish or Diocesan Archives 
http://www.episcopalarchives.org/BasicArchives_06-14-2013.pdf 

 

  

Starting from Scratch:  Creating the Synagogue Archives 
http://americanjewisharchives.org/media/docs/startingFromScratch.pdf 
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http://www.episcopalarchives.org/resources.html
http://www.episcopalarchives.org/resources.html
http://www.episcopalarchives.org/Records_Manual_for_Congregations.pdf
http://www.episcopalarchives.org/Records_Manual_for_Congregations.pdf
http://www.episcopalarchives.org/e-records_faq.html
http://www.episcopalarchives.org/e-records_faq.html
http://www.episcopalarchives.org/e-records_faq.html
http://www.episcopalarchives.org/e-records_faq.html
http://www.episcopalarchives.org/BasicArchives_06-14-2013.pdf
http://www.episcopalarchives.org/BasicArchives_06-14-2013.pdf
http://www.episcopalarchives.org/BasicArchives_06-14-2013.pdf
http://www.episcopalarchives.org/BasicArchives_06-14-2013.pdf
http://www.episcopalarchives.org/BasicArchives_06-14-2013.pdf
http://www.episcopalarchives.org/BasicArchives_06-14-2013.pdf
http://americanjewisharchives.org/media/docs/startingFromScratch.pdf
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ELECTRONIC DOCUMENT STORAGE & RETRIEVAL 
 

Network Attached Storage device  (NAS) 

  

 Preferred file formats: 

 PDFs for text documents 

 JPEGs for image files 

 Excel for spreadsheet data (or Access database)  

 MP3 for audio files 

 

Reformatting –  

 Scanning documents (2000-) 

 Word to PDF 

 Conversion of microfilm to PDF and JPEG (& DVDs) 

 Architectural plans to PDFs  

 

Backup plan 

 

Searchability  
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St. Matthew’s  

Parish Archives 

 

with Bob & Ed 
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Searchable Finding Aid (in process) 
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                                                                                  Mick Stevens, New Yorker, Nov. 21, 2011 
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Q & A 

 

 

 

Discussion 
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Panel  II: 

 

Our Stories:   

Using & Promoting  

the Parish Archives   
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60 



61 



The Rev. Benjamin S. McKenzie,  

Rector, St. Matthew’s, 1892-1896 
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Establishment of the 

Parish Endowment  

Fund, Dec. 25, 1895 
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St. Matthew’s Parish Register 1881-1917 

 

Dec. 25th , 1895:   

 

This being one of those old parishes that seems to promise to grow weaker 

instead of stronger each year, the rector thought it advisable to suggest to the 

congregation that efforts be made annually to lay by something for the future 

needs of the parish.  He addressed the congregation with regard to this matter, 

& also called a meeting of the Vestry to consider it & take such action as they 

deemed best.  They approved of the idea & a resolution was adopted 

authorizing the Rector to take such steps as he thought best towards raising 

an endowment fund.  He called for contributions for this purpose & the first 

was received at Xmas 1895.  Several persons have agreed to contribute every 

year something towards this fund in memory of loved ones.  The treasurer is 

instructed to keep an accurate account of the amts rec(eived) with the names 

of the persons by whom they are contributed and also the names of those in 

whose memory they are given.  The parish received from the executor of the 

estate of Miss Martha P. Ruffin who died in New York City April 7th 1896, 

leaving one tenth of her property to this parish, $1129. 
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Journal of the ... annual convention of the Protestant Episcopal Church in the 

state of North Carolina 1st/2nd(1817/1818)-107th(1923) 
http://archive.org/browse.php?field=subject&mediatype=texts&collection=ncrel 

 

65 

http://archive.org/browse.php?field=subject&mediatype=texts&collection=ncrel
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Request for McKenzie’s leave of absence granted by Vestry, May 9, 1894 
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May 9th '94 

 

At a Called Meeting of the Vestry Rector B.S. 

McKenzie presiding, the following Vestry 

present – D.H. Hamilton, P.C. Graham, Henry K. 

