
SPECIAL L 
" Putting Knowledge to Work " 

- NEWSPAPER NUMBER + 

SUBJECT AND BIOGRAPHICAL INDEX 
New York Times 

Volume 92 DECEMBER, 1931 Number I0 



Volume 22 Number 10 

SPECIAL LIBRARIES 
RUTH SAVORD. Editor 

. . 

DECEMBER, 7931 

Salutation -Joseph Shcridan . . . . . . .  . . .  . . .  . . .  437 
British Newspaper Libraries 

The Daily Telegraph. London -- Sidney Macer-Wright . . . . . . .  439 
The Daily Herald. London - Herbert Smith Burgess . . . . . . .  430 

. . . . . . . . .  The Daily Mail, London -- Efa Griffiths . . . . . . . . .  , 44.lt 
. . . . . . . . . .  The Yorkslaire Pod. Leeds - James J Eaton . . . . . .  443 

. . . . . . . . . . . . . .  Information Service of The Seaffh Times- Florence M Walsh 4.15 

GROUP ACTIVITIES 

Civic.Socia1 . . . . .  . . . .  . . . . . . .  449 
Commercial-Technical . . . . .  . . .  . . . . . . .  450 
Financial . . . .  . . . .  . . . . . . . .  451 

. . . .  . . .  . . . .  ...... Insurance . . 452 
. . .  . . .  . . . . . .  Museum . . . . . . . .  453 

. . .  . . . . . . . .  Newspaper . . . .  . . . . 454 

DEPARTMENTS 

. . . . . . . . . . . .  . . . . . . . . . . . . . .  Who's Who . . .  . . .  455 
Editorial Page . . . . . . . . . .  . . . . .  ....... 456 

. . . . . . . . . . . . . .  . . . . . .  President's Page . . .  . . 457 
Classification and Indexing 

..... A National Lending Library of Unpublished Classifications - Paul \'anderbilt 458 
. . . . . . .  New Members . . . . . .  . . . . . . .  . . . . . . . .  460 

Digest of Business Book Reviews . . . . . . .  . . . . . . . . . . .  461 
Government Material . . . . . . . . . . . . . . .  . . . . . .  4M 

. . . . .  . . . . . . . . . . .  Local Associations . . . . .  x . . . .  466 
Personal Notes . . . . . .  . . . .  . . .  . . . . . . . . . . . . .  467 

. . . . . . . . . . . . . . . . .  Events and IJublicationo . . . . 468 

NOTES 
. . . . . . . . .  Commercial Bibliography Service . . . . . . . . . . . . . . . . . .  448 

Handbook of Contmercial and F~nancial Services . . . . . . . . . . . . .  4.54 
. . . . . .  Crying Our Warcs . . . . . . .  . . . .  . . .  470 

. . . . . . . . .  A Valuable New Service . . . . .  . . . . .  . . . . . . . .  470 
. . . . . . . . . . . .  Clipping Reader's Guide Material . . . . . .  . . . .  471 

Offer by Municipal Reference Library, Clmago . . . . . . . . . . . . . . . . . . .  4 f l  

SPECIAL LIBRARIES is published monthly September to April. bi-monthly May lo August by The 
Spec~al L~brar~es Association a t  10 Ferry Street. Concord. N . H . Editorial. Subscription 

and Advert~sing Offices at 345 Hudson Street. New York City . Subscription 
price: $5.00  uyear. forelan $5.50, single copres 50 cents 



S P E C I A L  L I B R A R I E S  December, 1931 

Institutional Members 
Callfomia Jackson & Moreland, Boston 

california or sciences, Sari ~~~~~i~~~ Mawchusetts  Institute of Technolog,, Library, 

California State Library, Sacramento Cambridge 

Pacific Gas & Electric Co., San Francisco Massachusetts Mutual Life Insurance Co., 

Standard Oil Company of California, San 
Francisco Massachusetts State Library, Boston 

Technical Book Company, San Francisco Metcalf & Eddy, Boston 
Social Law Library, Boston 

