MNMonituka Ta npoueaypu CYA
YactuHa 8: ApxiBHa nonituka Ta npoueaypu CYA

Po3pin 2: IHcTpyKuii ana apxiBHux pecdepeHToK y Bigaini, OkpyxHin Ynpasi,
BinbHMx yneHok Ta N'onoBHin Ynpasi Coto3y YkpaiHok Amepuku (CYA)

MeTa apxiByBaHHSA

Apxis CYA — ue ynopsakoBaHi, 36epexeHi JOKYMeEHTHU , AKi Biaa3epkantotoTb npauio CYA
y Bigainax, OkpyxHux YnpaBax Ta [onosHin Ynpasi (I'Y). MeToto 36epiraHHa apXiBy €
YMOXINUBMAEHHA [OCTyny [0 MaTepianis y ManbyTHbOMY HayKOBLSIM, iCTOpUKaMm,
npeacTaBHMKaM MNpecu Ta CTyAeHTam ANns OOCNIMKEHHS, BUMBYEHHSA Ta nybnikauin npo
AisANbHICTb opraHisadii. ApxiBHMMKW MaTepianamu ans 36epiraHHs € OOKYMEHTM, Lo
AO0NOMOXYTb Byab-KOMY NPOBOANTU AocnigXeHHsA npo poboty CYA B uinomy, noro Okpyr
i Bigainis.

®PisanyHum apxis

HaBefeHi Hwx4e IHCTPYKUil MICTATb He3HayHi OHOBMEHHs, BHeceHi B 2023 poky Oo
iHCTpyKUin, BurotoBneHmx B 2000-x pokax Onbrotwo Tputsk, Onbroto [Opo3gosuy,
apxiBHUMu pedepeHTkamm CYA.

Cnoci6 BnopsiaKyBaHHsA

1) ApxiBHi JOKYMeHTM Tpeba copTyBaTh 3a pokamMun Tak, AK BUFOTOBIIEHI PiYHi 3BiTHI
nncTku go MY (Big CivyHs 40 rpyAaHs BKAKOYHO).

2) ApxiBHi gokymeHTU BinbHux 4neHok, OkpyxHoi Ynpasu, [0foBHOI Ynpasu
BM3HA4YalOTbCA 3a TakMMKM X MpaBuiamu, SIK i HaBegeHi HwKYe npasBuna gns
Bigainis

3) ApxiBHUMK JokymeHTamu Bigainy BBaxatoTbCs:

e KHurn npotokonis 3acigaHb Bigginy. AKwo kHmMra oxonntoe 6inbLu HiXX 0anH
PiK, Lle Mae 6yTn BKa3aHo;

e ®iHaHCcOBMM 3BIT B KiHUI POKY, KacoBi KHWIMM 3 YyciMa mnpurioramu.
lMepcoHanbHa iHdopMauis - #SS, GaHkiBcbkui paxyHok HE MOXXKHA
Knactm o apxisy. Yeku, 6aHKOBi AOKYMEHTWU, KBUTaHLUili TpumaTtun 7
POKiB — BOHU He HarnexaTb A0 apXiBy;

e 3BiTK [OnoBu Ta uneHis Bigainy;

e JlnctyBaHH4, B TOMY YmMCri aaBoKauivHe (NoniTuyHe);

e Bupi3kun 3 npecn — NoBigOMIIEHHA Ta 4ONUCK NPO iIMNPe3un, 3 3a3HaYEeHHSAM
AaTu Ta Ha3BW YaCOMUCy, XypHany Yn LepKOBHOMO BloneTeHs, B AKOMY Lien
AO0NNC NOSIBMUBCS;

e CBIiTNMHM — Ha 3BOPOTi KOXHOI Tpeba oniBuemM HanucaTu Harogy, 3 siKol
CBiTNMHa 3pobneHa, gaTy Ta npisBuwa ocib, ski € Ha CBITNMHI, Bigain.
HeuiTki dpoTorpadcii — He BHocATbCA B apxiB. ®oTorpadii 6e3 iHbopmadii
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(boaTa, ska nofisa, XTo € Ha CBITNWHI) NOKadiTb B OKpeMy nanky «JlokarnbHa
iCTOpisi» 3 3a3Ha4YeHHAM BigoOMOI iHbopmauii (Hanpuknag, Homep Bigainy,
nNpnbnuaHi pokn dotorpacpin, npubnusumm onuc nogin). L dpoTtorpadii
MOXYTb MaTWu LiHHICTb ANs 3aranbHol doikcauii MMHYOT enoxu;

