JAN
ARCHIVAL
PRESERVATION
MANAGEMENT

A NATIONWIDE TRAINING PROGRAM

Is your institution interested in preserving its collections? In becoming a
model for archival preservation programming? Are you interested in
participating in a unique training program—one that pioneers the concept
of preservation as a function of overall archival management? The Society
of American Archivists Preservation Management Training Program,
funded by the National Endowment for the Humanities, features four
series of six-day workshops to be offered throughout the country between
1992-1994.

Forty to sixty institutions will have the opportunity to participate in this
innovative program. Series are divided into four geographic regions:

e Northeastern Series begins November 1992
e Midwestern Series begins February 1993

e Western Series begins November 1993

e Southeastern Series begins February 1994

As part of the program, participants will:

e Develop management strategies and skills to organize and
implement comprehensive preservation programs;

e Implement several of the key components of a preservation program
at their home institutions as an integral part of their training;

e Confront the realities of the operational context within which their
programs will exist; and

e Learn how to balance preservation concerns against other
institutional priorities.

Requests for program information should be directed to:

Preservation Office
Society of American Archivists
600 S. Federal, Suite 504
Chicago, Illinois 60605
(312) 922-0140
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INrchives,

lHdersonal Bapers,
and Wlanuscripts

A Cataloging Manual for Archival Repositories,
Historical Societies, and Manuscript Libraries

compiled by Steven Hensen

The standard manual of rules for archival description and cataloging (originally
published by the Library of Congress in 1983) has been revised and substantially
expanded. Rules from the first edition have been clarified, amplified, and
rearranged. Entirely new sections cover choice of entry and formulating
headings for personal, geographic, and corporate names and uniform titles.
Appendices contain several sample descriptions, MARC-coded versions for all
examples given in the text, and tables relating the manual’s descriptive elements
and MARC fields.

"This manual is a must for everyone formulating catalog records for archival
and manuscript materials in paper or any other format." Library Journal

Published by Society of American Archivists (1989), 196 pp., soft cover
819 SAA members, $26 nonmembers,
plus postage/handling; prepayment required

To order, contact:

OX\|

—

Society of American Archivists
600 S. Federal, Suite 504, Chicago, Illinois 60605
(312) 922-0140

$S820B 98l} BIA 0€-90-GZ0Z 1B /wod Aiojoeignd pold-awid-yiewlsiem-jpd-awid//:sdpy wouy papeojumoq



Automated Records and Techniques
in Archives

A Resource Directory

Edited by Marion Matters

This publication contains annotated lists of the most important and
useful sources of information concerning automated records and
techniques in archives, selected by archivists who know how to use
them—members of the Society of American Archivists' Committee on
Automated Records and Techniques. This publication includes a
"Directory of Organizations,” a "Directory of Information
Clearinghouses,” a "Directory of Educational and Training Programs, "
"Selected Bibliography,” "List of Periodicals,” and a "Directory of
Bibliographic Databases.” An index is also included.

Published by Society of American Archivists (1990), 81 pp., soft cover
$12 SAA members, $16 nonmembers,
plus postage/handling; prepayment required

To order, contact:

‘WA
K\
Society of American Archivists

600 S. Federal, Suite 504, Chicago, lllinois 60605
(312) 922-0140
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Automating the
Archives:
A Beginner's Guide

by Richard M. Kesner and Lisa B. Weber

This brief technical leaflet will assist archivists and
others looking to computerize their operations.
The approach is project-management oriented,
summarizing a proven methodology that
encompasses operational needs assessments,
work plan development, project implementation,
and ongoing systems support. Also included are
three implementation scenarios, a discussion of
the MARC record format, archival information
exchange, and a list of critical automation project
management success factors.

Published by Society of American Archivists (1991)

8 pp., paper
$3.50 SAA members, $5 nonmembers,
includes shipping/handling; prepayment required

To order, contact:
W\
o\
Soclety of American Archivists

600 S. Federal, Suite 504, Chicago, lllinois 60605
(312) 922-0140
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PICTURE THIS!

¥ Archives &
Manuscripts:
Administration of

Photographic
Collections

Mary Lynn Ritzenthaler,
Gerald J. Munoff, and
y Margery S. Long

All aspects of managing photographic materials are addressed in
Archives & Manuscripts: Administration of Photographic Collections.
This valuable resource emphasizes the archival perspective, stressing
the development of systems to organize, access, and preserve entire
historical photograph collections. The volume includes nearly 100
color and black-and-white photographs, numerous drawings, charts,
forms, a bibliography, glossary, supply list, and an index.

Published by Society of American Archivists (1984), 176 pp., soft cover
$18 SAA members, $23 nonmembers,
plus postage/handling; prepayment required

To order, contact:
(Y
SM\
Society of American Archivists

600 S. Federal, Suite 504, Chicago, Illinois 60605
(312) 922-0140
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Archives
Assessment

and Planning
Workbook

edited by Paul H. McCarthy

Evaluate your repository

in seven easy-to-follow

steps with SAA's

Archives Assessment

and Planning Workbook.

The core of this

workbook is divided into

ten sections covering

fundamental areas of

archival work: legal and

governing authority,

finances, staff, holdings, physical facilities, preservation,
processing, access and outreach activities. Each section
presents an archival principle and provides a checklist of
possible programmatic activities with a worksheet for noting
areas in need of improvement. It also includes statistical
information on archival repositories in the United States so that
you can compare your resources to those of a similar type and
size. This publication will be especially valuable to an archivist
in a small or medium-sized repository.

Published by Society of American Archivists (1989)
84 pp., looseleaf
$19 SAA members, $24 nonmembers,
plus postage/handling; prepayment required

To order, contact:
Q)
NN
Society of American Archivists

600 S. Federal, Suite 504, Chicago, Illinois 60605
(312) 922-0140
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G RASUP

Guide and Resources for Archival Strategic Planning

This 600+ page resource compendium, manual for preservation planning
strategies, and computer-assisted self study, which was supported by a grant from
NHPRC, will enhance comprehensive preservation planning at all types and sizes
of manuscript repositories for years to come. Guide and Resources for
Archival Strategic Planning (GRASP) systematically addresses preservation
needs for staffing, facility, and holdings, and consists of three coordinated tools:

(1) The GRASP Computer-Assisted Self Study asks archivists multiple-choice
questions about preservation issues that affect archival functions. Through
artificial intelligence, the computer program derives and reports suggestions
tailored to a repository's needs. The computer program is for an IBM-
compatible personal computer (with printer) that has at least 360K memory.
It is available on both 3 1/2" and 5 1/4" disks.

