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A DISTINGUISHED MODERN AMERICAN LIBRARY
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Roanoke Public Library, Roanoke, Virginia
Director: Harold J. Sander
Architect: Frantz & Addkinson
Consultant: Wheeler & Githens

The Roanoke, Virginia Public Library is
another modern American Library
which has selected VMP bookstacksand
library equipment to establish high func-
tional and artistic standards for its interior.

Of special interest to all library planners
is the VMP Library Planning Service . . .
with years of specialized experience in
bookstack fabrication. In the very early
. stages of planning, VMP can help the
I architect and owner in determining the
use and specifications for multi-tier or
free-standing bookstacks, shelving, carrel
units, book conveyors. Also, VMP makes
MOBILWALL movable steel partitions,
steel doors and frames.

Call on VMP for advice on new library
construction or modernization. Write for
complete VMP library bookstack equip-
ment catalog, Dept. SL-1,
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ORANGE, VIRGINIA

Subsidiary of Chesapeake Industries, Inc.
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New Reprints

Available March 1955:

Journal of Pharmacology
and Experimental Therapeutics

Volumes 1-20, 1909-1922

Cloth bound set . . . . . . . . . . . . . . $42500
Single volumes, paper bound . . . . . . . . each 20.00

Now Available:

Pharmacological Reviews

Volumes 1-2, 1949-1950
Paper bound volumes . . . . . . . . . . each $15.00

JOHNSON REPRINT CORPORATION
125 East 23 Street, New York 10, New York

New Edition

YEARBOOK OF INTERNATIONAL
ORGANIZATIONS
1954 - 1955

® The United Nations and its specialized agencies; other UN Bodies
® [nter-governmental organizations
® International non-government organizations

Complete, up-to-date information including history, purpose, struc-
ture, publications, ete., of each organization. Fully indexed.

Cloth  $10.00

STECHERT-HAFNER, INC.

FOUNDED IN NEW YORK 1872
The World’s Leading International Booksellers
31 East 10TH STREET, NEW YoRK 3, N. Y.
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Putting Knowledge to Work

Technical Librarians
...... Research Workers
...... Patent Attorneys

CORRELATION INDEX
DOCUMENT SERIES AND PB REPORTS

will serve as your checklist for the identifica-
tion and procurement of unclassified and de-
classified serial-numbered government reports.

® This volume is a tabulation of the series numbers of

government reports which have been abstracted in
Volumes 1 to 17 of the BIBLIOGRAPHY OF

TECHNICAL REPORTS (New title: U. S. GOV-
ERNMENT RESEARCH REPORTS) published by
the U. S. Department of Commerce, Office of Tech-
nical Services.

® It shows the relationship of the series report numbers
to the Office of Technical Services PB report num-
bers.

® There are 792 different series, arranged alphabetically
on 221 pages.

® A Key to Series Abbreviations and a Key to Issuing
Agencies are given.

1953 281 pages $10.00

order from

SPECIAL LIBRARIES ASSOCIATION

31 East Tenth Street
New York 3, New York
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PUTTING KNOWLEDGE TO WORK

A New Reference Tool for Business
and Financial Libraries

SUBJECT HEADINGS

FOR

FINANCIAL LIBRARIES

Based on the subject headings used by the outstanding financial
libraries of the American Bankers Association, Columbia University
School of Business, Federal Reserve Bank of New York and
Standard and Poor’s Corporation.

Compiled by a committee of the Financial Division of Special Li-
braries Association under the chairmanship of Janet Bogardus,
Librarian, Federal Reserve Bank of New York.

1954 100 pages $5.00
Order from
SPECIAL LIBRARIES ASSOCIATION
31 East Tenth Street New York 3, N. Y.

ASLIB

Forthcoming Publications

BRITISH SCIENTIFIC AND TECHNICAL BOOKS 1935-1952

This new bibliography will list the most important scientific, technical and
medical books published in the United Kingdom and Dominions between 1935
and 1952 inclusive. Some 10,000 titles are included, each recommended by an
expert and graded according to degree of technicality. Published for Aslib by
James Clarke & Co., Lid.

Ready early 1955. Approx. £3.3.0.

