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THE TRADES INDEX.
Joseph L. Wheeler.

The report of the committee on a Trades
Index offers much of suggestion as to the
future possibilities in one branch of indus-
trial library work. Public Iibraries have
done a good deal of talking on the subject
of work with mechanies and business men,
but so far have accomplished little effieient
reference work with this class of readers,
compared, for instance, with what has been
done with engineers. In reference work the
line of least resistance has been followed.
Finding the Engineering Index and other
indexes and Wbliographies of engineering
subjects at hand, libraries have naturally
taken advantage of them and endeavored to
answer the demands of engineers. This has
met with more success in gquantity than
quality, for few public libraries have the
expert staff to tender the kind of service
which specialists get ai a special Iibrary.

The work which public libraries have
done with artisans and mechaniecs has been
made capital of in annual reports and to
get appropriations from city councils. It
has been largely the mere purchase and cir-
culation of books. There has been nothing
in the way of an index to the artisan’'s

magazines, as there has for the engineer.
The whole fleld of artisan’s trade lterature
has hardly been entered by specialists. The
proposed Trades Index will open & new op-
portunity, and one which will meet with
fully as great appreciation and result as
that of the engineering work,

The objection to a sliding scale subsecrip-
tion is purely an academic one, justified
neither by theory nor practice. Rach Ii-
brary pays for the service it uses, and not
for what it may receive but does not uge.
The slidihig scale is already in use success-
fully. The fact that any co-operative
inter-library publication would be well nigh
impossible, makes it the more welcome news
that the index 1s to be placed on a com-
mercial basfs.

THE STORY OF THE MADE IN NEWARK
MATERIAL,

John Cotton Dana, Librarian.
Read at the meeting of the Speclal Libraries
Agsociation, Sepl. 27, 1911,

A collection of trade catalogues in a libra-
ry 1s mnol a mnew idea. There are several
libraries in the United States besides ours
which have cotllections of this sort,

Naturally one would expect to find in-
cluded 1n such a collectlon the catalogues
of the manufacturers of the town In which
the library is located. Newark has heen less
sucecessful with its own business men than
with manufactures all over the TUnited
Statles.

Some months ago the library took decis-
ive steps to get together a collection of the
catalogues, also lists or husiness cards, of
the most imporiant trades in the city. It
called for the expert advice of an advertls-
ing man, and got him ilo write the letters
which he thought would make the strongest
appeal and bring results.

The firgt step in the process was to
check the business directory eliminating

what the Census Office calls the “hand:

trades’”, bakers, dress-makers, tailors, car-
peniers, plumbers and many others. The
directory was checked with great care, and
2070 letters were sent out on June 12, 1911,
The first letter read as follows:

Gentlemen :(—

Your catnlogs, price lists and other printed
matter arc needed by (he Library to complete
our flle of Business Literature of Newark Man-
ufacturers at the Business Bianch, 18 Clinton
Street.

If you will mail them to ve It will be a favor
to us, and will help to make valuable an im-
portant new department of ibe Library; and we
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know from the thousands of calls on the Library
for information, that you ;will derive hencfil
from hgaving price lists and descriptions of your
lines on file with us.

A carefully arranged double index 1s kept, by
names of hrms and by arllcles manufactured,
g0 that ipformation aboul you and your pro-
ductls will be instanily avaflable, either for per-
gonal {inspection by iInquirers, ov for our use in
answering leller and telephone inqulres. Your
ecatalog at the lbrary will be worth ten times
as much as any other copy you send out,

Please have the maillng depariment send us
all the printed matter. Better, won't you per-
sonally mail it to us toeday so thatl we shall
be sure to get it?

Yurs truly,
LIBRATIAN

P. S.—If you do not issue a cntalog, send
lists of the things you manufacture or your
business card, so that your name will be included
in thig “Made in Newark' file

To this letter No. 1, 470 answers wele re-
celved.

On July 8d, the first follow-up letter, No.
2, containing a stamped newspaper wrapper
addressed to ihe Free Public Library was
sent out to the 1600 who had not answered
the first letler and read as follows:

Gentlemen —

Please put your most recent catalog and price
list In the stamped maller enclosed. They ure
to be used to complete our *Made In Newnrk"
Department,

You are cordially Invited to visit the Dusiness
Branch, 18 Clinton Street. in a few woeeks,
when we hope we shall have a piactleally comn-
plete Index of every manufacturer and every
article manufactured in Newark, Including you
and your line

Algo send your friends.

