Preserving Congregational Archives:
Resour ces and I nstitutional | nformation

The following information is provided to you by the Unitarian Universalist Association’s
(UUA) office of Information and Public Witness (IPW). If you have questions about any
of this, please contact the UUA Information Assistant by telephone at (617) 948-4652 or

email at info@uua.org

Resources for Congregational Archives

Congregations are encouraged to preserve archigearafacts relevant to their
congregation’s history. These records can be housed on-site provided that the
congregation has sufficient secure space. Any item of significant value (e g., church
silver, documents with valuable autographs, etc.) should be placed in a fireproof safe or
removed to an off-site location (e.g., a bank vault).

If the congregation does not have adequate storage space on-site, it should consider
sending its archives to an institution that will preserve the documents and provide public
access to them. Such institutions include local public libraries, local historical societies,
or major research institutions such as Andover-Harvard Theological Library (the library
of the Harvard Divinity School in Cambridge, MA).

In this document, the UUA IPW office offers several resource articles to assist
congregations in their archival work. These include:

* “Maintaining Records and Archives,” from Chapter V of the UUA
Congregational Handbootalso available online at
http://www.uua.org/leaders/leaderslibrary/congrematihandbook/index.shtinl

» “Archives: Keeping Local Congregational Records” by Heather Watts, Unitarian
Universalist Church of Halifax, Nova Scotia

* “Common Memories, Common Hope: Help and Inspiration for the Local Church
Archivist/Historian,” inToday’s Ministry vol. XVII, issue 2, summer, 2000

» “Keeping Congregational Archives” by Bruce C. Harding, Pacific Northwest
District of the UUA

e “Church Historian,” a Shared Ministry job description from the First Unitarian
Universalist Society of Marietta, OH

Information on Institutional Archives

The archives of the UUA (including institutional ceds of its predecessor institutions,
the Universalist Church of America and the American Unitarian Association) are held by
the Andover Harvard Theological Library (AHTL) of Harvard Divinity School.



The AHTL archive includes materials from some congregations, official minister records,
and Unitarian Universalist-related books/sermons/etc. You can search their online
catalogue, HOLLIS, for all of the materials in the archive: http://tiny.cc/hollis._ahtl

Staff at AHTL are professional librarians, researchers, and archivists. Please contact them
with your research questions and to get help in searching the archives. You can reach
Frances O’Donnell, Curator of Manuscripts and Archives, at (617) 496-5153 or
frances_odonnell@harvard.edou can reach Clifford Wunderlich, Head of Access and
Research Services, at (617) 496-5409 or clifford_wunderlich@harvard.edu

Due to a lack of secure storage space, the UUA does not maintain many archives at its
offices in Boston. We do maintain a collection of files on all UUA member

congregations. You may learn more about this and the research services offered by the
IPW office by contacting the UUA Information Assistant by telephone at (617) 948-4652

or email ainfo@uua.org



Minutes

Fourteen

Maintaining Records and Archives

One cannot overemphasize the importance of maintaining adequate
records for the congregation or fellowship. The minutes of meetings,
financial records, and membership records comprise the ongoing story
of the life of a congregation; they provide the data necessary to short-
term and long-range planning as well as the information needed to
complete the Unitarian Universalist Association annual report ques-
tionnaire. Moreover, these records contain the basic information vi-
tal to composing a history of the congregation. Failure to maintain
congregation records endangers the harmony of the congregation by
resulting in a lack of information on which to base decisions.and a
consequent confusion over methods and goals. Mainraining congre-
gation records, therefore, should be a priority.

Minutes should be recorded for all meetings of the congregation, the
governing board, and formal committees. The minutes should pro-
vide a source of information about official actions on the part of the
congregation, board, or committee without being so dertailed that
they are difficult to write or read. Here are some guidelines for re-
cording minutes.

¢ Minutes should always record the date and time of the meeting.

* In meetings of the governing board or committees, the minutes
should name those present; for a congregational meeting, it 1s
sufficient to indicate the presence of a quorum.

* Minutes should note the name of the person chairing the meeting
and the person taking the minutes; the names of those presenting
formal motions may be included if desired.

* Minutes should carefully record the exact wording of formal mo-
tions even if not voted on; for motions that are broughr to a vote,
minutes should record votes for and against as well as absten-
rions.
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Annual Report

Electronic
Recordkeeping

Other Important
Records

e Minutes should also record general understandings or consensus
reached at a meeting despite the absence of formal motions or
votes. [t is not necessary, however, to record the details of every
discussion held at the meeting.

¢ Minutes should include the names of those people elected or ap-
pointed to assume vartous responstbilities.

¢ The minutes of meetings should be examined by the participants
for errors before being accepted as an official document.

*  The official minutes of any meeting ought to be available on re-
quest to all members of the congregation. Many congregations
publish the minutes of important meetings of the board and con-
gregation in a newsletter; other congregations post these minutes
where members can view them.

Many congregations publish an annual report in conjunction with
the annual meeting of the congregation. Such a document customar-
ily includes a report from the president, the secretary or clerk, and
the treasurer as well as a summary of the activities of each commit-
tee, interest group, and special task force.

A copy of the annual report should be distributed to all members
of the congregation and can be included with the materials given to
new members; prospective ministers, and interested others. A copy
should also be sent to the Public Information Office of the Unitarian
Universalist Association to be included in its congregation files. Fi-
nally, additional copies should be kept for future reference.

Many problems inherent in the collection, storage, and transmission
of congregation records can be eased through the use of electronic
recordkeeping. After surveying available congregation management
software, the Unitarian Universalist Association recommends 1o con-
gregations the Church Orgamizational Management System (COMS).
COMS is an advanced and comprehensive congregational software
program that can handle nearly every aspect of running a congrega-

tion. COMS allows congregations to track members, prospects, and

pledges. Informarion from this program can be passed to most popu-
lar word processing programs (¢.g., WordPerfect and Microsoft Word).

COMS is available in both Macintosh and [BM-compatible ver-
sions. Questions and orders should be directed to Specialty Software
at(407) 728-1199 in Evanston, IN. Other questions about electronic
recordkeeping can be directed to the Unitarian Universalist Associa-
tion Computer Services Department.

