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1.0 Authority of the Archives Collection Policy Document.  

This document establishes the framework within which the Archives program of the Unitarian 

Universalist Church of Greater Lansing (UUCGL) functions. All subsequent policies and 

procedures will be in accordance with its provisions. The UUCGL Archives Committee is 

responsible for developing and amending this policy. 

2.0 Authority of the Archives.  

The archives framework consists of an archives committee that sets the goals and regularly meets 

to organize material as it comes to the Archives. The archives committee answers to the Board of 

Trustees and submits an annual report to them. The church has provided locked cabinets and file 

drawers for housing the archives and an initial supply budget.  

3.0 Archival Program Objectives.  

Unitarian Universalist Church of Greater Lansing is a church located in East Lansing and was 

formed in 1957 by the merger of the Universalist Church of Lansing and Unitarian Fellowship of 

East Lansing and Mason.  

The UUCGL Archives has four major objectives: 

1. To identify, preserve and make available the Church records of the past so that they may 

be used to enlighten and enrich the future life of the church. 

2. To document, in so far as possible, the important events and decisions affecting the 

Church and its members. 

3. To preserve those (archival) documents of the Church of enduring value. 
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4. To assist in the use of the archival records for genealogical research, educational 

programs, commemorative events, decision-making, and other activities deemed 

appropriate by the UUCGL. 

Church records deposited in the UUCGL Archives include: 

1. Legal records 
a. By-laws 
b. Constitutions 
c. Incorporation papers 
d. Deeds 
e. Real estate records 
f. Tax records 
g. Litigation papers 
h. Contracts 
i. Minutes of the board, committee, and other church meetings 
j. Annual reports 
k. Audits 
l. Selected financial records 

2. Program-related records 
a. Personnel files and staff lists 
b. Correspondence and memos 
c. Departmental files 
d. Public relations material 
e. Procedure books and manuals 
f. Proceedings of consultations 
g. Audio tapes, films, and videotapes 
h. Photographs, slides, and negatives 
i. Maps and posters 
j. Clippings and articles 
k. Brochures 
l. Lists of supporters 
m. Policy statements 
n. Building plans 
o. Periodicals and other publications 
p. Resource files 

3. Personal records 
a. Journals and diaries 
b. Photographs, slides, and negatives 
c. Biographies 
d. Scrapbooks 
e. Oral histories 
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f. Personal papers of ministers and other church leaders (Personal papers may 
comprise sermons, case files, curriculum material, correspondence, journals, 
photograph albums, audio recordings, and artifacts) 

4.0 Responsibilities of the Archives Committee.  

The Archives Committee is delegated with authority for the following responsibilities: 

1. To decide which records have enduring value. Records include paper records, 

photographs, artifacts, and audio and visual media.  

2. To locate and acquire all records of enduring value. 

3. To organize, describe, and catalog all enduring records. 

4. To institute proper preservation techniques for all materials.   

5. To maintain custody of all archival materials, to control use and security of all records, 

and to provide disaster protection, in so far as possible, for the records. 

6. To assist in the use of the records for historical research in response to requests from 

church members and other authorized persons. 

7. To provide assistance to members of the public requesting access to the vital statistical 

records (births, marriages, deaths) and other historical information of the church. 

8. To organize displays of archival materials or artifacts for special promotional events of 

the church. 

9. To order and maintain equipment, supplies, etc. that are needed by the Archives. 

10. To conduct oral history interviews as needed to document the story of the church. 

11. To document the ongoing operations of the Archives itself and its practices and policies. 
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5.0 Obligations of the Church Officers to Cooperate with Archives 

Program.  

The Secretary of the UUCGL shall work with the Archives Committee. All church officers shall 

cooperate with the Archives Committee to ensure: 

1. No archival records are destroyed or disposed of without proper authorization. 

2. The advice of the Archives Committee is sought in matters involving the quality and 

quantity of the archival records collected. 

6.0 Scope and Nature of Archival Requirements 

Acquisition.  