INDEX TO THESES ACCEPTED FOR HIGHER DEGREES IN THE
UNIVERSITIES OF GREAT BRITAIN AND IRELAND

The Index to Theses is the only guide to British thesis literature, which is
ever increasing in volume and importance. This publication is of utmost value
to libraries and all concerned with developments in research at university level.

Volume I, 1950-1951, has been reprinted, and, covering all subjects, lists
over 2,000 theses under subject headings.

Ready now. 25 s.

Volume H, 1951-1952, will include over 3,000 theses, covering all subjects
and arranged under subject headings.
Ready early 1955. 25 s.

Special Rate to Members.

AS I-I B 4 Palace Gate, London, W.8, England
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SPECIAL LIBRARIES ASSOCIATION

“Putting Knowledge to Work”

THE FORTY-SIXTH ANNUAL SLA CONVENTION WILL TAKE PLACE JUNE 12-16,

1955 AT THE

HOTEL STATLER, DETROIT, MICHIGAN

OFFICERS

President
GRETCHEN D. LITTLE
Atlas Powder Company, Wilmington, Delaware
First Vice-President and President-Elect
CHESTER M. LEWIS
The New York Times, New York, N. Y.
Second Vice-President
ISABELLA M. FROST
Lansing Library Service, Oakland, California
Secretary
MARGARET A. FIRTH
United Shoe Machinery Corporation
Beverly, Massachusetts
T'reasurer
BURTON W. ADKINSON
Library of Congress, Washington, D. C.

DIRECTORS

HELEN MARY PYLE
Sun Oil Co., Philadelphia, Pennsylvania
MRrs. NELL STEINMETZ
Pacific Aeronautical Library
Los Angeles, California
EUGENE B. JACKSON
National Advisory Committee for Aeronautics
Washington, D. C.
CLARA G. MILLER
Imperial Qil, Ltd., Toronto, Ontario, Canada
SARA M. PRICE
The Port of New York Authority
New York, New York
ELSE L. SCHULZE
Procter & Gamble Co., Ivorydale, Ohio
Immediate Past-President
MRs. LuciLe L. KeEck
Joint Reference Library, Chicago, Illinois

PUBLICATIONS

Aviation Subject Headings. 1949 $1.75

A Brief for Corporation Libraries. 1949 $1.75
Classification Scheme and Sub-

ject Headings List Loan Col-

lection of SLA. Rev. Ed. 1951 $1.50
Contributions Toward A Special

Library Glossary. 2nd Ed. 1950 $1.25
Correlation Index Document Series

and PB Reports. 1953 $10.00
Creation and Development of an

Insurance Library. Rev. Ed. 1949 $2.00
Directory of Special Libraries. 1953 $10.00
Fakes and Forgeries in the Fine

Arts, 1950 $1.75
Map Collections in the U. S. and

Canada, A Directory. 1954 $3.00
Nicknames of American Cities,

Towns and Villages Past and

Present. 1951 $2.00
Numerical Index to the Bibli-

ography of Scientific and In-

dustrial Reports, Vols. 1-10. 1949 $10.00
SLA Directory of Members. 1951 $4.00
Source List of Selected Labor

Statistics. Rev. Ed. 1953 $2.00
Subject Headings for Aeronaut-

ical Engineering Libraries. 1949 $4.00
Subject Headings for Financial

Libraries 1954 $5.00
Technical Libraries, Their Or-

ganization and Management. 1951 $§6.00
Visval Presentation. Qur Library. 1953 $10.00

OFFICIAL JOURNAL
SPECIAL LIBRARIES

SPONSORED PERIODICAL
TECHNICAL BOOK REVIEW INDEX
Subscription, $7.50 a year
($8.00 Foreign)

Institutional,
$5; Student,

MEMBERSHIP DUES SCHEDULE:
$30; Active, $10; Associate,
$2; Sustaining, $50; Life, $250.

For qualifications, privileges and further
information, write to the Executive Secre-
tary, Special Libraries Association, 31 East
Tenth Street, New York 3, N. Y.

SPECIAL LIBRARIES, published monthly Sep-
tember to April, bi-monthly May to August,
by Special Libraries Association, Editorial
Offices, 31 East Tenth Street, New York 3,
N. Y. Publication Office: Rea Building,
704 Second Avenue, Pittsburgh 19, Pa.