(2) The Grasp Manual provides specific preservation planning strategies. (205
pp.. paper cover, three-hole punched and shrink wrapped)

(3) The GRASP Resource Compendium contains more than 600 pages of
readings and citations to help develop and guide a preservation program. It
is divided into six sections: resources, administration, security & disaster,
physical plant & environment, record materials, and reprography. (645 pp.,
paper cover, three-hole punched and shrink wrapped)

GRASP is a highly recommended resource and reference tool.

Published by NAGARA (1990)
$95 SAA members, $120 nonmembers,
plus postage and handling

To order, contact:
Q)
N
Society of American Archivists

600 S. Federal, Suite 504, Chicago, Illinois 60605
(312) 922-0140
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MAKE VITAL CONNECTIONS

If you are a professional involved in archival activities, you can
make vital connections through the Society of American
Archivists.

SAA is the interdisciplinary organization for those who care
about records with historical value. SAA offers an inexpensive
membership for people just like you.

Interact with professionals from a variety of allied disciplines
who share your interest in materials with historical importance,
including:

€ Archivists ¢ Museum Curators
& Historians ¢ Manuscript Curators
& Librarians ¢ Records Managers

Participate in the SAA annual meeting, which offers a variety
of educational programs and opportunities for interaction
including:

< workshops ¢ exhibits
+ roundtables ¢ sections
+ open meetings ¢ sessions

Receive subscriptions to the American Archivist, the Society's
quarterly journal, and the bimonthly SAA Newsletter.

Purchase publications at a discounted membership rate--SAA
has over 60 titles to choose from!

MAKE VITAL CONNECTIONS WITH
YOUR ARCHIVAL COLLEAGUES
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Obituary

John Andreassen (1910-1991)

John Andreassen, whose distinguished
career as an archivist in the United States
and Canada spanned more than forty years,
died on July 10th, 1991 in Nova Scotia at
the age of 81. A graduate of Tulane (1929),
the University of Wisconsin (Ph.B 1931),
and Louisiana State University (M.A. 1935),
he assisted in the establishment of the Lou-
isiana State University Archives. From 1937
to 1941 he directed the Historical Records
Survey of Louisiana. After serving as a Re-
gional Field Supervisor, Service Projects,
WPA, Fort Worth, Texas, 1941-43, and
as an administrative officer approving aid
to war-affected communities under the
Lanham Act, 1943-44, he was a displaced
persons specialist for the United Nations
Relief and Rehabilitation Agency in En-
gland, Sweden, and Austria, 1944-46. He
directed numerous relief services in Aus-
tria, 1945-46. From 1946 to 1952 he was
director of administration at the Library of
Congress. At LC he was also responsible
for Congressional liaison and for the Talk-
ing Book and Braille services to the blind
and held the chair of aeronautics, 1952-
53. He was associate director, Louisiana
Archives Survey, 1955-56; and director of
the Louisiana Archives and Records Com-
mission from 1958 to 1960.

Moving to Montreal in 1962, he served
as system archivist for Canadian National
Railways and was active as a records man-
agement consultant. In 1968 he became
McGill University Archivist and taught the
course on archives in the Graduate School
of Library Science.

He was a founding member and Fellow

of the Society of American Archivists and
an active member of various records man-
agement and historical associations in the
United States and Canada. He was the au-
thor of numerous archival inventories and
articles on archives and records manage-
ment. In the institutions in which he worked,
he was concerned with both the needs of
administrators and researchers, striving to
acquire as comprehensive a record of ac-
tivities as feasible. In personal life, his en-
thusiasm for preserving the heritage of the
past found expression in a historic house in
Saint-Eustache near Montreal, which he and
his wife Allison restored. A member of a
pioneering generation of archivists, he will
be missed by his friends and colleagues.
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Society of American Archivists Council Meeting Minutes

President Trudy Peterson called
the meeting to order at
10:00A.M. Present in addition
to Peterson were Vice President
Frank Burke, Treasurer Linda
Henry, and Council members
Brenda Banks, Nick Burckel,
Jim Fogerty, Linda Matthews,
Jim O’Toole, Bob Sink, Anne
Van Camp, and Bill Wallach.
Also present were incoming
Treasurer Bill Maher, incom-
ing Council member Mary Jan-
sen, Executive Director Anne
Diffendal, and SAA Meeting
Planner/Director of Member-
ship Services Cathy Mason.

This day was devoted to dis-
cussing and adopting a Three-
Year Plan for the Society. A
document had been developed
and presented to Council at its
February meeting by the Coun-
cil Committee on Goals and
Priorities: Matthews (chair),
Fogerty, and Van Camp. At that
time, each of the seven goals
were assigned to a Council
member for review and sug-
gested revisions. On this day,
each goal was discussed in light
of proposed changes, revised,
and most were adopted. Action
on some was delayed until Sun-
day for further revision or re-
writing.

Peterson opened discussion
by asking each member in turn
to identify the most important
accomplishments, or lack
thereof, during the past year in
his or her own areas of respon-
sibility or interest. She then ca-
tegorized the items mentioned
under the subjects of manage-
ment of SAA, Society fi-
nances, education, publications,
standards, and public informa-

Planning Day
Chicago, Illinois
13 June 1991

tion. She observed that these
were all included in the seven
goals and that nothing entirely
new had been mentioned.

Matthews reminded the group
that this Planning Day should
be view in the context of the
Society Committee on Goals and
Priorities’s recommendation for
a strategic planning process
(CGAP plus 2). Two of CGAP’s
recommended goals are not a
part of Council’s seven goals.
Those two are (1) more exten-
sive involvement in developing
the profession and (2) more at-
tention to the recommendation
in the GAP report regarding the
use of records.

Peterson observed that the
plan to be considered today is
Council’s plan for Council.

The group then considered
each goal.

Goal VII - Finances

Sink presented his recom-
mendations on this goal.

Henry summarized the costs
of adding staff. With informa-
tion provided by Diffendal,
Henry had calculated that an
additional $60,000 per year of
general fund income would be
necessary to add one full-time
professional staff member to the
SAA staff; $40,000 per year to
add a clerical staff position.
These figures include salary,
benefits, supplies, equipment,
travel, etc.