In addition to the minutes of meetings and the annual report, other
documents should be carefully preserved.

Preserve all documents that pertain to the congregation’s affilia-
non with the Universalist Church of America, American Unitarian
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Record Storage

Association, and Unitarian Universalist Association; the C0“$f?83ti0“'5
articles of incorporation; and its bylaws, including all revisions and
amendments.

Keep at least one copy of all congregation publications, such as
newsletters and brochures, for newcomers to the congregation. These
documents wil! provide essential information for writing a history of
the congregation.

All official documents should be kept where they are safe yet acces-
sible. For older records, this means in a fireproof cabinet located in
the congregation or parsonage. As noted above, electronic storage of
information eases many problems: copies of documents can be Stor?d
in the computer and on diskettes to facilitate retrieval and transmis:
sion,

Confidential Record: Memorial Service Preferences

Some records may need to be kept confidential in a congregation.
One such form is the record of stated preferences for memorial ser-
vices. Here is a sample form.

Full Name Date
Date of birth Birthplace

Social Security Number ___ - -

Maorther's name Father's name

Names of brothers and sisters

Name of spouse or partner

Name(s) of other significant person(s)

Name and addresses of children

Marital status

Date of marriage or service of holy union
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Place of marriage or service of holy union

I wish to have my body cremated and have a memorial service.

[ wish my ashes to be

| | wish my ashes to be buried in: | cemetery located at
[ wish to have a memorial service with private burial before or after the service.
[ wish to have a memorial service with no graveside committal service.
I wish to have a memorial service with graveside commitral service.

l wish to be buried in cemetery, located at

[ wish to have my service held at:

Unitarian Universalist congregation/ in my home/ chcr: _
I would prefer, in lieu of sending flowers, that my family and friends make memorial gifts to

Unitarian Universalist Church

other:

[ make the following suggestions for material [ would like to have used in my secvice. (Include
title, author, and reference, whenever possible.)

Responsive Readings Songs/Hymns

[§
Poems , Other Music
Speakers (name, address, phone number) Other Suggestions

Other wishes [ have about my memornial service:
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Writing the History of Your Congregation

When to Write

How to Begin

A shared history is 2 powerful bond and an awareness of history can
foster a sense of pride and a feeling of connectedness. The telling of
this history, whether in oral or written form, is one of the most im-
portant ways that newer members of a family are welcomed into the
group.

This sense of history is equally important to a congregation. A
sense of who we are is partly dependent on who we were. A history
of your congregation can reveal stories of its struggle to survive and
prosper, stories replete with setbacks and successes. But this history
has no value if it is hidden; it must be shared. While it is important to
preserve oral narrative, a written history is essential to the transnus-
sion of the story (or stories) of your congregation’s past.

Anytime 1s a good time to write a history, but the support needed for
such a project is most easily generated as part of an anniversary or
commemoration. Many congregations have produced congregation
histories on the fiftieth or one hundredth anniversary of the founding
of the congregation. The anniversary of a minister’s settlement is also
a good time for people to cooperate on writing a history. Even a
municipal celebration can be a catalyst for starting the work. Keep
mind that research and writing are frequently frustrating and always
time consuming, so allow plenty of time to complete the work.

The first step is to involve as many people as possible. A small com-
mittee should be created to supervise and coordinate the project; it
can decide how the work of reésearch and writing should be divided.

The older a congregation is, the more history it has to be discov-
ered and recorded, but the greater the likelihood that an carlier gen-
eration produced a congregation history. Such a document can assist
you in deciding what topics are important to your project and can
provide starting points for your research. Check the congregation's
files or the Unitarian Universalist Association archives.

Divide the research work among the group’s members. The per-
sonal interests and expertise of researches will suggest ways to appor:
tion the tasks: one person may be interested in the roles thacwomen’s
groups have played in the life of the congregation; a vouth group
may want to consider the history of religious education in the con-
gregation; another researcher may examine the congregation’s cesponse
to major cultural movements such as abolition, suffrage, or covil nighes.

The most common way for dividing a congregation’s histoey 13
chronological, but the overly rigid application of this structure is dan-
gerous. For example, instead of dividing a seventy-five year history
into three parrs of twenty-five years each, it might be better te diyxdg
the parts by a major evenr (perhaps the sectlement of a new nunister
or the move from one congregational building to anocher). fn tbts
example, it is more effective to have parts that are internally cohesive

-and logically divided than ro have three parts of equal length.
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Doing the Research

Further Research

After deciding how the research work is to be divided, you can begin
to collect the pertinent facts for your congregation’s history. This infor-
mation can be found in a variety of places.

Check all congregation records held by the congregation. Start
by sketching the broad outline of the congregation’s history: When
was it founded? Was it the first coagregation in that location or were
there others before it? Who have been its ministers? Has it always
been located at its present address? in its present building?

Move on ro more specific congregation records {perhaps with the
assistance of the congregation’s secretary and treasurer). The min-
utes of meetings can reveal a great deal about the problems facing the
congregation. Treasurer’s reports can chronicle the highs and lows of
the congregation’s history and can show what the congregation con-
sidered important enough to spend money on. By examining endow-
ment records, you may also discover important benefactors whose
names have been forgotten.

Visit your local library and historical society to enlist the aid of
their librarians. These collections may include local histories that re-
fer to your congregation or an earlier congregation history. Local
newspapers are also an important source of information. The library’s
photograph collection may contain photos of an old congregation
building that no longer exists, former ministers, or the founders of
the congregation.

Explore the congregation’s building for lost or forgotten materi-
als. An old trunk in the attic or a dusty box of books in the basement
might yield a wealth of marterials to examine. Also pay attention to
the memorial objects in the building: There may be interesting stories
behind who donated the objects and why.

