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On Storage Costs
of Periodicals

This one small reel of microfilm contains

every page bound in the bulky volume. It

is fully as legible, and far longer-lasting.

Most bound periodicals take up more shelf space — cost more to store — than
their infrequent use warrants. Each volume costs the average library about 20c
per year in storage and maintenance. Yet most of them are infrequently used

after the first three to five years.

University Microfilm copies of periodicals solve this wasteful problem. They
cost less than binding — and save up to 94% storage space costs. They are easier
to file, locate, and handle. They produce a clear, sharp image, and are practically

permanent.

The U. M. Plan of periodical storage saves your library money

saves your
staff time and work — releases shelf space for volumes in greater demand. Write
for details, including list of 800 titles available.

Ask For Booklef Problem. of }?erloqlcczf
Storage in Libraries.

UNIVERSITY

ANN ARBOR, MICHIGAN

MICROFILMS
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GMELIN'S

Handbuch der anorganischen Chemie
(Eighth Edition)

The following out-of-print issues have now been reprinted:

System 21 SODIUM (Natrium)

1928. 992 pages with 75 figures.
Wrappers $39.25 Cloth bound . . . $4045

System 22 POTASSIUM (Kalium)

No. 1. 1936. 246 pages, 7 figures . . . . . 9.60
No. 3. 1937. 290 pages, 17 figures . . . . . 1190
No. 4. 1937. 128 pages, 6 figures . . . . . 6.00
No. 5. 1938. 142 pages, 11 figures . . . . . 6.85
No. 6. 1938. 156 pages, 47 figures . . . . . 7.55
No. 7. 1938. 108 pages, 2 figures . . . . . 6.35
Supplement. 1942. 220 pages . . . . . . . 9.35

System 38 THALLIUM

No. 1. 1939. 186 pages, © figures . . . . . 745
No. 2. 1940. 152 pages, 21 figures . . . . . 6.35
No. 3. 1940. 189 pages, 16 figures . . . . . 8.65

System 68 PLATINUM (Platin)

Part A. No. 1. 1938. 144 pages, 2 figures . . . . . 5.75
No. 2. 1939. 166 pages, 1 figure . . . . . 6.60
No. 3. 1939. 120 pages . . . . . . . . . 5.05
No. 4. 1940. 102 pages . . . . . . . . . 4.45
Part B. No. 1. 1939. 72 pages, 7 figures . . . . . 3.00
No. 2. 1939. 108 pages, 4 figures . . . . . 4.45
No. 3. 1939. 82 pages, 48 figures . . . . . 3.50
No. 4. 1942. 76 pages. 11 figures . . . . . 3.35
Part C. No. 1. 1939. 140 pages, 13 figures . . . . . 3.65
No. 2. 1940. 120 pages, 3 figures . . . . . 5.05
No. 3. 1940. 92 pages, 1 figure . . . . . 3.85

Please address orders and inquiries to:

WALTER J. JOHNSON, INC.

125 East 23 Street, New York 10, N. Y.
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SPECIAL LIBRARIES ASSOCIATION

31 East TENTH STREET, NEW YORK 3, NEW YORK

THE FORTY-FOURTH ANNUAL SLA CONVENTION WILL TAKE PLACE
JUNE 22-25, 1953 AT THE ROYAL YORK HOTEL, TORONTO, CANADA.

PUBLICATIONS

Aviation Subject Headings.

1949  $1.75
A Brief for Corporation Libraries.
1949  $1.75

Classification Schemes and Subject
Headings List Loan Collection of SLA.
Rev. Ed. 1951 $1.50

Contributions Toward A Special Library
Glossary. 2nd Ed. 1950 $1.25

Creation & Development of an Insur-
ance Library. Revised Edition.

1949  $2.00

Fakes & Forgeries in the Fine Arts.

1950 $1.75

List of Subject Headings for Chemistry
Libraries. 1945 $1.50

Nicknames of American Cities, Towns
and Villages Past and Present.

1951 $2.00

Numerical Index to the Bibliography of

Scientific and Industrial Reports,

Vols. 1-10. 1949 $10.00
SLA Directory of Members.

