“If we are
successful as
archivists, the
historical record

will speak for this

past in a full and

truthful voice.
And, as a society,
we will be wiser
for understanding
who and where

we have been.”

JOHN A. FLECKNER

Presidential Address
1990

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.

[ J¥es, | am interested in membership.

NAME

INSTITUTION

MAILING
ADDRESS

CITY

STATE

ZIP

COUNTRY

PHONE _( )

PLEASE RETURN A COPY OF THIS FORM TO:
The Soclety of American Archivists
600 S. Federal, Suite 504
Chicago, IL 60605

phone (312) 922-0140 or fax (312) 347-1452
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When the best advice is free,
you can afford to be an expert.

Gaylords Partuership Services provide expert technical advice to
belp you care for your collections. Our free Pathfinder booklets
and the technical tips in our catalog support and expand your
preservation knowledge. For specific advice and technical
support, phone our Preservation Help Line conservator on
Thursdays and Fridays, part of the continuing partnership

services of the Gaylord Preservation Initiative.

® Catalog, Pathfinders & Information
1-800-634-6307

® Preservation Help Line
1-800-428-3631

Solutions for Today's Preservation & Conservation Needs

Gaylord » 100 Years « 1896-1996 « Founded in Innovation
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Journal of the Society of Archivists deals with all matters of interest to
archivists, conservators, record managers and those involved in any

of the historical disciplines, whether on materials, conservation, storage
archival procedures or the study and interpretation of records. Published
in association with the Society of Archivists, this journal deals with the
very latest developments in this field, including the archival challenges
and opportunities of new media and modern information technology. It
also relays invaluable information about training opportunities and
developments in administration techniques for archivists, conservators
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CARFAX PUBLISHING COMPANY
ﬁ PO Box 25, Abingdon, Oxfordshire 0X14 3UE, UK
I-Ii 875-81 Massachusetts Ave, Cambridge, MA 02139, USA
CARFAX PO Box 352, Cammeray, NSW 2062, Australia
UK Tel: +44 (0)1235 521154 UK Fax: +44 (0)1235 401550
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LET’S MAKE
A DATE!

Mark your
calendars now
for future annual
meetings of the
Society of
American
Archivists

For more information,
contact MEETINGS/
MEMBER SERVICES,

(312) 922-0140

S\

The Society of American Archivists
600 S. Federal, Suite 504
Chicago, IL 60605
E-mail: info@saa.mhs.compuserve.com
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The .

Nrchnist

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 pro-
fession, 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 Philip B. Eppard, Editor, the American Archivist,
State University of New York at Albany, School of Information Science & Policy, 135
Western Ave./113 Draper, Albany, NY 12222. Telephone: (518) 442-5128. Fax: (518)
442-5232. E-mail: pbe40@cnsibm.albany.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 Re-
views editor. Direct inquiries to Barbara Craig, Faculty of Library and Information Science,
University of Toronto, Claude T. Bissell Bldg., 140 St. George Street, Toronto, Ontario,
MS5S 1A1 Canada. Telephone: (416) 978-7093. Fax: (416) 971-1399. E-mail:
craig@flis.utoronto.ca.
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Editorial Policy 233

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 8'/2-by-11 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
requirements 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. Fax: (312) 347-1452. E-mail:
info@saa.mhs.compuserve.com

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 ap-
prove 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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P
CASE STUDIES NOW AVAILABLE! )

Electronic Records Management as Strategic Opportunity:
A Case Study of the State University of New York Office of Archives and
Records Management

PREPARED BY THOMAS |. GALVIN AND RUSSELL L. KaHN
This case study addresses the question of how to jump-start an archives and records
management program by first addressing electronic records issues. Although the
subject is a massive state university system, the question is also applicable to smaller
institutional archives. Published by the Society of American Archivists (1996)

CASE STUDY (22 pp.) TEACHING NOTES (14 pp.)
List $6 e SAA members $3List $12 @ SAA members $8
product code 301 product code 300

Using Information Technologies to Build Strategic Collaborations:

The State of Alabama as a Test Case
A Case Study in Archives Management

PREPARED BY CHARLES M. DOLLAR AND DEBORAH S. SKAGGS
This case study provides both a realistic and practical context in which to explore
various facets of how archives and records management programs can ensure that
new and emerging technologies support public recordkeeping requirements for
long-term preservation and access. Published by the Society of American Archivists

(1996)

CASE STUDY (48 pp.) TEACHING NOTES (9 pp.)
List $6 e SAA members $3 List $/2 @ SAA members $8
product code 303 product code 302

Prison Inmate Records in New York State: The Challenge of

Modern Government Case Records
A Case Study

PREPARED BY THOMAS D. NORRIS
This case study provides a setting for one of the most significant and difficult
questions facing government archivists and records managers today: how to manage
voluminous and technically complex modern case records documenting interactions
between individuals and government. Published by the Society of American
Archivists (1996)

CASE STUDY (18 pp.) TEACHING NOTES (38 pp.)
List $6 ® SAA members $3 List $/12 @ SAA members $8
product code 305 product code 304

Prices listed do not include shipping/handling charges.

‘ The Society of American Archivists e 600 S. Federal, Suite 504
‘ Chicago, IL 60605 e 312/922-0140 e info@saa.mhs.compuserve.com
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RESOURCES FOR

The Society of PROFESSIONALS

American Archivists

SAA Publications Catalog

The Society of American Archivists publications catalog features
more than 120 titles covering a broad spectrum of topics vital to
I archivists, historians, curators, and librarians committed to
successfully managing their collections.

SAA is your source for definitive volumes on:

archival fundamentals
appraisal
arrangement and description

disaster preparedness
legal issues

information technologies
records management
archival management
preservation

security

non-textual records
visual materials

YV V VY V VY VY V¥V VY VYV Vv VY Vv Y

writings about archives

For your FREE copy , contact the
SAA Publications Department TODAY at (312) 922-0140, ext. 21

The Society of American Archivists

600 S. Federal, Suite 504, Chicago, Illinois 60605 U.S.A.
Telephone (312) 922-0140 Fax (312) 347-1452
E-mail: info@saa.mhs.compuserve.com

Visit the SAA home page at http://volvo.gslis.utexas.edul -us-saal
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