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Easy way to store current history 
You can store a lot of current history on a reel of The New York 

Times on microfilm. 
All the news for a ten-day period is there. 
Ten successive issues of "the newspaper of record" have been 

reduced to a size that eliminates storage headaches. And nothing 
has been omitted! You have the cowzplete Late City Edition of the 
newspaper that  publishes more news, more background information, 
more full texts of important documents and speeches than any other. 

It is the easiest, most economical way to file the news . . . so why 
continue to crowd your shelves with stacks of old newspapers and 
news magazines? Think of the space you could save with The New 
York Times on microfilm. A whole year's file takes up less room than 
a n  ordinary typewriter. 

Until you have adopted this modern, convenient way of keeping 
the news on file, you'll never guess what a boon i t  is to busy li- 
brarians. And i t  is not expensive . . . a whole year's subscription 
costs only $160 (outside the U. S., $164). 

By sending your order now, you can have your subscription s tar t  
the first of the year. You'll get some fast  service . . . each new reel 
will be mailed to you within three days of the ten-day period i t  covers. 

The New York Times on Microfilm 
229 West 43rd Street, New York 36,  N. J7. 
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Write today for full information. 

of display fixtures. 

E BOOK DISPLAYER 
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New and Different Coverage 

economics labor 

1 N T E R N A T 1 0  N A L ~ ~ ~ ~ ~ ~ y s c i e n c e  
public musicology opinion 

I N D E X  theatre arts and many other geography topics 

This international guide to periodical literature in the 
social sciences and humanities now has new and different 
coverage. In accordance with a vote of all subscribers, the 
following changes were made effective with the June 
1955 issue: 

0 increased coverage of periodicals in the humanities and social sciences 

0 exclusion of purely scientific, psychological, and foreign language periodicals 

To bring these changes about, 53 periodicals have been added to the inter- 
national. Among the subjects now indexed are: language, literature, anthropology, 
archaeology, geography and history; also, economics, sociology, political science, 
labor, public opinion, philosophy, religion, musicology and theatre arts. 

The International Index is a quarterly with annual and three year cumulations. 

WRITE FOR YOUR SERVICE BASIS RATE TO 

THE H. W. WILSON COMPANY 950 University Ave., N. Y. 52, N. Y. 

. h h z & &  ~~& Announces 

Price Reductions for Two Popular Publications 

DIRECTORY OF SPECIAL LIBRARIES 
A descriptive listing of resources, personnel, conditions of use, 
and collections of 2489 special libraries in the United States, 
Canada, and abroad. Compiled by Isabel L. Towner. Subject 
index. Bound. 297 pages. 1953. 

Formerly $10.00 Now $5.00 

OUR LIBRARY 
Fourteen illustrated charts in color visualize and explain the 
services of libraries. Includes instructions for using charts and a 
booklet on good library public relations programs. Spiral bound. 
18% x 18% inches with easel back. 

Formerly $10.00 Now $5.00 

Order from 

SPECIAL LIBRARIES ASSOCIATION 
31 East 10 Street New York 3, New York 

New York City purchasers add 3% city sales tax 
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N e w  Reprint-Now Available: r - 

Faraday Society, London: Transactions 
Volumes 26-30, 1930-1934 

Single volumes, paper bound, $25.00 Binding case, per volume, $.75 
(Temporarily, Volumes 28-30 will be supplied in the original edition.) 

Previously Reprinted: 

Volumes 1-20, 1905-1924. General Volumes 21-25, 1925-1929, 
Index to Volumes 1-20 cloth bound . . $109.U0 
Cloth bound set, $275.00 Volumes 21-24, cloth bound, $21.00 each 
Paper bound set, 255.00 Volumes 21-24, paper bound, 20.30 each 
Single volumes, cloth bound, $16.00 Volume 25, cloth bound, $25.00 
Single volumes, paper bound, 15.00 Volume 25, paper bound, 24.30 

Volumes 1-30, 1905-1934 

Including General Index to Volumes 1-20 

Paper bound set, $485.50 

Please address orders and inquiries to 

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

I 
Ready in December 

American Library Annual 
will bring together in one source all the 
latest facts and figures on libraries. This 
new edition is sponsored by the Council 
of National Library Associations and is 
the first revision since 1918. 

Part I of the new edition will con- 
tain descriptive listings of key library 
associations, their committees and joint 
committees, with chairmen cross-indexed 
by subject interest of the committee. 

Latest statistics, trends, and de- 
velopments comprise the second part of 
the ANNUAL. Each succeeding issue 
will be revised and brought up-to-date 
to provide a veritable almanac for d l  
those interested in library activities. 
Price is $5.25 net pp. from: 

Topics to be covered include: 

operating figures and ratios 
salaries 

book funds 
building costs 

library periodicals 
intellectual freedom campaigns 

the year in  library legislation 
calendar o f  library events 

postal regulations 
standards for libraries: 
books t o  the linear foot 

people served per square foot, etc. 