Connacticut 

Hartford Public Library, Rusiness Branch, 
Hartford 

Phoenix Ivlutual Life Insurance Conipany, 
Hartford 

Yale University Library, New Haven 

Delaware 

du  Pont de  Nemours, E. I., Wilmington 

Illinois 

Byllesby & Co., 1-1 M., Chicago 
Chicago Tribune, Chicago 
Commonwealth Edison Company, Chicago 
Elizabeth McCormick Memorial Fund, Chicago 
Illinois Chamber of Commerce, Ch~cago 
Illinois State Library, Springfield 
Insurance Library of Chicago 
Middle West Utilities Company, Chicago 
Museum of Science and  Industry, Chicago 
Peoples Gas Light and Coke Company, Chicagu 

Indiana 

Lincoln National Life Insurance Co., Fort Wayne 

Maryland 

Consolidated Gas, Electric Light & Power Co., 
Baltimore 

Maryland Casualty Co., Baltimore 

Massachusetts 

Baker Library - IIarvard School of Business 
Administration, Boston 

Boston Elevated Railway, Boston 
Boston Globe, Boston 
Christian .Science Monitor, Boston 
Edison Electric Illuminating Co , Dorchcster 
Federal Reserve Bank of Boston 
First National Bank, Boston 
I~isuranre Library Association of Boston 

United Fruit Company, Boston 

Michigan 

Detroit News, Detroit 
Detroit Public L~brary,  Detroit 
General Motors Research Corporation, Detroit 
University of Detro~t ,  Detroit 
'University of Michigan, Bureau of G o ~ e r n ~ ~ i e n t ,  

Ann Arbor 

Missouri 

Kansas City Power & Light Company, ICansas 
City 

New Jarmy 

Bakelite Corporation, Bloomfield 
Combustion Utilities Corporation, Linden 
Montclair Public Library, Business Branch, 

Montclair 
New Jersey Bell Telephone Company, Newark 
Newark Public Library, Busmess Branch, 

Newark 
Public Service Corporat~orl of Sew Jersey, 

Newark 
K C A Radiotroll Co., Inc., Harrison 
Standard Oil Development Co., El~zabeth 
United States Rubber Company, Passaic 

New Yolk 

Alexander Hamilton Institute, Kew York 
American Bankers' Association, Kew York 
American Electric Railway Association, New 

York 
American Geographical Society, Kew York 
American Institute of Accountants, Sew York 
American Museum of Natural History, New 

York 
Amer~can Telephone & Telegraph Co., General 

L~brary, New York 
American Telephone & Telegr~ph Co , Law 

Libmry, New York 
Association of Life Insurance Presiclents, New 

York 
Baker & Taylor Co., New York 
Bankers Trust Co., New York 



December. 1931 S P E C I A L  L I B R A R I E S  

Institutional Members 

New York 
White & ICemble, New York 
Wilson Co., H W., New York 

Batten, Barton, Durstine & Osborn, New York 
Bell Telephone Laboratories, New York 
British Library of Information, New York 
Brooklyn Edimn Compaay, Brooklyn 
Brookmire Economic Service, New York 
Child Study Amia t i on ,  New York 
Cleanliness Institute Library, New York 
Consolidated Gas Co. of New York 
Doherty, Henry L. & Co,, New York 
Electric Bond & Share Co., New York 
Engineering Index Service, New York 
Federal Reserve Bank of New York 
Ford, Bacon & Davis, New York 
General Electric Co., Main Library, Schenectady 
Goldman Sachs Trading Corp., New York 
Grant Co., W. T., New York 
Grosvenor Library, Buffalo 
Guaranty Company of New York 
Haskins 8: Sells, New York 
Industrial Book Company, New York 
Industrial Relations Counselors, New York 
International Telephone & Telegraph Co., New 

York 
John Price Jones Corporation, New York 
Lehman Corp., The, New York 
McGraw-Hill Publishing Company, New York 
Merchants Association of New York 
Metropolitan Life Insurance Company, New 

York 
Municipal Reference Library, Ncw York 
National Andine & Chemical Co., New York 
National Automobile Chamber of Commerce, 

