
1 | P a g e 
 

ZAMBIAN ARCHIVES AND RECORDS MANAGEMENT 

ASSOCIATION (ZARMA) CONSTITUTION 

 

CHAPTER 1 

Article 1 NAME 
 

The name of the association shall be the- called “Zambian Archives and 

Records Management Association” (ZARMA). 

 

 

Article 2 HEADQUARTERS  
The Headquarters and Secretariat of the association shall be located in 

Lusaka at the National Archives of Zambia P. O Box 50010, Government 

Road, LUSAKA.  

Article 3 AIM  
The aim of the association shall be to safeguard and promote the interests, 

welfare, rights and privileges of the members of the profession of records 

and archives management in Zambia. 

 

Article 4 OBJECTIVES AND FUNCTIONS 

 
The objectives of ZARMA shall be: 

 

a) To establish, maintain and strengthen relations between Records 

Managers and Archivists in Zambia and between all institutions, 

professional bodies and organizations which are concerned with records 

management and archives administration; 

 

b) To promote the usage of records and archives in Zambia by making these 

more widely known and by encouraging greater ease of access; 

 

c) To promote, organize and co-ordinate activities in the field of records and 

archives management in Zambia; 

 

d) To promote measures the for the preservation and protection of records 

management and and archives administration in Zambia; 

d)  

 

e) To promote the implementation of all standards in the management of 

records and archives among institutions in Zambia.; 
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f) To establish and promote continuous professional development in records 

management and archives administration by such means as conferences, 

seminars, workshops, meetings and symposia; 

 

g) To build a body of knowledge in records management and archives 

administration by promoting research and publications;  

  and 

g)h) To advocate for the establishment of records management 

directorates in both government and private institutions;  

 

h)i) To generally carry out the aims and objectives of the Eastern and 

Southern Africa Regional Branch of the International Council on 

Archives (ESARBICA). 

 

 

 

 

CHAPTER 2 

Article 5 MEMBERSHIP  
a) Membership to the Association shall be open to all persons and 

institutions   involved in records management and archives 

administration; 

 

b) Membership of the Association shall be divided into the following 

categories: 

 

i. Full members  

ii. Associate members  

iii. Institutional members  

iv. Affiliate Associations  

v. Honorary members  

vi. Student members  

 

c) Full membership shall be conferred on persons who have passed the   

recognised    professional examinations that shall not be below the level 

of the Diploma in Records and Archives Management or Diploma in 

Library & Information Science; 

 

d) Associate membership shall be conferred on persons with at least a 

minimum qualification of a certificate in Records and Archives 

Management or certificate in Library & Information Science; Working 

in the field 
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e) Institutional membership shall be conferred on organizations that are 

involved and interested in uplifting standards in records management 

and archives administration. Such organisations shall be entitled to 

nominate a representative who shall enjoy the privileges of an Associate 

member, unless otherwise specifically stated herein (level of full 
member); 

f) Honorary membership shall be conferred by the Annual General 

Meeting on the recommendation of the Executive Committee of the 

Association on persons, who have rendered some outstanding service to 

the work of records and archives management, or who have been 
engaged in work that furthers the objectives of the Association; 

g) Student membership shall be conferred on persons who are students of 

Records Management and Archives Administration or Library and 

Information Science; and 

h) Applications for membership shall be made to the Deputy Secretary- 

General of the Association on such a form containing information as the 

Executive Committee may from time to time prescribe. 

 

Article 6 -RIGHTS OF MEMBERS  
a)  Full Paid up members shall have the following rights:  

i. To attend all meetings and to participate in the deliberations 

of the  

Association; 

ii. To receive all documents and information concerning 

activities of ZARMA at an appropriate time; 

iii. To nominate candidates for election to any post on the 

Executive Committee by outgoing Executive Committee;  

iv. To vote at all elections of ZARMA; and 

v. To be entitled to any capacity building effort deemed 

necessary by the Committee and any other support that 

might be deemed appropriate by the Committee. 
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ARTICLE 7-OBLIGATIONS OF MEMBERS  
a) A member of ZARMA shall have following obligations: -  

i. To pay the prescribed subscription fees at the beginning of every 

year; 

ii. To attend meetings of the association; 

iii. To execute such assignments as may be assigned by the 

association; 

iv. To maintain the good image of the association; and 

v. To further, to the best of his/her ability, the objectives/interests and 

influence of the association. 

