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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, Oflice of Tech-

nical Services.

® [t 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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—New Reprints

" Ready February 1955

. Price Price
Botanical Gazette perset per vol.

{Slightly reduced format)
Vols. 1-20, 1875-1895, including
General Index to Volumes 1-10
Cloth bound set, bound in 16 volumes . . . . $300.00
Double volumes, Volumes 1/2, 3/4, 5/6, 7/8,

paper bound . . . . . . . . . o . . $20.00
Single volumes, Volumes 9-17, paper bound . . . 15.00
Single volumes, Volumes 18-20, paper bound . . . 20.00

Zoological Record: Section Insecta
Vols. 1-20, 1865-1884

Paper bound set . . . . . . . . . . . . 22500

Single volumes, paper bound . . . . . . . . 11.25

Please address orders and inquiries to

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

NEW!

SIGURD FUNDER

PRACTICAL MYCOLOGY

A Manual for the Identification of Fungi

The book is divided in three groups: General, Medical and
Plant Mycology. Identification is carried out, without the use
of complicated techniques by making simple microscopic
preparations which are then compared with the excellent
illustrations in the book.

156 pages, 420 illustrations, table of classification . . . . . 6.50

STECHERT-HAFNER, INC.

FOUNDED IN NEW YORK 1872
The World’s Leading International Booksellers
31 East 10tn StreET, NEw York 3, N. Y.
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YOU CAN TAKE IT WITH YOU

, . o s
Completely flexible, the Contoura®-Constat® is the truly
portable photocopier. A time-saving tool for any research
project, the Contoura-Constat gives quick, crisp, error-free
copies of anything printed, written or drawn. Wall charts,
maps, metal plaques, blueprints, ledgers, record books—
all can be copied right where they are. And, the Contoura’s
special plastic light cushion lets you copy tightly bound
book pages without the usual distortion at the binding.
The Contoura-Constat is ready for travel — the sturdy,
lightweight carrying case is part of the equipment.

759 Coulter Street
F- G. I.UDWIG, InC. Old Sa‘;;roce:l.;, C;i?\.

Voted One of the

TOP TEN

Reference Books

of 1954

Occupational Literature:

An Annotated Bibliography
by Gertrude Forrester 467 pp. 6" x 915" 1954 $5.00

Voted one of the top ten reference books of 1954
by Louis Shores’ committee of reference librarians.

THE H W. WILSON COMPANY
950 University Avenue New York 52
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NEW TECHNICAL BOOKS
FOR INDUSTRY

in metallurgy, chemistry, and
engineering

TITANIUM
IN
INDUSTRY

Technology
of structural
titanium.

By Abkowitz,
Burke & Hiltz

Fully covers production, properties, and pro-
cessing of this new metal. (1955) 220 pages,
illustrated $5.00.

Chemistry of the Pesticides

3rd edition by Donald E. H. Frear
A standard reference now revised to include
the rodenticides as well as insecticides, fungi-
cides, herbicides. (1955) 452 pages, illustrated
$8.00.

Reagent Chemicals and Standards
3rd edition by Joseph Rosin

New, up-to-date coverage of properties, tests,
standards for over 600 substances. (1955)
565 pages, $9.50.

Two Ears of Corn, Two Blades

of Grass
By D. H. Killeffer
A spokesman for the chemical industry tells
of its great miracles, and prospects for youth

to share in an ever greater future. (1955)
139 pages, $4.00.

Fluid Dynamics of Jets
By Shih-I Pai
Modern developments in fluid dynamics with
emphasis on the flow field of jets. (1954;
227 pages, $5.00.

Wave Diagrams for Non-Steady
Flow in Ducts
By George Rudinger

A consistent set of computing procedures,

examples, fully worked out diagrams. (1955)
270 pages, $6.00.

anave, VAN NOSTRAN

New York
3,N. Y.

From a Librarian’s Letter:

“. .. As soon as I heard that
you had started your own busi-
ness, I sent you a few orders to
fill for our Library. I admit they
were difficult ones because we
wanted to try you out.

“l am now writing to tell you
that we are very much pleased
with the manner in which you
handled our orders. You certain-
ly kept your word as to the
speed, accuracy and personalized
handling of your service. Also
your prices, especially for the
out-of-print books, are extreme-

2

ly fair . ..
Will you give us a trial?

® Orders for foreign and domestic
books and periodicals filled
speedily and accurately.

® Quotations—foreign and domes-
tic — furnished cheerfully.

® Inquiries on foreign and domes-
tic material answered promptly.

Ours is a complete, person-
alized library service!

ALBERT DAUB & (0., Inc.
BOOKSELLERS

257 Fourth Avenue
New York 10, N. Y.
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SPECIAL LIBRARIES ASSOCIATION

“Putting Knowledge to Work”

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

HOTEL STATLER, DETROIT, MICHIGAN
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1955 AT THE
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 Asronaut-

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. QOur Lijbrary. 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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Look what happens...

Look what happens when ten issues of The New York Times are
reproduced on microfilm.

The weight is reduced from around 12 pounds to less than 8
asunces.