1951 $4.00

Social Welfare: A List of Subject Head-
ings in Social Work and Public Wel-

fare. 1937 $1.00
Source List of Selected Labor Statis-
tics. Rev. Ed. 1950 $1.75
SLA 1950 Transactions. 1951 $5.00

Special Library Resources. v.2-4.
1946-1947 $22.90

Subject Headings for Aeronautical En-
gineering Libraries. 1949 $4.00

Technical Libraries, Their Organization
& Management. 1951 $6.00

Union List of Technical Periodicals.
1947 $6.00
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Just Published—

The first two volumes in the outstanding new series entitled

“THE ETHICS AND ECONOMICS OF SOCIETY”

Sponsored by the Federal Council of Churches
(now merged with the NATIONAL COUNCIL OF CHURCHES)

THE ORGANIZATIONAL REVOLUTION

A Study in the Ethics of Economic Organization
by KENNETH E. BOULDING, Professor of Economics, University of Michigan

This book is a study of the continuously increasing importance of large organizations
— business, labor, farmer, veterans, fraternal, and similar groups —in American
economic life, and of the problems of ethical conduct created by the human relation-
ships in such organizations. The tensions between the immediate purposes of these
organizations and the claims of individual personality are considered. One full section
of the book is devoted to case studies illustrating the impact of large-scale organi-
zations upon the standards by which we judge economic policy and behavior. The
book concludes with an extended critique by Reinhold Niebuhr, on which there is a
further commentary by Professor Boulding. $3.50

GOALS OF ECONOMIC LIFE

Edited by A. DUDLEY WARD

In this introductory volume of the Series, a number of prominent economists
describe and evaluate several possible economic goals of our society. These and
other social goals are then analyzed from the point of view of other disciplines, such
as biology, anthropology, psychology and theology. The book thus establishes fresh,
new criteria for evaluating the ethical responsibilities of all concerned with the
conduct of economic activities. $4.00

REACHING OUT IN MANAGEMENT

by WILLIAM B. GIVEN, JR., Chairman of the Board, American Brake Shoe Company

In this sequel to his widely popular Botfom-Up Management, a leader of American business
describes another aspect of the administrative method that has proved so successful in his
corporation. At the root of the idea of “reaching out” in management is the goal of enabling
every employee in the organization to find personal fulfillment in his work. Here Mr. Given
explains and illustrates how his company has put that principle into practice, and evaluates
the specific results in productivity and business growth brought about by this far-seeing
approach to management. $2.50

FACING THE FUTURE'S RISKS

Studies Toward Predicting the Unforeseen

Edited by LYMAN BRYSON, Author of “The Next America”
This book represents a unique effort to bring together the thinking of modern business and
the findings of science and scholarship to indicate how present knowledge can be used to
help men control and manage the complex affairs of our world. Marking the two hundredth
anniversary of Benjamin Franklin’s founding of the first mutual insurance company, a
variety of distinguished authorities here interpret the social changes that have taken place
in their various fields since then, and reflect on the prospects ahead. $4.00

AT YOUR BOOKSTORE OR FROM

49 E. 33rd St. HARPER & BROTHERS nNew York 16, N. Y.

Please Mention Special Libraries When Answering Advertisements



Selecting Material for

Science-Technology Libraries’

RaLrH H. PHELPS

Director, Engineering Societies Library, New York City

THE PRINCIPLES basic to establish-
ing and maintaining a good special
library collection seem to have received
insufficient consideration.

It is readily apparent that the large
research libraries such as the Library of
Congress, Harvard University Library,
New York Public Library, and others
of this category, acquire vast holdings
embracing all branches of knowledge.

Smaller in size, but maintaining ex-
tensive collections in their chosen sub-
ject fields, are such libraries as the
Chemists Club, the New York Acad-
emy of Medicine Library, the John
Crerar Library and the Engineering So-
cieties Library. In a sense, these are
special libraries offering the most com-
plete coverage of their respective sub-
ject fields and serving as research libra-
ries in their chosen areas. These special-
ized collections, as well as the more
general holdings of the larger research
libraries, frequently serve as the reser-
voirs of information for numerous spe-
cial libraries with limited resources.

The extensive collection of a wide
variety of materials, both for ordinary
and extraordinary needs, available at
these large research libraries should in-
fluence the selection policies of many
special libraries. Industry, in making
good use of these existing collections,
can limit its private holdings and oper-
ate more efficiently.

