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“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 Yes, | am interested in membership.

NAME

INSTITUTION

MAILING
ADDRESS

CITY

STATE

ZIP

COUNTRY

pHONE _( )

PLEASE RETURN A COPY OF THIS FORM TO:

The Society of American Archivists
527 S. Wells St., 5th Floor
Chicago, IL 60607

312/922-0140 fax 312/347-1452
info@archivists.org e http://www.archivists.org
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Are YOU
taking care of
Business?

CORPORATE ARCHIVES AND
HiSTORY: MAKING THE
PAsT WORK

edited by Arnita A. Jones and
Philip L. Cantelon

This vital professional resource
addresses the general issues raised in
the area of business and history from an
archival perspective. An excellent text which

includes specific information to assist professionals
when confronting day-to-day issues as well as frequently
encountered problems. Sample forms and procedures are
provided.

Krieger Publishing Company (1993), 220 pp., hard cover
$35 @ SAA members $30
Product Code 229

Order Today!

The Society of American Archivists
527 S. Wells St., 5™ Floor, Chicago, IL 60607
312/922.0140 Fax 312/347.1452

THE SOCIETY of info@archivists.org www.archivists.org
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S C E N T

TION PRODUCTS

il[Im:

CRESCENT
PRESERVATION

P R O D U C T 5§

POBOX 285 e LENOXDALE, MA 01242
413-637-0156 * 1-800-727-3749
FAX: 413-637-4584
E-mail: INPRES@AOLCOM

Call, write or E-mail for Free Sample Kit
or more information

How much longer will

your special collection
remain Special ?

In libraries across the country there  cannot keep these documents and

irreplaceable. They are stored in or even time itself.

special vaults, kept away from the .~ Let us roll back the hands of time
students and scholars who seek their and return your special collection i

invaluable insights. those who want to learn from them.

But these controlled,
lightless rooms

RNyl Narthern Micrographics, Inc.

Digital Preservation
WWW. NOTMICY.COM

are special collections that are books safe from acid paper problems
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Case Studies

on
Electronic
Records

Management

APPROACHING ELECTRONIC
RECORDS MANAGEMENT AT THE
INSURANCE CORPORATION OF

BRITISH COLUMBIA:

A Case Study in Organizational

Dynamics and Archival Initiative

prepared by Grant Mitchell

THE APB BANK:

Managing Electronic

Highlights practical issues that will be Records
encountered by archivists woking for as an Authoritative Resource
any organization that uses computers prepared by Barbara Reed and

to document its activities.

Frank Upward

The Society of American Archivists (1997) This case study explores office automa-

Cask Stupy (44 pp.)
$6 » SAA members $3
Product Code 311

TEACHING NoTES (18 pp.)
$12 « SAA members $8
Product Code 310

A

THE SOCIETY of
AMERICAN ARCHIVISTS

tion within the banking industry, an
environment that has emphasized the
automation of business processes over a
number of years.

The Society of American Archivists
(FORTHCOMING 1998)

Case Stupy (16 pp.)

$6 » SAA members $3
Product Code 315

TEACHING NoTES (32 pp.)
$12 « SAA members $8
Product Code 314

The Society of American Archivists

527 S. Wells St., 5* Floor, Chicago, IL 60607
312.922.0140 Fax 312.347.1452
info@archivists.org www.archivists.org
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. fez res more than 130
pectrum of topics vital to archivists, histori-
1S, record 1agers

to success

American Archivists
™ Floor, Chicago, IL 60607
12 347.1452
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The .
ist

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 refereed 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 features a variety of types and lengths of articles. 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 In-
formation Science & Policy, 135 Western Ave./113 Draper, Albany, NY 12222. Tele-
phone: (518) 442-5128. Fax: (518) 442-5367. E-mail: p.eppard@albany.edu.

Research Articles are analytical and critical expositions based on original investi-
gation or on systematic review of literature. A wide variety of subjects are encouraged.

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
practices that concern archivists and their constituents.

International Scene pieces 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
practical use within the profession, or 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.

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, 140 St. George Street, Toronto, Ontario, M5S 3G6 Canada. Tele-
phone: (416) 978-7093. Fax: (416) 971-1399. E-mail: craig@flis.utoronto.ca.

The Forum contains letters to the editor commenting on recently published articles
or other topics of interest to the profession.
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Editorial Policy 125

Manuscript Submission Requirements

Manuscripts should be typed in English on white paper 8'/>-by-11 inches in size.
Computer-printed documents are preferred to be in near-letter-quality mode. Both text
(including lengthy block quotations) and endnotes should be double-spaced 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 8,000 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 all types of articles. Illustra-
tions 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 required
when and if the article is accepted for publication.

Editors of the American Archivist use the Chicago Manual of Style, 14th edition
(University of Chicago, 1993), as the standard of style and endnote format, and Webster’s
Third New International Dictionary of the English Language (Merriam-Webster Inc.,
1995) for spelling. Terms having special meanings for members of the profession should
conform to the definitions in Lewis J. and Lynn Lady Bellardo, comps., 4 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.

