MIDWEST ARCHIVES CONFERENCE

ARCHIVAL ISSUES EDITORIAL BOARD GUIDELINES

I.  Purpose of the Editorial Board

The Archival Issues Editorial Board (Board) is a standing committee of the Midwest Archives Conference (MAC) which shall publish Archival Issues as a semi-annual journal concerned with the issues and problems confronting the contemporary archivist. The purpose of Archival Issues is to disseminate in a convenient and permanent form a growing body of information on archival theory and practice.  The Board shall encourage diversity in authors, points of view, topics, and formats.

II.  Board Selection, Composition, and Length of Term

A.
At least six months prior to the expiration of the term of the current Board Chair, the Chair, with the consent of the Board, will nominate a new Chair.  This nominee will become Chair with the approval of the President and Council.  Except under extraordinary circumstances, the nominee will be a current Board member. The Chair will coordinate the Board’s activities, report to the President and Council, and undertake such other activities as the Board determines.  

B.
The Chair shall serve one two-year term. 

C.
The Board shall consist of the Chair and five to seven members appointed by the Chair. Board members shall serve for terms of two years on a staggered basis. A maximum of three terms may be served consecutively. If a member should resign from the Board before the end of a term, the Board will select a new member to fill the unexpired portion of that term. A person completing one year or less of an unexpired term may be eligible to serve two additional two-year terms in immediate succession.

D.
Upcoming vacancies on the Board will be announced in the next MAC Newsletter, and qualified MAC members will be encouraged to express their interest. The Board is not required to select from among such volunteers, and may solicit other volunteers from the MAC membership.  To be selected for the Board, a MAC member must be able to demonstrate strong publishing or editing experience and familiarity with the content of current archival literature.
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E.
The Board may assign particular duties to individual members, e.g., book review editor, production coordinator, business manager, etc.

F.
The name of the Chair shall be announced at the annual business meeting and the names of all Committee members shall be reported in the MAC Newsletter.

III. Reporting Procedures

A.
The Chair shall submit a written report on the Board's activities, including actual and anticipated expenses, publication schedules, number of articles submitted for publication, and editorial policies to the President and Council for consideration prior to the spring and fall Council meetings.. 

B.
The Chair shall provide other reports when requested by the President.

C.
The Chair (or his/her designee) shall give a brief report at the annual business meeting  and supply the Secretary with a written version.

D.
Board reports or abstracts shall be published in the MAC Newsletter.

IV.  Duties and Responsibilities of the Board and Chair

A.
The Chair shall attend all Council meetings as a non-voting member and be aware of all aspects of MAC activity through receipt of all official (i.e., committee, task force, etc.) reports submitted to Council.

B.
The Chair shall make certain each member of the Board has a copy of the Editorial Board Guidelines.  

C.
The Board shall define the editorial policies and publish these in a prominent location in the first issue of each volume of Archival Issues; establish procedures for the systematic and timely review of writings submitted for publication and for notifying authors in writing of editorial decisions.

D.
The Board shall maintain a liaison with the Program Committee to obtain recommendations of papers presented at MAC meetings which may be appropriate for publication in Archival Issues.

E.
The Chair shall collaborate with the MAC publications assistant in the production of each issue of the journal.

F.
The Chair shall maintain liaison with the Public Information Officer to insure that valuable information of a public nature is appropriately disseminated.
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G.
The Chair shall maintain liaison with the MAC Newsletter Editorial Board Chair to insure that valuable information is appropriately published and to assist in developing an overall editorial policy for MAC.

H.
The Board shall, within the guidelines of the editorial policies, encourage authors (especially MAC members) to submit articles, book reviews, and other writings for publication.  Through the preparation of detailed comments and recommendations and the willingness of Board members to work closely with authors, every effort shall be made to encourage the publication of worthy submissions which may require substantial revision.

I.
The Board shall edit writings for publication and prepare copy for production.

J.
The Chair shall maintain liaison with the Secretary and the Treasurer with regard to expenditure of funds and mailing of the journal.

K.
The Board shall expend funds for printing and other publication costs within guidelines and allocations established by Council.

L.
The Board shall establish publication timetables.

M.
The Board shall promote increased readership. 

N.
The Board shall develop outside sources of financial support for the journal through such means as soliciting advertisements.

O.
The Chair shall maintain relevant and accurate Board records, including Board guidelines, and update documents as needed. All changes to the Archival Issues Editorial Board Guidelines shall be submitted to Council for approval.

P.
The outgoing Chair shall forward all relevant information and materials relating to the Board to the succeeding Chair to facilitate the smooth transition of responsibilities and shall forward all other permanently valuable documentation to the MAC Archives.

Approved by Council: April 1978

Revision approved by Council: July 14, 1978

Revision approved by Council: May 6, 1983

Revision approved by Council: September 13, 1999

Revision approved by Council: April 29, 2004