Don't forget to use human resources by spreading word of your
research among the members of the congregation. Older congrega-
tion members should be asked to share their memories of the congre-
gation; these remimscences can lead to other avenués of reséarch.
Longtime congregants may have interesting photographs and other
memorabilia associated with the congregation that can be included
in your history. '

Based upon what you discover in vour congregation records, local
library, and historical society, and in interviews wich congregation
members, you may wish to extend vour research. Here are some wavys
to do so. - '
Contact the UUA Public Informauon Office and ask how to ini-
tiate a search of the archives there. Among these archives are congre-
gation files (including correspondence, clippings, and photos); old
directories and yearbooks; and information on worship services. It is
not uncommon for these files to include marerial that individual soci-
eties may have misplaced over the years or lost through accident (fires,
floods, etc.) If you are in the Boston area, vou may be able to arrange
to browse through these files yourself; but call at least one week in
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Writing the History

advance to make an appointment. If not, you can initiate a search by
the Unitarian Universalist Association’s archival researcher.

The Public Information Office can also arrange for a search of
the extensive Unitarian Universalist Association archives held at the
Andover Harvard Theological Library in Cambridge, Massachusetts.
These resources include files on Unitarian and Universalist ministers;
files on individual congregations, deceased ministers, institutional
directories and yearbooks; a large collection of photographs; the min-
utes of various general conventions and assemblies; back issues of the
major denominational newspapers (e.g., Christian Register and Uni-
versalist Leader); smaller regional publications, and many other
sources of information. There is a charge for archival research done
at Harvard and the process can take several weeks.

Other repositories of archival materials are the Meadville/Lombard
Theological School in Chicago (after Andover Harvard, the second
largest depository of Unitarian Universalist archival marerials and
the site of the Western Unitarian Conference papers), and the Starr
King School for the Ministry in Berkeley, CA. If ciccumstances per-
mit, you may examine these archives in person; if you send a written
request for information, try to make your questions as specific as
possible.

After the bulk of the research has been completed, begin to write a
draft of your congregation’s history. The first step is to hold a meet-
ing where the individuals and groups that have conducted research
can present their findings and discuss its significance. Your written
history cannot include every detail vou have uncovered, so the group
must decide which facts are most relevant and significant. You may
discover information that is not pleasant: It is just as important to
document a scandal or a controversy as it is to chronicle a success.
Involve as many people as possible in this discussion to ensure that
the finished history reflects the diversity of your congregation.

There are two ways to accomplish the actual writing of your his-
tory. The group may want to choose one person to do the writing,
especially if thar person is experienced. The benefits of a single au-
thor (stylistic consistency and less repetition) must be weighed against
the fact that this task is time-consunung for one person.

As an alternarive to a single writer, the coordinating committee
may assign different chapters to different authors based on their in-
terests and expertise (in the same way that the work of research was

divided). This method may result in a history that is not quite as

polished as one by a single author, but one that better reflects the
diverse interests of the group. Whichever method you choose, mitial
drafts of rhe history must be discussed before = final version 1s ap
proved by the group.
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Publishing Your History Present your written history in the most attractive way possible. In
the past this meant sending your manuscript to a printer, but today
impressive results can be achieved through desktop publishing. This
method will also facilitate the storage and dissemination of your work.

After the history of your local congregation is printed, send cop-
ies to the local library, historical society, and the Unitarian Universal-
ist Association headquarters. Copies should also be sent to Unitarian
Universalist Association archival repositories mentioned above. Plan
to hold a publishing party for the entire congregation to celebrate the
completion of your work. The many hours of labor required to pro-
duce the written history of your congregation bears fruit only when
the history is shared by others.

252 Unit Five: History, Policlies, and Procedures
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The Importance of Local Records

Qur records are our
history. Unitarians and
Universalists have made a
contribution to Canadian
life which ts out of propor-
tion to their numbers. If
we want to pass an this
heritage to our children
and provide to scholars
the primary research
material for Canadian
social and religious his-
tory. then we must actively
care for our records.

The Guide to Unitarian
and Urniversalist Archival
Records will tell scholars
and researchers what

material {s available and
where {t is located. Each
society will continue to
control access to the records
in {ts keeping. You are en-
couraged to establish the
guidelines and record man-
agement procedures. as
outiined in this brochure.
that are necessary to allow
responsible researchers to
use your records.

If your society has depos-
ited records with local pro-
vincial or community ar-
chives, then professional
advice Is avaflable to you

i

i

|

there. If you have other
questions regarding local
record keeping after reading
this brochure, please contact
the Project Archivist for the
UU Records Survey, Heather
Watts, 19 Wyndrock Drive,
Halifax. Nova Scotia, B3P IRS8.

Getting Started

1. Appoint a member ol
your group as Archivist or
Historian. This should be a
long-term appointment so
the person can become
familiar with your matertal.

2. Have your board set up a
stmple records management
policy for the Archivist to
follow.

3. Carefully select the piace
where the records will be
stored. It s tmportant that
they remain there. and not
be passed from board mem-
ber to board member.

Wiet ame the imchioet e lelice?.....o
Wiat recands tre et Lop i lacel frokoree? ... 2
Wihet reowde tholdws bep? ............ i
Wl s weds et ..o
Whet o we rtame the pesscdeic? ... ... L
Wicre do we ctors tho resarde? . . . f

,"/14M/u¢urfld&f¢é-’“£fﬂ/”‘*“£‘{7

Prepared for the Canadian Unitarian & Universalist Archival Records Survey. 1989

SFech Thanks Ao Hef\’m\ﬁﬁ_ WarT 5

of the HaliFax, -5

JU Gomseespiol
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What Are The Archivist’'s Duties?

The Archivist collects,
arranges and stores safely
the current, inactive and
historical or archival rec-
ords of the society. The
Archivist can arrange dis-
plays, give talks, provide
historical mforrnation for an-
niversaries, new member
nights, articles and bro-
chures. In larger societies
genealogists and local histo-
rians may contact the Archt-
vist for information on indi-
vidual members, local events
with which the society may
have been assoctated. or

buildings which it has owned

or occupied.

At the end of each church
year the Archivist should
collect the year's current
records from the outgoing
President. Secretary and
Committee Chafrpersons,
weed out duplicates and
material without permanent
value, arrange and store
them as inactive files. A

yearly update on the records
should be prepared for the
board. At the end of the
period your board designates
for tnactive storage (six years
in the case of financial rec-
ords. as required by the
federal government} you
should weed them again
before placing them in
permanent archival storage.

