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Selection and Ordering of Material for 
the Special Library Collection 

By the Newark Library Staff 

The Limits of the Collection 

I N assembling any special Library collection, many factors must be considered 
before defining the program for its growth. The collection of a library with a large 
circulation to  employees must be balanced in a different manner from that form- 

ing a working laboratory with the factor of circulation an infinitesimal one. The 
procedure for building up a library with unlimited funds when speed is essential is 
quite different from that followed when funds are limited and the growth depends 
largely on gifts. Space must be taken into consideration. If ample room is available, 
lines need not be drawn carefully as to  the field, but where each inch of space counts, 
book orders or appeals for gifts must be held down to essentials. 

The limitations of the collection must always be borne in mind. T h e  book on an 
economic subject written in a popular style will be extremely useful in some collec- 
tions, and of no definite value for a library for economists. Limits of the collection 
must be defined and understood before any ordering is done. 

Announcementr, Reviews, Booklim 

In selecting the material to be ordered once the limits are defined, certain periodi- 
cals, standard indexes and check lists. should be scanned regularly for possible addi- 
tions to  the collection. In magazines such as Business Briefs, Business Week, and 
Donleslic Commerce, short reviews appear promptly; in others, such as  Management 
Rmzew, Credit and Financial Management, Factory and Industrial Management, 
American Economic Reuiew, Bulletin of the Taylor Society, Management Methods 
(formerly System), etc., the reviews are more comprehensive and, as  a result, delayed. 
Still later, the " Digest of Business Book Reviews " appearing regular1 y in SPECIAL 
LIBRARIES, provides a basis for more careful consideration of individual titles. 

Reading lists put out by other libraries and societies engaged in the same kind of 
work, such as the "Bibliography of Management Literature" published by the 
American Society of Mechanical Engineers, 1931, often bring to light additional 
items. Such lists show how others are meeting similar problems. In a public library 
the recommendations made a t  the charging or information desks are helpful. Stu- 
dents of literature in various business fields may be depended upon t o  ask for the 
useful books and by these recommendations the value of a book and the number of 
copies needed may be gauged. 
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Obviously publishers' announcements must be watched for possible book orders. 
Though often over-enthusiastic, the importance of the subject or the reputation of 
the author may be enough to justify ordering without further question. 

Fining a Book to the Collection 

Before a book order slip is finally included in a book order, the catalog should be 
consulted to discover if the subject is not already adequately covered in recent books 
in the collection and these books must be examined to determine how well they cover 
the ground. 

Where funds are limited and opportunities for actual inspection are few, it is 
necessary to give prayerful consideration to each book before definitely deciding on 
purchase. Reviews by authorities are even more essential for business books than for 
others since the~r value can be judged only through specialized knowledge. Until 
recently such reviews were difficult to find, since the Book Review Digest of the H .  W. 
Wilson Company lists only a few titles useful to special libraries. To satisfy pressing 
needs in this line, an index to business book reviews was established a t  the Business 
Branch of the Newark Public Library and is the basis for the "Digest of Business 
Book Reviews" that appears regularly in SPECIAL LIBRARIES, the first and only 
place in which such references to business literature are available. While only about 
350 books have been covered in SPECIAL LIDRARIES, reviews for 2400 more are in- 
dexed through this file. 

A Book Review Index for Your Own Collection 

If the available magazine collection is sufficiently comprehensive, a book review 
index for the individual library has many uses. This may take any of several forms, 
but i t  is possible to keep up a useful one without a great deal of time and labor. 

Reduced to the simplest form, the book review card contains author's name, title 
of book and of magazine containing the review, its date and number of words. This 
file may be kept by a junior who can add references to new reviews to the cards as 
they appear in designated periodicals. Excellent, authoritative book reviews are pub- 
lished as regular departments in many economic, trade and business papers, such as 
the American Economic Reuiew, Accounling Review, Management Rkriew, Jo~rrnal of 
lhe American Slatistical Association This file is valuable not only for book orders but 
as suggestions for annotations for reading lists. 