The bulk (and therefore the space it takes to store the ten issues)
is reduced by over 96%.

But there is no reduction in the contents! It’s still ten complete
issues of The New York Times—but in a form that’s much easier
to handle than full sized newspapers, and a lot more economical
to store.

Every ten days, a new reel of The New York Times on Microfilm
is mailed to a growing list of subscribers who pay only $160 for a
full year’s service. It’s a “buy” for most libraries—for you salvage
for other uses almost all the valuable stack space it takes to store
bound newspaper volumes and single copies. You eliminate the
entire cost of binding, maintenance and replacement.

If your library has not been using The New York Times oh Micro-
film, let us enter your subscription to this space saving, money sav-
ing service. It’s one of the best paying investments you can make.

The New York Times on Microfilm
229 West 43rd Street, New York 36, New York

Please Mention Special Libraries When Answering Advertisements



How to Start a Small Technical Library*

MARJORIE O. BAKER
Librarian, Baker & Company, Inc., Newark, New Jersey

WHEN A COMPANY considers or-

ganizing its own technical li-

brary, there are certain basic questions

which must be answered:

1. Where should the library be located?

2. How much space will be needed?

3. How much will it cost to set up? to
run?

4. How will it repay investment?

5. Who should direct it?

Library Location

Industrial libraries are invariably
adapted to the needs of their own par-
ticular organizations. Library planning
must therefore be based on specific
needs and requirements.

The library should be located as con-
veniently as possible for its clientele.
If a man working in his laboratory re-
quires immediate information, he should

be able to lay down his tools and with- -

in a few steps, find the literature which
will give direction in solving the prob-
lem. Under such circumstances it is
conceivable that quick access to the
correct material might save a whole
costly experiment.

Let us assume that the library is to
serve an organization, possibly a com-
pany which has a small research and
development department. If there is a
separate research building, the library
should be in it. A separate room offers
many advantages. This may not be
practical, however, and if necessary,
the library may be established in a

* Based on a paper, “How to Start a Smail
Metallurgical Library,” presented at the Fall
Meeting of the Metals Division, Special Li-
braries Association, in Chicago, Illincis, on
November 4, 1954.

corner of a large laboratory. This would
be preferable to locating the library at
too remote a spot to be convenient for
its clientele.

In selecting a location, the allowable
floor load is a vital consideration. The
weight of a stack of books seven shelves
high is 140 pounds per foot, plus the
weight of the stacks and a margin for
safety.

Whether or not a separate room is
used for the library, the place selected
should be quiet. Talking, shouted or-
ders, noisy machinery or knocking and
pounding, characteristic sounds in the
industrial world, are exasperating in
the extreme to people doing library re-
search. If a library is located in an area
where noise is unavoidable, it should be
soundproof.

Another consideration is ventilation.
Good air is essential. An oppressive at-
mosphere tends to distract the attention
from mental efforts to physical discom-
forts. In a properly controlled atmos-
phere personnel can work more effec-
tively. Moreover, the book collection
maintained in an even temperature
holds up much better. Air conditioning
is therefore very desirable.

Lighting is a vital factor. Eyestrain
is a deterrent to study and a prime
source of error. Inadequate light engen-
ders carelessness. Forty to sixty foot-
candles, shadowless light, is the illumi-
nation desirable for reading. There
should also be an arrangement for light-
ing the stacks or bookshelves.

Summing up, the library should be
located in a convenient place that is
quiet, well ventilated and well lighted.
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Space Required

The special library is adaptable. Care-
ful planning and ingenuity can make
extensive use of limited space. How-
ever, greater efficiency is possible when
the working area is adequate.

For consideration here the working
model shown in the layout on the page
facing is twenty-by-thirty-five feet.

Standard oak, glass-fronted bookcases
are used. Open shelves are preferable
if dust is not a serious factor. Space has
been allowed for approximately 1,000
volumes. To be exact, such an arrange-
ment will shelve 1,080 volumes of the
Encyclopaedia Britannica.

It is possible to shelve twice as
many books in the same area by using
steel drawer type of shelving. Economy
of space may be sufficiently significant
a consideration to offset the somewhat
greater initial expense.

In choosing space for the library a
vital consideration is sufficient area for
expansion. A library grows like the pro-
verbial green bay tree. It cannot re-
main static. Much of the value of the
library resources lies in the retention
and listing of current data.

It has been estimated that a techni-
cal library doubles itself every twelve
to fifteen years. This figure might be
questioned as far as shelf space is con-
cerned. Unless control is rigid, shelf
space may double itself within eight
years. Averages are merely guides at
best. Periodicals grow at the average
rate of seven inches of shelf space per
year for each title. Chemical Engineer-
ing increases at the rate of ten inches
per year. Weekly publications mount
rapidly.

One answer to the problem is micro-
film. It is increasingly possible to get
complete files of periodicals on micro-
film or on microcards. In planning a
new library, it might be well worth
while to investigate what material of
this kind is available.