 

ARTICLE 8- FORFEITURE OF MEMBERSHIP AND DISCIPLINE  
 

a) A member of the ZARMA shall cease to be a member:  

i. If such a member resigns by giving notice in writing of resignation; 

ii. If a member is proven to be of unsound mind; and 

ii.iii. A member shall cease to be member by death  and 

  If a member fails to pay subscription fees; 

b) A member can be expelled or suspended by the conference on 

recommedation Executive Committee on recommendation by the disciplinary 

committee to executivedisciplinary committee . Such a member shall be given a 

seven days' notice of the Executive Committee meeting sent to him/her, and 

he/she shall be entitled to attend the meeting and be heard in defence but shall 

not be entitled to be present at the voting or take part in the proceedings other 

than what the Executive Committee shall permit. 

 

  CHAPTER 3  

ARTICLE 9 EXECUTIVE COMMITTEE   

 

a) COMPOSITION 
i. The Executive Committee shall consist of the President, Vice 

President, Secretary General, Deputy Secretary General, Treasurer, 

Vice Treasurer, Editor, Information and Publicity Secretary, and 

two committee members; 

ii. The Annual General Conference shall elect the Executive 

Committee; 

iii. A member of the Executive Committee shall hold office for two 

years; 

iv. A member of the Executive Committee shall be eligible for re - 

elections for another term of two years for the same position or 

another position; 
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v. A member of the Executive Committee who has been elected twice 

concurrently shall not be eligible for re-election for a period of four 

years; 

vi. If the there is a vacancy, the deputy will act in the position untill 

the time of the elective conference. A member of the Executive 

Committee who is appointment as outlined under article 9, a, vii to 

ix shall be eligible for election without being considered as 

having held office in the Executive Committee; 

vii. In the event of death or resignation of a member of the Executive 

Committee, the vacancy for the remainder of that term shall be 

filled by appointment by 2/3rds of the Executive Committee 

members with three months after death or resignation; 

viii. A member of the executive who absconds from the association’s 

meetings three consecutive times shall be replaced by appointment 

by 2/3rds of the Executive Committee member; and 

ix.vi. A member of the executive who fails to perform his/her duties shall be 

replaced   by appointment by 2/3rds of the Executive Committee members. 

 

 

 

 

 

 

h)b) FUNCTIONS 
i. The Executive Committee shall be the governing body of the 

Association, and shall take such action as is necessary to 

further the interests and objectives of the Association;  

 
ii. The Executive Committee shall prepare the agenda for the 

Annual General Conference with exception to the elective 

conference aand shall recommend the programme of work 

and corresponding budget estimates; 

iii. The Executive Committee shall be responsible for the 

execution of the programme adopted by the General 

Conference; 

 

iv. The Executive Committee shall have the delegated powers to 

admit new members in all categories.  Applications not 

approved unanimously by the Executive Committee will be 

referred to the next meeting of the General Conference, 

which will decide on the application by a simple majority 

vote; 
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v. Subject to decisions of the Annual General Conference, the 

Executive Committee shall adopt its own rules of procedure, 

and shall have the power to make rules and regulations 

governing the procedures for the conduct of the Annual 

General Conference; 

 

vi. The Executive Committee shall meet at least every quarter, 

and shall meet in special circumstances if convened by and 

on the initiative of the President or upon the request of the 

majority of members of the Executive Committee; 

 

vii. The Executive Committee shall take such action or make 

such decisions as circumstances may require, including the 

power to co-opt necessary expertise, provided that notice of 

such action or decisions shall be transmitted to the next 

Annual General Conference at the earliest possible date, and 

subject to the endorsement of such actions or decisions of 

that Annual General Conference; 
 

viii.  The Executive shall have powers to invite visitors or 

observers to specific Executive meetings as is deemed 

necessary; 
 

ix. The Executive Committee shall submit annually to the 

Annual General Meeting an Annual Report for the previous 

year, including an audited statement of accounts; 

x. The presence of two-thirds of the members at the meeting of 

the Executive Committee shall constitute a quorum; 

xi. The Executive Committee may constitute sub committees as 

they deem necessary in carrying out the functions of the 

Association. 