Routine Order Work 

Check lists such as the Bulletin of the Public Affairs Information Service, Indus~rial 
Arts, and the Cunzulatioe Book Index not only yield the names of books on most 
special library subjects but also give price, publisher and date information so that 
all facts needed for the book order slip are a t  hand without further search. 

Standard book order forms are available through the library supply houses and 
their use with variations is quite general. These uniform cards or slips provide speci- 
fied space for name of publisher, price, date, source of book review, date of ordering, 
date of receipt, etc., so that an alphabetic file of these orders constitutes almost 
automatically a complete history of the books ordered until they are actually in their 
places on the shelves 

In small libraries, where processes are simple, delays are few. The order slip may be 
removed and destroyed on receipt of the book. In larger libraries with several as- 
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sistants and with the processes more or less broken up into departments, i t  is often 
desirable to note date of receipt on the order slips and refile until the book has been 
cataloged and returned, ready for the shelves. This enables the librarian to discover 
the present status of any book before it has reached the shelves, whether on order 
and not yet received or in process of preparation. In this case, the route of the book 
from Catalog Department to shelves would be by way of the Order Desk where the 
book order process is completed with the removal of the book order slip from the file. 

When placing a book order, it is often possible and helpful to arrange with the 
dealer to send all the hooks, subject to return after examination. If the book is re- 
jected, a note on the book order slip, preserved in a separate file or incorporated with 
the book review file, may save repeating the search if the same question arises after 
the incident is forgotten. 

Gih Technique 

While a majority of the important additions to all collections are through purchase, 
those that  may be obtained on request are numerous and valuable. A public or asso- 
ciation library may have somewhat of an advantage over that of a commercial house 
in seeking gifts; nothing however need be lost and much may be gained by a tactful 
request. The method used must again depend on the size of the library and the amount 
of clerical assistance available. Mimeographed or printed postals filled in by hand are 
time savers, but the brief yet appreciative typewritten letter may perhaps do more. 
When a particularly desired item is under consideration, the typewritten method is 
advisable. 

In securing pamphlet material for the library, the same general procedure may be 
followed as in securing books. Notices of available pamphlets appear regularly in 
certain periodicals and a list of the best for the purpose should be scanned each 
month. A business library, for instance, should check such lists in the following peri- 
odicals : Domestic Commerce, Class and Induslrial Marke t i~g ,  National Association of 
Cost Accountants Bulletin - Section 11, Sales Management, Managemenl ~Vellrods, 
Dartnell Service Letlers. Notes of pamphlets available lor distribution appear also in 
many other unexpected places. 

Notes of pamphlet material may be divided into two groups - those available for 
free distribution and those which may be secured for a small price. The  following 
forms illustrate the way in which various libraries ask for such material : 

A University of Kentucky Library , 

. Lexington, Kentucky 
The . . . . . . . . . . . . . . . . . . .  Department would be pleased to receive 

the following publications if available for free distribution. 

. . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
If this material may be obtained only by purchase, kindly quole 

price before sending. We thank you. 
Library Form No. 16. 

B The Libiary, 
North Carolina College for Women, 
Greensboro, N. C. 
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We should appreciate your kindness in sending us a copy of tfle 
following publication : 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
If .this is not available for free distribution, please advise us a t  once 

how it may be obtained. 
Very truly yours, 

Librarian. . . . . . . . . . . . . . . .  
. . . . . . . . . . . . . .  C We have seen an announcement that the has 

. . . . . . . . . . . . . . . . .  published the following pamphlet, 
We should be glad to have you send a copy to . . . . . . . . . . . . . . . .  

Very truly yours, 

When material is received, the use of a form letter of acknowledgment, unless the 
value of the gift is negligible, is desirable! 

Government Documents 

One of the best ways of securing the government documents which are valuable to 
a particular special library is to  consult the department indexes to the different publi- 
cations as they appear. Some of these are: Wcekly List of Selected United Slates 
Government Publications, "List of Publications of the Department of Commerce," 
the Supplement to the "Annual List of Publications of the U. S. Department of 
Commerce," "New Publications of the United States Bureau of Mines," the Price 
Lists of publications relating to certain subjects (issued by the Superintendent of 
Documents). Material may then be ordered from Washington or through the nearest 
district and coijperative offices of the Bureau of Foreign and Domestic Commerce. 

