
I ) + <  I M W K  1904. Lot  55 ,  No. 1 0  

STANDARDS FOR SPECIAL LIBRARIES 

Ref erelice Materials for Government 

Contractors . . . Bibliography on Libraary 

Systems . . . E JC Role Indicators 

Annual Author, Title, Subject Index 



S P E C I A L  L IBRARIES A S S O C I A T I O N  
Putting Knowledge to Work 
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EXECUTIVE DIRECTOR: BILL M. WOODS 
Special Libraries Association, 31 East 10 Street, New York, New York 10003 

MEMBERSHIP 
Dues: Sustaining-$100 ; Active-$20 (Paid For Life-$2 50) ; Associate 
-$20; Afiliate-$15 ; Student-$2 ; Emeritus-$). For qualifications, 
privileges and further information, write Special Libraries Association. 

PUBLICATIONS 
Aviation subject headings, 1949 . . . . . .  $1.75 
A checklist for the organization, opera- 

tion and evaluation of a company li- 
brary, 1960 . . . . . . . . . . . . . . . . . . . . .  2.00 

Contributions toward a special library 
glossary, 2nd ed., 1950 . . . . . . . . . . .  1.25 

Correlation index document series & PB 
reports, 1953 . . . . . . . . . . . . . . . . . . .  10.00 

Creation & development of an insur- 
. . . . . . . .  ance library, rev. ed., 1949 2.00 

Dictionary of report series codes, 1962 12.75 
Directory of business and financial serv- 

ices, 1963 . . . . . . . . . . . . . . . . . . . . . . .  6.50 
. . . .  Directory of special libraries, 1953 5.00 

Guide to metallurgical information (SLA 
. . . . . . . . .  Bibliography no. 3 ) ,  1961 4.00 

Guide to Russian reference and Ian- 
guage aids (SLA Bibliography no. 4 ) ,  
1962 . . . . . . . . . . . . . . . . . . . . . . . . . . .  4.25 

Handbook of scientific and technical 
awards in the United States and Can- 

. . . . . . . . . . . . .  ada, 1900-1952, 1956 3.00 
*Literature of executive management 

. . .  (SLA Bibliography no. 5 ) ,  1963 4.25 
Map collections in the U. S. and Can- 

ada; a directory, 1954 . . . . . . . . . . . .  3.00 
Latest publications 

National insurance organizations in the 
United States and Canada, 1957 . . . .  

*Picture sources, 2nd ed., 1964 . . . . . .  
*SLA directory of members, as of July 

. . . . . . . . . .  15, 1964, 1964 .members 
nonmembers 

SLA directory of members, as of Octo- 
. . . . . . .  ber 15, 1962, 1962 .members 

nonmembers 
Source list of selected labor statistics, 

. . . . . . . . . . . . . . . . . . .  rev. ed., 1953 
Sources of commodity prices, 1960 . . . .  
Special Libraries Association personnel 

. . . . . . . . . . . . . . .  survey 1959, 1960 
*Special libraries: how to plan and equip 

them (SLA Monograph no. 2 ) ,  1963 
Subject headings for aeronautical engi- 

. . . . . . . . . . . .  neering libraries, 1949 
Subject headings for financial libraries, 

1954 . . . . . . . . . . . . . . . . . . . . . . . . . . .  
*Subject headings in advertising, market- 

ing, and communications media, 1964 
Translators and translations: services and 

sources, 1959 . . . . . . . . . . . . . . . . . . . .  
1i.S. sources of petroleum and natural 

. . . . . . . . . . . . . . .  gas statistics, 1961 

SCIENTIFIC MEETINGS-Subscription, $7.00; Foreign, $8.00 
SPECIAL LIBRARIES-Subscription, $10.00; Foreign, $1 1.00; Single copies, $1.50 
TECHNICAL BOOK REVIEW INDEX-Subscription, $10.00 ;Foreign, $1 1.00 ;Single copies, $1.50 
UNLISTED DRUGS-Subscription, $20; Single Copies, $2.00 

SLA serves as the US. sales agent for selected Aslib publications 

SPECIAL LIBRARIES is published by Special Libraries Association, monthly September to April, 
bimonthl May to August, a t  73 Main Street, Brattleboro, Vermont 05302. Editorial Offices: 31 East 10th 
Street, d w  york, New York 10003. Second class postage pard a t  Brattleboro, Vermont. 

POSTMASTER: Send Form 3519 to  Special Libraries Association, 
31 East 10 St., New York, N. Y. 10003 



OUT-OF-PRINT 
BOOKS now available in . . . 

RUSSIAN.. . 
SOUTHEAST ASIA.. . 

ECONOMICS.. . 
GENEALOGY.. . 

New Republishing Programs Offer Selected l mportant 
Reference Books at Reduced Prices 

RUSSIAN HISTORY 
Fifth series in Micro Photo's program for 
republishing basic Russian books. Selections 
made from Paul L. Horecky's Basic Russian 
Publications, published by the University of 
Chicago Press. Previous four offerings 
covered Bibliographies, General Reference 
Aids, Geography, The People (Anthropology 
& Demography). 

ECONOMICS 
Selections made from Series I1 of the survey 
prepared by members of the Economics De- 
partment of Johns Hopkins University, 
recommending books which should be part 
of every library's basic economics collection. 
Our selected list of out-of-print books pre- 
pared by Professor Mark Perlman, Senior 
Research Associate, Center for Regional 
Economics Studies, University of Pittsburgh, 
consists of titles which are not available 
through any other source. 

SOUTHEAST ASIA 
Beginning a new program to republish out- 
of-print Southeast Asia reference books 
selected from Southeast Asian History-A 
Bibliographical Guide by May and Case; and 
An Annotated Bibliography by Cecil Hobbs. 
List reviewed and approved by Professor 
John Cady, Department of History, Ohio 
University, head of the Committee on South- 
east Asia for the Association of Asian Studies. 

GENEALOGY 
Books from the genealogical bibliography 
used for many years at the Institute of Gene- 
alogical Research in Washington, prepared 

by Meredith B. Colket, Director of Western 
Reserve Historical Society, Cleveland. 

SEND FOR COMPLETE DETAILS AND PRICES 

ON THESE REPRINTING PROGRAMS MICRO PHOTO 
BELL & HOWELL 

Any out-of-print book is available through our 
DUOPAGE reprinting program. Let us know your 

Division .OMPA., 

needs. Send for free catalog listing over 3,000 
1700 Shaw Avenue Cleveland. Ohio 44112 

out-of-print book titles. 
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QUESTIONS! 2 QUESTIONS! 
QUESTIONS! 

% Who's the director of the Grand Rapids Public Library (Mich.)? 

% How many volumes are in the Skokie Public Library (Ill.)? 

$ Does R.C.A. have a library in New York - and who's the librarian? 

% Does the La Retama Public Library in Texas have bookmobiles? 

% What is the salary budget of the Oberlin College Library? 

% What's the phone number of the Atlantic County Library (N.J.)? 

* Who's the head of the University of Tennessee Department of Library Science? 

* What are the approximate expenditures of the Hamilton P.L. (Canada)? 

% How can you reach U.S. Army Southern Area Command libraries in Germany? 

* How much does the Providence P.L. (Rhode Island) allocate for books? 

* What are the branches of the Great Neck Public Library (N.Y.)? 

* What's the address of the University of Stockholm (Sweden) science library? 

1 ANSWERS, TOO! 

* The AMERICAN LIBRARY DIRECTORY provides all the facts o n  more than 15,000 

public, college and special libraries in the United States and Canada - key 

personnel, addresses and phone numbers, salaries, book budgets, size of collec- 

tions, special collections, etc. Edited by Eleanor F. Steiner-Prag, the new 1964 

edition o f  this important reference work also offers a selected list of overseas 

libraries. 

24th edition now ready 1964. $25.00 net pp. 

I Order your copies today from 

R. R. BOWKER COMPANY 1180 Avenue of the Americas New York, N. Y.10036 

SPECIAL LIBRARIES 



SLA Periodicals 
Official journal of Special Libraries Association published ten 

Special times annually. Each issue carries articles and reports on protes- 
Libraries sional topics. Regular features include library planning, book 

reviews and notices, and news notes. 
U S .  $10; Foreign $11; Single copy $1.50 

An alphabetical and chronological listing of forthcoming na- 
tional and regional conventions and other meetings sponsored by 

Scientific science, technical, engineering, medical, and management orga- 
Meetings nizations and by colleges and universities. Subject index. Issued 

three times 3 year: January issue and May and September sup- 
plements. 

U S .  $7; Foreign $8; Janualy $5; Supplements $1.50 
Quotes reviews of technical books appearing in more than 1,500 

Technical science, technical, and trade journals. A selection and evaluation 
Book Review aid as well as a checklist of new technical works. Bibliographical 
Index data and citations to the original reviews are included. Published 

monthly September through June. 
U S .  $10; Foreign $11; Single copy $1.50 

Lists the trade and generic names and experimental numbers of 
new drugs on the world market, giving data available on the con- 

Unlisted stitution, manufacturer, action, dosage, and original reference 
Drugs source. Published monthly by the Pharmaceutical Section of the 

SLA Science-Technology Division. 
$20, Calendar Year Only; $2, Single Copy 

Special Libraries Association, 31 East 10th Street, New York, N. Y. 1000.3 
SLA Is United States Sales Representathe for Selected Aslib Publications 

To appear shortly 
Rene de Livois 
HISTOIRE 

de 
LA PRESSE FRANCAISE 

A detailed, chronological, and bri l l iantly illustrated account o f  French newspapers 
from the beginnings t o  the present. 

Special articles devoted t o  Camil le Desmoulins, Marat, Napoleon, Henri Rochefort, 
Albert  Bayet, and others, by twenty-four qualified writers. 

The index o f  names is virtually a biographical dictionary of the illustrious personages 
o f  the French press. 

40 plates in color and 600 other illustrations Bound Paris 1964 2 vols. 
$44.25 

Steeherl-HaLer, Ins. 
FOUNDED IN NEW YORK 1872 

LONDON / PARIS / STUTTGARTI BOGOTA 
31 East 10 Street 1 New York 3, N. Y. 
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Now Available 

1964 WESCON Technical Papers 

Volume 8 Complete Set-7 Parts-71 Papers $38.50 

Part 1 Antennas and Microwaves Sessions 1, 6, 16 

Part 2 Circuit Theory Sessions 2, 18 

Part 3 Electron Devices Component Parts Sessions 7, 12, 17 

Part 4 Automatic Control Electronic Computers, Information 
Theory Sessions 3, 4, 8, 13 

Part 5 Communications Space Electronics Sessions 11, 19 

Part 6 Instrumentation Session 14 

Part 7 Power Sessions C, 5, 9, 10, 15, 20 

Exclusive Distributor: 

WESTERN PERIODICALS CO. 
13000 Raymer Street, North Hollywood, California STate 2-2192 TRiangle 5-0555 

WHERE ? ? ? ? ?  
"too recent for abstracts 

. . . and too specific in any case 
for easy finding. . . ." 

