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PRESIDENT'S PAGE 

w 1 ews- HENEl'ER we have a special number of our Magazine, such as S 
paper, Classifications, or Insurance, I am doubly aware of the scope and 
strength of S. L. A. Each issue presents graphic evidence of the variety of 

interest and the solid achievement of the Groups within our membership. The rea- 
son why S. L A, is an effective, ever-growing Association is because thcse Groups 
offer immediate, practical values to members by concentrating on specific prob- 
lems common to similar libraries, while the national organization, or the com- 
bined strength of all groups, is devoted to the growth and improvement of special 
library service everywhere. The Newspaper Group is a perfect example of this. I t  
grew in numbers and accomplishments in an amazingly short time because it devoted 
itself to the solution of every type of newspaper library problcm. I ts  numbers have 
greatly strengthened our national organization and the cooperation of individual 
members has been evident in all phases of Association activity. \\re can all learn a 
great deal from the finely organized, efficient work of the Newspaper Group during 
the ten years of its existence. 

In addition to the interesting picture these pages present of newspaper library 
work and of the appreciation of that  service on the part of newspaper executives, 
such special numbers have an important message to the membership as a whole. 
I have heard leaders in this Group say that there is still a great untouched field for 
libraries in newspaper offices. There are some seventy-five members of S. L. A. 
affiliated with the Newspaper Group. In an article written a year or so ago, Mr. Alcott 
mentioned the existence of perhaps 300 newspaper libraries in the United States and 
Canada. Yet good old Ayer's Directory shows 2,415 daily newspapers published 
in this country. Isn't this a cheering thought for some of the present unemployed 
special librarians and for others who aspire to bigger, better jobs? 

Perhaps one of the first things that S. L. A, should offer its members in these 
changing times is a course in salesmanship. We should all learn how to sell the need 
for and value of special library service. In no field in which we are represented is there 
any degree of saturation. The fine libraries which our members direct are ample proof 
that the idea can be sold. The opportunities then are limited only by the desires and 
abilities of librarians themselves. 

MARY LOUISE ALEXANDER 
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Planning the New Library 

December, 1939 

By BLANCHE L. DAVENPORT, Librarian 
The Christ~an Sc~ence Monitor 

HORTLY after it was decided that we were to havo a new building for The S Christian Science Publishing Society, I was asked how much space we would 
need for the library, and since then I have had the joy and work that goes 

with planning. 
First, I wrote an S 0 S to some of you in the library world, and others I went to see. 

You responded as a unit; not one but gave freely of his fund of experience, hlany and 
similar were the pitfalls that 1 was warned against, and many a new or tried and 
proved idea have I been told about. As a result I think that  we are going to have an 
unusually good library in which to work. Come and visit us in a year. 

The changes that the library plan has been through are many and varied. I t  has 
been long and narrow, and short and plump. Every time the building committee 
changed the rough draft of the library I was called in to see what I thought. I t  was 
very interesting to watch the group of rooms of which the library is a part take final 
form. Never before had I even faintly realized the problems that confront people who 
have to make the lirst rough drawing of a layout of a new building. T o  get all depart- 
ments properly codrdinated, to weld them into one harmonious, properly functioning 
unit, is a colossal job. I no longer wonder that every one does not get all that he wants, 
but that he gets even half of it. I am still a bit bewildered by getting a room 15 feet 
longer than I thought that I could possibly need. I t  is well for the library, though, that 
lie have it, for already I see very good use to which extra space can be put. Including 
the library mezzanine thiswill give us approximately 4,200 square feet. At present we 
have about eleven hundred square feet. The Editorial Art Department which handles 
the cuts, photographs and related material will continue to be an entirely separate 
department. 

