





that registrations would close three days
before the scheduled training. On the
day to close registrations, we had only
26 enrollees. Since we had recruited
some rather prestigious local folks (a
professor of advertising, editor of the
newspaper, and a TV public service
director), we seriously considered can-
celling the event. But we resisted the
easy way out. In the two days following
the deadline, 48 more people rushed in
with forms and checks.

Every training event we've sponsored
since then has revealed this definite pat-
tern. About one-third of the participants
will register during the first week after
the announcement is made. Two-thirds
will wait until the last week to commit
themselves. As a result, we've made an
adjustment; we now close registrations
just one day before the event. Because
we keep these records, we know enough
to anticipate a large late registration,
and spend our time in preparation in-
stead of worry.

We keep a notebook for our daily
record of phone calls, visits to the office,
and business out of the office. We log a
short description of each activity. Our
log is probably the most useful resource
we maintain. A staff member or volun-
teer can be out of the office for any
period of time, and upon return can
review the log and not miss a thing. We
can review a particular week or month,
and retrieve the information of the vari-
ous activities in an objective way We
know the majority of volunteers call the
first three days of the week. We get more
calls for information on Mondays and Fri-
days.

Everything we do should be done with
evaluation in mind. It forces us to look at
our program and goals. You cannot do
that without records.

Yes, now | am an enthusiastic record
keeper. Having all this information and
trying to use it in meaningful ways is a
daily challenge. One of the things I've
learned is that it is the job of the chief
administrator to be the historian of an
agency or program. The chief needs to
know what has happened in the past
and what is happening now, in order to
make sound decisions for the future.

| like putting on my diagnostician’s
cap and trying to be the problem solver.
And how | enjoy watching the unbeliev-
ing stares and the pained expressions
on people's faces when they ask what |
like about my job and | say, "Record
keeping.”
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