e BwugaHHa Bigginy, BKMYauM KHWKKWA, NETHOYKW, namdneTtn, adiui,
3BYKOBI CTPiYKM, NPO3ipKn. BkaxiTb iM»s nNoguHK, WO cTBOpUna IX;

e Konii Big3Ha4eHb YneHknHb Bigainy;

e Anbbomu 3 gisneHocTu Bigainy;

e Cnucok na4vyok BuCraHuMx B YKpaiHy, NUCTM Noasku. AKWOo Bigdin mae
cTygeHTa/ky CTUNEeHAIMHOI akuil, MMCTYBaHHS | iHpopMaLito Npo X LWKINbHY
npauo;

e KOHBEHLUiMHI 3HAaYKW, JOKYMEHTH;

e Bci gokymeHt go 1960-ro poky noBuHHI ByTu B apxisi.

4. ApxiBHUMM noKymeHTamu Bigainy He € 00iXKHUKM, iHWIi JOKYMEHTU, BUCNaHI
Bifa Ek3ekyTuBM um pechepeHTOK (BOHM HanexaTb OO apxiBy Ek3ekyTuBum 4u
BiANOBIAHOT pedeHTypn).

5. [okymeHTn Tpeba BKMactTu A0 TEYKWU, Ha KA Crig onucaTu ii 3MiCT (Hanpuknag,
«Kacosi kHurm 3 npunoramu 3a 1970 pik»), TakoX npioputeT oundpyBaHHS
AOKyMeHTiB B Teuui. Lo x iHdopmauito BBeaite B Word gokymeHT (MoBa
yKpaiHCbka abo aHrnincbka, 3pasok BHU3Y).

6. Yci Teukn Tpeba nepes'a3aTV LIHYPKOM i3 3anyyYyeHWM CMMCKOM 3MICTy Ta
NnosiCHEHHsIM, Hanp. «ApxiBHi maTtepianun Bigginy Ne 100 y Kapteperti, H.Ox.,
okpyra Hbto-[xepci, 3a 1975 pik» (SKWoO Kinbka pokiB - «3a 1980-1985 poku)».

7. ApxiBHi maTtepianu Tpeba Bknactu OO BiAMNOBIAHMX apXiBHUX MA4YoK PO3MIpPOM
I2xI12xI16 abo MeHwwux, i 36epiraTm X y MPUMILLEHHAX 3 peryrbOBaHO
TemnepaTyToro i BOSOrICTHO.

8. ®ann 3 iHdhopmaLieto NPO BCi TEYKN, AKi € B Nayli, HasBaTu
“‘Archive_BrNumber _city/town_state RC_RegionalCouncilname_documentyears.
docx”, Bucnatu go archives@unwla.org. Hassa daviny 3 n.6 6yae
“Archive_Br100_Carteret NJ_ RC_NJ 1975,

Bawi nutaHHsa Bucunante go archives@unwla.org.
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AOOATOK

3pa3ok danny onucy nayku:

Binain 66 imeHn O.Kucnnescbkoi (Ho XenBeH, KOHHEKTUKYT; okpyra Hosa AHrnis)

3mict kopobkm “Archive Br66 _NewHaven CT RC_NE_ 1957 2003”.

MpiopuTeT

Tun JOKYMeHTY Pik/Poku CKaHyBaHHS
MpoTtokonu 36opiB 1966-1974 B
MpoTtokonu 36opiB 1975-1987 B
MpoTtokonun 36opiB 1988-1995 B
MpoTtokonu 36opiB 1996-2002 B
®iHaHcoBi 3BiTK 1957-1988 B
®iHaHcoBi 3BiTK 1989-2002 B
3BiTn [onosu i PedpepeHTok 1970-1994 B
3BiTK Nonoswu | PedepeHTok 1995-2002 B
Mopgsikn, BitaHHA 1971-2003 A
Haropoawu, BigaHaku, JInctyBaHHs 1971-2000 A
JleTiouku B
Cnuncok noxepTs B
Bupisku 3 npecu, PoTtorpadil A