In the new building we shall work more with the Christian Science Sentinel and 
Jozcrnal departments than heretofore. All this means many more books than we should 
otherwise need. The books in the new library will be within easy reach - no ladders. 
To take care of all the books, I had planned to run a three-foot balcony and a second 
tier of shelves along the wall from the mezzanine door to the news room door. Our 
architect, Chester Lindsay Churchill, advised changing this plan into a mezzanine 
across one end of the room, with a three-foot balcony extending along the adjoining 
side. I should never have thought of this arrangement, which gives us even more 
space, to say nothing of making a much more interesting room. Having an architect 
improve on my ideas, as Mr. Churchill consistently has, is not a t  all in line with the 
warnings that  I had received to beware of architects - that their chief aim was to 
build beautiful monuments to themselves, how the work could be done inside the 
monuments being of secondary importance to nicely balanced lines and imposing 
masses. Many were the tales that 1 heard of stately columns in the center of delivery 
desks where they were a delight to the eye but most annoying to the workers who had 
to take time to reach around them. Tales of book shelves that were so wide that small 
tmoks were forever getting lost behind the larger ones, of shelves that were slanting 
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when they should have been level and vice versa, and of rooms tha t  were badly shaped 
and poorly lighted from the viewpoint of the person who had t o  work there day after 
day. I wonder if this was not  because the librarian and the architect never really 
talked things over with the aid of carefully scaled plans, bu t  worked through a third 
person or  a committee. 

At our  first confcrence Mr. Churchill said he hoped that I was not planning to have 
a tin library. I particularly like my metal desk, and as for fling cases 1 would not be 
bothered with unwieldy wooden ones - not if I could help it. Still I could appreciate 
the beauty of wood and the fact that  i t  was more a sound absorbent and less a sound 
reflector than metal. How to  combine the two elements in one room had the library 
staff stumped. I would make a layout, and  there certainly was not a bit of hesitancy 
on the part  of m y  fellow-workers in pointing out  ways in which i t  could be improved, 
nor did I hesitate to change i t  again if I could think of a still better way. 

Then I talked over the problem with people who specialize in library equipment. 
More changes were made in the layout, with another talk with Mr. Churchill - 
a deft change o r  two - and we have the  present plan, which is still subject to change. 
Metal will be used for desks, clipping and card files, as  well a s  bound volume cases, 
which, b y  the way, will have colored linoleum tops, as  will the  little tables between 
the desks. The  rest of the equipment in the room will be of wood, making the whole 
effect much more attractive than if either wood or metal were used exclusively. This 
plan unquestionably makes for a more efficient library. 

Newspaper Libraries-A Symposium 

The Edmonton Journal 

By ZOE PAULINE TROTTER, Librarian 

C OMPARED with some of the larger Canadian newspapers, the Ed~non/otz  Jour- 
nal library, which serves a paper with an average daily circulation of 32,281 - 

two dailies and  one weekly - is still in its infancy. I t  is the hope of the editor and 
library staff, however, tha t  this library will develop with the paper into a strong and 
indispensable part  of the whole organization. 

The  library a s  a t  present operated, with a staff of two, dates  only from September 
of 1929. In 1915 the old morgue, which had grown up since the first Journal was pub- 
lished in 1903, was put in new order and  organized under three headings: A card index 
system for all general mats; a loose-leaf index for one-column mats and cuts of local 
connection; a card index of the contents of the Jozlrnal, with chronological entries of 
such subjects as  the librarian deemed advisable. In 1921, when the newspaper moved 
into its present ofice building, they were incorporated in one general file, while the 
clippings were arranged in alphabetical order in large manila envelopes. With slight 
variations, this system remained in effect until 1929. 

At this time the clipping system was reorganized completely and cuts were trans- 
ferred t o  specially constructed steel cabinets, in which one-, two- and three-column 
cuts are filed i l l  heavy envelopes with open ends, each size in a separate drawer. The 
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saving in time and confusion in this simple and efficient method of handling cuts is a t  
least one half. Designations on the card indes used for clipping references indicate 
whether the  library has cuts, mats or photographs, their size and where filed. Lay- 
outs and cuts  over three columns in size are filed in cardboard folders in larger steel 

. d r a ~ ~ e r s  
A useful arrangement introduced into the filing of reference clippings, which are 

arranged under subject headings in alphabetical order in steel cabinets of standard 
size, is the mounting of each clipping on a sheet of colored paper. The  color varies 
each year which enables the librarian t o  find any clipping of which even the approxi- 
mate date is known with greater ease than if the whole file must be searched. Thus 
1929 clippings are on yellow paper, 1930 on blue, 1931 on green and 1932 on a salmon 
color. Each has the date stamped in the upper right-hand corner. 