Wallach observed that the
recent report of the Develop-
ment Task Force had focused
on the question of unrestricted
support for an endowment. We
need information on the poten-
tial for securing grant funding

for program activities beyond
our usual sources.

Discussion turned to the ne-
cessity for a reserve in the Gen-
eral Operating Fund, a figure
that is identified as ““Unre-
stricted Funds Balance’’ on the
financial statements. Ideal for
an association such as SAA is
an amount representing six
months of the General Fund
budget for expenses. In prac-
tice, most try to maintain three
months. That should be our
long-range goal. SAA will plan
to set aside a minimum of 3%
of the General Fund budget each
year until that amount is
reached.

Various sections of this goal
were discussed. Van Camp
moved and Burckel seconded
the adoption of Goal VII as re-
vised. PASSED.

Goal I - Education

O’Toole presented his rec-
ommendations on this goal.

General discussion produced
agreement that this goal should
address the Society’s own ed-
ucational activity, not educa-
tion for the profession generally.

O’Toole revised the goal and
presented it on Sunday, June 16.
At that time O’Toole moved and
Fogerty seconded the adoption
of Goal I as revised. PASSED.

Goal II - Publications

General discussion focused
on the means to develop a plan
for marketing non-serials pub-
lications and the need for an
editor on the SAA staff.

Peterson revised the goal and
presented it on Sunday, June 16.
Fogerty moved and Burckel
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seconded the adoption of Goal
II as revised. PASSED.

Goal I1T - Preservation

Burckel will rewrite this goal
in consideration of (1) the re-
cent news of SAA’s receipt of
an NEH grant for a three-year
Preservation Management
Training Program to begin in
January 1992 and (2) the pre-
vious discussion on Goal VII -
Finances.

Burckel revised the goal and
presented it on Sunday, June 16.
Burckel moved and Matthews
seconded the adoption of Goal
III as revised. PASSED.

Goal IV - Standards

Wallach presented his rec-
ommendations for minor
changes in this goal.

He revised the wording of this
goal and presented it on Sun-
day, June 16. Wallach moved
and Burckel seconded the
adoption of Goal IV as revised.
PASSED.

Goal V -
Public Understanding

Fogerty presented his rec-
ommendations for minor
changes in this goal.

Burke moved and Fogerty
seconded the adoption of Goal
V as amended. PASSED.

Goal VI -
Effective Managment

Banks presented her recom-
mendations for this goal. She
said that the major need is to

improve communication espe-
cially with new Council mem-
bers. Also, that regular and
periodic review of the work-
load distribution among Coun-
cil committees needs to be held.

Sink moved and Matthews
seconded the adoption of Goal
VI as amended. PASSED.

As a result of Thursday’s
discussion of this goal, on Sun-
day, June 13, the workload of
Council Committees was re-
viewed.

Matthews moved and Burckel
seconded the following changes
effective at the end of the 1991
Annual Meeting:

* Responsibility for the three
Boards will be transferred
from the Council Commit-
tee on Committees to the
(newly named) Council
Committee on Task Forces,
Boards, and Representa-
tives (Editorial Board,
Standards Board, and Ed-
ucation Office Advisory
Board).

* The membership of the
Council Committee on
Goals and Priorities will be
those who also serve on the
Committee on Task Forces,
Boards, and Representa-
tives.

« In addition, the Treasurer
will serve as ex officio
member of the Council
Committee on Goals and
Priorities. PASSED

The planning meeting recessed
at 5:00p.M. on Thursday, June
13.

On Sunday, June 13, after all
items on the agenda for the reg-
ular meeting had been taken up,
the Council returned to the is-
sues that had been deferred from
Thursday. Revisions and
amendments to various goals
were considered and individual
goals adopted as reported above.

Next followed discussion of
ranking the goals in order of
priority. Burckel recommended
not ranking them, but moving
all along as the timetables of
the various objectives required.
Peterson spoke to the effects of
listing items in numerical or-
der.

There was general agreement
not to give priority ranking to
the goals. Matthews will pre-
pare a revised version of the
document with an introduction.
She will point out the two kinds
of goals: program (Education,
Preservation, Publications,
Public Understanding, Stan-
dards) and administrative (Fi-
nancial, Administrative). The
preferred format for each goal
will be by year with objectives
listed for each year.

Burke moved and Fogerty
seconded the following order for
the program goals: Education,
Preservation, Public Informa-
tion, Publications, Standards.
PASSED.

Peterson declared that a three-
year plan had been achieved.

ANNE P. DIFFENDAL
Executive Director
22 August 1991
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Society of American Archivists Council Meeting Minutes

President Trudy Peterson called
the meeting to order at
9:30A.M., June 14, 1991. Pres-
ent in addition to Peterson were
Vice President Frank Burke,
Treasurer Linda Henry, and
Council members Brenda
Banks, Nick Burckel, Jim Fog-
erty, Linda Matthews, Jim
0’Toole, Bob Sink, Anne Van
Camp, and Bill Wallach. Also
present were Executive Direc-
tor Anne Diffendal; and for parts
of the day SAA staff members,
Cathy Mason, Jane Kenamore,
Teresa Brinati, Jim Sauder, and
Ana Joyce.

Amend and Approve
Agenda

There were several additions
to the agenda. Burckel moved
and Fogerty seconded to ap-
prove the agenda as amended.
PASSED.

Approve Minutes of
Previous Meeting

There were a few corrections
to the minutes. O’Toole moved
and Wallach seconded to ap-
prove the minutes of the Feb-
ruary 22-24, 1991, meeting as
corrected. PASSED.

Report of Executive
Committee

Nick Burckel reported on the
following decisions or recom-
mendations of the Executive
Committee:

*Incoming Treasurer Bill
Maher has agreed to inves-
tigate the possibility of in-
vesting SAA funds in higher
yielding instruments.

«The trustees for the staff re-
tirement plan, currently
Linda Henry and Tim Eric-

Chicago, Illinois
14-16 June 1991

son, will be replaced by vote

at the September Council

meeting by Bill Maher and

Anne Diffendal.

sThere was no performance

review of the new Executive

Director this year.

*The Executive Committee

recommends the following

policy for reimbursing

Council members for ex-

penses in attending council

meetings:

1) There is no reimburse-
ment for attending Coun-
cil meetings at the SAA
Annual Meeting.