SUBSCRIPTIONS: $7 a year; foreign $7.50;

single copies 75 cents.

MANUSCRIPTS submitted for publication must
be typed, double space, on only one side of
the paper. Mail manuscripts to Editor.

REPRINTS may be ordered immediately prior
to or following publication. Send reprint
orders to Executive Secretary.

Entered as second-class matter February 5,

1947, at the Post Office in Pittsburgh, Pa., under

the Act of March 3, 1879. Acceptance for mailing at special rate of postage provided for in the
Act of February 28, 1925, authorized February 5, 1947.
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Important New Books for Special Libraries

SELECTING AND DEVELOPING
FIRST-LINE SUPERVISORS

By GEORGE D. HALSEY
Author of “Handbook of Personnel Management,” etc.

The first comprehensive manual of methods and techniques in the increasingly
important field of first-line supervision and development. Based on the best
current practices in a variety of large firms, this book will be an invaluable
guide for plant and division managers, supervisory development committees,
and personnel and training directors. “I don’t know when I've read a better book
on any phase of personnel work.” — J. J. MorROW, Director of Personnel Rela-
tions, Pitney-Bowes, Inc. $3.50

AMERICA’S RESOURCES
OF SPECIALIZED TALENT

A Current Appraisal and a Look Ahead
By DAEL WOLFLE

Here for the first time is an authoritative body of information as to this
country’s resources of talented and trained personnel in the fields of the sciences,
engineering, business, commerce and other professions. Businessmen, especially
personnel executives, and vocational counselors will find invaluable this projection
of specialist needs and the possibility of their fulfillment — as set forth from the
Report of the Commission on Human Resources and Advanced Training. “Will
undoubtedly become a standard reference in its field.” — New York Times. $4.00

ADVERTISING IN MODERN RETAILING

By CARRIE M1LLs RowLAND, Advertising Consultant

“Valuable to anyone in the advertising or retailing field.” — STANLEY MARCUS,
President, Neiman-Marcus. The first modern guide to the actual practice of
advertising in the retail store today. Describes how advertising is planned,
budgeted, designed and placed through the different levels of the store manage-
ment and in coordination with the various merchandise divisions of the store.
Especially useful to the small or medium-size store outside metropolitan areas.

$4.50

AT YOUR BOOKSTORE OR FROM
Department 32

HARPER & BROTHERS 49E.33rdSt., NewYork 16,N.Y.
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SYMPOSIUM:
COMPANY ARCHIVES

A symposium on Handling Company Archives and Company Historical Material
was sponsored by the SLA Insurance Division, May 19, 1954, at the Forty-fifth
Annual Convention of Special Libraries Association in Cincinnati, Ohio.

RoweNa PuiLuips, librarian of The Manufacturers Life I[nsurance Company,
Toronto, Canada, served as moderator. The papers included:

Metropolitan Life Insurance Archives . . . . . . NANCY AKERS
The National Safety Council Archives . . . . . . RUTH PARKS
Building Company Archives . . . . . . VERNIE H WOLFSBERG

Handling and Preserving Company
Historical Materials . . . . . . . . . Emma T. McCALL

Miss Phillips opened the program with a statement on the growing interest
in company archives:

“A great deal has been written about the early days in the physical
development of our country, until we are quite familiar with the lot
of the pioneer and the role he has played in our country’s growth. Not
so well known were the pioneers on the industrial and economic frontier
—our companies. Their histories, written ordinarily to commemorate
an important milestone in their development, spell an exciting history
in this record of growth.

“Because so many companies have passed, or are approaching an-
niversary dates of fifty, seventy-five, one hundred or more years, it
becomes a matter of concern to those who have the interest and care of
company archives to know what to do with them. This morning as we
meet to discuss our subject, Handling Company Archives and Com-
pany Historical Material, we may want to keep in mind such questions
as: What are archives? How old must they be to qualify? Where will
they be kept? How will they be preserved and filed? What use is to be
made of them?”

A large and interested audience took part in the lively discussion at the close
of the program.



Metropolitan Life Insurance Archives

Nancy M. AKERS
Archives Librarian, Metropolitan Life Insurance Company, New York City

IN MarcH 1934, Leroy A. Lincoln,
then vice-president and general
counsel of the Metropolitan Life Insur-
ance Company, announced that all his-
torical material pertaining to the Com-
pany was to be gathered into a perma-
nent collection to be maintained in an
Archives Room. This was the official
announcement of an idea which had
been under consideration for some tims.