Cross-reference sheets of white paper ltnk the material in one file with tha t  in an- 
other Wherever possible an efiort is made to keep all material giving a connected 
story of a n y  one subject in one file, a separate sub-file being created wherever the 
amount of material makes i t  advisable. Thus,  if a lawsuit hinging upon an auto- 
mobile accident in which a prominent man is involved is carried through several 
courts, i t  is filed either under "Accidents" or in his personal biographical file, cross- 
reference sheets being placed in the police court file where the preliminary hearing ' 

report might be sought, in the Supreme Criminal Court file and in the appeal court 
file. 

Biographical material is filed in a separate section and, like the rest of the clippings, 
is arranged alphabetically. I t  has been found most satisfactory to  keep sports cuts 
and clippings (there are comparatively few of the latter) both in an entirely separate 
section. 

Other newspapers and periodicals are clipped for biographical and  feature mate- 
rial, but the  primary concern is to file all clippings from the Edmonlon Journal as 
rapidly as possible. Parliamentary papers, pamphlets and similar material, as well as  
reference books and maps, are classified and accommodated on shelves Bound files 
of the papers are kept in a fire-proof vault. 

\Vhile the  system of filing cuts is similar to tha t  employed in all the more up-to- 
date  Canadian newspaper libraries, the Journal's system of mo~int ing and filing 
reference clippings and the speed with which any material on hand can be produced 
have been the subject of favorable comment from visiting editors, librarians and free- 
lance writers. 

A not mconsiderable part  of the Jozirnal's library work is the answering of queries 
by  mail and by telephone, as  well as  for those who call in person. Situated in the same 
city with the provincial government library, the provincial university and a good 
Carnegie Public Library, the Journal has been able to  establish good-will and co- 
operation with these libraries which is of great benefit t o  the paper, and sometimes 
the newspaper library in return is able to  produce material for the other, larger 
libraries 

A system of receipt slips required from all members of the staff who borrow library 
material, if only for a few hours, is a careful check on the safe return to  the library. 
\Vhile a t  least one member of the library staff is always on hand to  meet requests, the 
ultimate objective is to make the system so simple tha t  any  intelligent person intro- 
duced to the  index will be able to find cuts, clippings or reference books with ease. T o  
this end small improvements are being made all the time. 
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The Richmond News Leader 
By D. S. FREEMAN, Editor 

I N 1921, The News Leader of Richmond became dissatisfied with the traditional 
system of filing clippings, and decided to inaugurate a simpler method. -4s this 

has been in use for more than ten years and has facilitated quick reference, some de- 
scription of it may be of interest. 

Daily, a member of the editorial staff prepares on regular copy-paper an index of 
those items in the Rlchmond papers and in The New York Times that are considered 
to have value for future reference. Usually there are about fifty such entries daily, 
esclusive of cross-references. On these same sheets are indesed all new pamphlets, 
magazine articles and book-references that are considered valuable. There is thus one 
general reference-index covering everything except the cuts in the morgue. The index- 
entry gives the general topic, the sub-classification where there is one, the name of the 
publication and the date and page of the particular issue. 

From these sheets, the entries are typed daily on 4 x 6 unruled cards. Successive 
entries are made on each card until it is full, whereupon another card with the same 
caption is started. 

No clippings are made. All the references are to the files themselves. Esperience 
has shown that if the index-references are reasonably full they are in themselves an 
adequate guide to important happenings and dates and, as the entries are clirono- 
logically made, each card or series of cards presents a brief conspectus of the topic. 
Instcacl of having to thumb through a score of odd-size clippings, which often lose 
their chronological order, those who use the index can have the essential information 
from these clippings on two or three cards, and if they wish more detailed information 
they can refer to the bound files. Experience has shown that this use of the bound 
files is not necessary in more than 5 percent of the cases in which the index is used. 
By indicating pamphlet and book-references on the same cards, one reference to the 
cards covers all available material in the library, with the added practical advantage 
that each pamphlet and book appears in its proper chronological relation to the news 
happenings. 