What Records
Should We Keep?

This will depend partly on
the space you have available
and the amournt of time you
have to docuwmnent the history
of your society.

At the very least you should
keep:

* Legal documents (deeds.
constitution, bylaws)

¢ Annual reports and finan-
cial statements

+ Minutes of board and

| congregational meetings

» Membership records
dedication, marriage and
funeral records n

« A st of Ministers and/or
Chaplains

+ Financtal ledgers and

journals

(other financial records for
6 years)

For a full picture of your
society you should also keep:

« {mportant correspon-
dence

* newsletters

< orders of service

« copies of important ser-
mons or talks

« records of church groups
(women's group. choir etc.)

= 3 history of your soclety

« records of committees of
the board (such as religious

education and social respon-

sibility)

« scrapbooks and identified
photographs

« film, sound and video
recordings

« biographical material on
ministers and prominent

- members

s property records and

t architectural plans

What Records Are Not Necéssary For
Congregational Archives?

* Records which are
created by the CUC., the
UUA and your district
office: minutes of the
CUC Annual Meetings
and records of General
Assembly for example.
Keep correspondence
between your soctety and
these groups.

* Denominational peri-
odicals. unless you have
the room and want to

store complete sets.

« Educational materials

produced by the CUC, the
UUA and the district,

* Invoices, bank state-
ments, cancelled cheques
and cheque stubs. records of
the yearly financial canvass.
Keep financtal records in
inactive storage for six years.

< Duplicates of congrega-
tional materials.

« Stencils.




What Do. -
We Do Eirst?

What Do We Store,
The Records In?

Assess what you have. Sort
your material into the cate-
gorics listed previously. Be
sure you have the material
recorded for the Archival
Record Survey and that it is
accessible. .

Arrange your material
chronologically where pos-
sible. Identify and label
everything but do not write
directly on documents and
photographs. People respect
a labelled box or flle and are
less likely to throw it out by
mistake.

Remove staples. paper
clips, and elastic bands from
your records. Never use
scotch tape. rubber cement
or glue for mending. All of
these will deteriorate and
damage the paper. If you
need to tie bundles of files
together use cloth tape.
Modem newsprint deterio-
rates rapidly because of its
high acid content so photo-
copy all newspaper clippings
onto good quality paper
before filing.

|

Acid-free containers. enve-
lopes and files are the best
storage materials. but they
are expensive. As your
budget permits you may
want to acquire acid-free
envelopes or mylar sleeves
for your oldest and most
valuable items. These are
available from library and

archival suppliers like:

Carr Mclean
461 Homer Avenue
Toronto, Ontario

M8W 4X2 .

phone toll free

1-800-268-2138 i

Use archival quality plastic
album pages for photo-
graphs. Good photography
stores now carry these. The
popular sticky-page albums
will eventually damage the
prints. If you are going to
keep a scrapbook inves' in
an album with acid- fre.
paper and use archivally
acceptable adhesives. If you
have old scrapbooks in your
collection don't take them
apart. but interleave the
pages with acid-free tissue
paper to slow the inevitable

- deterjoration.

A metal file cabinet gives
good protection to your
records. or they can be .
loosely packed. vertically. in
covered cardboard boxes.
suitably labelled. and stored
on metal shelving:

Cu —
Reﬂ?gé Inactive Archival
p ‘2) —— ;_l—. — Records |—~ ""'"l"" - recgrds
years I (3-6) years-|. i (permanent)
_ " l
Vv NV
weed weed
and and
discard discard
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Where Do We Store The Records?

The safest storage for
church and fellowship archi-
val records is in local or
provincial archives under
piofessional superviston.
Many of our soctetles have
already made arrangements
for the regular deposit of
their archival records. You
should only consider perma-
nent storage within the
society if you can afford to
ensure that professional
standards of climate and
light control. storage and
supervised access are met.

The current and fnactive
records that will continue to
be kept either in the church
or fellowship building. or by
individual officers If there is
no building, need to be
protected from the following
hazards: '

Enthusiastic Houseclean-
ing: Appointment of an
official archivist and adop-
tion of simple records man-
agement guidelines will
protect the records {rom loss
and destruction by persons
with the best intentions.

Heat and Dampuaess: Rec-
ords should not be stored in
attics. basements or any-
where there are extreme
changes of humidity and

| How Should Access |

{ how the information ex-

temperature. Comfortable

room temperature s best.

Boxes should be stored off
the floor.

Light {s damaging to rec-
ords. The containers you use
should be covered or closed.
but not airtight.

To The Records Be Provided?

where they are stored or
loaned to researchers, no
matter how reputable.

Your record management
guidelines should state how
persons wishing to use your
records should apply, Such
requests should be made in
writing to the Board. stating

Researchers should be
supervised while they are
using your records. No food
or drink should be permit-
ted {n the room and notes
should be taken in pencil to
avoid damage to the docu-
ments.

tracted will beused.

If you have confidential or
sensitive material these flles
should be stored separately.
They can be closed to re-
searchers for any specifled
length of time to avotd em-
barrassment or distress to
living persons.

Photocopying of matertal
should be controlled be-
cause of potential damage to
book bindings from han-
diing and to documents.

Records should never be {rom bright light and heat.

removed from the bullding

‘archives are the maost
ft of one generation to
f our care of them marks

o4

r Arthar Doughty
Borninlon archivist
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Common memories - common hope: help and
inspiration for the local church archivist/historian

By Tracey Z. Poole, M A. 795

At first glance, the task of the
church historian/archivist may ap-
pear overwhelming, dauntng, and
yes ~ even boring. Depending on
how well the role has been handled
in the past, you may have closets
full of musty, disorganized papers
to weed through, dozens of uni-
dentified items to catalog and boxes
of yellowed photos to attempt to
identify.