BRITISH TECHNOLOGY INDEX 

Pinpoints target subjects 

Current subject guide to 400 British technical journals 

Invaluable for current awareness and for keeping marginal 
interest subjects in sight 

Complete service (12 monthly Parts & Annual Volume) $50 

1 Annual Volume $30 

1 LIBRARY ASSOCIATION, CHAUCER HOUSE, MALET PLACE, 
LONDON W.C. 1. ENGLAND 
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A REQUISITE 

for every library serving research chemists 

ENCYCLOPAEDIA CHlMlCA INTERNATIONALIS 1963 
(Cumulative Index Chemicus) 

extending ECl's coverage of the world chemical literature to December 1963 

NO SEARCH IS COMPLETE WITHOUT CHECKING THE LATEST 
ENCYCLOPAEDIA CHlMlCA INTERNATIONALIS 

EC1 1963 contains structural diagrams of over 77,000 newly synthesized or isolated chemical compounds. 
Compiled in 3 handsomely bound volumes. A RECENT STUDY SHOWS THAT ECI REPORTS HUNDREDS 
OF NEW CHEMICAL COMPOUNDS NOT INDEXED BY ANY OTHER CHEMICAL ABSTRACTING SERVICE. 
ECI 1963 provides graphic abstracts of 8,517 articles, proofed and verified by original authors to assure 
accuracy and completeness. 

PLUS RAPID-SEARCH INDEXES prepared on high speed, electronic computers 
MOLECULAR FORMULA INDEX locates a specific formula quickly 
JOURNAL I NDEX provides complete source publication data for all articles 
AUTHOR INDEX lists alphabetically all authors of every paper processed 
ROTAFORM INDEX offers a unique approach to the generic retrieval of chemical classes with entry 

points from every element 
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1 L d o r  Partu Is the Aooarent Victor in British Election 1 

All our yesterdays 
are available to vou 

Every issue of The New York Times since i t s  
founding in 1851 is preserved on easy-to-handle, 
space-saving microf i lm..  .a great reference 
source for your library and staff. 

The 19th and 20th century issues are not only 
fascinating to read; they are indispensable to any 
study of modern times. And the current file of- 
fers quick, easy access to all the facts and back- 
ground on recent events. (You get a new reel of 
f i lm every 10 days!) 

The cost? A year's subscription, starting with the 
current month, is $265-about $5 a week. Prices 
vary for back years. We'll be glad to send you a 
complete price list. 

Think about it. It 's an investment that will add 
new value and stature to your library.. .whether 
you want one year or all the years of The New 
York Times on Microfilm. 

The New York Times 
Library Services Department. Times Square, New York. N Y 10036 

SPECIAL LIBRARIES 



ATTENTION LIBRARIANS ! ! 
Important Russian Instrumentation Journals 

Available i n  Cover-to-Cover Translation 

These four scientific and engineering journals have been judged by 
professionals in the instrumentation field to be the outstanding Soviet 
publications in instrumentation. 

Automation and Remote Control 
Monthly; mathematically oriented, emphasizing stability and opti- 
mization of automatic control systems. 

Instruments and Experimental Techniques 
Bi-monthly; devoted primarily to nuclear research and associated 
instrumentation. 

Measurement Techniques 
Monthly; covers measurement of physical variables plus test and 
calibration of measurement and recording instruments. 

Industrial Laboratory 
Monthly; devoted to methods of chemical analysis, physical investi- 
gation, and mechanical test. 

Subscriptions : U.S. Other Countries 
ARC $ 45.00 $ 60.00 
IET 35.00 48.00 
MT 25.00 35.00 
IL 45.00 60.00 

Combination $135.00 $183.00 

Back Issues: ARC: from 1957, except 1960 
IET: from 1958, except 1961 
MT: from 1958 
IL: from 1958 

Complete volumes of back issues will be sold at the same price as 
current volumes. 

Sample copies are available to librarians writing on organizational 
letterhead. 

Instrument Society of America, Department R2 
530 William Penn Place, Pittsburgh,Pennsylvania 15219 
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For the 
special 

library- 

CONTEMPORARY 
QUOTATIONS 
Compiled by James B. Simpson 

"Just the book to delight all research 
workers and librarians."-MILDRED 
L. JOY, Chief Librarian, National 
Broadcasting Company. A treasury of 
notable quotes since 1950; observations 
o n  a wide range of topics, by states- 
men, educators, entertainers, writers, 
religious leaders, social critics, and the 
man in the street. Its more than 2,400 
quotations are arranged by subject, 
identified by occasion of utterance, 
and indexed by author and subject. 
500 pages. $6.95 

DICTIONARY O F  
BUSINESS AND 
FINANCE 
Compiled by Donald T. Clark 
a n d  Bert A .  Gottfried 

"A must for even a one-foot shelf of 
business books. . . . The  compilers 
are experienced men who realize the 
needs of business for accuracy in 
meaning of business words and 
phrases."-Library Journal. Absolutely 
accurate, up-to-date, and organized to 
give information quickly, this invalu- 
able book covers every field of busi- 
ness: accounting, advertising, banking, 
commodities, export, government, pub- 
lishing, investments, labor, law, ship- 
ping, the stock market, and many 
others. Ten appendixes contain tables, 
many available nowhere else. 409 
pages. $6.95 

THOMAS Y. CROWELL COMPANY 
201 Park Avenue South 
New York, N. Y. 10003 

SLA Directory of Members 
As of July 15, 1964 

Members $2.50 
Nonmembers $1 0.00 

(Specify Member's Name When Ordering) 

An alphabetical listing of 5,962 Sustain- 
ing and individual members of SLA- 
names, titles, company names or home 
addresses, and codes identifying mem- 
bers' Association affiliations and classes 
of membership. 

Supplementary material contains 1964-65 
Association, Chapter, and Division Offi- 
cers, Committee Chairmen, Special Rep- 
resentatives, staff, Hall of Fame mem- 
bers, Professional Award winners, and 
Past-Presidents as well as SLA Bylaws. 

Special Libraries Association 
31 East 10th Street, N e w  York 10003 

SLA Is United States Sales Representative for 
Selected Aslib Publications 

LOW COST PERIODICAL 
A N D  PAMPHLET FILES 

ALL SIZES S A M E  PRICE 

$3.18 per doz. any assortment desired. 
12 doz. or more, $2.88 per doz. 

FREE SAMPLE MAGAFILE sent upon 
request. You will receive it by return 
mail along with handy size-chart and 
additional details. NO obligation or sales- 
man follow-up. 

THE MAGAFILE CO. 
P. 0. BOX 3121 ST. LOUIS 30. M O .  

SPECIAL LIBRARIES 



A N E W  REPRINT 

U . S . Department of State 
Papers relating to the foreign relations of 
the United States. 
With the annual message of the President 
Also known as: Foreign Relations (MWL658) 

Years 1861.1942 . Washington, D . C . 1861-1956 
(including General lndex for the years 1861.1899. Appendices and Supplements) 

Cloth bound set . . . . . .  $6.400.00 
Paper bound set . . .  5,800.00 

Per year. paper bound 
Available Spring 1965 Auailable Fa11 1965 

Year 1861 .......... 
Year 1862 ( i n  2 parts) 
Year 1863 ( i n  2 parts) 
Year 1864 ( i n  4 parts) 
Year 1865 ( i n  4 parts) 
Year 1866 ( i n  3 parts) 
Year 1867 ( i n  2 parts) 
Year 1868 ( i n  2 parts) 
Year 1870 .......... 
Year 1871 .......... 
Year 1872 ( i n  6 parts) 
Year 1873 ( in  3 parts) 
Year 1874 .......... 
Year 1875 ( i n  2 parts) 

.......... Year 1876 
Year 1877 ( i n  2 parts) 

. . . . . . . . . .  Year 1878 
Year 1879 .......... 
Year 1880 . . . . . . . . . .  
Year 1881 ........... 
Year 1882 ........... 
Year 1883 ........... 

........... Year 1884 
Year 1885 ........... 

. . . . . . . . . . .  Year 1886 
Year 1887 ........... 
Year 1888 ( i n  2 parts) 
Year 1889 ........... 
Year 1890 ........... 
Year 1891 ....... 
Year 1892 ........... 
Year 1893 ........... 
Year 1894 ( in  3 parts) 
Year 1895 ( i n  2 parts) 
Year 1896 ........... 
Year 1897 ........... 
Year 1898 . . . . . . . . . . .  
Year 1899 . . . . . . . . . . .  
Year 1900 ........... 
Year 1901 ( i n  2 parts) 
Year 1902 ( in  3 parts) 
Year 1903 ........... 
Year 1904 . . . . . . . . . . .  

Year1905 .............. 
Year1906( in2par ts )  ... 
Year 1907 ( i n  2 parts) ... 
Year1908 .............. 
Year1909 .............. 
Year 1910 .............. 
Year 1911 .............. 
Year 1912 .............. 
Year 1913 .............. 
Year 1914 ( in  2 parts) . . .  
Year 1915 ( in  2 parts) ... 
Year l916( inZpar ts )  . . .  
Year 1917 ( i n  4 parts) . . .  
Year 1918 ( i n  7 parts) . . .  
Year 1919 ( i n  16 parts) . . 
Year 1920 ( i n  3 parts) . . .  
Year 1921 ( i n  2 parts) . . .  
Year 1922 ( in  2 parts) . . .  
Yea r l 923 ( i n2  parts) . . .  
Yea r l 924 ( i n2pa r t s )  ... 
Year l925( inZpar ts )  ... 
Yea r l 926 ( i n2pa r t s )  ... 
Year 1927 ( i n  3 parts) ... 
Year 1928 ( i n  3 parts) ... 
Year lgZg( in3par ts )  ... 
Year 1930 ( i n  3 parts) ... 
Year 1931 ( i n  5 parts) . . .  
Yea r l 932 ( i n5pa r t s )  ... 
Year 1933 ( i n  5 parts) ... 
Year 1934 ( i n  5 parts) . . .  
Year 1935 ( i n  4 parts) ... 
Year l936( inSpar ts )  ... 
Year1937(in 5parts) ... 
Year 1938 ( i n  5 parts) ... 
Yea r l 939 ( i n5pa r t s )  ... 
Year 1940 I i n  5 ~ a r t s )  . . .  
Year 1941 ( in  7 parts) ......... 190.00 
Year 1942 ( i n  7 parts) ......... 180.00 
Supplement: 1914/1920 (Lansing 

Papers) Paper bound i n  
2 parts ..................... 42.00 

General lndex t o  Years 1861-1899 
Paper bound ............... 30.00 

107; discount for orders received prior to April 1. 1965 

JOHNSON REPRINT CORPORATION 1 1 1 Fifth Ave., N.Y., N.Y. I 0003 

JOHNSON REPRINT COMPANY LTD . Berkeley Square House. London WI. England 
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throughout the world . . .  
AUSTRALIA FRANCE INDIA SWITZERLAND 
BELGIUM GERMANY ITALY U. K. 
CANADA HOLLAND SWEDEN U. S. A. 