New York 
National City Financial Library, New York 
National Investors Corporation, New York 
New Jersey Zinc Company, New York 
New York Telephone Company, New York 
New York Times, The, New York 
North Amer~can Company, New York 
Port of New York Authority, The, New York 
Price Waterhouse & Co., New York 
Putnam's Sons, G. P., New York 
Railway & Utilities Investing Corp., New York 
Remington Rand, Business Library Division, 

New York 
Russell Sage Foundation, New York 
Selected Industries, Inc., New York 
Sinclair Refining Co., New York 
Standard Brands, Ihc., New York 
Standard Statistics Company, New York 
Time, Inc., New York 
Western Un~on Telegraph Company, New York 

Ohio 
Ohlo Oil Co., Findlay 
Prmter & Gamble, Cincinnati 

Oklahoma 

U. S. Bureau of Mines, Bartlesville 

Armstrong Cork Co , Lnncaster 
Franklin Institute, Philadelphia 
Houghton, E. F. & Co., Philadelphia 
Jones & Laughlin Steel Company, Pittsburgh 
Mellon Institute, Pittsburgh 
New Jersey Zinc Co., Palmcrton 
Pennsylvania Museum of Art, Philadelphia 
Philadelphia College of Pharmacy and Science, 

Philadelphia 
Philadelphia Company, Pittsburgh 
Philadelphia Electric Company, Philadelphia 
Philadelphia Rapid Transit Company. Phila- 

delphia 
Provident Mutual Life Insurance Co., Phila- 

delphia 
School of Fine Arts, University of Pennsylvania, 

Philadelphia 
Westinghouse Electric Research Library, E. 

Pittsburgh 
Wyomissing Trade School, Wyomissing 

Rhode Island 

Rhode Island State Library, Providence 

Wisconsin 

First Wisconsin National Bank, Milwaukee 
Hardware Mutual Casualty Co., Stevens Point 
Kimberly-Clark Corp., Kmberly 
Marshall & Ilsley Bank, Milwaukee 
Municipal Reference Library, hlilwaukee 
Sent~nel-News Company, Milwaukee 

Canada 

Hydro-Electric Power Commission of Ontario, 
Toronto 

Imperial Life Assurance Co. of Canada, Toronto 
Insurance Inst~tute of Montreal, Montreal 
Royal Bank of Canada, Montreal 
Sun Life Assurance Co, of Canada, Montreal 



S P E C I A - L  L I B R A R I E S  

Volume 22 

D E C E M B E R ,  1931 

* + +  

Salutation! 

T o  the Newspaper Grozrp of S. L. -4. - Grccling! 

Number 10 

w E ARE now in the month of December, a t  the end of another calend,u 
year, and half way through our association year, figuring upon the allnual 
conventions. Looking ahead to June 1932,we contemplate our annual con- 

ference. This is also the time to look back upon the past six months and ask ollr- 

selves if we have accomplished anything. If so, how much credit can we bestow up011 
our fellow members for what they contributed to our knowledge a t  our 1930 con- 
ference? While it is true that these annual gatherings always provide us with enjoy- 
ment in the reunions, we cannot lose sight of the fact that these meetings arc intended 
to be serious affairs. They are business gatherings, and our business is to lean fran 
each other, to teach each other and to exchange views and opinions that will help 
those who need these helpful suggestions. 

Speaking for myself, I never come home without a feeling of satisfaction that I 
have profited by what I have heard and have learned much that I can put to use in 
my department. This, lo me, is the great value in my membership in the Newspaper 
Group of S. L. A. 

' 

The newspaper library is constantly expanding. I t  is growing in importance each 
year. I see it in my work. The other departments in a well-organized newspaper are 
becoming greatly dependent upon the library department for information. As has 
been pointed out hefore, the newspaper plant which has an efficient reference library 
is far ahead of the plants which d o  not have reference libraries. 

Therefore, it behooves the librarians ol newspapers t o  make themselves and their 
departments more efficient. Time is a factor in every newspaper plant. Econo~i~y In 
time must be observed. When information is wanted from the library il is wiunted 
immediately. The librarian who has his work and his tiles so well organized that lie 
can respond instantly with the informalion sought is the librarian who is efficient He 
is a very valuable asset to the whole organization from cellar to roof. 

