special libraries

January 1968, vol. 59, no. 1

Business Records in Company Archives
Computers at the Goodrich Research Library

Planning the NTH Research Library

Information Center on Crime and Delinquency




SELECTED OUTSTANDING SERIAL VOLUMES, PROCEEDINGS, TEXTS,

SYMPOSIA AND REFERENCES PUBLISHED BY PERGAMON IN 1967.

A HANDBOOK OF LATTICE SPACINGS AND
STRUCTURES OF METALS AND ALLOYS,
Volume 2

By W.B. Pearson

LC No. 57-14965; 1,456 pp.; 196 line illustrations;
61/8" x 9 3/4" $75.00
“...a magnificent reference work on X-ray structure
data, which will be greatly valued by research
metallurgists and physicists.” --Nature

ADVANCES IN VACUUM SCIENCE

AND TECHNOLOGY, Volume 2 (in 3 Parts)
Edited by H. Adams

LC No. 59-6851;8 1/2"" x 11"

Part |: 304 pp.; 30 line and 66 halftone
illustrations $21.50

Part Il: 264 pp.; 245 line and 53 halftone
illustrations $21.50

Partill: 236 pp.; 209 tine and 55 halftone
illustrations $18.50

TEXTBOOK OF THE SPECIAL PATHOLOGICAL
ANATOMY OF DOMESTIC ANIMALS

By Karl Nieberle and Paul Cohrs

Revised by Paul Cohrs

LC No. 66-16365; 1,034 pp.; 595 black and white
and 129 color plates. 6 x 9" $32.00
“...provides a wealth of information not hitherto
easily available to Englishi-speaking veterinarians...
highly useful to the serious student both before and
after graduation.”’ —Modern Veterinary Practice

CRYSTAL GROWTH

Edited by H. Steffen Peiser

LC No. 66-29611;874 pp.; 297 line and 387 halftone
illustrations; 7 1/4"" x 9 3/4"* $45.00

STEREOREGULAR POLYMERS AND
STEREOSPECIFIC POLYMERIZATIONS,

2 Volumes

Edited by Giullio Natta and Ferdinando Danusso
L.C No. 63-10026;922 pp.; 617 line and 36 haiftone
illustrations; 6’ x 9" 2 volumes $50.00

RADIOECOLOGICAL

CONCENTRATION PROCESSES

Edited by Bertil Aberg and Frank P. Hungate

LC No. 66-27643; 1,042 pp.; 339 line illustrations;
7 1/4" x 9 3/4" $45.00
“...there are a sizeable number of excellently written
and interesting papers...a useful reference to studies
in this field carried out in many parts of the
world...” —~Science

ANTIBIOTICS. Origin, Nature and Properties

Volumes 1 and 2

By T. Korzybski, Z. Kowszyk-Gindifer and

W. Kurylowicz

LC No. 64-21220; 1,608 pp.; 6 9/16"” x 9 7/16"”
$45.00

BIOMETEOROLOGY, Volume 2, Parts 1 and 2
Edited by S.W. Tromp and W.H. Weihe
LC No. 63-6247; 1,178 pp.; 309 line illustrations;
23 plates; 7 1/4"" x 9 3/4" $35.00
“..many short (about five-pages) papers on nearly
every aspect of the relation of climate to life...useful
bibliographies to guide the reader...”’

—American Scientist

ADVANCES IN MACHINE TOOL
DESIGN AND RESEARCH 1966
Edited by S. A. Tobias and F. Koeningsberger
LC No. 66-17931; 708 pp.; 483 line and 143 half-
tone illustrations; 7 1/4" x 9 3/4" $34.00

ELECTROMAGNETIC WAVE THEORY,
Parts T and 2
Edited by J. Brown

LC No. 66-17928; 6" x 9" 2 volume set

Part 1: 562 pp.; 199 line and 7 halftone
illustrations $21.50

Part 2: 558 pp.; 247 line and 7 haiftone
iHustrations $21.50

PHARMACEUTICAL COMPOUNDS AND THEIR
SYNONYMS, Third Revised and Enlarged Edition
(Organisch-chemische
Arzneimittel und ihre Synonymaj)

By Martin Negwer
LC No. 67-80609; 1,232 pp.; 6 1/2” x 9 1/2”

$35.00

“..recommended for those institutions keeping

abreast of progress in pharmacy, in pharmacology,
and in medicinal chemistry.”

—American Journal of Pharmaccutical Education

OLFACTION AND TASTE, Volume 2

Edited by Takashi Hayashi

LC No. 63-1222; 846 pp.; 370 tine and 59 halftone
illustrations; 6" x 9"’ $30.00
“The organizers of the first conference on olfaction
and taste in 1962 thought that these topics were
being neglected somewhat by physiologists. The
number of contributors to the second conference
attested to the fact that a lively interest and con
siderable activity indeed existed. Over fifty papers...
are presented in these proceedings and review work
being done on the chemoreceptors in various
animals.”’