EXPRESS TRANSLATION 
SERVICE 

meets the demands of science and industry at fixed, compet- 
itive rates 
e.g. from: RUSSIAN . . . . . . . . . . . . . . . . . .  $16.80 per 1000 words of original text 

FRENCH, GERMAN . . . . . . . . .  $14.70 per I000 words of original text 
JAPANESE* . . . . . . . . . . . . . . . .  $16.80 per 1000 Japanese characters 

All our translators and editors possess high academic qualifications and experience in their 
respective fields. We handle all European languages, Russian and Japanese* in science and 
technology, with particularly good coverage in Chemistry, Metallurgy, Geology, Physics, 
Electronics, Biology, Medicine, Pharmacology, and related subjects. 

' In Japanese our coverage i s  limited to Chemistry and related subjects. 

FOR COMPLETE PRICE LIST PLEASE WRITE TO: 

EXPRESS TRANSLATION SERVICE 
2 8  A L E X A N D R A  R O A D ,  L O N D O N ,  S . W . 1 9 ,  E N G L A N D  

Telephone : WIMbledon  8876 

.+ow "be 

1 9 6 4  P U B L I C A T I O N S  f r o m  
'j 
"# +.. . . .  

SPECIAL L I B R A R I E S  31 East 10th Street, New York, N. Y. 10003 
ASSOCIATION 

Picture Sources, Second Edition 
Celestine G. Frankenberg, Editor 

Commercial, library, government, industrial, trade association, and other sources 
of pictures are described in 703 entries giving address, telephone, name of person 
in charge, size and type of collection, and conditions of use. Includes "Picture- 
Finding Tools" for each general category, alphabetical, geographical, and subject 
indexes, and a visible thumb index. 224 p. $6.75 

Subject Headings in Advertising, Marketing, and Communications Media 
Elin B. Christianson and Edward G. Strable, Cornpilet-s 

Principal headings give a detailed analysis of the field for subject cataloging and 
indexing, while 132 basic file folder headings present broad coverage for vertical 
files. List of common sub-headings facilitates further breakdown. Instructions are 
set forth in "Practical Suggestions for the Beginner." Spacious format permits users 
to add their own notations. 9 6  p. $5.95 

SLA Is United States Sales Representative for Selected Aslib Publications 
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. . on record players 
E V A L U A T I O N  O F  R E C O R D  
P L A Y E R S  F O R  L I B R A R I E S ,  
SERIES 11-Library Tech 
Project's second appraisal of 1 
machines equipped wi th  ear-  
phones. General discussion o 
record  player  components 
Ratings, complete specifica- 
tions, prices, and photos 
f o r  all machines. 
L T P  Publication No. 8 . . . .  $6.00 

on photocopiers 
PHOTOCOPYING FROM BOUN 
VOLUMES, SUPPLEMENT No. 3 
Eva lua tes  6 recent  machines  t 
u p d a t e  LTP ' s  bas i c  s t u d y  of 
photocopying equipment, proce- 
dures, and materials . . .  $5.00 
Original report . . . .  $5.00 
Supplements 1 and 2, 

each . . . . . . . .  $2.00 

. on other vital library subjects 
PROTECTING THE LIBRARY AND I T S  RESOURCES- 
Reduction of fire and other hazards, by eminent fire protection 

. . . . . . .  engineers; guide to proper insurance $6.00 

ENLARGED PRINTS FROM LIBRARY MICROFORMS - A 
study, in depth, of available reader-printers for handling all micro- 

. . . . . . . . . . .  forms in library use today $4.00 

STUDY OF CIRCULATION CONTROL SYSTEMS - Including 
selection manuals for public, college and university, and special 

. . . . . . . . . . . . . . . . . .  libraries $2.50 

DEVELOPMENT OF PERFORMANCE STANDARDS FOR 
LIBRARY BINDING, PHASE I - Survey team report identifies, 
defines principal categories of library binding needing performance 
standards, specifications and acceptance tests . . . . .  $1.00 

AMERICAN LIBRARY ASSOCIATION 
50 East Huron St., Chicago, Illinois 60611 

DECEMBER 1964 



BRITISH 

MEDICAL JOURNAL 
Read the best British journal for complete coverage of research in 
medical science and trends in clinical medicine throughout the world. 

Published weekly. Annual Subscription $15.00. 

The British Medical Journal publishes also a number of specialist journals the 
following of which are listed below for your particular attention. 

BRITISH HEART JOURNAL. The Official Journal of the British Cardiac Society. Covers 
all aspects of cardiology, including anatomy, physiology, and pathology. One of the foremost 
cardiological journals in the English language. Annual Subscription (six issues a year), $14.00 
fin 1965). GUT. The Journal of the British Society of Gastroenterology. Covers the whole 
field of gastroenterology-alimentary, hepatic and pancreatic disease and papers may cover 
the medical, surgical, radiological or pathological aspects. Annual Subscription (six issues a 
year), $14.00 (in 1965). JOURNAL OF CLINICAL PATHOLOGY. The Journal of bhe As- 
sociation of Clinical Pathologists. Publishes specially commissioned articles on each branch of 
pathology with prominence given to its clinical application. Technical methods; notes on new 
or improved apparatus; book reviews. Annual Subscription (six issues a year), $14.00 (in 1965). 

THORAX. The Official Journal of the Thoracic Society. Publishes original work on diseases 
of the chest relevant anatomical and physiological studies by authors in Great Britain and 
many other countries. Annual Subscription (six issues a year), $14.00 (in 1965). JOURNAL 
OF MEDICAL GENETICS. A new journal publishing articles on clinical, statistical, patho- 
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Preface to the Standards 
For Specia I Libraries 
0 NE OBJECTIVE OF SPECIAL LIBRARIES ASSOCIATION, as stated in its By- 

laws, is the promotion of high professional standards. This relates to the 
competence and endeavor of individual members; it also pertains to the char- 
acteristics and performance of service units and organizations that are called 
such names as special libraries or information centers. Achievement of excel- 
lence can be assisted by measuring devices. At the Association's 50th annual 
convention in 1959, its Professional Standards Committee took initial steps 
toward provision of such assistance. 

The standards as here presented are not intended as a manual of operation. 
Neither do they set forth (except by inferace) specific quantitative measures 
which, if followed, give automatic excellence. Following the precedent of 
accreditation and other similar standards, the qualities to be sought are pre- 
sented instead, in a context that will point the way to their attainment. In 
operations of such variable parameters as special libraries, it is otherwise im- 
possible to achieve any degree of empirical validity. It is intended that senior 
organizational management be given a clear guide to the elements which are 
present in a successful special library; the degree to which these elements are 
supported is directly related to the quality of operation. 

It is hoped that this document will be of value to organizations considering 
establishment of a special library; to those reorganizing an existing facility; 
to professional library consultants in supporting their recommendations; to 
students of librarianship and information science; and to special librarians in 
their dialogues with executives of parent organizations. It should be under- 
stood that the phrase "special library" is not meant as strictly exclusive; the 
concept of "information center" as presently developing is to be read into 
this picture as well. Revision in the light of experience with these standards 
is planned. 

Acknowledgment and thanks are certainly due to many individuals-far 
too numerous to list. Many Association members participated in Chapter and 
Division committees which prepared early drafts. Additional dozens com- 
pleted the fact-finding survey questionnaire on which "profiles" of typical 
operations are being constructed; these profiles will be available later in a 
separate Association publication. The advisory committee to which succeeding 
drafts were submitted offered essential advice and modification. as did mem- 
bers of the Association's Advisory Council, which twice discussed the pro- 
~ o s e d  standards. The successive Chairmen of the Professional Standards Com- 
I 

mittee deserve particular gratitude: at the inception, Samuel Sass (Genera1 
Electric Company, Pittsfield, Massachusetts) and during the completion, 
Agnes Brite (New England Mutual Life Insurance Company, Boston, Massa- 
chusetts). Final was greatly aided by the editdrial assistance of 
Mary Allison. The key figure in the culmination of all effort was Professor 
Ruth S. Leonard (School of Library Science, Simmons College, Boston, Mas- 
sachusetts), whose devoted concern and constancy under pressure provided 
the writing of the final draft, approved September 25, 1964, by the Associa- 
tion's Board of Directors. 

%&om S. Bccdin#an 
President, Special Libraries Association 
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Objectives and Standards 
For Special Libraries 

I: Objectives 

THE SPECIAL LIBRARY IS A MAJOR SOURCE 
OF INFORMATION IN THE ORGANIZATION 
IT SERVES. 

The special library staff is responsible for 
providing the library materials and services 
designed to meet the information require- 
ments of the library's clientele in fields perti- 
nent to the purposes and work of the or- 
ganization. 

THE SPECIAL LIBRARY ACQUIRES, ORGAN- 
IZES, MAINTAINS, UTILIZES, AND DISSEMI- 
NATES INFORMATIONAL MATERIALS GER- 
MANE TO THE ORGANIZATION'S ACTIVITIES. 

The special library acquires materials and 
information for the organization's current 
and future needs. These materials must be 
organized for the most effective use by the 
library's clientele and staff. The library staff, 
when aware of the interests of its clientele, 
can bring pertinent materials and informa- 
tion to the attention of users before they are 
requested or in direct response to requests. 
Resources outside the library can also be 
called upon to answer users' needs. 

THE SPECIAL LIBRARY SERVES ALL WHO 
HAVE APPROPRIATE NEED OF ITS SERVICES. 

The objectives of the library regarding 
whom it is to serve and the services it is to 
provide should be clearly delineated, prefer- 
ably in writing. To be effective, these respon- 
sibilities must be reviewed periodically and 
revised in accordance with changes in the 
organization's activities and advances in li- 
brary and information technology. 

II: Staff 

The quality of the special library's person- 
nel is the most important factor in the ef- 
fectiveness of the library as an information 
center for an organization. The responsibil- 
ities and qualifications of personnel who are 
competent to carry out the objectives and 

functions of the special library are specified 
below. 