I trust that none of my brethren will think that I arn giving them a lecture, or 
sermonizing to them. That is not my purpose, But I have a purpose in prese~lting [his 
letter to  you. I am looking ahead t o  our 1932 conference while looti~lg back at our 
1931 gathering, and the "burden of my song" is CLASSIFICATION. 

I t  seems to me that we have now arrived a t  that point where we can and s h ~ l c l  
be of help to each other. Classilication has bothered meconsiderably since our Cleveland 
meeting. We talked classification, and discussed it in various ways, a n d  while we 
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talked and discussed we brought down upon ourselves what might be regarded as a 
deserved rebuke from Mr. Floyd Miller of Kuyal Oak, Michigan, who is now a news- 
paper publisher and a former reference librarian of the Delroif N m s .  

You who were a t  the Cleveland conference will recall his remarks. He was an 
attentive listener a t  our conference, and then he spoke. Not only did he speak, but he 
knew whereof he spoke. You will recall that he said: "You have talked here about 
classification, but what have you done about i t? Nothing!" 

Wasn't he right? What did we do about i t? He urged us to formulate some concrete 
plan of classification so that  all could take it and adopt it as far as possible, each in 
his respective library. 

Classification, in my opinion, is the all engaging subject for newspaper librarians to 
consider. I t  is a subject that is growing more and more important as year succeeds 
year. \Ire cannot escape it. Some of the newspaper reference departments have 
arrived at  a solution of the problem of classification. Others are struggling to attain 
perfection in it, if such a thing is possible. The librarian who is satisfied that he has 
solved the problem of classification can be of great help, great fraternal help, in giving 
of his knowledge to those members who are in need of it. 

For that reason I would like to suggest - nay, I urge -. that our 1932 gathering 
be dedicated to the subject of classification, and I respectfully call upon such mem- 
bers as have a good working system of classification to come to the 1932 conference 
prepared to pass on their experience. 

1 wish I had the power to explain through the medium of printer's ink just how 
important I think this subject is, and how important I feel that others think the 
same thing. If we can come away from the 1932 conference with concrete ideas anent 
classi~cation, the 1932 conference will go down in history as one of the most helpful 
that the Newspaper Group has had. Fortunately we have several reference librarians 
in our Group who are actively engaged in reclassifying their files, .And we have others 
who have passed that stage, so to  speak, and have a system they can tell us about. 

So, as your Chairman until we say our good-byes a t  Lake Placid next June, I am 
appointing a committee to prepare for and conduct a school, or class of instruction, 
or intelligence conference or whatever else you choose to call it,  on classification; and 
I hope Mr. Miller will be with us at  Lake Placid so  that ,  after we have finished with 
the subject of classification, we may merit his approbation as deservedly as we 
merited his rebuke a t  Cleveland. 

AND BY THESE PRESENTS, KNOW YE ALL MEN AND \\TOMEN 01: 
THE NE\\~SI-'APER GROUP that Ford M. Pettit of the Detroit News is Chairman 
of the C'um!nittee on Classification. Assisting hirn will be Edgar Ellis of the Ballivtorr 
Siiir, Blanche Davenport of the Cltrist.ia?r Srier~ce Monzlor, and William Vaughan of 
the Oakland I'ribil~te And I am also appointing Joseph F. Kwapq of the Plilladel+hia 
Plrblic Ledger as consultant mernber of the Comnittee on Classification. 

Before closing may 1 take this occasion to express my great esteem for each member 
of the Newspaper Group, and i.o wish him and her a very joyful and joyous Yuletide. 
And may the new year, a b o u ~  to dawn, be kind to you all, and with the help of Heav- 
en bestow upon each member, and those close to him and her, an abundance of 
health and prosperity, and may the fates be kind to us during 1932, and the high- 
ways, railways and airways land us safely at  Lake Placid in June. 