Do notdeéspair! You have been
charged with one of the most vital
and exciting tasks of any member
of your congregaton. According
to Hal Worthley, head librarian of
the Congregational Libraryin Bos-
ton, “the church histordan needs a
sense of commitment to the idea
that this church has made an im-
portant contribution locally and
nationally to our history and spiri-
tual health.” The other piece of
good news: lots of help is available
to you.

Worthley, who holds a doc-

torate in Amcrican religion and has
done course work in archival and .

library work at Simmons College,
has been at the Congregational
Christian Historical Socicty for 25
years, assisting approximately 500
churches and numerous individu-
als from throughout the country of
all denominational ‘backgrounds
each year.
_ Worthley lcads a day-long
“Suitcase Seminar™ through the
Massachuserts Conference, United
Church of Christ, titled “The
Church Historian /Archivist and
the Local Church.” He'is also avail-
able for individual telephone and
occasional in-person consultation
and assistance on any matters re-
lated to the task of the church
historian/archivist.

The American Baptist His-

Baptist churches in
the state and makes
available to its
members a pam-
phlet vded “A Manual

for Preservation of Historical Docu-
ments,” publishedin 1999. Chester

appropriatc funding, the work will
not be respected and little can be
accomplished.

4 | A
“Where there are not common memories, there cannot be
common hopes.”" — Anonymous

“Look: to the rock from which you were hewn, and to the
quarny from which you were dug.” — Isaiah 51:1 (NRSV)

~ "Fromtime |mmemonal there have been men and women
whose tcien’f o;qsstgnmenf {or happxly bofh) it has been fo

e H Worth]ey

S

Smith, the organization’s president,
has a list of several people who arc
“rcady, willing, and available” to
help any local church historian/
archivist in need of assistance.
Taking a “live course”™ on this
topic is highly recommended;
check your denomination’s re-
gional or national offices to see if
historian “how to” courses are of-
fered. While space limitations make
it possible only to touch the surface
of this important topic here, the
following tps from Worthley’s
“Suitcase Seminar” are vital:

e Maintain a modest annual bud-
get for the purchase of preserva-
uon supplies. The cost of main-
taining the church’s records and
memorabilia need not be high, but
unless the task is given status and

« Identify and organize records,
climinating anything that need not
be kept and arranging the “keep-
crs” into some rational arrange-
ment. Sort them according to type
and then according to date. Estab-
lish a simple register. Headings
might fall into the following pat-
terii: Column 1 - Accession Num-
ber = 1999-hyphen-4,” meaning
the fourth item received in 1999;
Colurnn 2 — Date received (by you)
-~ “April 29, 1999”; Column 3 -
Description — “Records, Christian
Ed Committee, 1975-1988”; Col-
umn 4 — Donor — “Ann Smith,
Christian Ed Chair”, Column 5 -
Quantity ~ “3 loosc-leaf binders, 9 x
12 inches™; Column 6 — Location —
“Records Storage Closet, Shelf 4.7

(Continned, nexe page)
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« When preserving records, avoid
heat, moisture, staplesand pins, glue,
cellophane tape and plastic wrap-
pings. Store records away from light
at a constant temperature and rela-
tive humidity. Store legal documents
inasafe deposit box. Microfilmyour
church’s records; this can cost less
than $600 and both the Congrega-
tonal Library and the American
Baptist Historical Society provide
this service. Store records inacid-free
containers and avoid all adhesive
tapes, rubber cement and rubber
bands.

Newspaper clips should be
photocopied onacid-frec paperand
filed in acid-free envelopes. Black-
and-white film should be used when-
ever possible (itkeeps better); nega-
tives keep better than positives. Store
photos in albums with acid-free
pages. Transferaudio tapestoapoly-
ester tape (Mylar), use maximum
60-minute tapes, and plan to copy
youroldertapesona 10-to-12 -year
basis.

o Thearchivist/historianshould
be prepared to do the following:
read any histories of the local church

and scan surviving records; know
broad outines of the history of your
denomination; be familiar with his-
torical agencies of the denomina-
tion; be sure the church library in-
cludes copies of reliable histories of

- the denominaton; if local church

histories have been published, make
sure they are available; keep ajournal
of major church news and activities
throughout the currentyear; report
annually to the congregation so
people know the care being givento
their records.

e If your church is about to cel-
ebratc a major anniversary, cstab-
lish a planning committee 18-24
months prior to the anniversary year.
The most common request the Con-
gregavonal Christian Historical So-
ciety receivesfromlocal churchesisfor
helpwith their anniversaries.

The Society will happily pro-
vide the following: biographical data
onministers; statistcs on thechurch’s
development from the early 1800s
to the present; sample anniversary
year programs, liturgies, litanies, ctc.;
copies of sermonsand musical selec-
tdons used in a certain period of
history; examples of local church

Books

The Work of the Church Clerk -
published by ABHS, includes a
chapter on record keeping ~
available through Judson Press
Memoryand Ministry: Caring
For Your Chuwrch Heritage

~ A 30-minute video available
through Ecufilm for $14.95;
{800) 251-4901

Organizations

The Congregational Christian
1 Historical Society and the
Congregational Library
| 14 Beacon St., Boston, MA 02108
‘Head Librarian: Hal Worthley

Phone: {617)523-0470

Fax: (617) 523-0491

e-mail: hworthley@l 4beacon.org
website: www.14beacon.org

Help for Church Historians/Archivists

‘Historical Sodety of

768-2378, ext. 2374

The American Baptist

Massachusetts
Chester Smith, President
Phone: (781) 275-0598

The American Baptist Historical
Socicty (National)

PO Box 851

Valley Forge, PA 19482
Archivist: Betty Layton

Phone: 1-800-222-3872, (610)

e-mail: betty layton@abc-usa.org
website: www.abc-usa.org/abhs/

Andover Newton Theol. School
Trask Library Special Collections
Diana Yount (617) 964-1100,

{or 800-964-ANTS) ext. 252
dyount@ans.edu

histories and pictorial directories;
and advice to the church archivist/
historian on the preservation of
church records. Andover Newton’s
Trask Library Special Collectons
staffoffers this same service to Ameri-
can Baptst Churches.

e If your church plans to pub-
lish and/or update its history,
figure your financing carefully in
advance and determine what kind
oflosses you can handle. Remem-
ber that the audience will be mainly
your past and present members.
To get the best prinung service,
use local companies which offer
you more control over the final
product. Highlight the “apostolic
succession of congregations ~ the
people gathered,” not just the
succession of ministers and meet-
ing houses, as written histories of-
ten do.