2) Travel and lodging ex-
penses will be paid by
SAA for one of the other
two Council meetings
during the year. The
Council member may
choose which meeting for
which to request reim-
bursement.

3) SAA will arrange and pay
for two lunches and one
dinner at the winter and
spring Council meetings,
These will be group meals,
No reimbursement will be
provided by SAA for any
other meals.

4) All requests for reim-
bursement by SAA must
be submitted on forms
provided by the SAA of-
fice. A receipt for each
expense that exceeds
twenty-five dollars ($25)
must be attached to the
form.

Burckel moved and Henry
seconded the adoption of this
policy. PASSED.

*Because of the make-up of

the incoming Council and the

cost of staff travel, both of
the 1991 Council meetings

will be held in Chicago. SAA
should continue its contact
with the Archivist of the
U.S., inviting him to join us.

Report of the President

Peterson reported on the fol-

lowing items:

*(From Page Miller) NEH
budget has just been marked
up in the House; no news on
copyright legislation; no
news on honoraria for fed-
eral employees; potential for
bill on access to electronic
records.

+(From Amita Jones on OAH)
The Indiana State Archives
reorganization is a messy
political situation and not
appropriate for SAA action;
the OAH board has set up a
board committee on Gradu-
ate Education; no Executive
Director yet.

*Appointments:

Committee on Legal &
Legislative Affairs:
not yet.

ALA Committee on
Guidelines for Mi-
crofilming Con-
tracts: Cindy Fox and
David Moltke-Han-
son.

Archivum: Mike Mc-
Reynolds has asked
to be replaced. This
is technically an ap-
pointment of the Ar-
chivist of the U.S.
SAA should put for-
ward suggestions.
Peterson will seek
recommendations
from the SAA Inter-
national  Affairs
Committee to send to
Wilson.
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Report of the Vice
President

Burke reported on the fol-
lowing items:

*The University of Mary-
land intends not to close
its library school but to
merge several schools to
eliminate some adminis-
trators. The library school
will remain essentially as
it is now but with a dif-
ferent reporting structure,
*He had almost completed
his appointments and
would send copies of the
new lists of committee
chairs and members with
their terms to the SAA of-
fice. He has made the fol-
lowing appointments to
Council committees:
Waverly Lowell to the
Committee on Sections
and Roundtables, Mary
Janzen to the Committee
on Committees, and Rand
Jimerson to the Commit-
tee on Task Forces,
Boards, and Representa-
tives.

Report of the Treasurer

Retirement Contribution.
Henry moved and O’Toole sec-
onded that the 1990-91 contri-
bution to the retirement system
for SAA staff be 5% of salaries
as had been budgeted. PASSED.

Current Financial State-
ments. Henry, assisted by Sau-
der, presented the financial
statements for the fiscal year
1990-91, as of April 30, 1991.
She explained that this is the
first year since the Society went
on an accrual accounting sys-
tem that the value of the inven-
tory (to be found on the balance
sheet) has increased substan-
tially. This represents copies of
the first three titles in the Ar-
chival Fundamentals Series. The
inventory will continue to in-
crease next year as the remain-
ing titles are published.
Thereafter, this figure will de-

crease as the copies are sold. In
view of yesterday’s discussion
regarding the Financial Goal,
Henry drew attention to the fig-
ure for the Unrestricted Funds
Balance.

Budget Presentation. Henry,
assisted by Sauder, presented
the proposed budget for fiscal
year 1991-92, and the budget
requests from the Society’s re-
porting groups. The proposed
budget anticipates generally the
same level of activity as in the
past year with the following ex-
ceptions and specifics:

*A 5% cost of living increase

for staff.

Some indirect cost income

from the NEH preservation
grant that begins in January
1992.

*Expenses for a new Editor
of the American Archivist
whose term will overlap with
the last six months of the end
of the term of the current
Editor.

*Expenses for an Acquisi-
tions Editor to begin in Jan-
uary 1992,

*Production of new publica-
tions supported by the Pub-
lications Revolving Fund.

*A Capital Budget that pro-
poses to upgrade the office
computer system by in-
creasing hard disk capacity,
automating publications in-
ventory control and sales,
and upgrading word
processing.

*The funds budgeted under
Development will be used
this year to contract with a
membership marketing con-
sultant for an audit and a
marketing plan.

Adoption of the budget was

postponed until the end of the
meeting.

Report of the Executive
Director

1991 and 1992 Annual
Meetings. Mason reported on
preparations for the 1991 An-

nual Meeting in Philadelphia and
the 1992 Annual Meeting in
Montreal. General discussion
resulted in a recommendation
that the staff conduct a straw
ballot of the membership on the
question of attendance at the
Montreal meeting.

Membership Report. Ma-
son distributed the latest report
on membership. The number of
individual members has in-
creased slightly since the dues
increase last fall. Institutional
members are moving to the less
costly subscriber category.

Records Schedule and Dis-
aster Plan. Diffendal reported
that in the summer a student in-
tern will inventory the records
in the SAA office and prepare
a records schedule. Following
that a disaster plan for the of-
fice will be developed.

Academy of Certified Ar-
chivists. Diffendal reported on
discussions held and memos
exchanged with Maygene Dan-
iels, President of the Academy
of Certified Archivists. As a re-
sult, there is a clearer under-
standing of the specific tasks and
costs involved in the agreement
by which the SAA staff pro-
vides secretarial services to
ACA for a fee.

NHPRC Grant for CART
Project. Diffendal described
the request for a supplemental
grant from NHPRC to com-
plete a project of the Com-
mittee on Automated Records
and Techniques for a recom-
mended curriculum and deliv-
ery system for educating
archivists to administer elec-
tronic records. The Commis-
sion will decide at the end of
June. Should funds be pro-
vided, the project would be
completed by February 1992.

Chinese Exchange. Diffen-
dal reported on a preliminary
inquiry from the Citizen Am-
bassador Program, an organi-
zation that conducts international
exchanges among professional
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groups, about SAA’s coopera-
tion in responding to a request
from the Chinese Committee on
Science and Technology re-
garding archival preservation
technology. She has offered
SAA’s advice and cooperation.