The nucleus of an archives collection
had already been assembled by Flor-
ence Bradley, the librarian. Mr. Lincoln’s
announcement of the new project set
up a chain reaction. The contents of
desks, files, scrapbooks and attics of
veteran and retired employees produced
ample material for the new collection
and contributions still continue to come.

Margaret R. Bonnell, Miss Bradley’s
successor, has carried forward the or-
ganization and development of the col-
lection.

A number of history-minded officers
have salvaged important mementos for
the archives collection. Similar recogni-
tion to historical values has been given
by the Records Administration Com-
mittee. Headed by the Company’s Sec-
retary, this committee establishes peri-
ods of retention for all records.

The material received in 1934 is
representative of the categories into
which the collection falls: photographs,
miscellaneous paintings, lithographs and
drawings, company periodicals, circular
letters, speeches of executives, old ledg-
ers and scrapbooks of newspaper clip-
pings, company advertisements, sales
promotion material, programs and menus
for official occasions, souvenirs, flags,
banners, and illuminated testimonials.

A staff including a librarian and an
advertising man began to organize this
mass of material. The donor of each
item was noted and a letter of ac-
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knowledgment sent. Each piece was
cleaned, repaired and identified. Very
old documents were treated for preser-
vation. The bulk of this material was
filed in cabinets, metal shelves, and ver-
tical files.

The Archives Room when establish-
ed, was put under the supervision of
the librarian and administered by the
Secretary of the Company.

The duties of the archives librarian
divide themselves into three parts: the
organization and maintenance of the
collection; the planning and prepara-
tion of exhibits; and an archives refer-
ence service.

Accessioning System

Each item when received is given an
accession number. The accessioning sys-
tem is based on that used by the Mu-
seum of the City of New York. A typical
number is 37.9.5. The 37 represents the

i
Silver replica of the Metropolitan Tower
presented by the Company to the architects;

later returned to the Archives. The time-
piece sounds the chimes of the original.

SPECIAL LIBRARIES



A view of the Archives of the Metropolitan Life Insurance Company. The kidney-

shaped desk belonged to the late President Haley Fiske. In the rear is the specially
designed and constructed “Family Album” with its glass leaves which presents a
photographic record of the Company’s history and personalities.

year the item was given, 1937. The 9
represents the donor, and means that
he is the ninth person to give us an
item that year. The 5 means that the
item is the fifth item given by that
donor in 1937.

At least three cards are made for
each item. A donor card describing each
item goes into the donor file. An acces-
sion card, which is also the key to the
location, is filed in numerical order. The
accession file serves the same purpose
as a shelf list. A third file includes sub-
ject and title cards. In our cataloging
practice, the accession card also serves
as a main card. On it all other cards for
the item, as for a book, are traced.

Since almost every piece in our col-
lection is a gift, it is very important that
each donor receive a grateful acknowl-
edgment of his contribution. Many of
our gifts come from policyholders who
have salvaged from attics and trunks,
calendars and advertising literature
given them fifty years ago by Metro-
politan agents. It is not unusual for a
policyholder from Indian Falls, North
Dakota, to appear suddenly and ask to

JANUARY, 1955

see his contribution. Itis possible through
our system to locate a wanted item in
a few minutes.

Another major activity is the arrange-
ment of special temporary exhibits for
the Archives exhibit area or elsewhere
in our home office. Preparing an ex-
hibit is both challenging and entertain-
ing. Usually exhibits are prepared for
special occasions as officially requested.
Occasionally the library may select a
subject of special interest and use it as
the theme of an exhibit.

The first step in every exhibit is a
planning conference in which the ar-
chives librarian, the head librarian, and
either our own administrative officer or
the officer requesting the exhibit discuss
its scope and other details.

The archives librarian then chooses
items most appropriate to meet the pre-
scribed outlines. These items, along with
explanatory labels, are tentatively ar-
ranged on boards the exact size of the
display cases. Matting and framing are
done where necessary. Making an ex-
hibit requires very careful research to
establish facts, dates and accuracy of

9






























































































