Budget 

The same factors that define the ~olicies of the collection must be considered in 
connection with the budget. Publications in the business field are so few in comparison 
with the grand total of published matter that it is possible for a special library to  
approach an inclusive collection in its field as, for example, does the Business Branch. 
During 1930 the Business Branch expenditures ran as follows: Salaries 64%; Ad- 
ministration, Housing and Equipment 15%; Advertising 1%; Collections 207'& 
This 20% for collections was divided as  follows: trade directories 8%; periodicals 3% ; 
services 5%; and books 4%,. 

Usually discounts may be had from book dealers and book publishers. Some few 
will give none at  all, others give discounts ranging from 5% to 50%. Most good deal- 
ers will notify a library when they cannot give as good a discount as the publisher. 

Summary 

Fundamentals for the acquisition of a special collection are, therefore, briefly: first, 
the definition of a policy for inclusion and exclusion of material; second, the careful 
use of the best check lists and reviews; third, familiarity with what is already in the 
collection; fourth, systematic methods for the routine of ordering; fifth, the use of 
tact and common sense in the acquisition of gifts; and sixth, knowledge gained by 
experience of the costs in the particular group. Problems of the special library must 
be solved by dealing with actual conditions, but the fundamental practices for these 
libraries remain the same. 
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How Shall We Classify the Special Library? 
By DOROTHY BEMIS, Librarian 

The Lippincott Library, Unwersity of Pennsylvania, Philadelphia 

C LASSIFICATION is the library term applied to the effort of putting the 
library house in order. I t  is the process of bringing together the library re- 
sources having a "common denominator" and installing, a s  " neighbors," 

the related subjects. In the general or public library classifications where it is neces- 
sary to systematically outline or group all "human knowledge," the closeness of these 
"neighborhood" installations depends upon the nearness of their relationship. The 
resources brought together should have common characteristics, the basic characteris- 
tic being chosen for the use that is to be made of the library. 

For specia2 library classification, the tendency today is to apply the classification 
to the library rather than to adapt the collection to the system or schedule. I t  often 
means grouping the books broadly and then seeking a classificatiol~ that is best fitted 
to these groupings. By so doing, the "close relationships" are often ignored with the 
result that  a specific subject is developed independently, regardless of the group of 
subjects as  a whole. A special library is ofterl interested in only one of these units. 
These independent subject developments can, therefore, be taken out of the com- 
posite system and, as a separate unit or schedule, as it is sometimes called, be applied 
to the particular collection for which i t  is intended. 

A primary concern and an initial problem in any library organization or reorgani- 
zation is the placing of the library's resources so that they may be readily available 
and obtainable. Time and effort play important rales in an active library's operation 
and conservation of each should be sought in every one of its activities. I n  the group- 
ing and arranging of the library's collection, these two factors are particularly im- 
portant and whatever system is selected as a basis for this function must aim at  a 
minimum expenditure of each. 

Just as the type and size of a library influence the scope of its resources, so does the 
use to be made of its materials determine the extent of the need for their availability. 
No matter what size the library, no matter what its content, the motive or aim is 
generally the same - to prodz~ce the information desired when it is needed. In other 
words, to  make the library effectively serve the purpose for which i t  is designed, the 
organizer must decide what scheme of arrangement is,most suitable and lends itself 
best to his needs. 

Familiarity with the problems of the institution the library is to serve, an under- 
standing of its policies, a knowledge of its personnel are fortifications invaluable to 
the organizer and factors indispensable in the selection of the system of classilication 
to be employed. But one usually cannot afford the time required for the acquisition of 
such assets. He is often plunged into the task of classifying a library without any 
such stable experience on which to build his foundation. He frequently has to  learn 
through his mistakes and missteps and be guided by his own experiences. His only 
salvation i s  the opportunity to  study the accomplishments of others and to investi- 
gate the solution of their problems. 

