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PURPOSE

To outline the procedure for archiving official and historical documents
of the California Emergency Nurses Association (Cal ENA).

PROCEDURE:

A. The official California Emergency Nurses Association archives are
donated to the Regents of the University of California for the benefit of the
San Francisco Campus of the University.

B. Said records are irrevocably assigned and transferred to the Regents of the
University of California, and all rights, title and interest in these records are
relinquished by the California Emergency Nurses Association.

C. Donated materials should not be confidential or be restricted for use in any
way. If so, those materials cannot be accepted by the Regents of the
University of California.

D. Materials may be freely examined by any user of the archives at the library of
the University of California San Francisco (UCSF) campus.

E. Upon donation of records to the archives, a deed of record will be issued by
the manager of the Archives and Special Collections to the California
Emergency Nurses Association to acknowledge the gift.

F. Cal ENA will appoint a designee to coordinate the collection and delivery of
records and documents to the Archives and Special Collections of the library
at the UCSF campus. This individual will be reimbursed any costs associated
with the collection and delivery of records to the Archives and Special
Collections at the library. The term of this designated individual is at the
discretion of the Cal ENA Board of Directors.

G. The Cal ENA designated archivist will maintain records on behalf of the
organization including, but not limited to, deeds of gifts, correspondence with
the manager of the Archives and Special Collections, records of monetary
donations, and other such records that will help future leadership of Cal ENA
maintain current knowledge about the status of the Cal ENA collection.

H. Itis strongly encouraged that both state council and individual chapters
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collect records for archiving in order to maintain the heritage of the state
organization.

Records may be donated from any of the existing chapters in the state, as
well as the State Council of Cal ENA.

. Chapters may elect to communicate directly with the Manager of the Archives
and Special Collections about donating chapter records, and in that case, will
be responsible for making their own arrangements for transfer of records.

. Chapters are encouraged to work with the designated council archivist for the
transfer of records, and for the maintenance of records in order to provide a
more comprehensive picture of the records being held on behalf of Cal ENA,
of which the chapters are a part.

. An annual donation is made to the Archives and Special Collections at the
library of the UCSF campus. The generally suggested amount is $250
annually, however if there are a large number of records being donated on a
regular basis, and the collection is growing, that donated amount should be
increased accordingly. The Cal ENA State Council Treasurer is responsible
for ensuring that annual donations are made in a timely manner and
communicating this to the Cal ENA archivist as well.

. The personnel in the Archives and Special Collections at the UCSF library
are available for consultation and assistance in advising how to prepare the
documents for archiving, and which records are appropriate.

. Cal ENA, in conjunction with the council archivist, will be responsible for
determining when documents needs to be sent to the UCSF library for
archiving.

. Documents being sent to be archived should be lasting and of enduring value
to the organization. Suggested documents include, but are not limited to:

I. Meeting Minutes (which are maintained in perpetuity)
ii. Financial records (maintained for no less than 7 years)
lii. Newsletters
iv. Historical records created and maintained by the Cal ENA
Historian
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v. Educational records, specifically those that the California Board
of Registered Nursing may audit for continuing education

P. Items that should not be archived include:

i. Meeting agendas
ii. Announcement flyers of any type
iii. Rosters, databases or other such documents containing
confidential information

REFERENCE:

Information received from the Manager of the Archives and Special Collections of
the library of the San Francisco Campus of the University of California.
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