NEH Grant for Preserva-
tion Training. Diffendal de-
scribed preliminary plans for
implementing the NEH grant for
a Preservation Management
Training Program. The Task
Force on Preservation will as-
sist in identifying potential can-
didates for the program director
position. The Advisory Board
named in the proposal will be
convened at the Annual Meet-
ing in Philadelphia. It will help
promote the program among
potential participants.

The meeting recessed for
lunch from 12:40p.M. to
1:45p.M.

Report of the Executive
Director (continued)

Education Program. Ken-
amore reported on the educa-
tion program during 1990-91
and circulated copies of a work
plan for the upcoming year.

Membership Directory.
Brinati reported on the publi-
cations program. The member-
ship directory will be produced
in July and should be sent to
members in August.

Permanent Paper for SAA
Publications. In a discussion
of the newsletter, Banks moved
and Burckel seconded that
Council endorse the use of per-
manent paper for SAA publi-
cations when feasible. Wallach
amended by inserting that costs
be a consideration. PASSED
with all in favor except O’Toole.

American Archivist. Brinati
reported on the schedule for the
American Archivist. Diffendal
reported on plans for advertis-
ing for a new editor and hold-
ing interviews at the Annual
Meeting with the hope that a
new editor can begin in January

1992. There are prospects for
2-3 special issues with guest
editors that could help get the
journal back on schedule.

Archival Fundamentals
Series. Brinati reported on the
status of various titles in the
Archival Fundamentals Se-
ries. The general discussion
that followed revealed great
concern with the slow appear-
ance of these volumes. Wal-
lach moved and Burckel
seconded to charge the Presi-
dent to contact the three au-
thors who have not yet
submitted their manuscripts
telling them that it the July 1
deadline is not met, the Soci-
ety will need to seek other au-
thors. PASSED.

Acquisitions Editor. Dif-
fendal reported on plans to seek
an Acquisitions Editor to be
responsible for developing non-
serial publications. There was
general discussion on poten-
tial subjects for publications.
As they appear, the Archival
Fundamentals are being sent
to the Organization of Amer-
ican States for translation into
Spanish and distribution ac-
cording to our agreement with
the OAS.

CART Technical Leaflet.
Copies of the first technical
leaflet prepared in cooperation
with the Committee on Auto-
mated Records and Techniques
were distributed.

Consultant Directory. Dif-
fendal reported on plans for
production of the consultant di-
rectory, which will be appear in
November. Council members
recommended that it include an
index to listings by geographi-
cal location.

Directory of Repositories.
Diffendal reported on prelimi-
nary discussions with the Na-
tional Register Publishing
Company (a division of Mac-
millan) regarding the directory
of repositories.

Staffing Issues. The sub-

stance of a report on staffing
issues had been given the pre-
vious day in discussions of var-
ious goals within the Council
three-year plan.

Reports from Council
Subcommittees

Council Committee on
Committees

ALA Accreditation Guide-
lines. Matthews presented
comments on the ALA accred-
itation guidelines that had been
requested from the SAA Com-
mittee on Education and
Professional Development.
There was general discussion
on what to convey to ALA,
which has sought comment from
SAA. Concerns were expressed
about the very general, global
nature of the draft guidelines.
Also about whether standards
should be prescriptive.

Burke explained that the na-
tional Council on Postsecond-
ary Accreditation authorizes
ALA to accredit library schools.
Archival programs are not in-
cluded in the general process.
However, if a school asks for
an evaluation of the archival
component of its program, a
representative of an archival
association would be asked to
join the accreditation team. The
archival training program would
not be formally accredited. The
Council Committee will draft
comments for Peterson to sub-
mit to ALA before June 30.

Standards Board. Mat-
thews presented the recommen-
dation of the Standards Board
that SAA join the National In-
formation Standards Organiza-
tion (NISO). This was declared
to be a budget matter, and a
decision was postponed until
adoption of the budget at the
end of this meeting. At that
time, Council adopted a budget
that included funds for the an-
nual membership fee and travel
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for a representative to attend the
NISO meeting.

Matthews next presented draft
procedures for the Standards
Board. These procedures relate
to standards developed within
SAA, not ones from outside. At
this time, the Board does not
plan to initiate standards. Wal-
lach said that part of the Coun-
cil Standards goal calls for
identifying the need for new
standards. There was general
agreement that the Board should
start slowly and pursue a broader
mandate after its procedures
had been tested. Peterson ob-
served that there was no pro-
vision for appeal of rejection.
Sink suggested that Council
serves as an appeals board.
0O’Toole voiced concern about
a seemingly elaborate process.
Peterson wondered how long
the process might take. Mat-
thews moved and Van Camp
seconded that the procedures
be adopted as Interim Proce-
dures for the Standards to be
reviewed by Council in June
1993. PASSED.

Committee on Legal and
Legislative Issues. Next, the
charge for the Committee on
Legal and Legislative Issues was
considered. Peterson suggested
that the duty to prepare testi-
mony and correspondence as
requested be added. Matthews
moved and Sink seconded that
the charge be adopted as
amended. PASSED.

Principles of Institutional
Evaluation. Matthews moved
and Van Camp seconded that
the ““Principles of Institutional
Evaluation” submitted for ap-
proval by the Committee on In-
stitutional Evaluation and
Development be referred to the
Standards Board. PASSED.

ICA Principles for Ar-
rangement and Descrip-
tion. Matthews moved and
Fogerty seconded that the
comments of the Committee
on Archival Information Ex-

change on the ICA Principles
for Archival Arrangement and
Description be accepted and
transmitted to the ICA by Pe-
terson. PASSED.

The meeting recessed for the
day at 5:20p.M.; it reconvened
at 8:30A.M., June 15, 1991.

Council Committee on
Committees (continued)

Qualifications for Fel-
lows. Matthews presented the
request from the Committee on
Professional Standards for
guidance in determining the
meaning of the requirement
that individuals considered for
selection as Fellows be
“members in good standing”’
for at least the seven previous
years. O’Toole suggested that
the Constitution is quite ex-
plicit about the seven years. A
person who has not paid dues
at some point during that time
was not a member. Wallach
said that he was comfortable
with a lapse of only one year
or less. Matthews said that the
Council Committee recom-
mends that the Committee on
Professional Standards use its
own best judgment on whether
or not a lapse in an individual
case was egregious. Burckel
suggested that Council reaf-
firm the Committee’s right to
make its decision this year.