Rather than bemoan the fact
that you may have been given the
dubious honor of serving as your
church’s archivist/historian,
remember that “you have been
called to be keepers of a particular
people’s past — that their present
may be informed, their future
enlivened.” So go to it, take
advantage of the help available to
vou, and enjoy!

A note of explanarion —~ in
most local churches, the func-
tions of the archivist and the
historian are joined in a single
office held by one person. For the
purposes of this article, we have
wsed the term hissorian/archi-
vist. The functions are, however,
guite different. The local church
archivist i5s responsible for col-
lecting, arranging and sceing to
the physical prcscrvaribn and
safe storage of the non-currvent
records of the local church. The
focal church historian shares
these concerns as a consuitant or
resource person and is respown-
sible for marshalling the
church’s records to documentand
luminate the church’ past.
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KEEPING CONGREGATIONAL ARCHIVES
Bruce C. Harding Certified Archivist
PNW District - UUA Committee on Archives Member

THE IMPORTANCE OF LOCAL RECORDS

Our records are our history! Unitarians and Universalists have made a contribution to American
life that is out of proportion to their num‘ bers. If we want to pass on this heritage to our members
and provide scholars primary research material for social and religious history, then we must'
actively care for qur records. Preparing a Guide to Unitarian and Universalist Archival Records
in each district will tell scholars and researchers w;}at material is avéii‘a\bie and where it is
located. Each district or local congregation must continue to control access to the records in its
keeping. However, church offices/archives are encouraged to establish guidelines and record '
management _prcedure“s, as outlined in this ltem, that will allow responsible researchers to use
your records.

If your -§oci-ety deposits records in a nearby professional archive, which is recommended, then
advice is available to you. Many PNW professional archives have facilities and staff to accept
your congregation's historical rﬂecords and service them. Arrange to meet the person who
supervises an archive in your area and negotiate an agreement for the deposit and/or reference
of your records.

GETTING STARTED

1. If a congregation is going to maintain these important records themselves, then they must
appoint a member as Archivist or Historian. This should be a long term appointment so the

person can become familiar with the material.

2. Have your Board set up a simple archives management pclicy for the congregation to
follow.
3. Carefully select the piéoe where inactive records will be stored. It is important that they

remain there, and not be passed from board member to board member as changes occur. This
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follows the “birth to death” concept of records management: 1. active life in the office (2-5
years), 2. placed in an accessible reference area (2-5 years), and 3. transfer to the archives
(permanent) or destroy (heaven and/or hell).

WHAT ARE THE ARCHIVISTS DUTIES

The Archivist selects, arranges and safely stores the inactive and historical or archival records
of the society. He/She can arrange displays, give talks, provide historical Information for
anniversaries, new member orientations and prepare articles and brochures. In larger Societies
genealogists and local historians may contact the Archivist for Information on individual
members, local events with which the society may have been gssociated, or buildings that it has
owned or occupied. Some may conduct video/oral history tape interview projects.

At the end of each year or two-the Archivist must collect the inactive records from the President,

Secretary and Committee Chairpersons, weed out duplicates and material without permanent
y_alue, arrange and store them as inactive files  An update on the recards should be prepared
for the Board at the end of the period the Board designates for keeping inactive records
(purgatory). You should weed them again before placing them in a permanent archival
depository (heaven), or destroy them (hell). He/She is the St. Peter of records!
WHAT RECORDS SHOULD WE KEEP?
This will depend partly on the available space you have, and the amount of time and staff you
have to document the history of your seciety. Basic records consist of the followi ng.

Legal documents (deeds, constitition, bylaws and‘contracts).

Annual reports and financial statements,

Membership records {(dedication, marriage and ,déath records).

A list of ministers and officers by year.

Invoices, bank statements, cancelled checks and check stubs, records of the yearly

financial canvass. Keep these records for seven years after audit
20




Duplicates of congregational published items should be discarded as they are outdated.

WHAT RECORDS ARE NOT NECESSARY FOR CONGREGATIONAL
ARCHIVES? |
At least three persons (the Minister, the Board President and the Archivist) should have read

these guidelines, and taken professional workshops before any records are destroyed. Consider
the following for disposal every 2-5 years:
Publications created by the UUA and the PNWD.
Minutes of the UUA Annual Meeting and records of General Assembly.
Denominational periodicals, unless you have room for complete sets.
Educational materials produced by the UUA and the PNWD unless you have space take
them apart, but interleave the pages with acid-free tissue paper to slow the inevitable
deterioration, or copy on archival sheets.
A metal file cabinet gives good prctécﬁon to your records, or they can be loosely packed,
vertically, in archival quality cardboard boxes, suitably labeled, and stored on metal shelving.
WHAT DO WE DO FIRST?
Inventory what you have by using a form for that purpose. (See last page)
Arrange your material by file titte and/or chronologically whenever possible. dentify and label
everything but do not write directly on documents or photographs. A labeled box or file folder is
less likely to be discarded without asking!
Remove staples, paper clips; and elastic bands from your records, Never use scotch tape, rubber cament or
glue for mending. All of these will deteriorate and damage the paper. If vou nead to tie bundles of files
together use archival cloth stnps. Modem newsprint deteriorates rapidly because of its high acid content
50 photocopy all newspaper clippings onto archival quality paper before filing. Do not pastz nto

scrapbook!
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WHAT TO STORE THE RECORDS IN?

Acid-free containers, envelopes and file folders are the best storage materials, but they are
expensive. As your budget permits you may want to acquire acid-free envelopes or mylar
sleeves for your oldest and most valuable items. These are available from ‘Iibrary and archival
suppliers and you may combine an order with congregations or others in the area to obtain a
discount. Inquire at your nearby statefuniversity archives.
Use archival quality album pages for photographs. Good photography stores now carry these.
The popular sticky-page albums will eventually damage the prints. If you are going to keep a
scrapbook, invest in én alburn with acid-free paper and use archival acceptable adhesives. If
you have old scrapbcoks in your collection don't destroy them-possibly copying them
on acid free paper or on microfilm.