These functions are to: 

1. Determine library policies consistent with 
the objectives of the organization. 
2. Represent the library in the organization's 
administrative and planning sessions for the 
purpose of effecting changes in the library's 
operation. 
3. Interview and make final selection of all 
applicants for positions on the library staff 
in coo~eration with the res~onsible adminis- 
trative officer. 
4. Suggest salary ranges for the library staff 
and evaluate performance in accordance with 
organization policy. 
5. Train and supervise all staff members. 
6. Prepare job iescriptions that define duties, 
responsibilities, and requirements of all po- 
sitions. 
7. Maintain effective communication with 
and among all staff members and keep them 
informed about policy matters that affect - .  
their work. 
8. Provide for staff participation in interpret- 
ing the library's policies and services to the 
organization. 
9. Establish procedures for all operations 
essential for the efficient management of the 
library. 
10. Institute policies and assume responsi- 
bility for acquisitions, organization, and 
maintenance of the library's collection (Sec- 
tion 111). 
11. Plan, organize, and evaluate the library's 
services (Section IV) . 
12. Work with architects and planning spe- 
cialists on problems relating to space and 
equipment requirements of the library (Sec- 
tion V)  . 
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13. Plan and justify a budget (Secton VI) . 
14. Perform or supervise the services de- 
scribed in Section I V .  

THE SPECIAL LIBRARY ADMINISTRATOR 
SHOULD B E  A PROFESSIONAL LIBRARIAN 
WHO CAN, BY VIRTUE OF HIS EDUCATION 
OR SUBJECT SPECIALTY, EXPERIENCE, AND 

PERSONAL QUALIFICATIONS, SUCCESSFULLY 
CARRY OUT THE OBJECTIVES AND FUNC- 
TIONS OF THE SPECIAL LIBRARY. 

The administrator of a special library 
should hold a degree from a library school 
of recognized standing and have three years 
of professional experience in a special li- 
brary; or, he should be a subject specialist 
in the field pertinent to the organization's 
work who has demonstrated his professional 
competence through at least three years of 
professional experience in a special library. 
A combination of formal subject training 
and education in librarianship is desirable. 

The special library administrator must 
have administrative ability and a knowledge 
of, or an aptitude toward, an organization's 
functions and special areas of activity. Other 
qualifications include analytical ability, ca- 
pacity for investigation, and perseverance 
and thoroughness in searching for facts and 
information. Personal qualifications include 
judgment of a high order, flexibility, tact, 
poise, and initiative. These qualifications are 
important for all librarians. 

THE SPECIAL LIBRARY ADMINISTRATOR MAY 
DELEGATE TO STAFF LIBRARIANS ADMIN- 
ISTRATIVE AND SUPERVISORY DUTIES AND 
PROFESSIONAL RESPONSIBILITIES. 

When several librarians are on the staff, 
they may be charged with one or more of 
these responsibilities: 1) selection of mate- 
rials in special fields; 2) adaptation and im- 
plementation of cataloging, indexing, and 
:lassification principles and procedures ap- 
propriate to the library's collections; 3) ref- 
xence and bibliographic services; and 4) 
upervision of library assistants, trainees, 
znd clerical staff. 

Such responsibilities require knowledge of 
h e  subject literature and its organization, 
:omprehension of the library's resources, 
~bility to interpret the collection in the light 

of users' needs, and knowledge of reference 
and bibliographic methodology and the prin- 
ciples of cataloging and classification. 

STAFF LIBRARIANS SHOULD BE PROFES- 
SIONAL LIBRARIANS WHO CAN MEET CER- 
TAIN QUALIFICATIONS IN EDUCATION AND 

EXPERIENCE. 
A staff librarian should hold a degree 

from a library school of recognized standing, 
or he must have demonstrated the ability to 
adapt his subject or technical background to 
professional responsibilities through at least 
three years of experience in a special library. 

SPECIALISTS OTHER THAN LIBRARIANS MAY 
BE PART OF THE PROFESSIONAL LIBRARY 
STAFF. 

In large special library systems, optimum 
efficiency is attained through the employment 
of personnel who specialize in one or more 
of the services provided. In addition to sub- 
ject knowledge, usually on an advanced 
level in the subject field pertinent to the 
organization, they require other special skills. 
The special positions described below may 
be filled by staff members who may or may 
not be librarians. 

The  Literature Searcher utilizes his knowl- 
edge of the organization of the subject lit- 
erature and of the literature itself to make 
systematic searches, to locate specific facts, or 
to compile bibliographies. Formal library or 
bibliographic training is an asset in the effi- 
cient use and interpretation of the library 
collections, in organizing the results in bib- 
liographic form, and in writing reports of 
investigations. 

T h e  Tran~lator who is proficient in one or 
more foreign languages translates articles, 
reports, correspondence, and other material 
into English. 

The  Abstractor uses his writing and analyti- 
cal abilities to summarize the essential fac- 
tual content of articles and reports for card 
indexes and abstract bulletins. 

T h e  Indexer analyzes publications in depth 
by using special subject heading lists, the- 
sauri of descriptors, or special vocabulary 
systems developed for storage and retrieval 
by computer or other means. The indexer 
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may also develop codes for machine index- 
ing. 

The Information S p e m s  Specialist investi- 
gates new and changing techniques for 
handling information, particularly in the 
areas of computer programs, microdocumen- 
tation, flow charting, and statistical analy- 
sis. 

PROFESSIONAL STAFF MEMBERS HAVE A 

CONTINUING RESPONSIBILITY IN FURTHER- 
ING THEIR EDUCATION. 

In addition to being informed on current 
developments in librarianship and informa- 
tion technology, staff members should be 
encouraged and supported in programs of 
study and reading in the fields of knowledge 
related to the organization they serve. In 
some instances this program should take 
the form of formal courses; in others, self- 
study may be appropriate. 

Staff members should be encouraged to 
contribute to their fields by engaging in 
committee work, holding office, and attend- 
ing local and national meetings. Professional 
responsibilities include the communication 
of ideas and experiences through published 
papers and conference presentations. 

NONPROFESSIONAL STAFF ARE RESPONSI- 
BLE FOR THE CLERICAL TASKS THAT SUP- 
PORT THE PROFESSIONAL STAFF'S WORK. 

Some of the duties typically performed by 
clerical staff members are the following: or- 
dering publications, checking in and routing 
periodicals, circulating materials, filing pub- 
lications, cards, etc., preparing material for 
binding, performing photoduplication and 
messenger work, maintaining and requisi- 
tioning supplies, assisting in technical proc- 
essing, and secretarial work. 

Clerical staff members should have a high 
school education as a minimum and be 
formally trained in the use of typewriters 
and other business machines such as key 
punch. They should be selected with specific 
reference to the technical skills and per- 

sonal qualifications needed in the jobs they 
fill. 

THE PROPORTION OF NONPROFESSIONAL 
STAFF TO PROFESSIONAL STAFF DEPENDS 
UPON THE NUMBER OF PROFESSIONAL 
STAFF, THE SIZE OF THE COLLECTION, THE 

NATURE OF THE SERVICES, AND THE QUAN- 
TITY OF RECORDS MAINTAINED. 

T o  meet minimum standards, a division 
of professional and nonprofessional func- 
tions is necessary. The special library must 
have at least one professionally qualified 
librarian and one clerical worker. The rec- 
ommended ratio of nonprofessional staff to 
professional staff is three to two.1 As the 
library expands its collection and services, 
the special library administrator is responsi- 
ble for recommending the addition of both 
professional and clerical personnel. 

Ill: Collection 

The special library's collection consists of 
the information sources that are acquired. or- 
ganized, and administered for use by or in 
behalf of the library's clientele. 

Physically, the collection may include a 
variety of forms and types of materials, not 
all of which are appropriate to a particular 
special library; books, pamphlets, preprints, 
reprints, translations, dissertations and the- 
ses; periodicals, newspapers, press releases, 
indexing, abstracting, and other services, 
transactions, yearbooks, reports, directories 
of organizations; external and internal tech- 
nical reDorts: research and laboratorv 

a ,  

notebooks, archival materials; patents, trade- 
marks, specifications and standards ; audio- 
visual &terials (photographs, slides, pic- 
tures, motion pictures, filmstrips, tape and 
disc recordings) ; and special collections - 
(maps, sheet music, manuscripts, catalogs, 
legislative materials, clippings, microforms). 

THE SUBJECT COVERAGE OF THE SPECIAL 
LIBRARY'S COLLECTION IS INTENSIVE AND 

EXTENSIVE ENOUGH TO MEET THE CUR- 
RENT AND ANTICIPATED INFORMATION RE- 
QUIREMENTS OF THE LIBRARY'S CLIENTELE. 

The library's collection includes all basic, 
frequently used, and potentially useful ma- 
terials. The range of subjects covered is 
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determined by the objectives of the orga- 
nization; the depth of subject coverage in 
each field is governed by the nature of the 
organization's work. The special library ad- 
ministrator continually evaluates the scope 
and adequacy of the collection in the light 
of changes in emphasis or new dvelopments 
in the organization's activities. Centralizing 
pertinent materials in the library, rather than 
scattering them in office collections, is im- 
portant in effecting the basic goal of general 
accessibility of all sources of information. 
Occasional use of outside resources is neces- 
sary and desirable, but the criterion of im- 
mediate availability of materials demands 
major reliance upon the library's own re- 
sources. General reference works that sup- 
plement the library's special collections 
broaden the scope of the library's informa- 
tion services. 

THE SIZE OF A SPECIAL LIBRARY COLLEC- 
TION DEPENDS UPON THE AMOUNT OF 

MATERIAL AVAILABLE THAT IS PERTINENT 
TO THE ORGANIZATION'S SPECIAL NEEDS. 

The purpose and use of the special li- 
brary's collection influence its size. Some 
libraries need large reference collections, 
multiple copies, and works that have histori- 
cal value; others have highly selective col- 
lections, keep currently useful literature only, 
and retain only in microform older periodical 
sets and items of decreasing usefulness. 
Many libraries discard little used materials 
if they are available in the area. The rate 
and direction of growth of the library's 
collection should reflect the continuing re- 
quirements of the library's clientele. 

ACQUISITION POLICIES OF A SPECIAL LI- 
BRARY MUST BE ESTABLISHED WITHIN THE 

FRAMEWORK OF THE LIBRARY'S STATED 
OBJECTIVES. 

The special library administrator is re- 
sponsible for establishing specific acquisi- 
tion policies pertaining to depth and extent 
of subject coverage, types of materials, gifts, 
and exchanges. H e  is constantly alert to 
new sources for procuring special materials 
and he systematically reviews all announce- 
ments and listings of published materials. 
An efficient acquisition program requires 

sound business practices and well-organized 
acquisition records. 

Libraries in organizations that issue pub- 
lications may set up a program for the ex- 
change of publications with other organiza- 
tions. Procurement of individual titles or 
volumes on an exchange basis may be ac- 
complished through a central clearinghouse 
or through cooperative arrangements with 
individual libraries or institutions. Both so- 
licited and unsolicited gifts that add strength 
to the collection are desirable, provided no 
restrictions concerning their use or disposi- 
tion are imposed. 

The special library administrator can an- 
ticipate information needs if he is kept in- 
formed about all activities and future plans 
of his organization. Participation in plan- 
ning sessions and discussions with subject 
specialists in the organization are essential to 
a continuing acquisition policy. 