Since there is no one system of classification which can be unqualifiedly recom- 
mended for all libraries - "the perfect classification having not yet  been devised "* 

Hutchins, Johnson and Williams. "Guide to Lhc Use of Llbraries " 

B 
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- it is well a t  the beginning to review briefly the systems most generally applied and 
consider their individual features. 

What is to be desired in a satisfactory classification system? Miss Margaret Mann 
in her " Introduction to Cataloging and the Classification of Books" summarizes the 
points to be stressed and from this list the high lights to be remembered are borrowed: 

I t  should be: 

1. Systematic 8. Expansive and flexible-both in plan and 
2. Complete notation 
3. Detailed 9. Provided with a general class and with 
4. Adaptable to diversified ideas means to treat special subjects in a 
5.  Logical general way 
6. Explicit - yet concise 10. Indexed alphabetically 
7. Easy and simple in its notation 11. Presented in form to allow a survey of 

the field covered by the system 

There are three printed general classifications in existence today which are used 
most commonly by libraries in this country - The Dewey or Decimal (D. C.); the 
Cutter or Expansive (E. C.); the Library of Congress (L. C.). In each of these sys- 
tems there are familiar symbols or notations by which the various subjects are briefly 
expressed and naturally grouped in logical order. The systems "differ from each other 
in the grouping of the various subjects and in the notations which they employ."* 
Brief characterizations of each follow : 

DEWEY OR DECIMAL SYSTEM (D. C.) 

(a) Uses simple symbol - Arabic numerals - and decimal form - grouping 
heads with subdivisions numbered with common arithmetical figures 
used decimally which provides for expansion. 

(b) Divides "human knowledge" into nine main classes - 1 to 9, and there is 
a tenth class, designated by 0, for general works such as encyclopedias, 
periodicals, etc. Each class is divided into nine divisions which are simi- 
larly divided into nine sectiorzs, subdivided into subsections. The process 
is repeated over and over as often as is necessary. 

(c) The basis of the classification is subject matter br content of the book. 
Provision is made under each division for form - e.g. dictionaries, encyclo- 

pedias, periodicals, essays, etc. 
(d) There is a relative index with a subject classification which is an essential 

feature. I t  provides compact, complete, accurate and quick reference and 
serves as an invaluable aid in the use of the classification. 

A satisfactory classijcation for small collections. 

BRUSSELS CLASSIFICATION (Institut International de Bibliographic. Classification 
decimal universelle) 

(a) A French cupanded edition of Dewey - enthusiastically supported by 
those who are using it. 

(b) Simple, elastic and applicable to all types of library materials. 
(c) There are two parts: (1) classification with arbitrary numbers for sub- 

* Hutchina. Johnson and Wiliiama. "Gu~de to the Use of Libraries " 
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division of knowledge; (2) an alphabetic index of subjects to indicate re- 
spective numbers of the subdivision. 

(d) Differs from Dewey in the matter of minuteness and in form. 
(e) Provides for symbols to express the interrelations of subjects, for an  in- 

creased numbering capacity, and for general tables which can be added 
to any subject. 

(f) The alphabetic index may be made as comprehensive as  desired and de- 
veloped as the library is classified. Synonymous terms used without 
conflict and changes in terminology handled without cross references.* 

" The French edition . . . will fur+slz a valuable guide for those librarzes now using the 
D. C. but whick arefinding it necessary to e.vpand."t 

CUTTER OR EXPANSIVE SYSTEM (E. C.) 
(a) Intended as  a classification of books rather than of knowledge. 
(b) Uses the letters of the alphabet as the basis of i t s  notation - twenty-six 

large classes - with each class divided into twenty-six parts and with 
further subdivision into smaller groups - a total capacity of more than 
18,000 class numbers. Allows for almost indefinite expansion. 

(c) Main classes use capital letters; subdivisions, small letters; and countries 
are designated by figures. A geographical table - local list - is printed 
separate] y. 

(d) Due to the death of its author, Mr. C. A. Cutter, the work is incomplete. 
Mr. W. P. Cutter has made valuable contributions t o  it. 