Financial ledgers, journals, and audits of same.
For a full picture of ycur society you sHouId also keep:

Correspondence of minister, officers. and committees dealing with policy or actions taken

by them. These are church records and not personal property of the individuals

Newsletters.

Orders of sefvice.

Copies of sermons or talks (tapes should be transcribed). Records of congregational

member groups.

A history of your society (updated each 10 year period).

Records of committees of the board (such as religious education and social

responsibility).

ldentified negatives and/or photographs.

Film, sound and video recordings.

Biographical material on ministers and prominent members.

Property records and architectural plans.
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An index of local media coverage by names of publications, date and page.

WHERE DO WE STORE RECORDS?

The safest storage for congregational archival records is in a nearby facility which is under
professional supervision. Some of our societies have already made arrangements for the
regular deposit of their archival records. You should only consider permanent storage within the
society if you can afford to meet professional standards of temperature (65" - 70'F), humidity
(40% - ;pz), light control, storage areas free from vermin, water damage, air pollutants and fire
possibiliies. Also, a paid staff of one or two!

The current and inactive records that will continue to be kept either in the church or fellowship
building, or by individuat éfﬁce’rs if there is no building, need to be protected from the following
hazards;

Enthusiastic Housecleaning: Appointment of an official archivist and adoption of simple records

management guidelines will protect the records from loss and destruction by persons with the
best intentions.

Heat and Dampness: Records should not be stored in attics or basements without climate

control or anywhere there are extreme changes of _h“umidiity and temperature, Comfortable room
tem_peratu re is best.Boxes should be stored off the floort Lightis. damaging to records over
lengthy periods of time. The containers you use should be covered or closed, but not airtight.
HOW SHOULD ACCESS TO THE RECORDS BE PROVIDED?

Your management guidelines should state how persons wishing to use your records should

. apply. Such requests should be made in W{iting to the Archivist, stating how the information
extracted will be used.

if you have confidential or sensitive material, these files should be stored separately. They can
be closed to researchers for any specified length of time to avoid embarrassment or distress to

living persons.
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Records should never be removed from where they are stored or referenced nor loaned to
researchers, no matter how reputable. Copy if needed “off site™

Researchers should be supervised while they are using your records. No food or drink should
be permitted in the room and notes should be taken in pencil or on a computer to avoid damage
to the documents.

Photocopying of material should be controlled because of potential damage to book bindings
from handling and to documents from bright light and heat

Many of the sources given bétow are available in local or nearby libraries and/or archives. The
following publications should be purchased by the PNWD for circulation to congregations.

1. Evans, Frank B., Donald F. Ha-rﬁson, and Edwin A. Thompson. A Basic Glossary for
Archivists. Manuscript Curators, and Records Managers. reprinted from the American Archivist
37.3 (July 1974).

2. Robek, Mary F. Gerald F. Brown, and Wilmer 0 Maedke: /nformation and Recotds
Management. 3rd edn. (Mission Hills, CA: Glencoe, 1987-later?).

3. DePew, John N.: A Library. Media, and Archival Preservation Handbook (Santa Barbara,
CAAO-CLIO; 1991).

Other sources that could be consulted include the foliowing:

1. Miller, Fredric M. Arranging and Describing Archives and Manuscripts (Chicago:Society of
American Archivists, | 280)

2. O'Toole, James M. Understanding Archives and Manuscripts (Chicago: Society of American
Archivists, 1890).

3. Ritzenthaler, Mary Lynn: Archives and Manuscripts: Conservation, A Manual an Physical

Care and Management Chicago Society of American Archivists, 1983).

4. Ritzenthaler, Mary Lynn, Gerald J. Munoff, and Margaret S. Long: Archives and Manuscripts.

Adminsstration of Photographic Collections (Chicago, Society of American Archivists, 1633).
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5. Swartzburg, Susan: Conservation in the Library: A Handbook of Use and Care of Traditional
and Nontraditionai Material (\Westport: Greenwood Press, 1983).
The following is a brief list of the items which are of value to the archivist-historian and
researcher and should be retained in an archives depository. Variations in application will
immediately become noticeable when a specific organization is involved. This list suggests
rather than prescribes.
1. BOARDS, CONFERENCE AND COMMITTEE MINUUTES - These ought to be
reiigiously prese»wed, especially if the board or committee operates in decision and policy
formation areas. Such minutes can be placed on restricted use in the archives
depository.
2. CORRESPONDENCE - All official crrespondence dealing with policies, functions.
personnel, plans and progréms of an organization are its property and should be
considered for transfer to the archives when "inactive" (4-10 years).
3._REPORTS - All reports issued by executives, boards, or agericy personnel or staff
members relating to the work or to surveys and activities, plans and projections, including
annual reports, should be placed into the archives.

4. FINANCIAL REPORTS - Regardless of form, basic financial reports shouid be

retained. Discrimination can be practiced when an annual financial report supeféedes
periodic reports and contains identical and/or summary information. Then the annual
report will suffice. Lengthy detailed computer printouts may be useless due to the excess
numbers they contain and their bulk.

5. HOUSE ORGANS - Newsletters, bulletins, pastoral and executive letters
appearing serially, and similar communications are to be filed and considered for transfer
to the archives depository after 10 years.

6. POLICY STATEMENTS - Directives and regulaticns issued by or to executives

4
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and staff or other personnel are archival in nature and transferred to the archives when

non-current.
7. PHOTOGRAPHS - Pictures and their negatives, of personnel, executives, boards,

buildings, properties, special evénts, etc. are important, and should be cleary identified

and dated. Photographs should be arranged and stored in archival containers for
preservation enhancement. Kéep photos/negatives in separate areas and or buildings for
security.