THE SPECIAL LIBRARY STAFF IS RESPONSI- 
BLE FOR THE EFFICIENT ORGANIZATION OF 

MATERIALS AND FOR MAKING AVAILABLE 
THE CATALOGS, INDEXES, AND GUIDES 
NEEDED FOR PROMPT ACCESS TO THE MA- 
TERIALS AND THE INFORMATION CON- 
TAINED IN THEM. 

Basically, effective organization and con- 
trol of materials require: 1 )  identification or 
bibliographic description of each item; 2) 
subject or content analysis; and 3) classifica- 
tion or provision for logical physical ar- 
rangement of the collections. 

Policies and procedures for making mate- 
rials and information accessible differ ac- 
cording to physical form, subject content, 
and use. Standard systems and procedures in 
cataloging and classification can sometimes 
be used, especially for book collections. 
Modifications of the basic principles of de- 
scriptive and subject cataloging and classi- 
fication may be needed, however, for many 
special collections. The nature of informa- 
tional sources in special libraries often re- 
quires the creation of unique and special 
systems. 

Access to some parts of the collection and 
to special information may be through pub- 
lished indexes and abstracts. In many cases, 
a library must create its own indexing sys- 
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tems to meet its organization's own special 
needs. Greater efficiency may be attained 
through the use of new tools such as elec- 
tronic data processing machines. 

IV: Services 

The special library functions as a service 
unit that provides information to further 
the objectives of the organization it serves. 
Its total service program is a dynamic one 
in which the staff anticipates needs and 
often obtains and presents pertinent informa- 
tion and materials before they are requested. 
It achieves its objective through reference 
and bibliographic services, flexible policies 
concerning loans and distribution of library 
materials, efficient dissemination of informa- 
tion, and other activities that encourage pro- 
ductive use of the library's resources. 

Inquiries can take the form of requests 
for particular publications, for specific facts 
or data, or for information on explicit sub- 
jects. The special library staff selects and 
assesses materials relevant to an individual's 
need. The special library's reference service 
relies upon the staffs special knowledge and 
experience, their knowledge of the subject 
interests and working methods of the li- 
brary's clientele, the library's collection, and 
agencies or individuals outside the organiza- 
tion that can supplement the library's re- 
sources. Answers to requests may involve a 
time span of several minutes to several hours, 
or longer. 

REFERENCE SERVICES INCLUDE LITERATURE 
SEARCHING, COMPILING BIBLIOGRAPHIES, 
ABSTRACTING, AND INDEXING. 

Literature searches conducted in response 
to specific requests may result in a selected 
or comprehensive list of references, a formal 
bibliography, a report of the information ob- 
tained, or collected publications for exam- 
ination. Guidance may be offered to a client 
who wishes to perform his own literature 
search. When necessary, the literature 
searcher may use the resources of other li- 

braries, or the library may arrange for an 
outside agency to conduct a literature search. 

T o  meet current and future needs the 
special library staff may on its own initiative 
prepare selective or comprehensive bibli- 
ographies, with annotations or abstracts. 
When commercial indexing and abstracting 
services are inadequate for a particular 
library's needs, the special library staff com- 
piles continuing bibliographies, indexes, ab- 
stracts, or digests of pertinent current litera- 
ture as an efficient means of providing its 
clientele with needed information. Provision 
of speciaI indexes to sources of information 
and to specific data is also an important 
reference function. 

THE SPECIAL LIBRARY LENDS ITS MATERI- 
ALS, WITH THE POSSIBLE EXCEPTION OF 

REFERENCE SOURCES AND OTHER DESIG- 
NATED RESTRICTED ITEMS. 

The library's loan service includes an effi- 
cient charging and recall system, with pro- 
vision for filling clients' requests promptly. 
Loan policy must be flexible enough to per- 
mit maximum use of materials. The library 
may have a separate document control sys- 
tem for classified technical reports and other 
restricted library materials. 

As a substitute for lending individual 
items, the library may provide photocopies. 
It is essential that the library comply with 
"fair use" practices as applied to copyright 
material. 

THE SPECIAL LIBRARY PROVIDES PROMPT 
TRANSLATION SERVICE. 

If a translation requested is not readily 
available, the special library calls upon a 
qualified staff member or a commercial trans- 
lation service to furnish it. 

NEEDED PUBLICATIONS THAT ARE UNA- 
VAILABLE IN THE LIBRARY OR IN THE OR- 
GANIZATION MAY BE OBTAINED FROM AN- 
OTHER LIBRARY OR INSTITUTION. 

Special libraries in communities that have 
large general library resources may depend 
upon other libraries for materials of periph- 
eral subject interest. The staff is responsi- 
ble for maintaining detailed information 
about sources for all types of materials and 
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for establishing a cooperative, reciprocal in- 
terlibrary loan program with other libraries, 
in accordance with the American Library As- 
sociation Interlibrary Loan Code. Libraries 
or other institutions may prefer to furnish 
library materials as photocopy or in micro- 
form rather than lend original publications. 

AN EFFECTIVE SYSTEM FOR MAXIMUM 
UTILIZATION OF CURRENT PERIODICAL LIT- 
ERATURE IS AN INTEGRAL PART OF THE 

SPECIAL LIBRARY'S SERVICE PROGRAM. 
The system adopted will depend upon 

the nature and extent of periodical use, 
number of users, and other local factors. One 
or more of the following systems may be 
appropriate: display of periodicals in the 
library, prompt routing on a regular basis 
to spccific individuals, routing or distribu- 
tion of tables of contents pages, distribution 
of a selected list of articles or an abstract 
bulletin, or purchase of multiple subscrip- 
tions for individuals or groups. 

Many organizations pay for employees' 
memberships in societies through which 
journals and other publications are received. 
It is often possible for the library to enlarge 
its collection by making arrangements with 
such individuals to utilize these publications. 

CONSULTING ACTIVITIES MAY BE ADDED 
RESPONSIBILITIES FOR THE SPECIAL LIBRARY 
STAFF. 

As information specialists in the organi- 
zation, professional staff members may act 
as consultants to individuals or groups who 
are concerned with organizing personal in- 
formation files or retrieval systems. The staff 
may also assist research workers by suggest- 
ing other sources or agencies for materials 
and information beyond the scope of the 
library's own resources. 

THE SPECIAL LIBRARY IS RESPONSIBLE FOR 

INFORMING ITS CLIENTELE OF ITS RE- 
SOURCES. 

Specific items of special pertinence can be 
brought to the attention of individuals 
through the display of materials, direct rout- 
ing, acquisition lists of new materials, 
selective lists, and other bulletins. New serv- 
ices provided by the staff should be publi- 

cized in appropriate publications including 
library bulletins or the organization's news- 
letter or employee publication. Orientation 
of new personnel in the organization may 
include personal instruction or distribution 
of a brochure describing the library's hold- 
ings and services. 

V: Physical Facilities 

The special library needs adequate facili- 
ties in a physical environment conducive to 
optimum use of the library's collections and 
services. In planning a new library or a 
relocation or expansion of existing quarters, 
the best results can be achieved through di- 
rect consultation between the special library 
administrator and the space-planning group 
of the organization. The special library ad- 
ministrator is responsible for a precise and 
realistic statement of the physical require- 
ments for collections, services, and staff ac- 
tivities. 

Location 

THE SPECIAL LIBRARY SHOULD BE CON- 
VENIENTLY LOCATED FOR ITS USERS. 

Direct contact between clients and the li- 
brary is usually necessary, although other 
means of communication may be used ef- 
fectively. 

LONG-TERM PLANNING FOR THE LOCATION 
OF THE SPECIAL LIBRARY IS IMPORTANT. 

Initial choice of the library's location must 
permit space expansion for at least five 
years. As an organization grows, the scope 
and activity of its library may also increase. 
Anticipation of this growth factor will elim- 
inate the necessity of frequent moving of 
equipment and materials inherently diffi- 
cult to move. 

PROVISIONS FOR THE SAFETY OF LIBRARY 
MATERIALS AND FOR EFFECTIVE WORKING 
CONDITIONS FOR STAFF AND USERS ARE 
NECESSARY. 

The special library administrator, in con- 
sultation with the architect and engineer, 
must plan for the particular structural and 
installation features necessary for the li- 
brary's service program. Special attention to 
the following is required: I )  floor loads 
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within structural allowances; 2) quarters 
free from machinery vibrations, outside 
noise, and odors; 3) adequate ventilation 
and moisture control for the preservation of 
library materials; 4) proper quantity and 
quality of illumination for reading, study, 
and reference use of library materials; 5 )  
appropriate placement of outlets for electric 
equipment; and 6) the control of sound 
by acoustical treatment of ceilings, floors, 
and partitions. 

Space and Equipment 

The layout of a functional, efficient li- 
brary is the joint responsibility of the special 
library administrator and the space-planning 
group of the organization. Allocations of 
space vary, but they must allow for three 
major fields of activity: 1 )  space for the 
library's service functions, e.g., reference, 
reading and study, loan services; 2) space 
for storage, e.g., shelving and filing of the 
library's collections; and 3) space for tech- 
nical processes, e.g., acquisition, cataloging, 
etc. 

The amount of floor space and specific 
requirements for each function are calcu- 
lated on the basis of standard specifications 
(see Appendix) and on the knowledge and 
experience of the special library administra- 
tor. He  can also recommend both standard 
library equipment and equipment of special 
design. 

The reference functions of the library re- 
quire equipment for the library's reference 
resources in a convenient location with ade- 
quate space to facilitate their use. Desk 
space for reference personnel, space for cata- 
logs, indexes, and other special equipment, 
e.g., dictionary and atlas stands and file cab- 
inets, for parts of the reference collection 
are also needed. 

Necessary equipment includes a separate 
service desk for the loan and return of li- 
brary materials. Microfilm and Microcard 
readers and photocopiers for the use of staff 
and clientele may be located in the reference 
and loan service areas or in an adjacent par- 
titioned space. 

Adequate table space in a quiet area 
must be provided for individuals who use 
the library for reading, study, or research. 
Provision for individual study tables or car- 
rels and for ready access to current issues of 
periodicals is also desirable. 

The stack area for the book and periodical 
collections must be conveniently located and 
open for reader use. For security and proprie- 
tary reasons, a separate area to which limited 
access is provided may be required for tech- 
nical reports, classified documents, labora- 
tory notebooks, rare books, or archival ma- 
terials. 

The special library administrator can esti- 
mate present shelf requirements on the basis 
of standard formulas (see Appendix). He  
sets up retention and discard schedules, esti- 
mates the growth rate of the collection, and 
forecasts the number of additional shelves 
needed within a given time. If less used ma- 
terials are retained, they may be stored in a 
separate stack area where space may be less 
valuable or floor load allowance greater. 

A variety of library materials may be 
stored in filing cabinets. Special equipment 
for filing informational materials other 
than those in conventional "book" form is 
necessary. 