Matthews moved and Banks
seconded that Council affirmed
the Constitutional requirement
of membership for the previous
seven years as a requirement for
persons being considered as
Fellows, that the best judgment
of the Committee on Profes-
sional Development should be
used regarding cases this year,
and the Committee make rec-
ommendations by December 1
on how the Constitutional def-
inition might be applied in fu-
ture years to take extenuating
circumstances into account in
the future. PASSED.

Research Issues in Elec-

tronic Records. Matthews pre-
sented the recommendations
from the Committee on Auto-
mated Records and Techniques
regarding the draft report of the
NHPRC Working Meeting on
Research Issues in Electronic
Records. Council received the
report and asked Peterson to pass
it to Fleckner, SAA’s repre-
sentative on the NHPRC.

Committee on Sections and
Roundtables

Membership in More than
Two Sections. O’Toole intro-
duced the question of member-
ship in more than two sections.
In February, Council agreed that
a member can belong to any two
sections. The demand for be-
longing to more than two is very
small. Fees are not likely to
cover the cost of reprogram-
ming the membership database.
O’Toole moved and Burckel
seconded that Council reaffirm
its February decision and that
members have the choice of two
Sections as part of their basic
membership. PASSED.

Banks moved and Burckel
seconded that a question be in-
cluded in the next membership
survey to discover how many
members were interested in be-
longing to more than two sec-
tions to enable Council to make
an informed decision. PASSED.

New Roundtable. O’Toole
presented a petition for the cre-
ation of a new Roundtable. Be-
cause the petition is in order and
signed by a sufficient number
of members, O’Toole moved
and Fogerty seconded the cre-
ation of the Local Government
Records Roundtable. PASSED.

Subscriptions to Newslet-
ters. The Visual Materials
Section has raised the ques-
tion of selling subscriptions to
and advertising in section
newsletter. The V-M Section
has a popular newsletter which
the editor sends to non-mem-
bers and to members of other
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sections. Wallach suggested
that names of non-member
subscribers could be a re-
source for membership devel-
opment, and that this is an
example of how we could in-
crease the market for our serv-
ices. Burckel moved and Sink
seconded that the Council
Committee on Sections and
Roundtables consider proce-
dures for the sale of Section
newsletter and report to Coun-
cil in September. PASSED
with all approving except
Henry.

Committee on Task Forces
and Representatives

Task Force on Develop-
ment. Discussion concerned the
scope of the report from the Task
Force on Development, which
concluded that raising funds for
an unrestricted endowment was
not practical at this time for
SAA. The charge to the Task
Force was broader, asking it to
look at private foundations, de-
ferred giving, and other types
of fundraising. Burckel moved
and Wallach seconded that the
report be accepted, that the chair
be asked for assistance in de-
termining how best to proceed
in carrying out the remaining
parts of the charge, and that a
decision on a second phase for
this task force be made at the
September Council meeting.
PASSED.

Code of Ethics. The draft
Code of Ethics will be sent to
the membership as an insert in
the July newsletter; it will be
the subject of discussion at a
Council Open Forum at the An-
nual Meeting in Philadelphia.
Wallach reported that Task
Force chair Maynard Brichford
will conduct a symposium on
the code for archivists from
Michigan and Ohio at the Ben-
tley Library on June 25.

Council Handbook. Burckel
reported the Executive Com-

mittee recommendation for
adoption of sections for the
Council Handbook on Officers
and on Task Forces, except that
the description of the Task Force
on Legal and Legislative Af-
fairs be removed. Burckel
moved and Wallach seconded
that the document as amended
be adopted. PASSED.

Council Committee on Goals
and Priorities

This discussion was post-
poned until Sunday morning
after the adoption of the re-
maining goals in the Council
three-year plan. The discussion
is summarized in the minutes of
the Planning Day.

Old Business

Process for Selecting An-
nual Meeting Sites. Diffendal
presented a process for select-
ing future Annual Meeting sites
that includes a list of criteria by
which proposed sites will be
evaluated and a schedule that
anticipates a Council decision
on the 1996 meeting in January
1992. Matthews moved and Van
Camp seconded the adoption of
the process. PASSED. Mat-
thews moved and Burckel sec-
onded the adoption of the
schedule for deciding on the
1996 site. PASSED.

Forms for Current Activity
Reports/Three-Year Plans.
Diffendal presented revised
forms and instructions for cur-
rent activity reports/three-year
plans from SAA reporting
groups. There was general
agreement on the need for some
form of annual report, but that
there should be flexibility on
requirements regarding a three-
year plan. The subject was de-
ferred so that suitable language
for the instructions could be
drafted.

Procedures for Developing
SAA Grant Proposals. Mat-
thews presented a statement of
procedures for developing and

reviewing grant proposals sub-
mitted by the Society. Wallach
spoke for the need for mecha-
nisms to continually remind
SAA units of these guidelines.
There were several minor
changes to the document. The
substantial addition provides that
there will be no formal contact
with granting agencies except
by the executive director after
Executive Committee approval
of a brief written summary of
the proposal. Matthews moved
and Burckel seconded the
adoption of the statement as
amended. PASSED.

Rejected Grant Proposals.
O’Toole reported no support
from the Reference, Access, and
Outreach Section or the Man-
uscript Section for revision and
resubmission of the rejected
reference grant proposal. He
recommended no action.

Fogerty recommended ac-
cepting the advice of the Pub-
lic Information Committee not
to revise and resubmit the re-
jected grant proposal on out-
reach.

Format for Reports to
Council. Burckel moved and
Wallach seconded the adoption
of a format for reports from Task
Forces. PASSED.

Burckel moved and Burke
seconded the adoption of a
format for reports to Council
by Council Committees.
PASSED.

SAA Relations with NARA.
Burckel introduced the topic of
SAA relations with the Na-
tional Archives and Records
Administration by considering
the report by Bruce Ambacher
on a strategy for increasing SAA
membership among NARA
staff. Burckel moved and Mat-
thews seconded that Council
receive the report, send the
document for review by the
Membership Committee, and
request individual Council
members to send their com-
ments to Frank Cook, Mem-
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bership Committee chair.
PASSED.

The issue of joint educa-
tional activities was deferred to
the SAA office which should
take into account other deci-
sions made at this meeting re-
garding SAA’s educational
offerings.