8. ORDERS OF SERVICE - General and special service items such as installations,
funerals, ground-breakings, comerstone layings, dedications, anniVersariés, and other
special events should be regularly retained.

g. AUDIO AND VISUAL AIDS - Filmstrips, slides, recordings. record atbums. video
and oral tapes, and related materials from special events should be preserved.

10.  MUSEUM MATERIALS - ftems such as worship equipment. appointments and
paraphernalia used in the service of the organization, in mission activities, in church and
school, etc., may be helpful in depicting the mode of life in exhibits.

11, MISCELLANEQUS - Any documents, manuscripts, ledgers, books, pamphlets,
and personal items etc. relating to the work of the organization are also important and
sh‘ou'ld be retained. Personal items of members should be solicited and considered for
the archives. The archivist retains the right to dispose of personal items as deemed

appropriate.
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GUIDELINES FOR CONGREGATIONAL MINUTES

The following are some guidelines for the recording, processing and preserving of the minutes
of the congregation's annual meeting, boards commétte_es and organizations of the
congregation.
| As the official record of the transactions or proceedings of a congregation, as well
as of valuable information for future years, the secretary or hisfther substitute shall keep a
clear, accurate, adequate and objective account of the transactions of any reg‘uiar or
special meetmg‘s,, including the number of members present at such meetings.
2. : To insure accuracy, it is essential that a copy of all recommendations or proposals
by congregational boards or committees be given to the voters at the time of their
presentation and shall be so entered by the secretary into the minutes with whatever
changes the congregation may see fit to make at their adoption.
3.  Inimportant business matters, especially those having legal significance, it is
essential that the secretary record the names of the individuals moving and seconding
the recommendations.
4, [n order to provide for permanent legibility, the minutes shall be recorded by the
secretary in typewritten form in a durable loose-leaf or post binder or transcribed in a
legible hand into a permanent ledger. The binderor ledger shall be furnished and owned
by the congregation. After theimi’nbutes have been adopted in @ subsequent meeting, they
shall be signed by the chaimman and the secretary before they are filed. Post binders are
recommended for such pemanent loose-leaf files. A second copy should be kept in
another building to provide security from disaster.
A S All letters and documents which come to the éecretary in histher official capacity

are considered the property of the congregation and shall be surrendered by the outgoing
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secretary or officer to his/her successor.
8. In the interest of safe keeping, the congregation will do well to have the minutes
and records reproduced and have the original copies of the minutes stored in a separate
place, such as the district archives.
The congregational archivist should present these guidelines to the voters and all boards,
committees and organizations of the congregation so that they might be carefully followed. In

this way an accurate record of the activities and policies of the congregation will be preserved,
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RECOMMENDATIONS ON STARTING AN ARCHIVES PROGRAM

1. Option A. (recomn'iended)
A Appoint an archivist/historian who will assure that the activities of the unit are fully
documented and breserved.
1. Creation/Organization materials
a. Minutes: correspondence: member list: and other data on ‘when;
why; who and how;: the organization came to be.
b. Drafts: and/or first governing documents, officers elected, all
documentation on the unit's activities, such as video/audio tape recordings
of speeches., photographs of members., meetings and places used for
meetings; newsletters, clippings and/or any printed items on the unit's
functions.
2. Basic documents include all policy correspondence: publications, meeting
notes / minutes; and fiscal records of a summary nature. Toss checks: receipts:
etc., when they are entered into a journal or fiscal report and audited.
B. Obtain equipment and space to keep all documentation until after an annual audit
or until entered into a computer system with a duplicate back up (i.e. disc. tape) of
microfilmed.
c. Negotiate an agreement with local: state or regional archives which will assist in
doing aninventory, selection and agree to accept items for deposit anld reference: those
records of administrative. legal: fiscal display and/or research value.
D. Assist the archival depository selected to process: éheive and prepare a ‘finding’
that tells what is deposited, its location and how to access it for use.

E. A library of related non-unit records could be established, toc. Books, magazines,
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tapes, efc.

i QOption B
If possible, negotiate an agreement with a local, state, or regional archival institution for It'
to provide necessary procedures for the establishment and operation of a unit records
management system and archival program for a fee.

. Option C
Iif unable to do Option A or B, accumulate everything possible of the unit's creation,
organization, and operations. Box them carefully and store in a suitable environment (60-

80 degrees F.), 40% - 60% humidity, no vermin, flooding, or theft).

Comments and questions on these suggestions should be sent to PNW-UUA headquarters

and/or to Bruce Harding, 1105 NE Myrtle St., Puilman WA 99163-3801. Ph. 509-332-7749.
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The First Unitarian Universalist Society of Marietta

Shared Ministry

Ministry Description

Name of Ministry
Church Historian

Purpose of Position
The Church Historian shall be responsible for maintaining a comprehensive record of the
development of the church and working with the Minister, staff, and congregation to
educate members and friends about the history of The First Unitarian Universalist Society
of Marietta and its precursors as well as the history of the Unitarian Universalist
movement.

Responsibilities
1. Keep a permanent file of material on important events in the church-and the U.U.
movement.
2. Enforce an archival policy and procedures developed in consultation with the Minister
and History Committee and approved by the Board of Trustees
Undertake research to make the archives as full as possible
4. Act as a resource to respond to inquires concerning the history and historic
personalities associated with this congregation.
5. Inform the congregation of historical findings, including regular articles in the monthly
newsletter, periodic, and permanent displays.
6. Through consultation with the minister, and the History Committee, develop and
maintain periodic and permanent historic displays in the church.
7. Recommend to the Board of Trustees and to the Minister appropriate commemorative
occasions and measures to preserve archival material.
8. Submit annually:
A. Annual report (due in March)
B. Annual budget proposal in consultation of the History Committee (due in
August) '
C. Annual plan of relevant celebrations and displays for the fiscal year i
consultation with the minister and History Committee (due in August).

7S]

Qualifications

1. Knowledge offor willingness to learn archival policies, procedures, organization,
maintenance and techniques to preserve archival material.

2. Commitment to the mission of this congregation.

3. Enthusiasm for the history of this congregation and the Unitarian Universalist
movement in general.

4. Good organizational skills

5. Ability to work as a team member

Shared Ministry Description: Church Historian.
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