It is vital, therefore, that the special
librarian should be aware of the special-
ized requirements of his organization,

* Based on a talk given at the Science-
Technology Group Meeting, New York Chap-
ter, Special Libraries Association, December
4, 1952.
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its current and anticipated needs. This
information may be acquired in various
ways: by reading company reports, by
talking to key personnel, and by noting
the nature of requests received by the
library. It is essential to attend com-
pany meetings where future work is
planned, but this is possible to achieve
only when management is convinced
that the procedure will contribute to
the ultimate success of its projects.
Scope

The special librarian, governed by
the needs of his company, bears in
mind the existing collections available
to him, their subject coverage, and their
accessibility. For his own collection,
consequently, he will choose all such
material as is required for daily or fre-
quent use, and all such material as may
be required by his organization and
which is not readily available from any
of the existing collections. It is essen-
tial to obtain such material as is needed
and will be used. It is equally important
not to collect, process, or retain non-
essential materials. Time, labor and
space cost money. One should acquire
only what is of value and will be used
with sufficient frequency to justify pur-
chasing, processing and providing shelf
space.

The newcomer in the technical li-
brary field should obtain a copy of
Technical Libraries: Their Organization
and Management, edited by Lucille
Jackson, under the sponsorship of the
Science-Technology Division, and pub-
lished by Special Libraries Association
in 1951. Copies are available from the
Association at six dollars each. The
volume includes chapters on the selec-



tion and acquisition of books and mis-
cellaneous publications, periodicals and
documents, as well as other pertinent
information.

Another helpful tool in the selection
of technical reference book is the Guide
to Reference Books, edited by Con-
stance M. Winchell (1951). It includes
useful advice on the selection of ency-
clopedias, dictionaries and other general
reference books that may be needed,
and it reminds one of such indispens-
ables as the World Almanac.

R. R. Hawkins, chief of the Science
and Technology Division, New York
Public Library, has edited a volume
entitled Scientific, Medical and Tech-
nical Books Published in the United
States of America. The main volume of
this selective listing covers the years
1930 to 1944. A supplement already is-
sued covers the years 1945 to 1948.
Another supplement is in preparation.

For more recent books, one may use
the Cumulative Book Index, Publishers
Weekly, the Publishers Circular, and
Technical Book Review Index, the lat-
ter issued by Special Libraries Associa-
tion. New Technical Books, published
by New York Public Library, is an in-
expensive source of information.

Book reviews and notices of publica-
tions in special subject fields are in-
cluded, also, in periodicals such as Chem-
ical and Engineering News, Engineer-
ing, and Science News Letter which is
quite prompt in publishing annotated
listings of new scientific books.

The Engineering Societies Library re-
views approximately five hundred of
the better engineering books each year.
These reviews are published in Me-
chanical Engineering, Electrical Engi-
neering, Civil Engineering, Mining En-
gineering, Journal of Metals, Journal of
Petroleum Technology, and Engineering
Journal (published by the Engineering
Institute of Canada). Each of these
journals makes its own selection of re-
views for publication. Abridgments of
all of the reviews appear in the En-
gineering Index Service.

It is also extremely informative to
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observe which titles appear in collec-
tions ordinarily maintained at the refer-
ence desks of large libraries.

Periodicals

There are a number of comprehen-
sive listings of periodicals which may
be consulted as a guide in the selection
of these publications. An inclusive list
of periodicals published in the United
States and Canada is given in Ayer’s
Directory of Newspapers and Periodic-
als. Willing’s Press Guide covers British
periodicals. For information about peri-
ordicals published throughout the world
one may refer to Ulrich’s Periodicals
Directory.

A useful listing appears in the annual
Market Data Book number of Indus-
trial Marketing. This is a classified ar-
rangement and includes a breakdown
of the type of reader audience.

Indexing and abstracting services is-
sue lists of the periodicals covered in
their services. Useful information may
be found in various authoritative guides
to the literature in such specialized sub-
ject fields as chemistry, engineering,
medicine and mathematics. Some of
these studies of literature in special
fields have appeared as articles in jour-
nals; the more definitive studies have
been published as books. Winchell’s
Guide to Reference Books, and Lucille
Jackson’s Technical Libraries list a
number of these studies.