During the ten years this system has been in use, about 63,000 cards have been 
accumulated, covering approximately 315,000 entries. Tests show that for looking up 
the date of a past happening, perhaps the most frequent.use to which the indes is 
put, the average time required is one minute and fifteen seconds. 

The news department morgue of cuts and photographs is operated separately 
from the library and is located in the news room. All cuts and photographs from 
which cuts have been made are card-indexed to show the size of the cut, its number 
and when used. The cuts are filed alphabetically in ir~dividual envelopes and each 
has a number, which is shown on the indes card. Steel filing cabinets are used, 
separated into divisions for one, two and three -or larger - columns and the cuts 
are available a t  a moment's not~ce. Mats are filed along with engravings and cross- 
references are used on groups. 

Photographs are filed alphabetically and these cabinets are also in divisions - 
local, sports and national or foreign. Particular care is taken to see that when a cut or 
photograph is no longer valuable because of death, it is removed and the index card 
is destroyed. Obituaries are filed by number in other cabinets and are indesed. 
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The Regina Leader-Post 

December, 1932 

By GLADYS M. ARNOLD 
Secretary to the Editor-m-Chief 

T HE Leader-Post, with both morning and afternoon editions, is published in 
Regina, Saskatchewan, Canada. I t  serves the city, with a population of 60,000, 

and the southern half of the province, composed of a scattered farming population 
,and numerous small towns. I t  began as The Leader Publishing Company, and was 
founded by Nicholas Flood Davin in 1883. From the first there was an attempt to 
build up a morgue fitted to serve a publication with both a city and a country circula- 
tion. However, in 1912 a real beginning was made when a separate room, lined with 
specially designed shelves to hold the bound volumes of the paper and containing a 
number of steel cabinets for cuts, mats and clippings, was installed. 

From 1912 to 1929 this system, working purely on an alphabetical indexing system, 
grew until some 90 cabinets containing thousands of cuts and clippings had been col- 
lected. Under such a procedure the material became out of date and much too cum- 
bersome to handle. In 1930 the editorial department moved into new quarters, and a 
large section of the city room was set aside to house a new library. I t  is divided from 
the main room by a steel counter 24 feet long, with specially constructed shelves 
under i t  t o  hold the bound volumes of The Leader-Post for the last five years, for the 
immediate use of the staff and public. 

In 1930 and 1931, practically every large newspaper in Canada was visited by a 
member of the staff to inspect the libraries and obtain the latest information on 
methods of filing cuts and reference material. Data and ideas were assembled and 
adapted t o  fit our peculiar conditions, with the result that The Leader-Post has one of 
the most complete and up-to-date newspaper libraries in Canada. Compared with 
other papers of its size and circulation, i t  is easily the best. In addition to  our regular 
library a second room has been set aside as an extension. The walls of this room are 
lined with shelves almost to the ceiling, and here every copy of The Leader and The 
Leader-Posl since the first publication in 1883 is preserved. Besides these, we have 
bound copies of all papers ever started in Regina since the foundation of The Leader- 
Post, which was the first. 

The main library is equipped with steel cabinets in three sizes: those containing ten 
partitioned drawers to hold one-column cuts and mats: the 8-drawer partitioned type 
large enough to contain two- and three-column cuts, and the very large size contain- 
ing four drawers to carry all cuts and mats up to half a page. We have substituted 
heavy manila folders in place of envelopes to hold the cuts, and find them much more 
satisfactory. 

The indexing is a combination of the alphabetical and the numerical systems. The 
cuts being filed numerically, we use an alphabetical card index, which gives the name 
or subject of the cut, its number and size. The advantage of this system is that once 
the cuts are filed they need not be moved, as they must be under an alphabetical sys- 
tem. Every cu t  in the library has the name and number on the back in India ink, and 
new cuts are dated. On the back of the folder is the date on which the cut last ap- 
peared. W e  have a rule that no person's picture must appear oftener than once in 
three months, unless something outstanding occurs. 
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Our morgue is built up on the assumption that news of the world, of the Empire, of 
the United States, and of other parts of Canada will be carried by the United Press, 
the Canadian Press and the Associated Press. Also there are several excellent mat 
services such as the NEA which carry the latest mats of world news. We depend 
largely on these for such material and make only limited provision in the library for 
it. Therefore we have really concentrated on building up a full coverage of, first, 
Regina; second, Saskatchewan, and finally Canada, in mats, cuts and clippings. 