Also call on us at any time, and often, when

you want to know who manufactures anylhing
Just telephone 2320 W Market
This *“Made In Newark" file is the Dbest in

any clty in the counlry. It will help to Increase
your Dusiness.
Yours truly,
LIBRARIAN,

P S.—If you do not issue a caialog, send a
list of the {hings yuvu manulncture or your busi-
ness card, so that your name will be Included
in thia *“Made i Nowark” file,

To this letter No, 2, 332 answers were
received.

Six weeks later, on August 14th, the_ sec-
ond follow-up letter, No. 3, was sent to 1,250
who Thad not answered either the first or
second letter, It read as follows:

Newark, N. J.
Ganllemen —

The Iabrary file and Index of Newark Mann-
facturers’ Cafalogs still lacks vour boolklets and
price lists Ycu wlill greatly favor us hy send-
ing all your recent printed muatter to the Busi-
ness DBraoch, 18 Clinton Ktreet It is espeaially
deeirable that we have new price lsts, which
are, of course, ehlefly in demand by those who
make use of this depariment, cither personally,
or by letter, or ielephone inquirles

Kindly send them along., Just address the
qnvelope :
Newark Free ILibrary.

Yours truly,
LIBRARIAN,

To this latter No. 3, 40 answers were
received.

SPECIAL LIBRARIES

All answers to the circular letters are
acknowledged Whenever a manufacturer
sends a letter with his calalogue, an ac-
knowledgement, No, 1, is sent which read
as follows:

Gentlemen :—

Thank you verv mueh for your printed matter
for our “Made In Newark' IMile and Index, and
for your courtesy In writing us.

If you will now put the Library on your
mailing list fo iecelve all new catalogs we shall
be able to keep your cards in the index up to
date,

We hope to he able in a few weeks lo invite
you Lo cume 1o the Business Branch to Inspect
a compleie calnlog file,

Yours truly,
LIBRARIAN,

When a catalogue is sent wilhout a let-
ter, a postal, No. 2, is sent, as follows:

Things made in Newark: an Index.

You have Kkindly senl us  your
catalogs In response to owr letter of
recent dnte. These are belng index-
edl and placed with those of many
other mannfactuvers of the city, We
shall soon have a very complete
showing of 1he ouiput of Newnrk’s
manufaclurers,

I'nt the lbrary on your list lo
recerve all of your [fulure publica-
tlons,  This  will  Dbe worth your
while

Yours trnly,
The T'ree Iublic Library,
Newark, N T,
By
LIBRZARTAN,

Whenever a manufacturer sends the in-
formation that he does not publish a cata-
logue, or whenever a business card and let-
ter is seni an acknowledgement, No. 3 is
sent as follows.

Gentlemen *—

Thank you very much for {me {nformailon you
furnished us aboul your business Lor our “Made
in Newark™ Iile and Index.

We liope to be nble in a few wecks to invite
you to come to the Business Droanch {o inspeet
a complele Index.

Yours truly.
LIBRARTAN.

When a business card is sent without a
letter, a postal No. 4, i8 sent.

Things made In Newatk: an Index.

You have kindly sent uas vour
catalogs In response 1o our lelier of »
receni date. These are being Index-
ed and placed with those of many
other manufaclurers of Lhe clty. We
shall soon hnve & very complete
showing of tlhe output of Newark's
manutacturers.

Put the library on your list to
receive all of your futuve publica-
iioms, This  will be worth jour
while,

Yours truly,
The Free Iublie Library,
Newark, N. J.
By
LIBRARIAN.
Total number of catalogues, business
cards and letters of Information about a
business received from June 12 to Septem-
ber 23, was 1,000.
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‘THE METHOD OF DOING THE WORK.

Every name checked in the business di-
rectory was entered on a 3 x 5 card.

The dates are stamped with a rubber
dater, the first date shows when the firm
is circularized, the second date shows that
no answer i8 received and the follow-up
lefter is then sent., The third date shows
when catalog, business card or letfer is
recelved.