 

 

 

 

 

 

C. DUTIES OF OFFICE BEARERS  
 

a) The President  
 

The President shall perform the following duties and responsibilities:  
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i. To provide organisational leadership to the Association and the 

profession;  

ii. To chair meetings of the Executive Committee, the annual general 

conference and the Extra- ordinary General meeting; 

iii. To supervise the implementation of policies made by the AGC and the 

Executive   Committee; 

iv. To enforce adherence to the Association's Constitution and assure the 

integrity of the Executive process; 

v. To initiate and lead the Executive Committee's process of annual 

performance review of Association in consultation with the Secretary 

General; and 

vi. To review financial reports submitted by the Treasurer, and to advise the 

Executive Committee of these reports and any necessary actions by the 
Executive Committee.  

b) Vice-President  

i. The Vice- President shall deputise the President and/or perform 

functions in the absence of the President.  

 

c) The Secretary General  
The Secretary General shall be responsible for: 

i. Recording of the proceedings of all meetings of the Executive 

Committee and all General meetings; 

ii. Maintenance of all records generated and correspondence received 

by the office; 

iii. He/she shall conduct and deal with all correspondence of the 

Association; and 

iv. He/she shall issue notice of meetings as directed by the President 

and in accordance with the requirements of the constitution. 

d) Deputy Secretary General 
 

The Deputy Secretary General shall perform the functions of the 

Secretary General in his or her absence. The Deputy Secretary General 

shall also be responsible for recruitment of new members. 

e) The Treasurer  
The Treasurer shall be responsible for: 

i. The proper record of all financial matters of the Association and 

shall present to the Executive Committee and Annual General 

Meeting, an audited balance sheet; 

ii. Ensuring that monies are expended on the purposes for which they 

are allocated by the Executive Committee.  

iii. The Vice Treasurer shall devise plans and strategies on how to 

raise resources for the Association.  

iii.  
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f) The Vice Treasurer 

i. The Vice Treasurer shall assist the Treasurer and shall assume 

the duties of the Treasurer in his/ her absence;   

 The Vice Treasurer shall devise plans and strategies on how to 

raise resources for the Association.  

 

 

 

 

 

g) The Editor  
The Editor shall be responsible for: 

i. The publication of the Association's Journal and Newsletter 

and any other publications approved by the Executive 

Committee; 

ii. The appointment of members of the Editorial Board; and 

iii. Organising conference themes. 

 

 

h) The Information and Publicity Secretary  
 

i. The Information and Publicity Secretary shall co-ordinate all 

aspects of publicity of the Association and its activities;  

ii. He or she shall issue all official communication to the media on 

behalf of the association;  

iii. He/ she shall arrange for press conferences.  

i)  Two Committee Members  
The committee members shall perform duties assigned to them by other 

members of the executive. 

 

CHAPTER 4  

ELECTIONS AND MEETINGS  

ARTICLE 10 VOTING 
 

i. Every fully paid up member shall have one vote;  

ii. Voting shall be done by secret ballot;  

iii. Any member will be considered duly elected with a simple majority; 

iv. Where there is only one candidate nominated for election to any post, that 

candidate shall be declared as having been elected unopposed; 

v. The editor shall be elected by the Executive Committee. 

 

ARTICLE 11-ELECTORAL COMMITTEE  
i. There shall be an independent and impartial Electoral Committee;  
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ii. The Electoral Committee shall comprise three members who shall be 

nominated by the Outgoing Executive Committee; 

iii. The three members shall nominate a Chairperson of the Committee from 

amongst themselves;  

iv. The Electoral Committee shall adopt its own rules or procedure, and shall 

have the power to make rules and regulations governing the procedures 

for the conduct of the elections subject to the approval of the Executive 

Committee; 

v. The electoral committee shall be considered dissolved immediately after 

having all appeals. 

 

ARTICLE 12-APPEAL COMMITTEE 
There shall be an Appeals Committee to act as a forum for hearing and 

determining complaints by members pertaining to elections. 

ARTICLE 13-APPEAL AGAINST ELECTIONS  
a) A person aggrieved with the conduct of elections may appeal to the 

Appels Committee Executive committee within a period of seven days 

from the date of the elections;  

b) A person may appeal on any of the following grounds: -  

 

I. That the constituted votes of persons who are not eligible to vote 

according to this constitution; 

II. That the candidate was at the time of election not qualified or a 

person disqualified for election; 

III. That any corrupt or illegal practice was committed in connection 

with the election by or with the knowledge and consent or approval 

of the candidates, delegates or the Electoral Committee. 

.  

ARTICLE 14-FORM AND PROCEDURE OF APPEAL 
a) An appeal made under article 12 shall: 

 

i. Be made in writing stating the ground or grounds of appeal; 

ii. Be accompanied by documents, if any, on which the person wishes 

to rely as evidence.  