Yours for Classification, 
JOSEPH SIIBRTDZN, C11airtna)l. 
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British Newspaper Libraries 

One of the interestin periods experienced by the members of the Newspaper 
Group at the 1931 conirence in Cleveland was the reading of what we m i g h t  
term a Symposlum on British news aper libraries. For this w e  are indebted to James 
J. Eaton, L~brorlan of the ~ o r k r k n  P a t  at Leeds England. In response to an in-  

vitation extended on behalf of the Newspaper Group by Joseph F. KwapiI, Li- 
brarlan of the Philadelphia Public Ledger, Mr. Eaton interested three of his con- 
freres on B r ~ t ~ s h  journals to join with h i m  In this contribution. That the work of the 
newspaper librarian in England differs but  littls from the work of his American 
cousin can be gleaned from t h e  four papers wh~ch are herewith reproduced. 

The Daily Telegraph, London 

By SIDNEY MACER-WRIGHT, Librarian 

S PECIAL attention was paid to the Library's requirements when the Daily Tclc- 
graph's new ofices were erected, and 1 feel pretty conlident that there is no better 

equipped newspaper library in the country. The space allowed it is, of course, limited 
- I suppose there will never be a librarian who considers his quarters big enough - 
but othenvise the   lace is almost ideal. 

We have over six thousand volumes classified on the Dewey decirnalsystem, but. 
although they are invaluable and in constant use, the cuttings file constitutes the 
backbone of the Department. The cuttings are all pasted up and kept flat in folders 
in steel cabinets, the drawers o l  which run on ball bearings. 

The cuttings are liled on an alphabetical-n~lmerical system 2nd as simply as pos- 
sible, so that anyone should be able to lind what he wants if there is none of the 
Library staff available. 

Both cuttings and books are run on the open access system, and the privilege is 
rarely abused, but as a check against possible lapses everything borrowecl is entered 
up in a book: date, number of cuttings, subject, and borrower's name. 

The guide cards with which the folders are divided have provision for cross refei- 
ences, but this was abandoned, as experience has proved that  no one ever used it, and 
I find it much the best to make a nulnber of cuttings of one thing and file them in 
various obvious folders. For instance, three cuttings would be made of an item of 
news announcirig the gift by the  Pilgrim 'Trust of 25,000 to Cambridge Cnisereity. 
One would be filed undel Cambriclge University (Universities: Cambridge), one 
under Pilgrim Trust and the Lhird under Gifts and Benefactions. Nevertheless, cross 
references are made, but they are done on a card indes which also contains a card for 
every subject filed. 

Cuttings concerning a particular country are kept all together and are split up 
under subject headings. The American cuttings, for instance, occupy two or three 
drawers and the sub-divisions contain folders marked Government; Political; Mil- 
lionaires; Gangsters, Crime, Chicago; Universities, Trade; Relations with England, 
Foreign Relations, and so on. 

As anytliing may become important, the papers are cut pretty heavily and the 
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folders are weeded out periodicalty. When a subject becomes dead but has too much 
value to be thrown away, i t  is transferred t o  a dust-proof tin box, indexed and stored. 
Blue Books, and pamphlets too oddly shaped or cumbersome for the cuttings folders, 
are kept in specially made boxes on shelves above the  filing cabinets. These boxes are 
labelled with the initial letters of the subjects within them: thus CO I represents 
Coal; CO 2,  Cotton; VA I, Vaccination, and so on. They  are, of course, indexed, but  
this method of marking the  boxes often makes it pqssible for the Library staff im- 
mediately to lay their hands on the box required without stopping to refer to  the 
index. 

Various colored cards are used in the index. White cards indicate Cuttillgs; blue 
cards are used for Blue Books; pink cards for Pamphlets; green cards for cuttings re- 
moved from the General Fire and stored. We also use yellow cards on which are 
recorded actual facts that  have been asked for and only found after a more or less 
prolonged search. This use of colored cards has proved invaluable inasmuch as i t  
shows a t  a glance all our sources of information. 

In addition t o  the everyday staff demands upon the  Library, we receive an ever 
increasing number of enquiries by post and over the telephone frorh readers; some of 
these questions are very extraordinary, but we always try to supply the answers, and 
generally succeed. 

