
Anglican Archives and History Committee.  The care and preservation of parish and other ministry unit 
records,  2009 

 
WHAT TO DO WITH CORRESPONDENCE 

 
Not all correspondence needs to be retained.  Selection needs to take into 
account not only parish interests but diocesan and local community as well.  
Follow the guidelines below, and ask for help from the diocesan archivist. 
Before starting to sort correspondence, see the definition of “original order” on 
the Quick Guide page 
 
 

Vestry 
correspondence 
Keep separate 
from other 
correspondence.  
Usually filed by 
date or subject 

Clergy/staff 
correspondence 
Keep separate 
from other 
correspondence.  
Usually filed by 
date or subject.  
See Privacy Act 
flowchart 

Administrative 
correspondence 
This can include 
correspondence 
•  with the 

diocese 
• with the local  

community 
• with national 

bodies 

Parish 
organisations 
Correspondence 
remains with the 
records of the 
organisation 

You can dispose of 
• Diocesan & national body 

flyers/brochures after 1 year 
• Local community 

advertisements/flyers after 
the event 

• Routine correspondence 
such as thank you notes, 
travel arrangements 

It is important that 
you record your 
disposal policy in 
the front of your 
filing cabinet and 
archives list 

Major categories of correspondence 
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