Wade, James Webb, James Webb, Jr. & W.A. 

Hayes – the Rector B.S. McKenzie, stated to the 

Vestry that – he wished a leave of absence from 

Parish for (12) twelve months to begin the 1st of 

July '94 – On Motion – permission was granted 

the request – no other business the vestry 

adj[ourned]. 
         

     W.A. Hayes, Sec'y 

70 



Preparations for the return 

of the Rev. B.S. McKenzie 
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Dec. 17th 1894 

 

At a Meeting of the Vestry held on the above date James Webb Sr  

Senior Warden presiding, the Vestry present — Treas.  John W. Graham,  

D.H. Hamilton, W.A. Hayes, James Webb Jr & Paul C. Graham —  

 

Resolved that — the Vestry having received information that — Rev. B.S. 

McKenzie will return to this Parish in February and it being ascertained that — 

the roof of the Church is in immediate need of repair, that — the Congregation 

be requested to raise a sufficient amount to put the Rectory in repair and to 

make such improvements as are necessary and also that — the sum pledged 

for repairs of the roof be used for this purpose — 

 

Resolved also that — D.H. Hamilton and Paul C. Graham be appointed a 

committee to have the repairs to the Rectory carried out and the Ladies of the 

Congregation be organized to assist in having the House & grounds put in 

proper order & no other business the meeting adj[ourned]. 

          

       W.A. Hayes, Sec'y 
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McKenzie returns to 

parish after time in 

New York 

 

From the  

Parish Register,  

1881-1917 
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June 1894 

 

The Rector desiring to spend some time at the North & not having fully 

determined how long he should be absent thought it best to tender his 

resignation to the vestry in order that the parish might not be deprived of the 

services of a clergy man during his absence & that the clergy man chosen to 

fill his place might feel free to exercise all the functions that belong to a rector. 

But at the meeting of the vestry called for the purpose of informing them of his 

plans & offering his resignation, to his great gratification they refused to 

accept his resignation, giving him a year's leave of absence & expressing the 

hope that at the expiration of that time he would return to them.  At his 

suggestion the Rev. Mr. George of Newbern was requested to serve the parish 

during his summer vacation.  Rev. George consented to do this, & served the 

parish during his vacation.  The Rector left for New York City the first of July.  

He was absent 7 months & during this time acted as Assistant Rector of St. 

Peter's parish in the Diocese of New York. He returned to this parish in 

February 1895 in time for the Lenten services.  As he had been married during 

his absence, he found on his return that considerable improvements had been 

made in the rectory. Between two or three hundred dollars having been raised 

& expended by the parish for this purpose.        

       B.S. McKenzie 
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The Rev. Joseph W. 

Murphy, Chaplain, C.S.A. 

 

Petersburg, Va., 1862 
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Murphy’s Letter of 

Resignation as Chaplain, 

October 1863 
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Hon. Mr. Seddon 

Sec. of War, 

  

Sir, 

 

I hereby respectfully resign my Commission as Chaplain in the Prov. A. 

C.S., with the view of taking charge of a Parish  wh[ich] I have already 

accepted on condition of acceptance of this resignation.  I have been in 

the field as Chaplain for 19 months & have tried faithfully to do my duty & 

w[oul]d like to continue at the work but for my suffering severely fr[om] 

rheumatism during winter & spring. 

My heart is in The Cause as much as ever, & I expect still to pray & work 

for it as opportunity offers. 

 

Respectfully, 

Joseph W. Murphy 

Chaplain 32nd Regt.  

  

Oct. 21. 1863 
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The Rev. Joseph W. 

Murphy as a young priest 
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Photograph from early 

1870s before the Rev. 

Joseph W. Murphy serves 

as Rector of St. Matthew’s, 

1881-1892 
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The Rev. Joseph W. Murphy 

 in later years, with family 
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[Scan of envelope for gifts & loans to the 

archives – for Bob to mention] 
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Members of Vestry, 

1824-1936 

 

“The dates being 

those when 1st 

mention of a name is 

made” 
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