The amount of office space needed de- 
pends in large part upon the number of the 
professional and clerical staff who perform 
the "behind-the-scenes" functions of the li- 
brary. This area is used for the acquisition, 
cataloging, classification, and indexing of 
library materials, physical processing of the 
materials, preparation of books and periodi- 
cals for binding, and general clerical and 
secretarial work. It should be located where 
the necessary noise and movement will not 
be distracting to the library's clients. Ample 
desk, table, counter, cabinet, shelf, and aisle 
space, and appropriate placement of equip- 
ment are necessary to provide efficient work- 
ing conditions for the professional and cleri- 
cal staff. 
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VI: Budget 

THE BUDGET OF A SPECIAL LIBRARY SHOULD 
BE BASED ON RECOMMENDATIONS OF THE 

SPECIAL LIBRARY ADMINISTRATOR. 

The initial analysis of the library's respon- 
sibilities and recommendations for budgetary 
support should come from the library ad- 
ministrator, whether the library has a sepa- 
rate budget or the allocations are part of the 
budget of a larger unit. The final budget is 
the joint responsibility of the library admin- 
istrator and his immediate superior. They 
must agree upon the desired scope and extent 
of the library's services and the estimated 
and allowable costs of those services in terms 
of staff, library materials, supplies, operat- 
ing expenses, and professional association 
expenses. 

If a s~ecial  librarv meets the standards for 
L 

staff, library materials, and services, the por- 
tion of the library budget assigned to salaries 
will normallv fall within the 60-79 ver cent 
range,2 provided overhead is not charged to 
the library budget. This ratio will assure a 
staff with-the necessary qualifications to pro- 
vide the services described in this document. 
Some variation in ratios must be expected 
for special libraries that receive a large per- 
centage of their materials without cost. The 
initial budget for a new library will require 
a considerably larger percentage of the whole 
for basic library materials and capital ex- 
penditures. The initiation of programs in 
new subject areas will require increased ex- 
penditures for publications. 

The spending of the budget allocations 
rests upon the professional knowledge and 
judgment of the library administrator. He 
may himself manage the financial records 
necessary to carry out his responsibility for 
financial administration of the library. In 

any case, he maintains close liaison with the 
organization's accounting department or busi- 
ness office. 

Appendix: Standard Specifications 

STACK AND OTHER SHELF AREAS 
Live load for shelving and books: 150 
pounds per square foot3 

Dimensions of shelving 
Height 

7y2 feet: 7 shelves 
3% feet (counter height) : 3 shelves 

Width of shelf: 3 feet 
Depth of shelf: 8, 10, 1 2  inches 

Stack area 
Each section: 7 shelves ( 3  feet wide) 
Each range: no more than 5 double-faced 

sections or 15 feet 
Minimum aisle space between ranges of 

parallel stacks: 3 feet 

Shelf requirements 
Number of volumes per foot: The follow- 

ing figures taken from suggestions of 
three manufacturers of shelving as 
quoted by Randal14 show the average 
number of books or periodical volumes 
that occupy one foot of shelf space. 

Reference 6-7 
Economics 7-8 
Technical and scientific 6 
Law 4-5 
Bound periodical vols. 5 

Number of volumes per standard section 
(?'?I2 feet high, with 7 shelves, 3 feet 
wide) : Calculations should be based on 
shelves being no more than two-thirds 
full. The following figures represent 
the average capacity for books per 
standard section, 7 shelves, two-thirds 
full. Sections containing oversize books, 
quarto or larger, will not take 7 shelves. 
Calculations should take into account a 
proportionately lower figure based on 
the ratio of oversize books. For pe- 
riodicals the number of shelves per sec- 
tion is usually 6 and sometimes 5. The 
figure for periodicals is based on one 
title per shelf. Calculations should be 
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based on 15 volumes per shelf for any 
title extending more than 3 feet. 

Reference 84-98 
Economics 98-112 
Technical and scientific 84 
Law 56-64 
Periodical vols. 60 (6  shelves) 

GENERAL SPACE REQUIREMENTS 
(The following figures cover only the areas 
described and do not include overlapping 
aisle space.) 

Aisles and passageways 
Between reading and study tables 

4 feet, if 1 chair 
5-6 feet, if 2 chairs, back to back 

Between tables and walls: 5 feet 
Aisles at end of tables: 3%-4 feet 
In front of loan service desk: 4 feet 
In front of card catalog: 5 feet 
In front of files : 3 feet 
Between facing files : 4 feet 
Between staff desks: 4 feet 
Between staff desks in horizontal row: 

2-3 feet 

Area for technical processes 
Allotment for each person to include desks, 

work tables, shelves, etc., and passageways: 
125 square feet 

Location Footcandles5 
Reading room 70 
Storage (shelves and files) 30 
Staff areas 70 

CITATIONS 
1. Based on findings of the Special Libraries As- 
sociation's Professional Standards Committee's 
Survey of Selected Libraries, 1964 (unpublished). 
2. Derived from a study of responses to Special 
Libraries Association's Professional Standards 
Committee's Survey of Selected Libraries, 1964 
(unpublished). Figures adjusted to eliminate 
overhead. 
3. AMERICAN STANDARDS ASSOCIATION. American 
Standard Building Code Requirements. . . A58.1- 
1955. New York: 1955, p. 8. 
4. RANDALL, G. E. Library Space and Steel Shelv- 
ing. In Lewis, C. M., ed., Special Libraries and 
How to Plan and Equip Them. New York: Spe- 
cial Libraries Association, 1963, p. 18. 
5 .  Based on ILLUMINATING ENGINEERING SO- 
crsn .  IES Lighting Handbook: The  Standard 
Lighting Guide, 3d ed. New York: 1959, Fig. 
9-53 (p. 9: 80) ;  see also p. 12, 21-6. 

Reference Data for 
Government Contractors 

RICHARD S. HULEATT 

C H A L L E N G E  con-  contractor. The many sources of data and A fronting business the multitude of varying procedures for ob- 
and industry, which tests taining data from each procuring activity 
the resourcefulness of the tend to confuse a contractor more often than 
special librarian, is that assist him in completing of a bid or contract. 
of readily providing re- Inability to readily obtain and thus be able 
quired reference data for to interpret requirements, can lead to misap- 

use on government bids, proposals, and con- plication of requirements resulting in loss of 
tracts. bid, proposal, or contract, rejection of the 

No formal courses describing methods of final product, or increased cost to the gov- 
acquisition or the application of this data are ernment and resultant loss of profit and 
available to a company that is a government prestige to the contractor. It is absolutely es- 

T h e  author is the Szlpervisor o f  the LFE Document Center, Laboratory for  Electronics, 
Inc., i n  Boston, Massacht~setts. 
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sential, therefore, that companies have a 
proven method for access to and storage of 
the data they need to use for their govern- 
ment business and that the data acquired is 
current and complete. 

A prerequisite to proven and continued 
availability of reference data is the establish- 
ment of a single company control office to 
serve the needs of the entire company. 
Whether the control office is part of a com- 
pany library, technical information center, 
or  related area is not particularly important, 
although highly desirable. The major crite- 
rion is that it is a specialized information 
center and procedures for its administration 
are not applicable to a conventional library 
system. It is truly a special library. 

The purpose of the control office is pri- 
marily to supply, control, and monitor re- 
quired data to assist in the completion of 
specific contracts. The control office, how- 
ever, consolidates all contract requirements 
for the entire company, representing con- 
siderable savings because less material and 
effort are needed and duplicate control of- 
fices are not required. 

The following steps are suggested for 
those interested in providing their companies 
with a control office to meet the needs of 
their government business. 

Step 1 : Definitions 

The following definitions are excerpts 
from those contained in USAF S-1-5-l,l 
unless otherwise noted. 

CONTROL OFFICE: 
T h e  office delegated at a contractor's installation 
to consolidate data requirements, prepare and 
submit requisitions, receive and distribute speci- 
fications and related publications. 
1. The  contractor's plant will establish one con- 
trol office to submit requests and receive data for 
the installation. 
2. The requirements for specifications and related 
publications are dependent on the assigned or 
contracted mission of the organizations located at 
an installation. Therefore, each organization 
within an installation will determine its require- 
ments and submit them to the control office for 
consolidation. 

REFERENCE FILE: 
A temporary, limited file of specific specifications 
and related publications for use on a given project 
at operational level. Files will be established de- 
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pendent upon need and justification. The number 
of files will be held to a minimum consistent with 
operating needs. 

AUTOMATIC DISTRIBUTION: 
Submission of a subscription list (or requirement 
tables) is the means of establishing distribution 
of future issuances of specifications and related 
publications. 

REQUISITIONS: 
The method used to order requirements of speci- 
fications and related publications for initial files 
or one-time use only. 

APPROVAL: 
The control office will review and approve or dis- 
approve all requirements. The consolidated re- 
quirements must be signed signifying a justified 
need. The signature may be that of any person 
charged with the responsibility of approving such 
requests for the installation. 

CONTROL OF DATA: 

When documents are removed from files, action 
will be taken to ensure that file room personnel 
have knowledge of the location of borrowed rna- 
terial. 

PROPERTY ACCOUNTABILITY: 

"Publications and forms are organizational-not 
personal-property. They will not be issued to 
individuals unless specifically authorized."2 

Step 2: Idexes and Reference Sources 

The following is a listing of reference 
sources used by the control office. While as 
many pertinent documents have been listed 
here as possible, some specialized indexes 
peculiar to a particular procuring activity 
may be applicable and should be obtained 
also. (There are numerous such specialized 
departmental indexes.) 

GENERAL 

Department of Defense Index of Specifications 
and Standards (DODISS)  

All material listed is available from the 
DOD-SSP Single Stock Point, NSD, Philadel- 
phia. Available from Government Printing Of- 
fice,' $25 per year includes bimonthly supple- 
ments. 

FSC Listing of D O D  Standardization Documents 
(FSC L I S T I N G )  

Formerly vol. I11 of DODISS. Particularly 
useful for cross-referencing by Federal Supply 
Classification and for subscription requirements. 
Available from GPO, $11 per year includes bi- 
monthly supplements, catalog no. D 7.14/2:964. 

Defense Standavdization Mdnud  ( M 2 0 0 A )  
Describes policies and procedures for gen- 

eration and processing of standardization docu- 
ments contained in DODISS. Available from 
GPO, $6 for indefinite period. 
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lndex of Federal Specifications, Standards and 
Handbooks 

Available from GPO, $1.50 per year includes 
monthly supplements. 

lndex of Specifications Cancelled or Superseded 
from I Jan 1947 to 4 Feb 1960 

Available from GPO, 75d each. 
U.  S. Government Purchasing, Specifications, and 
Sales Directory 

Available from GPO, catalog no. SBA 1.13/ 
3:963, 601 ea. 