CATALOGING,

As soon as a catalog is received the man-
ufacturer’s name is written at the top of
a 3 x 5 shelf list card, with the address
below Numbers are assigned to firms in
the order in which their catalogs are ve-
ceived.

‘When manufactureis reply that they issue
no catalogs, the shelf-list card 1s stamped
with the date when this information is re-
ceived. This eliminates from the malling
list all except lhose issuing catalogs and
also enables the business library to know
at once that certain firms do not issue catl-
alogs.

Then an author card is made on & 3 x &
card. The name of the manufaclurer and
the address 18 written on the two top lines
and the number assigned is written on the
left-hand margin of the card.

On the face of the card is given a fairly
detailed list of the lines of goods manu-
factured, indicating specialties, etc. This
information is taken largely from the let-
ter heads, business cards and iniroductions
to calalogs and 1s intended to supplement
the subject headings. This card is flled
alphabetically.

On the back of this card the subject head-
ings adopted for each manufacturer are
listed and also any trade names used.

Then a subject card is made under the
several headings designated and also under
the trade names.

For instance the subject heading Trays-
Metal covers not only the Tea Tray Co., but
on the same card will be found the names
of all other firms manufacturing metal
trays with their respective catalog numbers
in the left margin.

The author and the subject cards are
filed in one alphabet like a dictionary cat-
alog.

The method just described applies not
only to catalogs but to business cards and
information found on letter heads or given
by letter. In many cases this Information
is fuller even than the printed catalog of
gome manufacturers,

Each catalog, businese or letter will have
from 3 to 25 or more cards, dependent upon
the importance and variety of the Iljnes
manufactured.

In cataloging it was found that trade

directorles 1like Hendrick’s Commercial
Register of the U. 8, and Thomas’ American
Manuaftcurers are of great service In de-
termining the method of entry We dis-
covered, however, that these direcfories
followed one scheme absolutely and it was
not found practicable to adhere to their
methods eptirely in our own work.

The chief point of departure from the
method adopted by Hendricks for instance,
is the illustrated by the entries under the
subject PBrushes. Hendrick's enters all
Brushes under the heading followed by the
sub-head descriptive of the kinds of brush-
eg listed. This separates for example, paint
brushes from the whole subject of paints.

We find it better to follow the heading
Brushes Ly sub-heads as follows:

Brushes—Brass.

Bristle,

Carbon,

Graphite.

Rubber.

Wire.
Wilh this plan we enfer the catalog of a
maker of all kinds of bristle brushes under
the heading Brushes—Bristle, and this en-
lry ig sufficient for the man 1nterested m
the whole subject of brushes The man,
however, interested in certain lkinds of
brushes would not be served by this gener-
al heading and we enter catalogs of manu-
tacturers of specific brushes like Paint,
Jewelers’, Hatters’, Dentists’, ete, under
their respective headings, 7Thig keeps to-
gether in the catalog all information relat-
ing to a specific trade.

Preceding every subject whenever neces-
sary, is found a guide card reterring to
other related subjects.

METHOD OF FILING CATALOGS, BUS-
INESS CARDS AND LETTERS.

After careful consideration the Library
Bureau 2 drawer correspondence flle unit
No. C9050 was 'adopted. As each catalog
is received it is stamped with the date of
raceipt.

If the catalog bears an earlier date ithan
the date of receipt the legend ‘Latest Cat-
alog Issued” is stamped across the top of
the title page thus settling any dquestion
which might arige about the catalogs be-
ing up-to-date. A gummed Dennison label
No. 87 is then pasted 4 inches from the
bottom on the front cover and the catalog
is filed numerically in the Vertical File.

Whenever a letter is sent with a catalog
it is tipped into the pamphlet directly back
of the title-page as it often gives informa-
tion not contained in the caflog itself.

‘When a letter is sent in place of a cata-
log it is put in & manilla envelope, 107 x 137
and filed numericglly with catalogs.

When a business card only is sent it s

o — e e g T e
gl Sl o A i g N
il Sty I,
=X

—

FACP e T el

PRNAE R =
Sl

A




96 SPECIAL LIBRARIES

mounted on a piece of 10”7 x 137 pulpboard
and also filed numerically with catalogs and
letters.

This material is, of course, for use at the
Business Library only and i mnever lent.

Eventually this material when catalogued
may be used in the compllation of an an-
nual volume to be called “Made in Newark.”
If this is done 1t will doubtless be with the
co-operation of the Board of Trade.