 

 b) The appeal shall be presented to the outgoing executive committee within 7 

days of the  

election and the outgoing Committee will inform the incoming Executive 

Committee within  

one week of receipt of the appeal thereof.   

c) The outgoing Executive Committee shall, within seven days of receipt of 

the appeal against elections, call for a meeting at which the appeal shall 

be heard;  
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d) Both parties to the appeal shall be given an opportunity to be heard;   

e) At the end of the hearing, the executive committee may-  

i. Declare the elections valid and the candidates duly elected, in 

which case the  

Executive committee elected at the elections shall retain their 

position/s; 

ii. Nullify the elections and order a re-election within three (3) 

months after the verdict; 

iii. The decision of Appeals Committee is final. 

 

ARTICLE 15-ANNUAL GENERAL CONFERENCE  

 
a) Composition 

The Annual General Conference shall be open to all ZARMA members outlined 

in 

         Article 5 subsection B 

b)   Functions 
The Annual General Conference shall; 

i.  Receive and consider the reports submitted periodically by members as 

requested by the Executive Committee; 

ii. The Executive Committee shall present its strategic plan to the General  

Conference on how they wish to implement the objectives of the 

Association; 

iii. Treasurer shall present to the Executive Board an annual audited 

Statement of 

Accounts, copies of which shall be furnished to the Annual General 

Conference for  

scrutiny and approval; 

 

iv. The Annual General Conference shall approve and give final effect to the 

budget and to the apportionment of financial obligations of members. 

 

c) PROCEDURE 
i. The Annual General Conference shall meet every year as the name 

suggests. Extra ordinary meetings may be held if summoned by the 

Executive Board or on the demand of at least two-thirds of the Voting 

Members; 

ii. Any member has the right to speak at the Annual General Conference and 

may 

submit proposals to the members of the Executive Committee; 

   iii.     The presence of a simple majority of the Voting Members at the General 

Conference shall constitute a quorum. 
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ARTILCE 16 COMMUNICATIONS AND PUBLICATIONS 
i. ZARMA shall provide regular communications with its members in an 

appropriate format, be it electronic or paper, including a newsletter or 

journal published at least once a year. 

ii. Members of ZARMA of all categories shall be entitled to copies of the 

Newsletter at a fee, 

iii. ZARMA publications shall be sold at a competitive price as shall be 

determined by the Executive Committee, 

 

ARTICLE 17: FINANCE  
a) The fiscal year of the Association shall start first January of every year to 

December ;  

b) The Treasurer shall operate the accounts of the Association with the 

approval of the Executive committee, 

c) The books of accounts should be audited annually by auditors appointed  

by the the AGM executive committee   

d) The President, Treasurer, the Secretary General and the Vice Treasurer 

shall be signatories to the accounts, 

e) The Executive Committee shall approve all expenditures, 

f) All funds, assets and property (moveable and immovable) of the 

Association used solely for the purposes of promoting the interests of the 

Association, 

g) The Executive Committee shall obtain the approval of the Annual 

General Meeting prior to the Changing or disposal of any immovable 

property of the Association, 

h) The executive committee shall invest or acquire property on behalf of the 

association; 

i) Financial resources of the Association shall be derived from the following 

sources among others:  

i. Member’s subscriptions, 

ii. Loans, gifts, grants, legacies and donations, 

iii. Fund raising activities, 

iv. Interest from investment, 

v. Conferences and workshops.  

 

ARTICLE 18 AMENDMENTS 
Any member of the association may raise propose amendments to this 

Constitution shall become effective upon receiving the approval of the Annual 

General Conference by a two-thirds majority. The draft texts of proposed 

amendments shall be communicated by the Secretary- 

General to the Voting Members at least three months in advance for 

consideration by the General Conference. In exceptional circumstances shorter 
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notification for amendments may be accepted upon receiving the approval of 

the General Conference. 

 

ARTICLE 19 TERMINATION OF ACTIVITES 
a) ZARMA may cease following a decision taken in its General Conference. 

b) In the event that the activities of ZARMA are ceased, its remaining 

assets after dissolution, shall be paid and applied by ZARMA in 

accordance with the relevant provisions of the Laws of Zambia. 

 

ARTICLE 18 INTERPRETATION 
Any question or dispute concerning the interpretation of this constitution shall 

be determined by the ZARMA General Conference. 

 

ARTICLE 19 AUTHORITY 
This Constitution takes effect from the date of its adoption at the launch on the 

29
th

 of July 2022 held at Chrismar hotel in Livingstone.  