U. S. Government Organization Manual 
Available from GPO. catalog no. GS 4.109: - 

964, $1.75 ea. 
hrBS Indexes (National Bureau of Standards) 

~vai lable '  from GPO : 
1901 to 1947, catalog no. C 13.4:460, $1.25 ea.; 
1947 to 1957, catalog no. C 13.4:460/supp 14, 
$1.50 ea.; 1957 to 1960, catalog no. C 13.10: 
240, $2.25 ea.; 1960 to 1963, catalog no. C 
13.4:460/supp 21, apply. 

GPO Monthly Catalog 
Lists publications issued by the various gov- 

ernment agencies. Available from GPO, $4.50 
per year includes monthly supplements. 

P ~ i c e  Lists 
Available from GPO, free on request. 

Selected publications for sale by GPO: 
No. 19 Army Field Manuals and Technical 

Manuals 
No. 36 Government Periodicals 
hTo. 63 Navy, Marine Corps and Coast Guard 
No. 64 Scientific Tests and Standards 
No. 79 Aviation 
No. 82 Radio and Electricity 
No. 84 Atomic Energy 
No. 85 Defense 

Standardization Activities in the United States 
Lists many of the industrial societies; gives 

description and address of each. Available from 
GPO, catalog no. C 13.10:230, $1.75 ea. 

Scientific Information Activities of Federal Agea- 
cies (NSF Series) 

A series of bulletins by the National Science 
Foundation describe the policies and practices of 
Federal agencies. Available from GPO at prices 
indicated: 
NSF 59-58: Department of Commerce, Part I, 

104 
NSF 60-9: Government Printing Office, 54 
NSF 60-56: National Science Foundation, 104 
hTSF 60-58: Department of Commerce, Part 11, 

20d 
NSF 60-59: Department of Commerce, Part 111, 

106 
NSF 61-12: Federal Communications Commis- 

sion, 56 
NSF 62-17: U .  S. Air Force, Part 11, 206 
NSF 62-19: Federal Aviation Agency, 10C 
NSF 63-16: U .  S. Air Force, Part IV, 206 
NSF 63-38: U .  S. Atomic Energy Commission, 

151 
NSF 63-42: U .  S. Navy, Part I, 256 

NSF 63-43: Office of Naval Research, Part 11, 
156 

NSF 63-4s: U .  S. Air Force, Part I, 25& 
NSF 63-53: U .  S. Navy, Part 111, 156 

AIR FORCE 

Air Force Technical Order Indexes (See T.O. 
0-1-01 for categories) 

USAF S-15-1: Air Force Logistics Program for 
Engineering Data 

T.O. 00-5-2: Distribution and Storage of AF 
Technical Order System Publications 

S-2A-1: Index of USAF Stock Lists, Department 
of Defense Federal Supply Catalogs and Re- 
lated Cataloging Publications 

AFR 0-2: Numerical Index of Standard Air 
Force Publications 

AFR 0-4: Index of Specialized, Recurring, Mis- 
cellaneous and Other Government Agency 
Publications Applicable to the Air Force 

AFR 0-6: Subject Index of Air Force Publica- 
tions 

AFR 0-9: Numerical and Functional Index of 
Departmental Forms 

AFLCR 0-2: Numerical Index of AFLC Stand- 
ard Publications 

AFLCR 0-9: Numerical and Functional Index of 
AFLC Forms 

AFSCR 0-2: Numerical Index of AFSC Stand- 
ard Publications 

AFSCR 0-9: Numerical and Functional Index of 
AFSC Forms 

These and similar Air Force indexes are avail- 
able through the local Air Force Contract Manage- 
ment District, Administrative Contract Officer 
(ACO), or the Air Force Plant Representative 
(AFPR). 
Handbooks of Instruction (Air Force) : 

AFSCM 80-1, for Aircraft Designers 
AFSCM 80-3, for Aerospace Personnel Sub-Sys- 

tem Designers 
AFSCM 80-5, for Ground Equipment Designers 
AFSCM 80-6, for Ground Support Equipment 

Designers 
AFSCM 80-7, for Aerospace Vehicle Equipment 

Designers 
AFSCM 80-8, for Missile Designers 
AFSCM 80-9, for Aerospace Systems Design 
These handbooks are available on application by 

defense contractors to: Systems Engineering Group 
RTD (SEPH) , Wright-Patterson AFB, Ohio 
45433. 

NAVY 

N A V  WEPS 00-25-543 
List of Standard Drawings approved by the 

Bureau of Naval Weapons 
hrAVWEPS 00-25-544 

List of Specifications and Standards (book 
form) approved by the Bureau of Naval Weap. 
ons 

N A V S A N D A  PUBLICATION 2002 
Navy Stock List of Publications and Forms. 
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See Check List of Effective Sections contained 
in this publication for applicable sections and 
parts. 
These are available through Navy procurement 

activities as contract requirements dictate. 

ARMY 

D A  Pamphlet 310-4 
Index of Army technical manuals, technical 

bulletins, etc. This is available through Army 
procurement activities as contract requirements 
dictate. 

Military Handbooks: 
MIL-HDBK-161, Electronic Communication 

Equipment Directory 
MIL:HDBK-162, 
MIL-HDBK-172, 

Directory 
MIL-HDBK-216, 

Fittings 
MIL-HDBK-300, 

Directory 
These and other 

 ad& Equipment Directory 
Electronic Test Equipment 

RF Transmission Lines and 

Aerospace Ground Equipment 

militarv handbooks are avail- 
able from DoD-SSP, NSD, Philadelphia, or through 
the procuring activity. 

INDUSTRIAL SOCIETIES 

AMS Index (Aerospace Material Specifications In- 
dex) 

Available from: Society of Automotive Engi- 
neers, 485 Lexington Ave., New York, N.  Y.  
10017. 50d ea. Other SAE indexes on request. 

ASTM lndex 
Available from: American Society for Testing 

and Materials, 1916 Race St., ~h i i ade l~h ia ,  P;. 
19103. Free (extra copies $1 ea.). 

EIA lndex 
Available from: Electronic Industries Associa- 

tion, Room 2260, 11 West 42nd St., New York, 
N. Y. 10036. Free. 

ASA lndex 
Available from: American Standards Associa- 

tion, 10 East 40th St., New York, N. Y. 10016. 
Free. 

NEMA Index 
Available from: National Electrical Manufac- 

turers Association, 155 East 44th St., New York, 
N. Y. 10017. Free. 

A'AS lndex (National Aerospace Standards) 
Available from: National Standards Associa- 

tion, 1321 Fourteenth St., N.W., Washington, 
D .  C .  20005. $1. 

AGMA lndex 
Available from: American Gear Manufacturers 

Association, 1 Thomas Circle, N.W.,  Washing- 
ton, D. C. 20005. Free. 

U L  lndex 
Available from: Underwriters Laboratories, 

Inc., Chicago, New York, or San Francisco of- 
fices. Free. 

MPI Index 
Available from: Metal Powder Industries 
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Federation, 60 East 42nd St., New York, N .  Y. 
10017. Free. 

ASME lndex 
Available from: American Society of Me- 

chanical Engineers, United Engineering Center, 
United Nations Plaza, New York, N .  Y. 10017. 
Free. 

Defense Standardization Manual M200A, 
Appendix IK, now lists all industrial socie- 
ties that are cleared and approved as DOD 
sources. 

Nearly all the industrial societies and the 
Government Printing Office make use of 
coupons for the sale of documents. As this 
is a convenient method of ordering docu- - 
ments as they are required, it is suggested 
that an ample supply of coupons be main- 
tained. 

Step 3: Establishing the Official Company 
Control Office 

To establish that there will be only one 
company control office responsible for refer- 
ence data, it is a good idea to first clear this 
requirement with company management. 
Many companies provide for a directive, 
manual, or outline on how to accomplish 
basic functions within the company to main- 
tain a uniformity of practices. This is the 
area that should be completed and approved 
prior to attempting to establish a control 
office. With the support of a standard prac- 
tice or procedure, there will be fewer prob- 
lems explaining to others the function the 
office is attempting to fulfill. 

A sample statement reads: "The ABC 
Company Control Office is the official com- 
pany control office responsible for the ob- 
taining, distribution, and maintenance of 
government reference data required by bids, 
proposals, and contracts. All requests for 
government reference data will be forwarded 
to the ABC Company Control Office for 
supply action." A listing of typical docu- 
ments the office can provide might be added 
(see Step 7 ) .  

Step 4: Standard Procedure for Review of 
Data 

The control office must be able to monitor 
all data that enters the company from various 
sources and all data requirements as refer- 
enced in each bid, proposal, and contract. 



The basic rules for accomplishing this are: 
1. The control office (or someone delegated 
by the control office) reviews and makes a 
record of all data "packages" received with 
bids, proposals, and contracts. A record is 
made of the person who will have the docu- 
ments, and they are stamped with the con- 
trol office identifying rubber stamp so that 
they will be returned there for filing after 
immediate use. This ensures having the ma- 
terial on file should the need arise at a later 
date. 
2. Bids, proposals, and contracts are re- 
viewed for data that is required but not con- 
tained in the data "package." This material is 
then requisitioned immediately in accordance 
with instructions as indicated by the bid, pro- 
posal or contract. 
3. A memo or notice from the control office 
may be forwarded to the applicable bid 
team, marketing, or contract administration 
office, indicating the revisions of govern- 
ment documents in effect at the time of 
invitation for bid. (The revision of govern- 
ment documents in effect at the time of in- 
vitation for bid is the legal revision to which 
the contractor is contractually bound unless 
otherwise specified in the terms of the con- 
tract.) Utilization of a standard bid review 
form is an asset for control office records, 
the bid team, and for future company ref- 
erence. 
4. All company personnel are informed of 
the control office function, and all other 
areas are prohibited from directly contacting 
government agencies for data unless other- 
wise permitted or coordinated by the control 
office. This will avoid embarrassment to 
both the individual and the control office by 
ensuring that all requests for data are re- 
viewed and justified before ordering as well 
as avoiding any duplicate requests for the 
same material. 

It is this step which will determine the 
specific procuring activities and government 
agencies with which the office will be pri- 
marily in contact and those specific proce- 
dures required for ordering data. 

Step 5: Standard Operating Procedures 

Avoid verbal instructions for handling 
data for control office personnel who will be 

processing material. Establish a set of rules 
such as how to process requests for data, 
how to determine the latest revision of a 
document, what records to maintain, what 
forms to use and so on. Standard operating 
procedures will save much time. A suggested 
list of procedures might include: 

1 Charter (explain what the office is doing) 
2 Automatic distribution of documents 
(such as QPL's to Purchasing-a must!) 
3 Ordering documents (how to do it) 
4 Ordering Air Force technical orders (spell 
out special ordering instructions required for 
certain types of publications) 
5 Handling classified material 
6 Maintenance of superseded or cancelled 
documents 
7 Local directory for ordering data 

Step 6: Filing 

Some reference data files I have seen have 
been quite unusable because the individual 
responsible for initiating or maintaining 
them had no concept of normal filing se- 
quence or simply filed data according to his 
own needs. 