THE OFFICE LIBRARY AND STATISTI-
CAL BUREAU OF FINANCIAL
INSTITUTIONS.

Proceedings, Speclal Libraries Association,
ond Session, Sept. 27th, 1911.
New York City.

Dr. R. H. Whitten, Presiding.

Note—The first paper, Techniecal Litera-
ture, Abstracts and Information Bureau
Work of the United Gas Improvement Com-
panw, of Philadelphia, by Mr. F. N. Morton,
wag published practically in full in the Sep-
tember issue of Speclal Libraries.

The Financial Library and Stailistical
Bureau.

By John Franklin Crowell, of the Wall
Street Journal.

To strike into the heart of the subject
assigned to me, I might give the general
division with which the statistical bureau
i primarily concerned. This comprises the
facts of economic life, while the financial
library is primarily concerned with those
things that pertain to the business of bank-
ing—a trust company, a hond or brokerage
house, or the public financing of a federal,
state or city treasury. I conceive of the
gtatistical bureau as related to the financial
library very much as the background for
the larger theme ig related to the fore-
ground. Under the general heading of the
things that ought to belong to a statistical
bureau, there are no less than a half dozen
public documents which ought to be on the
gshelf of everybody’s working library. Be-
gin with the Yearbook of the Department
of Agriculture. Add to that the Census Ab-
stract, the Statistical Abstract issued by the
Bureau of Statistics of the Bureau of Com-
merce and Labor. Add to these the Inter-
state Commerce Commigsion reports, and
then wind up possibly with the report of
the United States Treasury, including the
report of the Treasurer of the United States,
the report of the Mint Bureau and the re-
port of the Comptroller of Currency. There
are other documents such as the monthly
report of Commerce and Finance, issued by

the Bureau of Statistlcs, Department of
Commerce and Labor, which contain a num-
ber of things easy to find and often asked
for. For imnstance, during the past week
people wanted to know what was the high-
st price pald for coffee, the highest market
price, in a series of years. Coffee was go-
ing up on the New York Exchange to such
a point as to make it sell at 14 cents, Rio
bagis, New York, compared with six and
a half cents per pound three or four years
ago. In the parlance of the Street, that
‘‘1s going some' to people who have to meet
obligations for future contracts on coffee,
or who have to supply their warehouses
with a commodity which has crept up so
high in value as to make it mnecessary for
them to consult their bankers hefores they
send in another order to fill a consignment
that goes to the interior. The rapid move-
ment of values makes it necessary to have
these things on hand and to be ready to
turn to them at once because a question of
fifteen or ten or five minutes of time may
malke a difference of $100,000, to a firm in
the coneclusion of a contract for the future
delivery of commodities.

The value of time never impresses Itself
a8 a factor in a well equipped statistical ot
financial library upon anybody move clearly
than it does in Wall Street. Information
that can be gotten in three minutes is
worth an immense amount to a man who
i8 questioning to sell 100 shares of a stock
about which there is some liltle informa-
tion trickling in from some unknown source
as to the doubtful value of the security or
doubtful legality of the issue. You see,
things go off with a snap and you have to
have your information in hand, or in reach,
so that when the question s raised you
are there to answer it., Questions come in
over the telephone to our library—not day
by day, but hour by hour, sometimes min-
ule by minute—and the librarian is sup-
posed to know a great deal aboul it. When
did J. P. Morgan say this or that? When
did Judge Grosscup deliver hig address at
the University of Iowa? That is the sort
of questions that come In, and these mat-
ters of informatlon are supposed to be on
hand. That would not come, probably, to
avery flnancial library, but I am speaking
now from a standpoint of our experience,
and I think I have said enough to show you
that familiarity with the facts is an essen-
tial thing.

As to how to collect a library of this sort
the best thing is to go to Washington and
malke a round of all the bureans. Many of
our libraries fail to appreclate the work
that the government is doing in the collee-
tion of statistical information. This good
government of ours does more than any
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other two governments in the world; prob-
ably more than any other five governments,
in the way of collecting and publishing and
diffusing statistical information of an econ-
omic character.