R. R. Bowker Co., 62 W .  45 St., New York 36 
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SPECIAL LIBRARIES ASSOCIATION 
"Putting Knowledge to Work" 

THE FORTY-SEVENTH ANNUAL SLA CONVENTION WILL TAKE PLACE JUNE 3-7, 1956 AT THE 
HOTEL WILLIAM PENN, PITTSBURGH, PENNSYLVANIA 

OFFICERS 

President 

PUBLICATIONS 

CHESTER M. LEWIS Aviation Subject Headings 1949 $1.75 
The New York Times, New York, N. Y. 

Bibliography of Engineering Ab- 
First Vice-president and President-Elect stracting Services (SLA Bibli- 

KATHARINE L. KINBER ography No. 1) 1955 $1.50 
Johns-Manville Research Center 

Manville, New Jersey A Brief for Corporation Libraries 1949 $1.75 
Second Vice-president Contributions Toward a Special 

MARY JANE MACDONALD Library Glossary. 2nd Ed. 1950 $1.25 
Federal ~ e s e k e  Bank of Kansas City correlation I~~~~ Document Series 

Kansas City, Missouri 86 PB R e ~ o r t s  1953 $10.00 
Secretary 

MARGARET A. FIRTH Creation & Development of an 
United Shoe Machinery Corporation Insurance Library. Rev. Ed. 1949 $2.00 

Beverly, Massachusetts Directorv of S ~ e c i a l  Libraries 1953 $5.00 
Treasurer 

BURTON W. ADKINSON 
Library of Congress, Washington, D. C. 

Directors 
ELIZABETH B. FRY 

United States Steel Corporation 
Pittsburgh, Pennsylvania 

EUGENE B. JACKSON 
National Advisory Committee for Aeronautics 

Washington, D. C. 
CLARA G. MILLER 

Imperial Oil, Ltd., Toronto, Ontario, Canada 
DR. JERROLD ORNE 

Air University, Maxwell Air Force Base, Ala. 
SARA M. PRICE 

The Port of New York Authority 
New York, New York 
DR. ELSE L. SCHULZE 

Procter 8s Gamble Co., Cincinnati, Ohio 

Fakes and Forgeries in the Fine 
Arts 1950 $1.75 

Indexing-with Emphasis on Its 
Technique - An A n n o t a t e d  
Bibliography 1955 $ 5 0  

Libraries for Research and In- 
dustry - Planning and Equip- 
ment (SLA Monograph No. 1) 1955 $3.00 

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 

SLA Directory of Members 1951 $4.00 

Source List of Selected Labor 
Statistics. Rev. Ed. 1953 $2.00 

Zmm-diate Past-President Subject Headings for Aeronaut- 
GRETCHEN D. LITTLE ical Engineering Libraries 1949 $4.00 

Atlas Powder Company, Wilmington, Delaware 
Subject Headings for Financial 

A - Libraries 1954 $5.00 

Executive Secretary Technical Libraries, Their Or- 
MARIAN E. LUCIUS ganization and Management 1951 $6.00 

Special Libraries Association 
3 1  East Tenth St., New York 3, N. Y. Visual Presentation. Our Library 1953 $5.00 

OFFICIAL JOURNAL SPECIAL LIBRARIES, published monthly Sep- 

SPECIAL LIBRARIES tember to April, bi-monthly May to August, 
by Special Libraries Association, Editorial 
Offices, 31  East Tenth Street, New York 3, 

SPONSORED PERIODICAL N. Y. Publication Office: Rea Building, 
TECHNICAL BOOK REVIEW INDEX 704 Second Avenue, Pittsburgh 19, Pa. 

Subscription, $7.50 a year 
($8.00 Foreign) SUBSCRIPTIONS: $7 a year; foreign $7.50; 

sinele C O D ~ ~ S  75 cents. - 
MEMBERSHIP DUES SCHEDULE: Institutional, 

$30; ~ ~ ~ i ~ ~ ,  $10; Associate, $5; student, MANUSCRIPTS submitted for publication must 
$2; Sustaining, $50; ~ ; f ~ ,  $250; ~ ~ t i ~ ~ d ,  $5. be typed, double space, on only one side of 

the paper. Mail manuscripts to Editor. 
For qualifications, privileges and further 

information, write to the Executive Secre- REPRINTS may be ordered immediately prior 
tary, Special Libraries Association. to or following publication. 

Second class mail privileges authorized at Pittsburgh. Pa.. under the Act of March 3. 1879. 
Acceptance for mailing at special rate of postage provided far in the Act of February 28. 1925. 
authorized February 5. 1947. 
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If you, like most librarians, are being 

crowded out of your building by the month- 

ly flood of periodicals.. . many of which you 

would like to save if possible.. . theU.M. plan 

may well be the solution to your problem. 