The Daily Herald, London 

By HERBERT SMITH BURGESS, 0.B-E., Librarian 

T HE main function of a newspaper library is, in my opinion, to furnish informa- 
tion on any subject with the minimum possible delay. T o  this end, the Daily 

Ilerald Library has adopted a system of filing, which, i t  is found, seldom fails to  meet 
demands. 

Before going into detail of this filing system, I will endeavor to give some idea of 
the work in the Library of British Labors' national daily. 

'The first job is LO clear up all cuttings requisitioned the pre~ious  day and see that  
all reference books have been returned. 

Attention is next turned to the reading or marking of the London papers. First 
comes the Daily Herald. All editions (including the Northern issues) are read, and in 
cases where a particular story appears in one edition only, a note to that effect is pu t  
on the cutting. I t  is found advantageous to mark personal and general cuttings in 
differently colored pencil, so that the cutter does not waste time when sorting into the 
different batches. When all London papers (including the evening papers of the 
previous day) and the principal provincial dailies have been read, the cuttings are 
sorted. 

The cabinets contaming the filed cuttings are avranged alphabetically, and each 
assistant has a certain number of letters in his or her section. 

With very few exceptions all cuttings are filed the same day. 
I will deal with the filing system. 
Personal cvltings: These are arranged alphabetically, but in the cases of prominent 

politicians separate folders are kept for speeches. This facilitates quick reference and 
also ensures purely biographical matter being kept distinct. 

General cutizngs are treated as follows: 
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Forezgn news: Appropriate sub-divisions are made. Take the case of France: sub- 
divisions such as France: Army, Finance, Finance-Loans, Labor, Labor-~isputes, 
Political, Political-Cabinet, etc., are made and the same would apply to all big coutl- 
tries. Such sub-divisions enable the foreign editor to l~andle a particular subject 
quickly, and without having to wade through a mass of irrelevant matter. In addition 
to keeping folders of such subjects as  unemployment, prisons, p r i s ~ ~ - ~ e f ~ r m ,  etc., 
under the various countries, a separate folder is also made for unemployment (world), 
prisons, etc. This has the advantage of enabling a composite story t o  bedone, without 
getting out dozens of folders 

Howze news: As the Daily Herald is the organ of the British Labor special 
attention is paid to industrial news. Special folders are kept for all uniorls affiliated to 
the Trades Union Congress, and their activities are duly filed under the various sec- 
tions, hlany sub-divisions evolve from industrial news, e.g. Hours and Wages, \!'age 
lIovements, Arbitrat~on. Industrial Disputes, and the like. 

Parlianzenl: Questions in Parliament as detailed in Hansard are recorded on the 
card index system. Book reviews, special articles, features, etc., are also treated in 
the same way. 

Reference hooks, elc.: 'The principal reference books, e .2 .  "Who's Who," "Burke's 
Peerage," Gazetteers, Dictionaries, are kept a t  hand so as to enable speedy dispatch 
to the sub-editors' room. All other books are card-~ndexed. 

The answering of queries and the  provision of reference books, especially in the 
late afternoon and early evening, take up a great deal of the Library staff's ti~ne. 
Iiumor, however, does sometimes make an appearance. An office boy had been asked 
to get "Who's W11o" from the  Llbrary. Not finding an assistant available, he left a 
note, "Mr. - wants Whose Zoo." An application to get Roget's "Thesaurus" 
made him turn pale. 

T o  revert to the filing system, candidates' election addresses, the various political 
parties' propaganda, etc., find a home in the Library. All Government publications, 
statistical reviews, commission rcports, are classified under the various subjects. 

I t  is not easy to say how w ~ d e  is the field covered by a London newspaper library. 
Readers ring up incessantly to get information "just to settle an argument." What is 
the cost of living' How is the indes figure arrived at? How m a n y  fights has Carnera 
won? Rlr. R. has arrived from America to buy first editions Can you please give me 
Iiis address? Hundreds of such questions are fired at the Library from readers and 
others. 