Although these sources are useful in
appraising the periodicals available in
selected subject categories, the chief de-
termining factor in making one’s selec-
tion of publications should be actual
need for them in one’s own library.
Files of such periodicals as are in con-
stant or frequent use should be main-
tained. Publications, used only occasion-
ally may be borrowed or microfilm or
photoprint copies of articles wanted, can
be obtained from other libraries holding
such materials. The Union List of Peri-
odicals issued by The H. W. Wilson
Company, and the various union lists of
periodicals on special subjects and in
given geographical areas, are extremely
useful in locating the wanted materials

SPECIAL LIBRARIES



most readily accessible. Single copies of
back issues are frequently available for
purchase. Space available in one’s own
library is another factor determining
the size of one’s collection.

It is understood that basic to all con-
siderations is the wherewithal provided
in the budget. It is practicable, there-
fore, to practice restraint in the selec-
tion and acquisition of books, periodic-
als and reports. However, to avoid the
limitations imposed by the small collec-
tion and to extend the services of the
small special library collection, it is
advisable to accumulate indexes, ab-
stract journals and services, and bibli-
ographies, all of which may serve as a
key to recorded information in one’s
field, regardless of whether it is included
in one’s own collection. A list of the
most widely used indexes and abstract-

ing services, both domestic and foreign,
is included in Miss Winchell’'s Guide to
Reference Books.

Also included therein is a list of
sources, guides and bibliographies on
books, reports and periodicals of special
interest issued by the governments of
various countries.

Some of the better known guides to
the publications issued by federal and
state governments in this country in-
clude the well-known Boyd’s United
States Government Publications, pub-
lished in 1949, and Subject Guide to
United States Government Publications,
by Hirshberg and Melinat, published
by the American Library Association in
1947.

Among the papers that have been
published in SPEcCIAL LIBRARIES, the
February 1953 issue includes a listing

H. Phelps, director of the library.

Engineering Societies Library featured an unusuval exhibit at the Winter
General Meeting of the American Institute of Electrical Engineers held at
the Hotel Statler, New York, January 19-23, 1953. A large panel holding
eight inserts was flash-iluminated to call attention to the services offered
by the library, said to be the largest public library devoted exclusively to
engineering. Its holdings include 170,000 volumes and 1,400 periodicals
currently received from all parts of the world.

The Engineering Societies Library, located in the Engineering Societies
Building, 29 West 39th Street, New York, is a department of the United
Engineering Trustees, Inc., under the founding societies, the American
Society of Civil Engineers, the American Institute of Mining and Metal-
lurgical Engineers, the American Society of Mechanical Engineers and the
American Institute of Elecirical Engineers.

The photograph shows William G. Vieth, AIEE representative on the
Library Board, standing at the left of the panel, and on the right, Ralph
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of Publications, Maps and Charts Sold
by U. S. Government Agencies Other
Than the Superintendent of Documents,
prepared by Nellie M. Bowman. The
same issue includes a list of the New
Serial Publications of the U. S. Depart-
ment of Agriculture and the State Ex-
periment Stations, compiled by Wini-
fred M. Alleman. New Guides and Aids
to Public Documents Use, 1945-48, by
Jerome K. Wilcox, appeared in SPECIAL
LiBrarIES, November and December
1949.

Federal government publications are
listed currently in the Monthly Catalog
issued by the Superintendent of Docu-
ments. State publications are listed in
the Monthly Check List of State Publi-
cations issued by the Library of Con-
gress and available from the Super-
intendent of Documents.

The selection, acquisition and reten-
tion of government reports were covered
in papers given at the post-convention
symposium sponsored by the Science-
Technology Division following the an-
nual meeting of Special Libraries As-
sociation in New York, 1952. A paper
by Eugene B. Jackson, entitled How to
Obtain Research and Development Re-
ports from the Government*, was pre-
sented at the Metals Section Meeting
held during the National Metal Con-
gress in Philadelphia, October 21, 1952.

Summary

To sum up, there are two basic princi-
ples in establishing and maintaining the
special collection. First, make the col-
lection truly special. To do this requires
a competence in the special subject
field to be covered, and a knowledge of
the operations of one’s organization.
Second, supplement the special collec-
tion with materials available, with no
loss of efficiency in service, from exist-
ing collections. To accomplish this, it is
important to build up a collection of
reference tools listing the sources of in-
formation and the specific materials
bearing on specific subject interests.