Clippings are filed alphabetically in large envelopes and divided into biographical 
and topical sections. The card index also indicates biographical material. In the 
topical section an attempt is made to keep complete information on all subjects of 
world interest. A special cabinet, with approximately a hundred subjects of current 
importance, is kept for the use of the editor and the editorial writers. In this the 
clippings for the past year only are kept. Each topic is classified under a number of 
different headings so that any phase of the subject may be easily found. At the end 
of the year this matter is sorted and anything of importance turned over to the 
library. 

There are also between eight hundred and a thousand books in the library. In- 
cluded are the Hansard of Canada, the statutes of Canada and of Saskatchewan, an 
excellent collection of legal material and 'all standard reference books. Because we 
edit a farm paper with a large circulation we have a first-class library of material and 
books pertaining to agricultural subjects. 

Special interest is taken in historical data of the West, and much of this material is 
kept in scrapbooks. Other scrapbooks of editorials, political stories and subjects of 
recurring interest are compiled. Serving as we do a large rural area, we find it neces- 
sary to  build up a library of cuts, pictures and clippings about each of the towns in 
these districts. To acconlplish this our country editor and a photographer, with the 
help of local correspondents, have been covering certain districts each summer, ob- 
taining pictures and histories of each place. 

The Syracuse Post-Standard 

By MAE WALTON, Librarian 

T H E  PosGSfundard serves central New York State with daily and Sunday edi- - 
tions, and the Post-Standard library concentrates on matters of interest to this 

section. The paper receives Associated Press and .North American Newspaper 
Alliance news services, as well as the special feature services of the Public Ledger and 
the Chzcago Tribune. 

Because of these news and feature services no attempt is made by the library to file 
the sort of material covered by them. The stories from the news services come in 
ready to run, needing only editing. They do not have to be built up. This eliminates 
national and international clipping systems. Our editorial writers use the news of the 
day and our exchanges are thumbed considerably. We maintain a clipping file for 
the state department, covering central New York. Clippings are filed in deep enve- 
lopes, and are indexed. The index is usable and anything is readily found. 

Our list of newspaper exchanges includes papers from Boston, New York, Philadel- 
phia, Cleveland, Chicago, St. Louis, Tulsa and Baltimore, and during a presidential 
campaign we receive papers from the Pacific coast and other distant points. The edi- 
2 8 
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tors read them, keep them for about a week and then discard them. As librarian it is 
my duty to  open and sort them, but not to read or clip them. In fact, we sort and de- 
liver all editorial mail, and answer queries. 

The Post-Standard is daily indexed on cards and catalogued. Items average about 
twenty a day and cover local news very thoroughly, as well as suburban topics and 
foreign matter with a local angle. Clippings, photographs and cuts are filed separately 
although with each cut goes a clipping to serve as a proof the next time the cut is 
needed. 

The Posl-Standard library was established about four years before my arrival on 
the scene in 1919. Years before that, the city editor or  a reporter had kept clippings 
in boxes, and the publisher's secretary kept the cuts in pigeonholes built for them. 
Such a dusty, dirty sight they were, and how the cuts did get lost! Our Library Bu- 
reau system, put in in 1925, works like a charm, and we never lose cuts now. 

The managmg editor is the one to whom I report, although I list and file for the 
convenience of all the editors. Our books are classified on the shelves, but there is no 
index to them. In our case it would be a waste of time, and unless a librarian were on 
duty all the time they could not be found. I try to keep the books where they can be 
had a t  all times. An early experience, a t  which I still smile, will illustrate. When I 
first took the job, our editor, the late Dr. ~ i l l i a m  Baker of blessed memory, dropped 
in to see how things were going. He brought up the book question and said: "Just put 
them on the shelf so we can find them. Miss - used to put on fancy X Y Zs, etc., 
and d- if I could ever find anything." 