The Archives Committee has responsibility to acquire those records of the UUCGL with 

enduring value, and the obligation to care for them indefinitely and to commit resources to their 

continuing care. Material acquired for the Archives becomes the property of the UUCGL to be 

administered as it sees fit, which includes the right to deaccession or dispose of material deemed 

non-archival and to assign the collection for safekeeping in a recognized archival repository if 

the Church is unable to maintain the Archives. 

Acquisitions shall be consistent with the purposes of the Archives, possess potential 

research or exhibition purposes, be in good condition, and fit within the storage space 

capabilities of the Archives. In general, only two copies of the same material will be retained due 

to space. Loans to and from the Archives will be discouraged. It is the Archives objective to 

maintain permanent physical custody of its own materials.  
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 Deaccession, or removal from the collection, will occur if the material does not meet the 

criteria of the acquisitions policy, imperils the well being of the collection, duplicates material 

the Archives already has, or is irrelevant to the purpose of the Archives. 

Arrangement and Description  

All records brought into archival custody shall be arranged and described according to archival 

principles to the extent necessary to make them available for research. This may include use and 

maintenance of an in-house archives catalog database and the production of written finding aids. 

Finding Aids may be added to the UUCGL website if resources permit. 

Preservation.  

Because the preservation of the archival materials is one of the prime directives for the Archives 

program, every effort shall be made to provide facilities, environment, and resources to prolong 

the life of the records in custody. A detailed preservation policy can be found in Appendix A. 

Access to Archives  

The Archives is available for use by the officers, members, and friends of the UUCGL as well as 

other researchers but use must be coordinated with the Archives Committee. Archival materials 

will be available for research under conditions that ensure their preservation and which comply 

with the requirements to protect confidentiality, privacy, and any key specific legal conditions. 

The Archives Committee will administer access to the Archives collection in accordance with 

sound archival principles, the available resources, their legal and ethical obligations, and the 

physical integrity of the materials. A detailed access policy can be found in Appendix B. 
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User Education.  

The Archives Committee has a commitment to promote an awareness and appreciation of the 

materials in its collection to its church members, friends, and the public at large. 

Management and Administration  

In addition to its responsibility to manage the Archives, the Archives Committee also has an 

obligation to document its archival work carefully, for the purpose of sharing with other church, 

state, regional, and federal organizations. 

7.0 Major Activities of the Archival Program 

1. Identification of the UUCGL records of enduring value. 

2. Transfer of these records to the Church Archives. 

3. Detailed sorting, arrangement, description, and cataloging of archival materials for the 

purpose of identification and retrieval. 

4. Identification and preservation of photographs and artifacts that document the history of 

the church. 

5. Preservation of all archival materials, including removing harmful substances (tape, glue, 

staples, dust, rubber bands, metal clips), copying materials onto safety formats and 

placing materials in clean, acid-free containers which provide proper support to the 

weight of the documents. 

6. Research of information in the Archives in response to requests. 

7. Outreach and promotion of the archival materials via exhibits and appropriate 

publications. 
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Appendix A- Archives Preservation Policy 

A.1 Preservation Practices in the UUCGL Archives 
Because the preservation of the archival materials is one of the prime directives for the Archives 

program, every effort shall be made to provide the facilities, environment, and resources to 

prolong the life of the records in custody. 

A.2 The Archives Room 

The Church Archives is housed in Room 105 on the first floor of the UUCGL. Since this is a 

church conference room, the door is unlocked but all cabinets are locked and keys are restricted 

to Archives Committee members and selected church officers. In addition, all records are stored 

in boxes, offering them protection from UV damage. 

A.3 Storage Boxes and Folders 

All storage materials used in the UUCGL have been obtained from a reputable archival supplier. 

All documents are stored in acid-free boxes or document cases. Paper documents are also housed 

in acid-free folders. Photographs are stored in archival polyethylene print envelopes and kept 

separate from other documents. The combination of boxes and folders is intended to protect the 

documents from most of the potential damage caused by light, water, and dust. All boxes are 

kept closed when not in use. 

Loose-leaf documents stored upright in folders within boxes, with spacer items employed to fill 

in slack space. Scrapbooks, albums, journals, and certificates are stored in flat document cases. 