It is expected upon acceptance that authors will provide copies of their manuscript
on diskette. At this time, it is preferred to receive manuscripts composed in MicrosoftWord
6.0, 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 endnote citations is also the author’s responsibility,
although the editors may occasionally confirm the accuracy of selected citations. Authors
are required to assign copyright of their work to the journal but can expect to receive
permission for subsequent use of their own work without restriction.

Review and Production Procedures

Manuscripts are sent out (without the author’s name) for peer review by two readers
who evaluate them and recommend acceptance, rejection, or revision. 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. Authors are given
the opportunity to approve editorial changes and to review page proofs for correction of
printers’ errors. The minimum editorial and production cycle—which includes receipt of
a manuscript, review, acceptance, revision, page makeup, printing and distribution—is
approximately twelve months; various factors can affect that time period.

Authors will receive two complimentary copies of the journal in which their articles
appear; reviewers receive two tear-sheets. Reprints/offprints may be ordered at the time
page proofs are sent to the author for review.
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Additional Inquiries

Address additional inquiries about the American Archivist to: Teresa Brinati, Man-
aging Editor, Society of American Archivists, 527 S. Wells St., 5th Floor, Chicago, IL
60607. Telephone: (312) 922-0140. Fax (312) 347-1452. E-mail: tbrinati@archivists.org.

$s8008 981] BIA |,0-/0-GZ0Z 18 /woo Aiojoeignd-poid-swid-yiewisiem-jpd-swiid)/:sdny wol) papeojumoq



A

THE SOCIETY of

AMERICAN ARCHIVISTS

At your service . . .

Founded in 1936, the Society of American Archivists is the oldest and largest
national archival professional association in North America. Committed
to meeting the needs of the archival profession in every way possible,
SAA is your professional resource for:

Connecting and Communicating with more
than 4,600 individuals and institutions
committed to the identification, preserva-
tion, and use of records of historical value.
SAAs membership serves in government
agencies, academic institutions, historical
societies, businesses, museums, libraries,
religious organizations, professional asso-
ciations, and numerous other institutions.

Scholarly Articles - The semi-annual journal
American Archivist offers in-depth articles
on archival theory and practice, reviews of
pertinent literature, and reports on inter-
national archival activities.

Resources - The SAA Professional Resources
Catalog features more than 130 titles vital
to archivists and allied professionals. All
titles are available to members at a special
discounted rate.

Professional News - Archival Outlook, the
bimonthly newsletter, highlights the latest
news and information essential to the
archival community, reports on SAA activ-

ities, details upcoming events, awards,
educational offerings, and lists position
announcements.

Continuing Education - SAA-sponsored
workshops provide an unmatched oppor-
tunity to investigate new archival prac-
tices and developing technologies which
will strengthen your present knowledge
and skills and prepare you for the new
millennium.

Career Opportunities - The online and print
editions of the SAA Employment Bulletin
list job announcements. The Mentoring
Program is designed to encourage the
communication of knowledge and experi-
ence between archivists.

Professional Development - The SAA annual
meeting, held in late summer in different
cities throughout the country, includes a
wide array of informative program ses-
sions, preconference workshops, tours of
local repositories, and special events.

Call today to find out how SAA
can meet your professional needs!

THE SOCIETY of AMERICAN ARCHIVISTS

527 S. Wells St., 5th Floor, Chicago IL 60607 USA
info@archivists.org http://www.archivists.org
Phone 312/922-0140 Fax 312/347-1452
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THE RECORDS
OF AMERICAN
BUSINESS

edited by James M. O'Toole

This dynamic book explores the chal-
lenges of preserving the documentary
record of American business enterprise,
large and small. The book’s 14 essays
explore such topics as the evolution of corporate
archives, structural and functional analysis of records, electronic infor-

mation and its impact, decision-making and organizational culture, visual and
moving images as documents, business history as popular history, and guide-
lines for determining which organizations to document and which records to
save. The contributors—drawn from major archival programs across the
United States, Canada, and the United Kingdom—have thoughtfully consid-
ered the special problems and opportunities in preserving the records of local
and international business. For those whose archival responsibilities include
the selection and care of this documentary material, these essays will provide
insight, advice, and encouragement. Beyond that, the book presents timely
discussion of issues that are of pressing, day-to-day concern to all archivists.

The Society of American Archivists (1997), 412 pp., hard cover
$39.95 (SAA members $34.95) Plus shipping/handling.

“This will be an indispensable book for archivists and corporate
executives responsible for business records, as well as for those
who use such documents in their work.”

—WILLIAM H. BECKER, The George Washington University
Past President, The Business History Conference
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THE SOCIETY of
AMERICAN ARCHIVISTS

527 S. Wells St, 5th Floor, Chicago, IL 60607
312.922.0140 o fax 312.3471452 e info@archivists.org e www.archivists.org
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