Since periodicals find their greatest use 

during the first year or two, you can circu- 

late unbound copies during this period. 

Then, as use drops off, the unbound cop- 

ies can be discarded. 

For the cost of binding the paper copies, 

you can replace the discards with complete 

film copies. You save 94% of the space that 

bound periodicals would require, dramati- 

cally expanding your existing capacity. 
More than 900 titles are now available, 

and additions are constantly being made as 

they are requested. Your suggestions are 

most welcome. 

For titles available and fuller explanation of 

this space-saving suggestion, write for, "The 

Problem of Periodical Storage in Libraries." 

U N I V E R S I T Y  M I C R O F I L M S  
A N N  A R B O R ,  M I C H I G A N  

P L E A S E  MENTION S P E C I A L  LIBRARIES WHEN A N S W E R I N G  ADVERTISEMENTS 



President's Message 
YOUR I 9 5  6 BUDGET 

For the second successive year the Finance Committee presented a 
deficit budget to the Executive Board for its consideration at the fall meet- 
ing. A deficit budget of some $17,060 was presented to the Board, which 
in turn pared it down to $1 1,620. This reduction in the proposed deficit 
was obtained only after critical examination of each item in the budget by 
the Executive Board. It analyzed the reason for expenditures in each case. 
In some instances i t  concurred with the recommendations of the Finance 
Committee, and in other cases it felt that severe reductions must be made 
in view of the critical financial situation. 

Even more alarming than the size of the present deficit i s  the fact that 
it has increased for the second year in a row. This wil l not come as any 
shock to those members who read the President's message last year, which 
indicated a deficit at that time of $4,175, nor to those members who either 
heard or read the Treasurer's report of last June, in which he went to the 
heart of the matter. In his report he pointed out that progressive increases 
in Association operating expenses during the past three years were not 
accompanied by comparable increases in income, and further, that only 
two categories of membership are paying dues that cover costs of all direct 
and indirect services: namely, Institutional and Sustaining membership. He 
pointed out that we must decide either to relinquish some services the 
Association is now providing or look forward to an early increase in dues. 

Accordingly, the Board voted to increase the dues of two classes of 
membership, effective January 1, 1957, subject of course to ratification by 
the membership at our annual meeting in June. It voted to increase the 
dues of Active members from $1 0 to $1 5, and those of Associate members 
from $5 to $10. This action will only partly resolve the situation. It must be 
accompanied by other plans to increase income and plans to curtail non- 
essential services which in turn would reduce the demands made upon our 
Headquarters. It must also be accompanied by an over-all study analyzing 
these and other means of bringing our budget into balance, yet providing 
for the continued growth of our organization, keeping in mind our pro- 
fessional responsibilities as an association. In this latter respect, we should 
be ever mindful of the future and set some course that wil l permit us to 
carry on these endeavors. 

No budget has been analyzed more critically, item by item, than the 
present one. It represents untold work by the Finance Committee before 
arriving at its recommendations, which in turn were carefully scrutinized by 
the Board as a whole. The Board has to use its judgment in deciding how 
the Association's money should be spent, unless it has the opinions of the 
members as to the services and projects they think most important. A cam- 
paign has been instituted to acquaint further each member of the Association 
with the budgetary problems. This wil l consist of a series of reports pre- 
sented in various ways to the entire membership for scrutiny. It is hoped 
that when the complete information i s  available, members will write indi- 
vidually or collectively to the Board to indicate their wishes and any 
remedial suggestions that occur to them. 

CHESTER M.  LEWIS, President 

DECEMBER 19.55 42 7 



PREPARE YOUR OWN 
CATALOG CARDS 

ROBERT W. GIBSON, JR., RALPH L. DARBY, AND MELVIN C. KocH:!: 

Batelle Memorial Institute, Columbus, Ohio 

T HE LIBRARY of Battelle Memorial 
Institute no longer has a catalog- 

ing backlog. The shelves have been 
cleaned and removed from the catalog- 
ing area and are now being put to 
much better use in the circulation 
stacks. Our engineers no longer wait 
for material which has been stalled in 
cataloging, for virtually all items are 
processed in less than five working 
days. In part this result is due to the 
more efficient c a t  a 1 o g i n g procedures 
now in use and which are described 
later in this paper. But especially im- 
portant is the fact that cataloged ma- 
terial is made available quickly because 
(1) we prepare our own cataloging 
and ( 2 )  we produce our own catalog 
cards. 

I t  is essential to our staff members 
that new data and information be made 
available to them as quickly as possible 
after publication. Delays in obtaining 
information can be costly. Efficient re- 
search cannot be conducted without a 
thorough knowledge of what has been 
done previously by other research work- 
ers. It  is imperative that our library 
operations be performed in a manner as 
streamlined and thorough as possible, 
without forgetting the economics in- 
volved. 