Burckel moved and O’Toole
seconded that Burckel write to
Donn Neal by July 15 trans-
mitting a suggested list of top-
ics drawn up by Anne Van
Camp for the U.S. Archivist’s
column in the SAA newsletter.
PASSED.

Burke moved and Sink sec-
onded that an SAA member on
the NARA staff be asked to
serve as a NARA reporter,
sending news from NARA to
the SAA office for its use in the
newsletter. PASSED.

Burckel, Van Camp, and
Wallach will propose at the
September meeting a structure
for continuing Council liaison
with NARA.

The meeting recessed for
lunch from 12:30p.M. to
1:45p.M.

Form for Current Activity
Reports (continued). Mat-
thews presented new wording
to be part of the instructions
Current Activity Report/Three-
Year Planning form for reports
from Roundtables, Represen-
tatives, and some standing
Committees. Burke moved and
Wallach seconded adoption of
the language. PASSED.

Committee on Task Forces
and Representatives
(continued)

Task Force on Preserva-
tion. Burckel presented the
Committee’s recommendation
on the requests from the Task
Force on Preservation.

Burckel moved and Wallach
seconded that action on endors-
ing ““Preserving History’s Fu-
ture”” be postponed until the
September meeting and that

Council members should send
Burckel their comments by Au-
gust 1. PASSED.

Wallach moved and Mat-
thews seconded that Burckel ask
the Task Force for more infor-
mation about its need for funds
to edit, publish, and distribute
‘“Preserving History’s Fu-
ture.”” PASSED.

Council will seek endorse-
ment by others after it has acted
on the document. The other re-
quests are being acted upon
through the Council three-year
plan.

Old Business (continued)

Continuing Education.
Matthews introduced discus-
sion of the Task Force on Con-
tinuing Education. CEPD has
objected to setting up such a
Task Force because it sees this
as its responsibility, believing
that continuing education should
be viewed as related to gradu-
ate education as a means of fill-
ing gaps in formal educational
offerings. CGAP has recom-
mended that someone take a
broad overview of SAA’s of-
ferings and that there be better
coordination between the SAA
office and groups with ideas
about and concern for work-
shops.

Peterson suggested that
CEPD’s role is to look at the
entire question of archival ed-
ucation, of which SAA is only
a part. She had envisioned a task
force with a very narrow focus
only on the financial aspects of
SAA workshop offerings.

O’Toole moved and Van
Camp seconded the establish-
ment of an Education Office
Advisory Board as a standing
committee to consist of six
members including a chair plus
the chair of CEPD as ex offi-
cio; its general charge is to ad-
vise on the offerings and the
administration of the Society’s
educational offerings. PASSED.

Matthews moved and Sink

seconded that CEPD be re-
quested to prepare a report on
issues in archival education to
be submitted to Council for
consideration at its June 1992
meeting. This report shall in-
clude the issues to be addressed
in a review of continuing edu-
cation for the profession; the role
of SAA and CEPD in graduate
and continuing education; the
coordination of SAA education
offerings; and a review of
CEPD’s own guidelines.
PASSED.

Adoption of Budget

Council considered budget
requests from individual re-
porting units and acted on
Council Committee recommen-
dations. Sink’s recommenda-
tion to increase the amount of
support given each Roundtable
for mailings from $75 to $100
was accepted. The SAA budget
that had been presented earlier
in the meeting was adjusted ac-
cording to these decisions. De-
cisions will be communicated
by Council liaisons to the var-
ious groups. Henry moved and
Burckel seconded the adoption
of the SAA budget for Fiscal
Year 1991-92 as adjusted.
PASSED.

New Business

Archives Week. Van Camp
moved and Fogerty seconded
that Council endorse the idea of
an Archives Week in the United
States to draw public attention
to archival issues, that the first
such week be celebrated in Oc-
tober 1993, and that the Public
Information Committee be asked
to prepare a report on how this
might be accomplished.
PASSED.

Commendation. The Exec-
utive Director was asked to
prepare a commendation for Tim
Ericson in the form of a certif-
icate to be presented at the
Awards Ceremony at the An-
nual Meeting.

$S900E 981] BIA 0£-90-GZ0Z 18 /woo Alojoeignd-poid-swid-yewlsiem-ipd-swiid//:sdny wol) papeojumo(



Council Meeting Minutes

451

Gift. Banks and Matthews
were asked to secure Council’s
gift to Teresa Brinati on the oc-
casion of her marriage.

Letter on “fair use” Legis-
lation. Burckel moved and
Matthews seconded that Burke
send a letter to the appropriate
Congressional committees in
support of Senator Paul Si-
mon’s bill on an expanded def-
inition of ““fair use.”” PASSED.

NARA Liaison. Burckel
moved and Sink seconded that
the Council representative to the
Executive Committee be des-
ignated as the SAA liaison to
NARA. PASSED.

Dates for Next Council
Meetings

The dates for the next Coun-
cil meetings were set as fol-
lows: At the Annual Meeting in
Philadelphia, Monday evening,
September 23; Executive Com-
mittee, 9:00A.M.-5:00p.M.,
Tuesday, September 24;
7:00A.M.-9:00A.M., Sunday,
September 29; January 17-19
or January 24-26; and June 11-
14 or June 18-21.

Three-Year Plan

Consideration of the agenda
having been concluded, Coun-

cil returned to the issues con-
cerning the Three-Year Plan that
had been deferred. For details
please see the minutes for the
Planning Day, Thursday, June
13.

Adjournment

Upon a motion by Burke and
second by Wallach, the meet-
ing was adjourned without dis-
sent at 10:40A.M.

ANNE P. DIFFENDAL
Executive Director
22 August 1991
Adopted as amended
24 September 1991
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EDITORIAL POLICY

The American Archivist is the quarterly journal of the Society of American Archivists. It
seeks to reflect thinking about theoretical and practical developments in the archival profes-
sion, particularly in North America; about the relationships between archivists and the
creators and users of archives; and about cultural, social, legal, and technological devel-
opments that affect the nature of recorded information and the need to create and maintain
it.

Journal Format

The American Archivist has several departments to accommodate a variety of types and
lengths of articles. Research Articles are analytical and critical expositions based on
original investigation or on systematic review of literature. Subjects of broad interest are
preferred. Direct inquiries to Richard J. Cox at (412) 624-9438.