Then again the librarian is espected to answer mathematical problems, rransiate 
foreign docu~nents and, in sum, be practically a human encyclopedia. What is the 
French for gate-crasher? How does the quotation read: "Men or April when they 
woo"1 Such questions are easily turned up, but the enquirer looks askance if the li- 
hrarian cannot answer off-hand. 

The Daily Mail, London 
By MISS EFA GRIFFITHS, Librarian 

T H E  importance of the library in a newspaper ofice is very great, and its main 
aim is to be able to provide all members of the staff, editorial and commercial, 

with accurate information on any person or subject in the shortest possible time. 
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Thus, a I\-riter ran obtain data  on anyth~ng from science to \I hat is kllo\\~i it1 the 
neu spapcr world as S~ l ly  Season topics \i-ithout having to n-alt for long reseat ( :I \I ork 
To  cope with this demand, the Dally . l f ~ i l  Library is bu~ l t  up with boolrs. (1oi.el.n- 
ment blue books and publicat~ons, maps, ~ncleses, and - the most importult itcm - 
newspaper cuttings. Of the hooks, every conceivable encycloped~n, year book, direc- 
tory, and guide is kept, and as  many as space will allow of works on trdvel, gcneral 
information, and of biographies. 

To  deal with the most important of these - the cutttngs. These are taketi from 
all the London, and some of the nelvspapers, thus making tlic most com- 
prchensive record possible of the day's news The method by which this is carried out 
is as  follows. the papers are gone through, story by story, by one of the heat1 rnelnbers 
of the staff, and a chain of workers is organized so as to carry thrnugh the whole 
process, from the marking t o  the final disposal of each cutting in its folder, or classier. 
as  quickly as possible. As soon as each sheet is marked, i t  is handed over to  two Imys 
who stamp each story with thc day's date and a letter, or letters, showing fro111 which 
paper the cutting was taken, e .g . ,  RIP for Jforwing Post, etc., and then cut them out. 
From their hands the  cutlings pass to those of the sorters, and lastly to the assistants, 
who, each responsible for some particular block of files, put the cuttings away in their 
respective folders. By this method, the day's cuttings have all been placed in their 
folders before 5 p.m., and so are ready for use by the night staff, for compil~ng stories, 
and verifying facts, for the  following day's paper. 

The Daily Muil Librarv contains some 35.000 or 40,000 folders, and the number of 
cuttings contained in these is impossible to estimate, when one considers that this 
system of filing has been in force since the founding of the paper in 1Iay 1896. Ap- 
proximately 1,000 are put away each day, and to keep them within reasonable bounds 
i t  is olwiously essential tha t  the cuttings should be gone through periodically; this is 
Iiighly specialized work, in that  the person responsible for discarding must be able to 
judge a t  a glance whether a cutting is still of value, disposing of those which are no 
longer of use, a1 the same time carefully preserving all that give definite information, 
facts of interest, etc. The Personal folders need continual adapting and revising; when 
a person dies, his or her cuttings are taken away and placed among the Obituary 
cuttings, while marriages and divorces necessitate frequent changes among the fold- 
ers, in order to ensure that  they are accurate and up-to-date. 

The folders themselves are classified under four sections - Personal (biographical), 
General, Foreign, and Crime - and these folders form In themselves a gigantic index, 
kept and arranged as  simply as  possible, in order that searchers not trained to library 
methods can find what they want, should an emergency arise when no member of the 
Ltbrary staff happened to be present when cuttings were required. I t  is the pride of 
the librarians that there should be a natural and logical "hon~e" for every cutting, 
and that, the~efore, no reasonable enquirer should be unable to obtain esactly the 
information he wants within an extremely short space of time. 

The outside public are continually asking for information, both by telephone and 
Ily letter, and inquiries are received on such diverse subjects as the treatment of a 
sick tortoise, the weather forecast for some date weeks ahead, the disposal of works of 
ar t ,  stamps, elc., and also intimate problems of health or morals. Answers are given 
to all, and, in  the case of those queries which do not come within the province of a 
library, suggestions are given as to  the source where such information would be 
available. 




























