'b Robert W. Gibson, Jr., Assistant Chief, 
Technical Information Division; Ralph L. 
Darby, Head of Reference and Circulation, 
Technical Information Division; Melvin C. 
Koch, Assistant Supervisor, Report Depart- 
ment. 

The cataloging function has long 
been criticized because of expense and 
the time lag involved. In attempting to 
reduce the time lag we have found that 
we have also reduced expense. While 
we have in no way revolutionized cat- 
aloging, we have succeeded in develop- 
ing sensible, streamlined procedures. As 
a result, we now use only two trained 
catalogers, as compared with three 
formerly. They have been able to add 
to their already heavy work load the 
reviewing of previously cataloged re- 
port series and have more completely 
analyzed each report in these series as 
required. Now, even with an active ac- 
quisition program, very few items ever 
remain in our Catalog Department 
longer than one week. 

The stimulus to prepare our own 
catalog cards came largely from the 
realization that considerable time was 
lost in searching Library of Congress 
galley proofs, ordering card sets, and 
then waiting for these to arrive. On oc- 
casion, cards would not be available 
from the Library of Congress and it 
would be necessary for us to catalog 
the material, which further delayed the 
use of the material. I t  was only natural, 
then, for us to expand our cataloging 
operations to the point where, today, 
we are preparing all our own cataloging 
and producing our catalog card sets. 
Our catalogers, in turn, find reward in 
this operation since it makes full use 
of their training and experience. 

SPECIAL LIBRARIES 



The early work on this activity has 
been discussed in the paper "How to 
Reduce Cataloging Costs".' Obviously, 
the establishment of new procedures 
resulted in a host of problems. Dupli- 
cation of effort, retyping of material, 
revision of cataloging, and catalog card 
reproduction were vital problems which 
had to be resolved. 

Cataloging Procedures 

In reviewing our cataloging procedures, 
we found that there were numerous 
cases of unnecessary duplication of ef- 
fort. The cataloger began the operation 
by typing a sample catalog card. This 
card was retyped by a clerk, revised by 
the cataloger, and retyped again in 
many cases. In order to reduce such 
duplication, we developed a catalog 
check sheet, or as we have named it, a 
process form. 

Figure 1 shows one of these process 
sheets which has been prepared by the 
cataloger for the clerk-typist. The pro- 
cess sheets are 4 x 11 inches in size, so 
that they will extend beyond the covers 
of most regular size books. We are now 
using this form exclusively in catalog- 
ing all new material. We have developed 
other procedures for processing dupli- 
cate copies or replacement material. 
Several distinct advantages result from 
our continued use of this procedure. 
First, note the use of an "X" to indi- 
cate any information which may be in- 
terpreted readily and correctly by the 
typist from the publication being cat- 
aloged. Our clerical staff is responsible 
for the title, author, year of publication, 
publisher, number of pages, and so 
forth. The cataloger needs to indicate 
only special information which must be 
included in the cataloging. The book, 
together with the form, then proceeds 
through cataloging to the typist. Trac- 
ings, accession number, and other de- 
rived information are indicated in their 
proper place on the form, usually fol- 
lowing a standardized format. 

1 .  Pam .-.- Acco.- Trans.- 
2 .  Tr im  
3.  Oversize- Dummy- 
4 .  R e f .  

CATALOGING 
OD 466 

5 .  Call no. Am35s 
6 .  Auth. x 

7 .  Tit le x; presented at meeting 
of  Committee E-2 on Emission Spec- 
troscopy, Atlantic City,  N .  J., June 20, 
1951. 

8.  Ed. 
9.  Place x 

10. Pub. 
11. Year  x 
12. Paging 35p. x Illus. 
13. Series 

(American Society for Testing Mafe-  
rials. Special technical publication no. 
149) 

14. Notes 
Includes bibliographies. 

15. Tracings 
I. Isotopes. 2. spectrometer. 

I. Tit le 
11. Chemical analysis o f  inorganic 

solids. 
ZII. Series. 

16. A.F. 
Auth. 1II.x 
Subj. 
T r  . 
17. Shelf list 

27238 

18. Cards for branches 

- -- 

FIGURE 1. Italicized items indicate in- 
formation added to  the process sheet 
b y  the cataloger or clerk-typist. 

Concurrent with this revision of cat- 
alog procedures, we investigated the pos- 
sibility of producing our own catalog 
cards. We have had the full cooperation 
of the Institute's reproduction depart- 
ment in our investigation, both in fa- 
cilities and constructive ideas. The flexi- 
bility of the resulting system of pre- 
paring catalog cards makes it readily 
adaptable to whatever facilities you 
might have available within your indi- 
vidual organizations. As we indicated 
before, we have aimed primarily at a 
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