Case Studies are analytical reports of projects or activities in a specific setting that offer
the basis for emulation or comparison in other settings. Direct inquiries to Richard J. Cox
at (412) 624-9438.

Perspectives are commentaries, reflective or opinion pieces, and other relatively infor-
mal presentations addressing issues or practices that concern archivists and their constit-
uents. Direct inquiries to Richard J. Cox at (412) 624-9438.

The International Scene may include elements of any of the above formats in covering
archival developments outside the United States. Direct inquiries to Richard J. Cox at
(412) 624-9438.

Surveys are invited essays that review the developments (as opposed to the literature)
in specified areas in a way that describes particular initiatives and places them in the
context of broader trends. Direct inquiries to Richard J. Cox at (412) 624-9438.

The Reviews department evaluates books and other archival literature as well as the
tools and products of archival activity such-as finding aids, microfilm editions, audio-
visual materials, exhibits, and computer software. On occasion it includes review essays
to permit comparative analysis of related publications. Reviewers are selected by the
Reviews editor. Direct inquiries to Peter J. Wosh at (212) 408-1495.

The Forum contains letters to the editor commenting on recently published articles or
other topics of interest to the profession.

Manuscript Submission Requirements

Manuscripts should be typed in English on white paper 8Y2-by-11 inches in size (com-
puter-printed documents are preferred to be in near-letter-quality mode). Both text (in-
cluding lengthy block quotations) and footnotes should be double-spaced with the notes
following the text, not at the foot of each page. All pages should be numbered. The
author’s name and address should appear only on the title page, which should be separate
from the main text of the manuscript. The preferred maximum length is 6,000 words for
research articles and surveys and 3,000 words for case studies and perspectives. All articles
should be accompanied by a 100-word abstract.

Four copies of the manuscript should be submitted for research articles, and two copies
for all other types of articles.

Illustrations are welcome in all departments. Only photocopies of photographs need be
included with the initial submission of an article. Glossy 8-by-10 inch originals will be
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required when and if the article is accepted for publication. Similarly, figures and charts
can be submitted initially in rough form, but authors must be prepared to provide camera-
ready artwork or illustrations if their articles are accepted.

Editors of the American Archivist use the Chicago Manual of Style, 13th edition (Uni-
versity of Chicago, 1982), as the standard of style and footnote format, and Webster’s
Third New International Dictionary of the English Language, (G. & C. Merriam Co.,
1971) for spelling. Terms having special meanings for members of the profession should
conform to the definitions in ““A Basic Glossary for Archivists, Manuscript Curators, and
Records Managers,”” American Archivist 37 (July 1974): 415-33. Authors” variations from
these standards should be minimal and purposeful.

Manuscripts prepared on computers can dramatically improve the speed and accuracy
of editorial text handling. Authors should indicate at the time of initial (hard copy) sub-
mission if their manuscripts are available in electronic form, identifying the type of com-
puter, the word-processing program, and the diskette size. Upon acceptance, the editors
will advise on whether to send a computer data file on diskette as well as a typescript
copy.

The American Archivist will not consider a manuscript that is being reviewed by another
journal at the same time, nor will it normally consider an article that has been published
previously in a similar form.

The author is responsible for understanding and following the principles that govern the
““fair use”’ of quotations and illustrations and for obtaining written permission to publish,
where necessary. Accuracy in footnote citations is also the author’s responsibility, although
the editors may occasionally confirm the accuracy of selected citations. Authors are re-
quired to assign copyright of their work to the journal but can expect to receive permission
for subsequent use of their own work without restriction.

Authors wanting to submit manuscripts or to obtain more detailed guidelines should
contact Teresa Brinati, Managing Editor, Society of American Archivists, 600 S. Federal,
Suite 504, Chicago, IL 60605. Telephone: (312) 922-0140.

Review and Production Procedures

Research article manuscripts are submitted (without the author’s name) to qualified
readers to evaluate them and recommend acceptance, rejection, or revision. Submissions
to the Case Studies, Perspectives, and International Scene departments are normally not
sent out for peer review, although the department editors may seek an outside evaluation
if they believe it appropriate. Author notification of a final decision normally takes a
minimum of eight to ten weeks if a peer review is involved, and a shorter time for editorial
review only. Acceptance for publication is usually on the condition that specified revisions
be made. If an article is accepted, the author will be requested to prepare a brief biograph-
ical sketch to accompany the published article. Authors are given the opportunity to
approve all editorial changes and to review galley or page proofs for correction of printers’
errors. The minimum editorial and production cycle—which includes receipt of a manu-
script, review, acceptance, revision, page makeup, printing, and distribution—is between
six and nine months; various factors can extend that time period.

Authors will receive ten tear-sheets of their articles without charge; reviewers receive
two tear-sheets. Additional reprints may be ordered with a form enclosed at the time galley
proofs are sent to the author for review.
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The Ultimate Resource.

SAA’s Archival Fundamentals Series

The seven titles in SAA's Archival Fundamentals Series are designed to be a
foundation for modern archival theory and practice. These volumes will
strengthen and augment the knowledge and skills of archivists, general
practitioners, and specialists, who are performing a wide range of archival duties
in all types of archival and manuscript repositories. They discuss the theoretical
principles that underlie archival practice, the functions and activities common
within the archival profession, and the techniques that represent the best practice.

d
B Understanding Archives and Manuscripts
by James M. OToole (1990) 79 pp., soft cover

B Arranging and Describing Archives and Manuscripts
by Fredric M. Miller (1990) 131 pp., soft cover

B Managing Archival and Manuscript Repositories
by Thomas Wilsted and William Nolte (1991) 106 pp., soft cover

® A Glossary for Archivists, Manuscript Curators,
and Records Managers
by Lewis Bellardo and Lynn Lady Bellardo (1992) 48 pp., soft cover

B Providing Reference Services for Archives and Manuscripts
by Mary Jo Pugh (1992) 130 pp., soft cover

B Selecting and Appraising Archives and Manuscripts
by F. Gerald Ham (Forthcoming 1992)

W Preserving Archives and Manuscripts
by Mary Lynn Ritzenthaler (Forthcoming 1992)

Each volume is $19 for SAA members, $25 for
nonmembers, plus postage and handling.
TO ORDER, call SAA at (312) 922-0140.

Use your Visa or Mastercard!

Society of American Archivists
600 S. Federal, Suite 504, Chicago, IL 60605
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