(e) Intended to provide for needs of a library a t  successive stages of growth, by 
use of seven tables of classilication. An index for the first six classifica- 
tions was printed in one alphabet, and each part  of the seventh classifi- 
cation which was completed was equipped with an index. 

Usable as a basis for developing certain classes not adequate i n  some of the systems now i 7 z  
use.? 

LIBRARY OF CONGRESS (L. C.) 
(a) A schedule following E. C. most closely, accepting many features of the 

Brunet, Decimal, Brussels, etc , as well as  other classifications. 
(b) A classification fitted to books - not books to a classification. 
(c) Designed to meet the special needs of the Library of Congress - being 

adopted by many other libraries. 
(d) Uses mixed notations - combinations of letters and numbers. Letters of 

the alphabet designate main classes. (Thus far  only twenty-one groups 
have been used, allowing for the development of five main classes.) 
Capital letters are used singly and in combination t o  signify subjects. 
Topics or divisions are expressed by Arabic numerals. Provides amply 
for expansion. 

(e) Good special tables and special arrangements under subjects. 
(f) Full and comprehensive index. 
(g) Excellent for classifying current materials. New developments in the vari- 

ous fields being constanlly provided f0r.t 
Emiiie Mucaer. "A Umvuaal Claaalficatlon." SPECIAL L I B I U ~ I Z ~ ,  March 1929. p. 82-84. 

t Mann'8 "Introduction to Cataloging and the Cladicatlon of Booka." 
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Especially jilted for large libraries but can be adafited lo small collections. 

The two following classification systems are of particular interest to  special 
libraries: 

THE CLASSIFICATION O F  BUSINESS FOR THE BAKER I,IBRARY, HARVARD UNIVER- 
SITY. GRADUATE SCIIOOL OF BUSINESS ADMIN~STRATION. (William Parker 
Cutter) 

(a) A classification for the field of social sciences - economics, business, 
sociology, government and law. 

(b) Designed primarily for the Baker Library, Harvard University. 
(c) Main schedules divided into twenty-one classes, with letter notations. 

Subdivisions indicated by letters, not more than four letters being used 
in any instance, even for the most minute subdivisions. For further sub- 
divisions there are supplementary lists: (1) Form lists - indicating form 
of material and way in which a subject is treated - using digital nota- 
tion; (2) Local lists - using numerical abbreviations for the regions of 
the Earth. There are also city lists. 

(d) Schedules are now being printed. Two supplementary lists - Industries 
and Local in mimeographed form (price $1.00 each) -are also being 
put into type. 

THE BUSINESS LIBRARY CLASSIFICATION WITH INDEX (Julia E. Elliott) 

(a) A number scheme with base similar to Dewey. 
(b) Designed to provide for expansion by  use of decimals and with the aid of 

the Cutter-Sanborn author table. 
(c) Simple, logical, short notations, easily understandable groupings, and 

provides for future growth. 
(d) Good working index. 
(e) Those who are using i t  are finding i t  satisfactory, particularly for financial 

collections. 

Many libraries are using one or the other of the above classifications as  a whole. 
Other libraries have undertaken modification of them for their specific needs. Still 
other more venturesome libraries have created original systems or devised special 
schedules to meet their requirements. The  Classification Committee of the Special 
Libraries Association has in its files some interesting examples of the latter experi- 
ments. The writer's own library has for its system a practically original outline, based 
upon the Dewey Decimal arrangement and designed to be used with Dewey. I t  was 
developed by the library's starf working in conjunction with a Faculty Committee. 
The result, a series of schedules worked out for the business subjects, has stood a 
four-years' test and has proven usable and satisfactory. 

While the individual choice or selection of the system of classification is entirely a 
concrete problem, there are some general principles for classification as a whole which 
might well be observed. First and foremost, classification should only be undertaken 
by the trained or the experienced. A fundamental knowledge and  a technical under- 
standing is a basic requirement for the classifier. There is no more generally recog- 
nized crime being perpetrated in the special library field today than those feeble 
attempts of the directors of library installations who delegate the classification and  














































