Series description on file folders is written in No. 2 pencil. Special film marking pens are used to 

label the photo envelopes so that the descriptions are permanent and waterproof. 
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A.4 Other Preservation Steps 

The Archives Committee has attempted to remove all staples, paper clips, rubber bands, and 

similarly harmful fastening materials from its archives. Where it is necessary to link together 

documents for future usage, methods such as archival plastic paper clips shall be used. 

Those parts of the collection which are on highly-acidic paper or contained in fragile journal 

books will be noted and transferred to acid-free paper if it can be done without harming the 

material any further. Digitization of at risk materials will be considered if resources, both 

electronic and human, are available. 

Materials that originate as electronic documents may be printed before storage in the Archives 

and hard materials such as CDs and DVDs may be included.  Electronic materials will also be 

stored in electronic form within the Church's or other computer system, and such storage will be 

outside the responsibility of the archives committee except that the committee will advise or 

coordinate so as to enhance the usability of all archive materials. 
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Appendix B – Archives Access Policy 

Access to the UUCGL Archives 
The Archives is available for use by the officers, members, and friends of the UUCGL and by 

other researchers. Access is by appointment only and must be coordinated with the Archives 

Committee through the Chair. Members of the Archives Committee who are familiar with the 

contents of the records and are trained in the procedures for handling them will assist anyone 

using the Archives. All users of the Archives must agree to this Access Policy and sign the 

Archives Use Register. This register will include the name, date, and a list of materials accessed 

during the visit. 

Using Archival Collections 

Archival materials will be available for research under conditions that ensure their preservation 

and which comply with the requirements to respect confidentiality, privacy, and any specific 

legal conditions. The Archives Committee will administer access to the Archives collection in 

accordance with sound archival principles, the available resources, their legal and ethical 

obligations, and the physical integrity of the material. To ensure this, the following rules are to 

be followed: 

• All materials are to be used only in Room 105. Materials cannot be checked out. 

• Only pencils, typewriters, computer or audio recording devices can be used for taking 

notes. Pens are not allowed when working with materials in the Archives.  

• Portable scanners are not allowed, as they require contact with the materials. The 

Archives Committee must approve the use of a camera to record materials. 
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• Folders should only be removed from a box one at a time. Researchers are encouraged to 

use Out Cards – available from the Archives Committee attendant - - to mark the folder’s 

place within the box. 

• Papers should not be folded, written on, or otherwise damaged. Pages should be turned 

carefully. 

• The exact order and arrangement of the materials in the collections must be maintained. 

All sheets should be straight before returning the folder to the box. Researcher must not 

rearrange items or remove anything from the folders, even if it is to be copied. A member 

of the Archives Committee will assist with duplication. 

• No smoking materials, food, or beverages will be permitted when handling or viewing 

materials. 

• The Archives Committee reserves the right to inspect all research materials and personal 

articles before a user leaves the premises. 

The Archives Committee may refuse access to any archival item in its collection due to 

condition, value, staff limitations or sensitivity of contents. 

Photo Duplication 

Photocopying services at the UUCGL are limited. Researchers conducting church business can 

do so following established church procedures. Users conducting research for personal interest 

will be charged a small per page duplication fee. Note that duplication may not be completed 

during a users visit and will need to be prepaid. 

Digitization 

This service is not available at this time. 
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Copyright 

The copyright law of the United States (Title 17, U.S. Code) governs the making of photocopies 

or other reproductions of copyrighted material. 

Under certain conditions specified in the law, libraries and archives are authorized to furnish 

photocopy or other reproduction. One of these specified conditions is that photocopy or 

reproduction is “not to be used for any purpose other than private study, scholarship or research.” 

If a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of 

“fair use”, that user may be liable for copyright infringement. 

The Archives Committee reserves the right to refuse to accept a users copying order if, in its 

judgment, fulfillment of the order would involve violation of copyright law.  

Publishing 

Any publication of materials from the collections must credit the Unitarian Universalist Church 

of Greater Lansing Archives. Citations should follow this format: Identification of item, 

Collection Name, Unitarian Universalist Church of Greater Lansing Archives. 


