MIDWEST ARCHIVES CONFERENCE

MAC NEWSLETTER  EDITORIAL BOARD AND EDITOR GUIDELINES

I.
Purpose of the Editorial Board

The Editorial Board (Board) is a standing committee of the Midwest Archives Conference (MAC) which shall publish the MAC Newsletter as a quarterly publication concerned with providing regular means of information and communication among MAC members.  The purpose of the MAC Newsletter is to disseminate in a convenient form news about the governance and activities of MAC, about MAC members, about the meetings and other activities of other regional archival organizations, and about contemporary archival issues.  The Board shall encourage diversity in authors, points of view, topics, and formats.

II.
Board Selection, Composition, and Length of Term

A.
Upon recommendation of the Board, the President shall appoint the Newsletter Editor, with the approval of Council. 

B.
The Editor shall serve for two years and may be reappointed for one additional two-year term.

C.
The Board shall consist of the Newsletter Editor, who will also serve as Board Chair (Editor/Chair); the Public Information Officer (PIO) and Membership Committee Chair, who will be full members of the Committee by virtue of their office; and two to five members appointed by the Editor/Chair. The Public Information Officer and Membership Committee Chair will serve during the length of their terms in those offices.  Other Board members shall serve for terms of three years.  If a member should resign from the Board before the end of a term, the Editor/Chair shall appoint a new member to fill the unexpired portion of that term upon the recommendation of the Board.  A person completing one year or less of an unexpired term may be eligible to serve two additional three-year terms in immediate succession.  A person completing more than one year of an unexpired term shall be eligible for only one three-year term immediately following.
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D.
The Board will assign particular duties to individual members, e.g., assistant editor for current issues.  However, the Editor/Chair will be responsible for final content selection and layout (the latter in conjunction with the MAC publications assistant) and will be the Newsletter Business Manager.

E.
The name of the Editor/Chair shall be announced at the annual business meeting and the names of all Board members shall be reported in the MAC Newsletter.

III.
Reporting Procedures

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

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

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

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

IV.
Responsibilities and Duties of the Board

The primary responsibilities of the Board are to collect, review, and edit information for publication, and to print and distribute the MAC Newsletter on a quarterly basis.  In discharging these responsibilities, the Board:

A.
shall define the editorial policies and goals of the MAC Newsletter and establish procedures for the systematic and timely review of material submitted for publication.

B.
shall solicit volunteers (and when necessary recruit) from among the MAC membership for “columnists” to write or prepare columns on topics determined by the Board.  These columnists may be charged by the Board with soliciting information from institutions and individuals that will supply news of interest to the membership.

C.
shall review, edit, and proofread submissions by columnists, and send them to the Editor/Chair.

D.
shall establish publication timetables.
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E.
shall propose advertising rates, in consultation with the Treasurer, for the MAC Newsletter; these rates must be approved by Council.

V.
Duties and Responsibilities of the Editor/Chair

The primary responsibilities of the Editor/Chair are to collect, review, write, and edit information for publication; coordinate and edit submissions by section editors (consisting of other member of the Board); deliver computer-generated text to the MAC publication assistant (who prepares camera-ready copy and arranges printing); ensure timely distribution of the MAC Newsletter; and serve as the Newsletter Business Manager.  In discharging these responsibilities, the Editor/Chair:

A.
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.
shall provide each member of the Board with a copy of the MAC Newsletter Guidelines.

C.
shall oversee the content and layout of each issue of the MAC Newsletter.  In consultation  with the Board and with the Secretary, the Editor/Chair will determine the number of copies of each issue to be printed and establish a system for distributing the MAC Newsletter to the membership.

D.
shall collaborate with the MAC publications assistant in the production of each issue of the newsletter

E.
shall maintain liaison with the Archival Issues Editorial Board Chair to insure that valuable information is appropriately published and to assist in developing an overall editorial policy for MAC.

F.
shall maintain liaison with the Treasurer and Secretary as needed with regard to expenditure of funds and mailings of the MAC Newsletter.  

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

H.
shall maintain exchanges of announcements with other regional archival organizations, and will be responsible for distributing these to the Board or to columnists as directed by the Board.
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I.
is responsible for quality control; he/she will carefully proofread the MAC Newsletter before it is printed and distributed, to discover any errors inadvertently introduced in the production process.

J.
is responsible for receiving and editing of job announcements.

K.
is responsible, in consultation with the Board, for identifying, editing, and placing “filler” text.

L.
is responsible, in consultation with the Development Coordinator and Treasurer for receiving and situating advertising.

M.
shall maintain relevant and accurate Board records, including the guidelines, and update documents as needed. Any changes to the MAC Newsletter Editorial Board and Editor Guidelines shall be submitted to Council for approval.

N.
shall forward all relevant information, reports, guidelines, and unpublished articles to the succeeding Editor/Chair to facilitate the smooth transition of responsibilities and duties.  All permanently valuable documentation should be deposited in the MAC Archives.

Approved by Council: May 2, 1996

Revisions approved by Council: April 29, 2004