* See page 101.
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“A PLACE OF MEETING”
TORONTO

The Huron Indians who were the first to
recognize this strategic geographical vantage
point, called it “a place of meeting”. We
know it now as Toronto.

*

Toronto is the focal point of the world’s
two greatest trans-continental railway sys-
tems. 1t is also the principal center in
Canada for all air traffic and commerce.
Toronto’s location on the north shore of
Lake Ontario at a point midway by rail be-
tween New York and Chicago makes it ex-
tremely accessible to the commercial travel-
ler who ftransacts business in these great
metropolitan areas.

*

Toronto, known as “‘the most British city
in the British Commonwealth”, is the capital
city of Ontario, the wealthiest and the lead-
ing industrial province of Canada.

*

Toronto features what is considered to be
the world’s largest annual exhibition, the
Canadian National Exhibit, which serves as
a ’show window of the nation”. The ex-
hibit takes place early in September and
draws over two million visitors each vyear.

*

Toronto has the largest mining stock ex-
change in the world. The Toronto Stock
Exchange is second only to New York in the
total volume of business transacted.

*

Toronto is an industrial center with a
wide diversification of industrial production.
It exceeds all other cities in the world in
the number of manufacturing plants estab-
lished by outside British and American
capital.

*

Toronto is the chief wholesale distributing
center in Canada and leads in the volume
of insurance and trust and loan business
transacted.

*

Toronto is an educational and a cultural
center. The University of Toronto is the
largest university in the British Empire. The
Royal Ontario Museum is world-famous for
its Chinese Collection. The Art Gallery is
open daily. In the summer, one may enjoy
luncheon in the pleasant garden restaurant.
There are weekly concerts by the Promenade
Symphony Orchestra. '

*

Make your plans now. Come to the
SLA CONVENTION
June 22-25, 1953

Royal York Hotel Toronto

SPECIAL LIBRARIES




A Realistic Approach to

Records Management’

ANN McDoONALD

Records Coordinator, Lennen and Newell, Inc.,, New York City

ecords Management is a term

which is enjoying wide popularity
these days and it might be well to de-
fine it. The basic function of records
management is filing. Filing is the
systematic handling of material, rec-
ords or information providing ready ac-
cessibility as needed. Records manage-
ment is the overall planning, personnel
training and day-to-day administration
of the department, so that the ready
accessibility of records is assured.

Analysis and Planning

In making an analysis it is well to
recognize that no company is organized
in order to make the library or filing
department efficient. Any library would
be in first class condition if everyone in
the company devoted his time to mak-
ing it so. To meet the requirements of
each individual organization every sys-
tem must be tailor-made.

In planning for departmental effi-
ciency, there are several stages to think
through in order to determine proper
procedure.

1. Recognize the problem. No prob-
lem can be solved until it can be
stated clearly.

2. Make a thorough detailed analysis
of each problem.

3. Collect all the data which relates
to the problem under considera-
tion.

Analyze this data.

Arrive at a tentative solution.
Test the solution before adopting
it to prove its merit.

S A

* Paper based on a talk given before the
New Jersey Chapter, November 6, 1952, and
published in the February 1953 issue of the
New Jersey Chapter Bulletin,
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7. Adjust and modify it as the work
requires.

8. Finally, install whatever system or
procedure provides the answer to
your problem.

System

System is the application of planned
methods of procedure to business opera-
tions. It is the method by which one
disposes of routine matters. System
brings order and method to work and
relieves the librarian and file manager
of the details of execution.

However, a system or procedure must
be evaluated from time to time in order
to determine whether it is still serving
the purpose for which it was intended,
and whether it is still worthwhile.

Many of us are aware of instances
where a system, installed to govern cir-
cumstances once current, continues to
function until someone has occasion to
question its purpose and to re-examine
it in its relation to immediate require-
ments. Briefly, system is the means to
an end and not the end in itself.

Vertical Files

A familiar request from research,
editorial and library groups is to de-
scribe simply and in non-technical lan-
guage the mechanics involved in setting
up an “Information File”, usually re-
ferred to as a “Subject File” or “Vertical
File”. Simply stated, a subject file is one
where the material or the information
is arranged by subject or descriptive
feature. It is one of the most difficult
methods of filing for both the clerk and
the file user, because no two people
think exactly alike about any one topic.

In setting up a new information file,
or revising an existing one, there are
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