Some libraries make it a practice to
keep periodicals only three years, after
which those articles which are felt to
be of recurrent value are put on micro-
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film and the periodicals are sold or dis-
carded. Every library has specific jour-
nals of such lasting value that they are
bound or conveniently shelved. These
journals should be readily accessible
for examination and search.

Another way of allowing for expan-
sion where floor space is limited, is to
increase stack holdings vertically. The
library is sometimes a two-story room
with one tier of shelves above the
other. Doubling and concentrating the
library holdings is possible only where
the live floor load has the necessary
margin of safety.

Still another device is to provide a
stack room or storage space in some
less desirable area. Many libraries do
this and sometimes it is the only solu-
tion. However, library service is im-
paired when periodicals are inaccessible
to readers.

Shelving is a primary consideration
but space must be provided for other
essential items: library catalog, infor-
mation files, a working area for the
librarian and his assistant, a reading
room, etc.

Some libraries have no space for
readers. A research staff loses the best
values of a library if there is no pro-
vision for personnel to make use of the
collection on the spot, to examine and
select wanted items and to work with
the entire holdings at hand for quick
reference.

Engaging a librarian

The ideal librarian is a man or woman
who has been (a) trained in library
science; (b) has had executive experi-
ence in administering a library; (c) has
had some technical education; (d) has
had some working experience in a lab-
oratory; (e) has a working knowledge
of technical German, etc.

These requirements are not all essen-
tial. They can be shaded to suit one’s
needs. In the libraries of chemical com-
panies there is a decided tendency to
emphasize a chemical education and
background for the librarian and to
minimize library science.
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The work of a librarian is to organize
literature in a way to make it readily
available; to systematize the resources
of the library; to be alert for new, perti-
nent information, and to know where
to look for it. The librarian must be
tamiliar with extensive collections avail-
able in the field and must know how to
use them advantageously. The librarian
must have an acute awareness of com-
pany interests, and must be familiar
with the fundamental vocabulary and
terminology used.

A knowledge of foreign languages is
an asset in scanning technical literature.
However, the work of the translator
should not be imposed on the librarian.
Good translators require something
more than an acquaintance with two
languages.

Besides the professional requirements,
the librarian should have an agreeable
personality.

Salaries paid to librarians are based
on qualifications and vary regionally.
A minimum of $5,000 per year should
be allowed. Not all librarians are paid
that; many are paid much more.

The librarian can offer expert advice
in establishing the library: efficient
layout, needed equipment, the basic
reference collection, etc.

The floor plan here shows a possible
arrangement within the space allotted.
The mail bay could be done without
the extra space. In estimating expenses,
rent has been omitted because the fac-
tors are so variable as to make any
general estimate impossible. The same
applies to the partitions, built-in shelves,
etc. Materials used and labor costs
have to be determined locally.

In the following tables, the overall
costs have been estimated, followed by
a breakdown for each item. Equipment
of a satisfactory grade has been se-
lected for real economy.

Equipment .......ccoociiiiiiiiiiiii $ 2,637
BOOKS  ceveiiiiiii e 1,500
Subscriptions to app. 30 periodicals.... 200
Pamphlets ... 20
Miscellaneous supplies ..........cccoeeenene. 243

Total oo $ 4,600
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EQUIPMENT
Executive Desk ... $ 125
Secretary’s Desk ........... 139
2 Typewriters @ $169 ... 338
2 Typist’s Chairs @ $32 .................. 64
Typing Stand .......ccccocviiviiiiiiiiiiiins 22
Two Door Steel Supply Cabinet . 50
Charging Table ......ccoccoeiveiieiiinnnnan. . 30
12 Tiers of Glass Front Bookcases® 930
(5 sections high)

3 Four Drawer Steel Vertical Files

@ $48 oo e 144
Small Steel Cabinet ...............cccceceuu... 40

{10 drawers and shelves)
Table (25 in. by 18 in.)......cccoeevenen. 16
2 Reading Tables @ $65......
2 Tables (for built-in carrels)............
5 Tiers of Steel Stacks (7 shelves
high) o
Book Truck
Ladder (on casters)
Chairs @ $25.............
Chairs @ $36..........

N b=

Total

* Twelve stacks of steel drawer type shelv-
ing would cost about $1800 but as they would
shelve nearly twice the number of volumes,
the price per volume remains about the same.

In most organizations there is a wide
scattering of books and printed matter
in various departments that can be
brought together to form a nucleus for
the library collection. The librarian will
then proceed to draw up a list of need-
ed titles essential for basic reference in
the specific subject area. Proximity to
large collections available in the vicin-
ity will reduce the book budget.

The total cost of setting up the li-
brary as estimated here is $4,600. This
sum does not include such extras as a
microfilm or microcard reader, for in-
stance, or a simple device for reproduc-
ing quickly a page of written or printed
matter.

Maintenance

Since salaries are usually the largest
item in the budget, the total expense
depends considerably upon the size and
type of library staff. The size and type
of staff will depend upon the number
of professional personnel to be served
and the type of research and services
required. For example, some labora-
tories require the services of a full-
time translator; some require a full-
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