Bnopsigkysana Onga TpuTsk — xoBTeHb 2004
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Part 8:

Section 2:

UNWLA Policies and Procedures
UNWLA Archival Policies and Procedures

Guidelines for UNWLA Branch, Regional Council and National Board

Archivists

The archives of UNWLA consist of systematically arranged documents reflecting the work
of the organization, its Branches, Regional Councils, and the National Board. The
purpose of the archives is to assist present and future generations in various research
and publishing efforts that would describe and document UNWLA activities.

Physical Archives

The instructions below are updated versions of those created in the early 2000s by Olia
Trytiak and Olia Drozdovych, Archive Standing Committee Chairs.

The following guidelines must be observed when preparing material for archiving:

1) All documents must be filed in year order from January to December of a given

year.

2) The same rules apply for archiving the documents of Members-at-Large, Regional
Councils, and the National Board.
3) The following are considered Branch archival documents:

Books containing the minutes of meetings of the Branch. If a book of
meeting minutes covers more than one year, this has to be indicated:;
Financial reports and records. Do Not put personal information such as #SS
or bank numbers into archives. Although financial records (receipts,
checks, bank statements) need to be kept for 7 years — they do not
belong in the archives;

Reports of presidents and other officers of the Branch;

Correspondence (including advocacy);

Press releases, including name and date of the publication in which the
article appeared;

Photos with penciled information on the back of each, listing the occasion,
date, and names of participants. Discard photos that are not clear. Put
photos without information (date, occasion, participants) in a separate
"Local History" folder with an indication of known information (for example,
Branch number, approximate years of photos, approximate description of
events). These pictures can be of value as a general record of a bygone era
Publications including books, flyers, pamphlets, advertisements, audio
materials, etc. Write down the name of the artist/crafter that made them
(they should receive the credit)
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e Copies of award documents;

e Albums showing Branch activities, including documentation of special
events;

e Keep a list of packages sent to Ukraine and thank you letters (if received).
If the branch has a scholarship student keep letters and any information
concerning school work (no personal info);

e Old pins, convention badges, and one-of-a-kind documents should be
archived. Please keep them. Most members throw them away after the
convention. It would be nice to preserve them,;

e Materials prior to 1960 should be archived.

4) The contents of a folder have to be clearly indicated on the cover, e.g. "Financial
records and documentation for the year 1970". Enter this information into the
Word document (example in the Appendix)

5) Circulars, other documents from the Executive Board do not belong to the
Branch archive documents (they belong to the Executive or corresponding
Standing Chair archive).

6) The folders are to be tied with string. A detailed description of their content
should be placed on the cover, e.g. "Archives of Branch 100 in Carteret, N.J.
Region New Jersey, for 1975 (for the years 1980-1985)." Describe the
digitalization priority for the documents in the folder (for the future steps).

7) The packages containing archival material must measure 12x12x16 or smaller
and should be kept in a place of controlled temperature and humidity.

8) Name the file with information about all folders that are in the box using the
following format: “Archive_BrNumber _city/town_state RC_RegionalCouncil
name_documents years.docx”, send to archives@unwla.org. As an example:
“Archive_Br100_Carteret NJ_RC_NJ_1975".

Please send all your questions to archives@unwla.org
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Appendix

Example of box description file:

Branch 66 in the name of O.Kisilevska (New Haven, CT; Regional Council New
England)

Contents of Box “Archive_Br66_NewHaven_CT_RC_NE_1957_2003".

Scanning

Document Type Year/Years Prioroty
Meeting Minutes 1966-1974 B
Meeting Minutes 1975-1987 B
Meeting Minutes 1988-1995 B
Meeting Minutes 1996-2002 B
Financial Reports 1957-1988 B
Financial Reports 1989-2002 B
President and Officer Reports 1970-1994 B
President and Officer Reports 1995-2002 B
Thank you notes & Greetings 1971-2003 A
Awards and recognitions 1971-2000 A
Flyers, Announcements B
List of Donors B
Articles and Speeches A
Photographs A

Prepared by Olia Trytiak in 2001
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