Many of you probably live in cities where
people are inlerested in the development
of trade in Latin America. I would attend
conventicus at which that was the import-
ant prob.em discussed. I suggest that li-
brariang gather together information that
would put one in touch with the life there,
and the conditions and people, their finance,
their commerce, and other things that a
merchant might want to know of a general
glatistical character in contemplating a cam-
paign for the sale of his manufactures or
merchandise in Latin Ameriea. I do noL
know whether you look at a merschant or a
manufacturer as an important asset of
patronage in your libraries. lo you get 1n
touch with the business people of your com-
mumty? When you do that you will have
found the Dest support and backing that
you can find anywneie, The bLusiness pec-
ple are the people who pay the taxes They
are the peogple who push enterpiises. Thoy
are the people who open opportunities ior
the community. They are the people who
have their eye on the public 1institutions
and do a vasl amount of work in their en-
couragement and for the support of protes-
gional people, and they are the people whose
wants ought to be studied.

It seems {0 me there is a fleld for libraries
to collect information relating to the Indus-
tries and tihe’ commercial movements of ihe
smaller towns, Lo show whal the vatue ol
their output is from year Lo year and where
it goes. Nothing would stir the pride ol
your fellow citizens more lhan to lssue u
little map, probably a yard sguare, showing
them the number of poinis in the world's
market to which thewr manulactured pro-
ducts go. The teachers of your public schools
would welcome that, and from the confi-
dential position of the illbrarian the indus-
trial side of the localily could be reached
betler than through any other agency. Wil
you have any difficilty in getiing (he pub-
lic authoiities to give you the financial sup-
porl that is necessary for {he maintienance
of {he libiary under such circumstances?
Gel your grip on the economic life of the
cominunity.

If I were in a rural town and leaching
schiool in a country village, I would make
out of my children census takers and I
would know how many tamilies there are
in that district and 1n that township hy
their own efforts I would know how many
farms there are, J would know how many
acres there are in those faims and how
many acres there are in rye, and wheat and

barley, ele.,, whatever it might be. If you
start your people to work on these lines
you begin to feel that you are becoming of
focal importance with the information
available. Probably I have indicated emough
on the general scope of the statistical li-
brary.

The financial library depends so much on
Lhe « particular institution which it serves.
1 you were the librarian of a bank of Pitts-
burgh, which does a very large business in
purchasing bills ot exchange and bills of
lading upon foreign countries for machinery
and steel products going all over the world,
the very lact that that is a large part of
the bank's business would make you want
to know all about Pittsburgh, and its manu-
factures and about the other parls of the
worid to which these Dbills of exchange ap-
ply, so that the banlt might know all about
the financial conditions of these countries
and kee) alive on those subjects, You would
be clipping anylhing you found about cer.
tain firms or people in China or Peru or
wherever it might be, from your periodicals.
So also, 1n domestic business, anything that
referred to the individuals or members of
ithat firm or the firm as a whole, would
be useful. If you found a man who spent
his days at business and his nights some-
where else than with his family, you would
put that fact in your iues, slinply Lecause
the modern business world demands to
know where men spend thewr nights as well
as where they spend thewr days. That looks
ke a remote fact, Lut it is an important
malier. Il i{s a matier of morals and good
citizenship and a man who has neither mor-
als nor good ciuzeunship is not a valuable
assel to a bank That is a piece of library
work which probabiy is not usually inelud-
ed, but, nevertheless, it has got to Le wneclud-
ed it you want to save your bank from lend-
ing money to a scoundrel who plays one
game to the public eye and another 1 s
private hife.

I am throwing out these suggestions he-
cause I think possibly you may be interest-
ed in the wider field more than the details.
I had a long talk with the president of one
of the big financial institutions in this city
some time ago about the methods of reach-
mg the small investor—ihe man wilh a few
hundred dollars to invest. The guesiion
came up on how he would get at these
pcople. Well, the thoughi was thrown out
that e would have to Lake a census of oc-
cupations; thal he would have to find out
how many masons and lhow many carpen-
ters and how many clerks and how many
of this and how many of that class were
in a small town of ten thousand inhahitanls
where people were remarkable for their
economy, and who earned money and saved

-————

3

RPN S T

s WA o

e




e

IR N

e e i YA Y A e R L 2
R e

98

it. There, you see, you go out into basic
facls again.

