
Realize YOUR
potential
as an archivist!

Join the Society of American Archivists
(SAA) and participate in a national
organization devoted to providing the
professional, educational, and technical
resources that you need to achieve
your goals.

Vfes, I am interested in membership.

INSTITUTION

MAILING

ADDRESS

COUNTRY.

PHONE (

PLEASE RETURN THIS FORM TO:

The Society of American Archivists
600 S. Federal, Suite 504

Chicago, IL 60605

phone (312) 922-0140 or fax (312) 347-1452
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A R C H I V A L
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:

• Northeastern Series begins November 1992
• Midwestern Series begins February 1993
• Western Series begins November 1993
• Southeastern Series begins February 1994

As part of the program, participants will:

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

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

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

• 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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(s your collection as well-preserved
as Aunt Uannis?

Continuous Tone Filming
Collections of photographs and
negatives are as much in
danger of disappearing from
use or age as are embrittled
books. To help preserve
these collections, MAPS
has developed a
continuous tone filming
(CTF) technique that
achieves superior
resolution while meeting
all preservation standards.

• Preserve photos,
negatives, prints, and
half-tones

• Resolution up to
200 lines per millimeter

• Easily converted to Kodak
Photo CD format for
expanded access

• High quality—15-19 steps
on gray scale

| U | A n o Highest Quality
I f I H r O Preservation MPreservation Microfilming

FAX (215) 758-97OU
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and jffljanuscripts

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
$19 SAA members, $26 nonmembers,

plus postage/handling; prepayment required

To order, contact:

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

(312) 922-0140
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-The.American
Archivist

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.

The American Archivist is a referreed journal. Each submission will be reviewed by
experts in the subject matter of the submission and a final decision for publication will be
based on this review.

Journal Format
The American Archivist has several departments to accommodate a variety of types and

lengths of articles. Authors can submit manuscripts for particular departments, or the editor
will assign the submission to an appropriate section. Except for book reviews, all inquiries
and submissions should be directed to Richard J. Cox, Editor, the American Archivist,
School of Library and Information Science, University of Pittsburgh, Pittsburgh, Penn-
sylvania 15260. Telephone: (412) 624-3245. Fax: (412) 624-5231. E-mail:
rjc@icarus.lis.pitt.edu.

Research Articles are analytical and critical expositions based on original investigation
or on systematic review of literature. A wide variety of subjects are encouraged for this
department.

Case Studies are analytical reports of projects or activities that take place in a specific
setting and offer the basis for emulation or comparison in other settings.

Perspectives are commentaries, reflective or opinion pieces, addressing issues or prac-
tices that concern archivists and their constituents.

The International Scene may include elements of any of the above formats in covering
archival developments outside the United States.

Professional Resources can be annotated bibliographies, other items designed for prac-
tical use within the profession, or essays that review the developments (as opposed to the
literature) in specified areas in a way that described particular initiatives and places them
in the context of broader trends.

Project Reports are summaries of recently completed projects, highlighting project
conclusions, findings, and implications.

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. Mailing address:
American Bible Society, 1865 Broadway, New York, New York 10023-9980. Fax: (212)
408-1512.
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Editorial Policy 147

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 8V2-by-ll inches in size. Com-

puter-printed documents are preferred to be in near-letter-quality mode. Both text (includ-
ing 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, but these length require-
ments can be waived for certain articles in consultation with the editor. All articles should
be accompanied by a 100-word abstract and author's biographical statement.

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 photo-
copies of photographs need be included with the initial submission of an article. Glossy
8-by-10 inch originals will be 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 Lewis J. and Lynn Lady Bellardo, comps., A Glossary for
Archivists, Manuscript Curators, and Records Managers Chicago: Society of American
Archivists, 1992). Authors' variations from these standards should be minimal and pur-
poseful.

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. At this time, it is preferred to receive manuscripts composed in WordPerfect 5.0 or
5.1, but the editor can accommodate any other word processing software.

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. A separate reprinting policy has been prepared, but normally
reprinting will be initiated by the editor.

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
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to the Case Studies, Perspectives, and International Scene departments are also sent out
for peer review. Author notification of a final decision normally takes a minimum of eight
to ten weeks. 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 three complimentary copies of the journal in which their articles
appear; 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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HELP
HAS ARRIVED

FREE ̂  WAYS

Gaylord
CAN HELP SAVE YOUR COLLECTION

1. TOLL-FREE HELP LINE
Let our conservation consultant solve your preservation problems.
Call 1.800.428.3631 Thursdays and Fridays, 9 a.m.-5 p.m. EST.

11.800.428.3631
2. FREE LITERATURE
Get Gaylord's Preservation Pathfinders to guide
your preservation efforts. These booklets are
oriented to those new to preservation. Now available:
• No. l:An Introduction to Preservation
• No. 2: Archival Storage of Paper

3. FREE ARCHIVAL CATALOG
Order the Gaylord Catalog of Archival Storage Materials
and Conservation Supplies. Over 90 pages of products

and technical conservation tips

CALL US
FOR HELP
800.448.6160

The Trusted Source
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