Data filed by the control office should be 
filed in the same sequence as it is found in 
the index for that material. Regular military 
specifications and standards consist of about 
5 to 30 pages and fit neatly in a standard 
file folder for regular letter-size files. Book 
form documents, which are too bulky for 
regular files, should be placed in bookcases, 
in normal filing sequence. Sheet form docu- 
ments, such as MS drawings or QPL's, 
should be placed in binders for bookcase dis- 
play and kept in normal filing sequence. 

There are two purposes for this "normal 
filing sequence." One is that the material 
is filed in a logical sequence and is easily 
located; the other is that revisions of a docu- 
ment may be checked readily at the time of 
issue against that shown in the index. 

Copies of cancelled or superseded docu- 
ments should be retained in the files to 
cover requirements of earlier contracts or 
for comparison purposes. A single copy of 
each such document should be sufficient for 
this purpose. Previous revisions of docu- 
ments are extremely difficult to obtain, and 
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much effort can be eliminated by providing 
for their maintenance. 

Indexes, guides, handbooks, and other 
reference sources used by the control office 
should be kept in a centrally located, readily 
accessible area. It is essential that this file 
be kept as up to date as possible as it is the 
key determining the effectivity of all other 
documents. These reference sources are 
never circulated outside the control office, 
although individuals may be allowed to use 
them freely at the control office. 

Control cards should be used for each 
document ordered or received. Each card 
should note such things as the number or 
title of the document requested, the date 
ordered, who requested the data, where it 
is to be sent, and where it was ordered. 

In addition, two charge cards should be 
completed. One card is kept in the file with 
the applicable document and indicates those 
individuals who have a copy of that particu- 
lar document. The second card is kept in a 
separate file by the individual's name only. 
This shows the documents charged out to 
him. The cards will readily locate needed 
documents and in many cases eliminate a 
need for reordering. 

A further control for files is the termina- 
tion sheet for personnel who are leaving the 
employ of the company. The personnel de- 
partment issues to individuals a sheet that 
requires the signature of the control office 
after all material charged out to that person 
has been returned. 

Be sure to maintain a single file copy of 
each document received. Do not circulate the 
file copy but restrict it for reference use at 
the control office only. Extra copies can be 
made in an emergency, and many times the 
reordering of additional copies of a docu- 
ment will not be necessary. 

Step 7: Pointers: Suggestions- 
Recommendations 

The sample functional flow chart shows 
how data is obtained and distributed through 
the control office. Note that the prime con- 
tractor is often responsible for supplying 
data to the sub-contractor and vendors. 

In requesting data, it should be remem- 
bered that each procuring activity is prima- 

rily interested in furnishing information and - 

data relative only to its own requirements. 
There are two different philosophies re- 

garding the availability of data from go\?- 
ernment sources : 

1. "Documents are made available to con- 
tractors only on a 'need to know' basis rela- 
tive to the performance of work under a 
particular contract. This means that the con- 
tractor must have the technical information 
in question to complete the contract. . . . 
Only requests for documents required for 
immediate usage under a specific contract 
will be processed by this office since the 
technical data files of non-government activi- 
ties cannot be maintained at Government 
expense." 
2. "Specifications and related publications 
may be furnished automatically to industry 
when the recipients are working under . . . 
contracts requiring the use of the data, or 
when it is evident that the distribution will 
be beneficial . . . from a research and de- 
velopment standpoint." 

It is the responsibility of the control office 
to seek out those government agencies and 
sources which will be willing to furnish data 
that will be beneficial as well as those that 
have the responsibility of administering con- 
tracts. Many will refuse to voluntarily fur- 
nish data unless specifically required by a 
particular contract. 

While many local government agencies 
will be cooperative in supplying emergency 
needs, do not wear out your welcome by 
using it as a single source for all requests. 
Process all requests in the proper procedure 
as outlined and shown in the bids, proposals, 
and contracts. 

Contractors desiring automatic distribution 
of standardization documents (those indexed 
in DODISS) may obtain them by applying 
to the Director, U. S. Navy Publications and 
Printing Service Office, Building 4, Section 
D, 700 Robbins Avenue, Philadelphia, Pa. 
191 11 .  The distribution is provided by 
means of a subscription service arranged by 
FSC Classes at an annual cost of $6 for each 
FSC Class ~ r d e r e d . ~  

To determine the FSC Classes required, 
consult Cataloging Handbook H 2-1  Federal 
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FLOW C H A R T  
DATA SOURCES 

A C T I V I T Y  a 

LOCAL INSP. 
M A T E R I E L  

N A S A  

P R I M E  
C O N T R A C T O R  

I N D U S T R I A L  
SOCIETY 

U S I N G  
A C T I V I T I E S  

- LOCAL CONTR. 
M A N A G E M E N T  

DISTRICT 

C O N T R O L  
OFFICE 

G O V E R N M E N T  
P R I N T I N G  

OFFICE 

B I D  OR 
CONTRACT 

REQUIREMENTS 

C O M P A N Y  

\)yI CONTRACTOR 

V E N D O R  r l  

Supply Groups and Classesj and the Federal 
Supply Cla~sification Listing o f  Standardiza- 
tion Documents (see step 2 ) .  A more de- 
tailed breakdown is available through Cata- 
loging Handbook H 2-2 for every specific 
category in each FSC Class. These handbooks 
help determine subscription requirements. 

This source is recommended in lieu of 
any commercial agency selling the same data 
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because the Navy service will supply directly 
material as it is released while the commer- 
cial source must always act as a secondary 
(and thus later) source. 

It is further recommended that contract 
requirements be ascertained to determine if 
the company is eligible for automatic distri- 
bution of any documents without charge via 
official channels. Purchase of these docu- 
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ments by subscription or outright purchase 
from either government or commercial - 
sources can be an expensive proposition. 
Certain subscription costs are allowable ex- 
penses under government contracts. 

A company library and control office ac- 
tivity differ primarily in that a library is 
usually responsible for periodicals, text- 
books, technical notes, technical reports, 
DDC documents, and similar publications, 
which are usually purchased or are not nec- 
essarily required by contractual obligations. 

A sample listing of the typical publica- 
tions covered by the control office are: 

Miltary specifications 
Military standards 
MS drawings 
A N  drawings 
AND drawings 
JAN drawings 
Qualified products lists (QPL) 
Military handbooks 
Air Force drawings 
Air Force bulletins 
Air Force exhibits 
Air Force regulations (AFR) 
Air Force manuals (AFM) 
Technical orders (TO)  
Technical manuals (TM) 
Navy drawings 
Army drawings 
Federal specifications 
Federal standards 
Cataloging handbooks 
Department of Defense publications 
Industrial Society publications (ASA, SAE, EIA, 

NEMA, etc. 
NASA publications, specifications, etc. 

In choosing the individual who will be 
responsible for the control office, experi- 
ence and previous association with this data 
is a but a library science degree 
is not necessary as courses for handling these 
types of materials are non-existent. 

The control office is unlike anv of its 
singular government counterparts and must 
therefore be as versatile as possible, be able 
to consolidate 411 the agencies' 
data into one usable system for the con- 
tractor. Therefore, the control office must 
keep abreast of changes in all requisitioning 
procedures required or used by each agency. 

Conclusion 

The amount of time, effort, and money 
saved by both the government contractor 

and the government in the proper establish- 
ment of the contractor's control office is of 
considerable significance. 

The types of data received and the meth- 
ods used in ordering data will vary as con- 
tract requirements and the product dictate 
for each company. However, all should uti- 
lize a control office as a central clearinghouse 
for all reference data requirements, or as 
Senator Humphrey has stated, "Contractors 
must put their own information houses in 
order." 

Cooperative effort between the govern- 
ment and industry concerning the ready 
availability of reference data must continue 
to be expanded and explored.6 The Depart- 
ment of Defense has already initiated some 
action toward a greater consolidation of ef- 
fort concerning reference data.7 More em- 
phasis on this data will be placed at the 
contractor's level of responsibility in the 
coming future. It is the joint responsibility 
of both the government and industry to 
eliminate as much duplication of effort and 
waste as possible for the over-all national 
economy. One of the means of ensuring 
the proper quality and types of materials 
needed for government contracts lies in es- 
tablishing better methods of providing ref- 
erence data. 
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Southern California H. W. Wilson Company Chapter Award 
Entry 

T wo MAJOR ACTIVITIES, which would not 
have been successful without the sup- 

port of the membership as a whole, pointed 
up the Southern California Chapter's efforts 
to be a participating member of the business 
and professional community. 
1. A joint dinner meeting was held January 
24, 1964, sponsored by the Biological Sci- 
ences Group of the Chapter and the Medical 
Library Group of Southern California. It 
was held at the Los Angeles County Medical 
Association, and the subject was The Holly- 
wood Museum's proposed film information 
clearinghouse. Over 200 Chapter members, 
35 guests, and seven panel members at- 
tended. 

Publicity was coordinated through the Mu- 
seum's Publicity Department and the Chap- 
ter Public Relations Director to obtain max- 
imum coverage in the press, national wire 
services. as well as in local radio and tele- 
vision media. There was no financial outlay 
to the Chapter except the Chapter's share of 
a dinner for guests (approximately $28). 
2. Career Guidance Center, at the Great 
Western Exhibit Center, City of Commerce, 
March 10 through March 20, 1964. This 
was sponsored by Office of Los Angeles 
County Superintendent of Schools, Division 
of Research and Guidance. Over 900 busi- 
ness, professional, and industrial organiza- 
tions participated, sponsoring 88 booths. 
45,000 students, counselors, parents from 

225 public, private, and parochial schools 
from 45 districts and 4 counties attended. 

Specific data regarding the chapter's con- 
tribution are: 

a. Space rental: $75.00 for a 10' x 20' 
booth. Cost was pro-rated among the three 
participants. Booth frame, including lights, 
was donated by a local firm. These can be 
used again next year. 

b. Committees formed early in January 
to effect the acquisition of booth frame, art 
work, furniture, display equipment, litera- 
ture to be distributed, transportation of 
equipment and art work, as well as financ- 
ing, staffing, and publicity for the event. 

c. Attendance and staffing: over 2000 
students and approximately 500 counselors 
and parents took away with them some 10,- 
000 pieces of literature. 42 members from 
the three participating groups were on a ro- 
tating four-hour duty for the ten-day period. 

d. Major items of expense were: rental 
of booth ($25 for Chapter), transportation 
of display equipment and furniture to and 
from the center ($25), SLA brochures and 
other "give-aways" ($40), postage, tele- 
phone calls ($20), photographs of activi- 
ties at booth (this cost can vary depending 
on the Chapter's need and/or wishes). 

e. Donations and help were obtained 
from 19 local business and industrial firms. 
This is in addition to the literature and 
photographs supplied by SLA headquarters. 
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