Thig great world of ours places before the
librarian of a financial library a vast num-
ber of very interesting problems. For io-
stance, your firm undertakes to float $3,000,-
000 of bLonds of an electrie line which runs,
gay from Valley Forge to Philadelphia.
There you have an opportunily to brng in
an histoirical feature in working up your
story. You have to gel ncl enly the econ-
omic facts and the financial resomices of
those communities, how many banks they
have, how many tinst companies vnd what
the oucupations of Lhe people are, bal almost
everylhing e.se that gives you an idea ol
the rescuices ol that community as periain-
ing to the utilization of transportation. You
nusi know something abount the place, 1iis
historieal setting, Here 1s a place with an
historical background, a place where the
peone are nol only living, but they love to
live because they are proud of 1t. What
kecps people trom fleeing, and If neople ve-
fuse to flee in hard times It means that
the property will not depreciate thete; the
tax collector need nol be anxious about their
assessments. They pay their bills and grow
and expand, and their children stay there
and grow up and you have a sound econo-
mic community, That is a great factor
when you come to mortgage the community
twenty or forty years ahead.

The best way to find out what kind of a
library (he financial instilution needs is to
find out what it 18 doing, what it has lLeen
doing, and then go round Lo other people
and finding out what their experiences have
Leen. That will give you a gmide for what
the immediate problems call tor, and there
cught to be no dificulty in growing up with
the needs of the institution.

DISCUSSION.

MR. LELE: T think Mi. Crowell has men-
tioned the most interesting thing of all;
that their libraries are at our service, In
that way we can call for aid when we get
in a knotty place and it is the underlying
spirmt that we should help each other. I
thinlk that fact should be implied unless
they stale to the contrary., That, I think,
makes it very interesting to discuss all
these as if they were our own libraries.

MR. BRIGHAM: I am very much inter-
ested in Mr. Crowell's paper for severul
reasons. T want to especially commend his
reference 1n regard to what the government
offers for our service. Recenlly I happened
to be in consultation with one official and
he showed me great courtesy by offering to
put a clerk in charge of a special task which
1 requested. Work of this kind is being
done daily by these men in charge at Wash-
ington I also noted his reference to the
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use of government documents. In my own
desk I keep a flle of government documents,
gsome of them which he named and it is
surprising how in recent years the govern-
ment has made and attempted to bring into
circulation the vital problems for the public
to see just as soon as they see a demand
for them The Government has published
hundreds of pamphlets which should he on
the reference desk in nearly every library.

MR. WHITTLESY, (Investors Ageney,
New York): Can the statistician be a li-
brarian and can a librarian be a statisti-
cian® In our library, I do not think it would
be possible for the one who 15 the librarian
to do anything bu} library work, because
he is kept so busy, he and his assistants,
all the time, tha{ he could nol possibly do
any statistical work and cover the wide
field that Le does cover. I, as a slatistician,
could not do any statistical work if I should
go mto the library and try to do any of
the eapert work that is required there. I
thinlk that one of the essentials of the flnan-
cial library 18 that the statistician should
make his wants known to the librarian as
completely as possible and thal the librari-
an should try to fill those wanis. The ac-
countant as a rule has not much imagina-
tion. The statisticiun has to have some
imagination, but a librarian should have
4 great deal af imagination Dbecanse you
never can tell what kind of a fool guestion
is going to be asked you. In a financial li-
brary, the librarian must keep his imagina-
tion wotking all the time to know what
the officers or the president may wanl, [
think imagination 1s needed in all life, but
I think we need a great deal in this lihra-
ry work

MR. NORMAN, (Pcoples Gas Light &
Coke Co., Chicago): In connection with
Mr. Morron's paper, I would like to ask
how many journals he abstracts and how
many people it takes to do that kind of
work

MR. MORTON: Our company takes he-
iween forty and fifty journals and my force
consists of myself and one assistant who
has had a training sumilar to mine, a clerk
who does the mechanical work of culting
out the abstracts, running errands and the
routine work, and a stenographer. The work
keeps us all on the jump.

PROF. J. PEASE NORTON, (Yale Uni-
versity): I will say a few words about a
classification which I do not think has been
brought to your attention. It is a conven-
tent method of quickly classifying a mass
ot clippings or other material. The main
subjects may be arranged from 1 up to 1,000
with sub-divisions as follows:

.0 Important
.1 Associations