Manchester Union-Leader 

By CARRIE CORLISS FRlSSELLE 

P ROBABLY only a fraction of the seven thousand guests who attended the formal 
opening of the new Union-Leader building in Manchester, New Hampshire, last 

February, included the quite exceptional library facilities in the general commenda- 
tion which was showered upon the entire plant. But to those of us who remember the 
old morgue - and to those of you who are familiar with similar institutions on other 
newspapers - the large and commodious library which Colonel Frank Knox, the 
president of the company, incorporated in the plans for the new building is a veritable 
paradise - chiefly a paradise of efficiency. 

Very well lighted a t  all times, the main library room has two sides almost entirely 
of glass, eliminating any need for electricity by day. The heating and ventilating 
systems are also of the latest and most effective types. The library equipment proper 
is not only efficient for the present but takes the future into account to an unusual 
degree; in fact., only about one-fifth of the filing equipment, consisting of shelves and 
cases of steel, is now in use. This is partly due to the fact that we eliminated approxi- 
mately 80 percent of the old cuts, mats and photographs before moving into our new 
quarters. 

We are still in process of getting rid of the old numerical system of filing, with the 
numbers listed in books, which was instituted when the library was first begun, in a 
very small way, several years ago. The alphabetical system, which has been partly 
installed, is already proving much more satisfactory, as well as a great time-saver. So 
far as possible, all data is filed with the pictures. 
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A Few Estimates from Within 
HE newspaper reference library is a wonder-worker. A man once came to town 

%with his name curiously parted in the middle. His vocation was that of lecturer 
in which he proved successful. In  some way he aroused my suspicions. I dashed to the 
reference library and found that ,  with a normal arrangement of his given name, he 
was a n  unfrocked clergyman with a long and checkered career - all of which proved 
extremely interesting in the light of his current activities. 

A profios of this, I made i t  a rule never, in the presence of a visitor, to  bring out the 
clippings pertaining t o  him, since I never knew what  I was likely to  run into. I t  is 
astonishing the amount of matter t ha t  runs through the newspaper mill, only to be 
forgotten, the recalling of which a t  some pertinent moment may be of the utmost 
value to  the editor and  to the world he serves. 

Have  you ever noticed how much more accurate the writer is, whether editorial or 
otherwise, who has a good reference library behind him? 

- ROBERT LINCOLN O'BRIEN, Chairman, U. S. TarilT Conlmission, formerly 
editor Boslon Transcript and Boston IIerald. 

Y FIRST  association with the  New York T r i b m e  library dates back 27 years, a my hrst  year on the staff. I had nearly nine rnonthsof obituary writing, and as  
an instance of the failure of the editors to judge correctly the span of life of some of 
my subjects I cite the fact t ha t  some of my "obits" are still on file. 

In.this time of severe economy and radical retrenchment, we are making no reduc- 
tions in our library expenditures. I t  is one of the departments of the fIerald Tribrwe 
which must not  lose one bit of efficiency. I t  must  be maintained a t  its high level be- 
cause only by the daily energies of the staff can we collect those priceless clippings 
which are the record of life as  reflected in Lhe press not only of this country but of 
the world. Equally true is i t  tha t  we need to place on its shelves those books of refcr- 
ence to  which the news and editorial writers turn every day. 

The  library of a metropolitan newspaper is as  essential to its workers as are instru- 
ments to  a surgeon, law books to a solicitor, the Bible to a clergynlan. American news- 
papers are becoming the greatest force in moulding public opinion. This growth in 
power and influence corresponds with their development as responsible and authnri- 
tative organs. The  library is used b y  the staff to check facts, to guarantee the authori- 
tativeness of statements and  to add  to their norn~al  amount of information. 

Our  librarian and his colleagues in this field of journalism deserve the highest 
praise for the profound improvements they have introduced. 

- ARTHUR S DRAPER, Assistant to the publisher, New York IIemlrl Tribune. 

SHE reference department of a newspaper is invaluable, not only to members of 
the  news staff, but  to editorial writers. Without the newspaper clippings, cyclo- 

pedias, dictionaries, books of reference, atlases and gazetteers, i t  would bc quite i n -  
possible to  publish a comprehensive editorial page. This is one part of the paper which 














