—Journal of the American Osteopathic Association

PROCEEDINGS OF THE VIith INTERNATIONAL
CONGRESS OF NUTRITION, HAMBURG,
GERMANY, AUGUST, 1966
Edited by Joachim Kuhnau and
Hans-Dietrich Cremer
LC No. 65-2550; 3,072 pp.; numerous illustrations;
extensive references; 6 15/16" x @ 11/16"

5 volume set $109.00

Available at your bookseller or direct from

PERGAMON PRESS, INC.,

44-01 21st Street, Long Island City, N. Y. 11101

SPECIAL LIBRARIES is publlshed by Special Libraries Association, monthly September to April, bimonthly

May to August, at 73 Main

Street, Brattleboro, Vermont

05301. Editorial Offices: 235 Park Avenue South,

New York, New York 10003. Second class postage paid at Brattleboro, Vermont.

POSTMASTER: Send Form 3579 to Special Libraries Assocxatmn,
235 Park Avenue South, New York, N, Y. 10003




NEW FOR 1968

The major Soviet journal deal-
ing with the closely related
fields of linguistics, information
retrieval, automatic documenta-
tion, and mechanical transla-
tion. While the emphasis is on
theory, experimental results are
frequently given, along with de-
scriptions of operational sys-
tems. Focuses on the highly co-
ordinated and imaginative effort
being made by Soviet special-
ists to arrive at efficient and
comprehensive systems for an-
alyzing, translating, encoding
searching and correlating sci-
entific and technical informa-
tion.

Nauchno-Tekhnicheskaya
Informatsiya

a publication of the

All-Union Institute of Scientific
and Technical Information
(VINITI)

Editorial Board

A |. Mikhailov,
Editor

V. A. Polushkin,
Associate Editor

S. M. Bagdasar'yan

G. E. Vleduts

. N. Voitsikov

. I. Voskoboinik

. Gaukhman

. S. Gilyarevskii

. S. Korotkevich

. |. Levshtein

. G. Malinin

. V. Mamontov

u. V. Medvedkov

. Yu. Steklov

. I. Tyshkevich

Z<<OWZrIrow
wnr

A: D. Chernenko

Annual subscription
(4 issues): $145.00

Automatic
Documentation
and
Mathematical
Linguistics

The Faraday Press translation of selected major articles
from Nauchno-Tekhnicheskaya Informatsiya

Contents Volume 1, Numbers 1./2

Automatic Textual Analysis
M. Koio

A Linguistic Description of the Nomenclature of Organic Chemistry
M.M. Langleben

e

The Concepts '’ Information
- M. K. Bocharov

and ' Sign "'

Analysis of Information Flow as a Means for Predicting the Future of
Research Projects
V.V. Kosolapov

Research on Qualifications for Information Specialists in Chemistry
S.A. Dubinskaya

Optimal Structures for Subject Indexes of Abstract Journals
N.M. Sagalovich

Grammars for Description of Correspondences Between Natural
Languages
M.I. Beletskii

The Problem of Translation and Modern Linguistics
A. Lyudskanov

Syntactical Homonymy in Russian (from the Viewpoint of Automatic
Analysis and Synthesis)
L.N. Iordanskaya

A Distributive Theory of Sentences with Bound Regions
K.1. Babitskii

An Approach to Definition of Certain Fundamental Notions in
Information-Retrieval Languages
A.B. Antopol'skii and V.G. Boldov

THE FARADAY PRESS, INC.

84 FIFTH AVENUE, NEW YORK, N.Y. 10011

JANUARY 1968



Just

We are indexing, and integrating into one comprehensive
subject file, 2,100 sci/tech journals per year (cover to cover/
manually edited), 6,000 sci/tech books (manually indexed),
30,000 U. S. technical reports (manually indexed) and 5,000
selected sci/tech patents (manually indexed).

How is it available?
1.

o

For specific information about these bibliographic services, write
or call:

PANDEX

American Management Association Building
135 West 50th Street
New York, New York 10020

(212) 581-5141

2. Quarterly in printed volumes.
3.
4, Weekly airmail magnetic tape service (with SDI package

“WHAT IS PANDEX
ALL ABOUT?”

this:

Quarterly on microfiche.

Quarterly on cartridge loading 16mm film (3M coding).

program).
Weekly direct SDI service.
On-demand retrospective searching.

SPECIAL LIBRARIES



special libraries

OFFICIAL JOURNAL JANUARY 1968
SPECIAL LIBRARIES ASSOCIATION VOLUME 59, NUMBER 1
Business Records in the Company Archives 20 Joseph M. Simmons
The Application of Computers at the B. F.

Goodrich Research Center Library 24 Alice Yanosko Chamis
Planning the New NIH Research Library 30 Jess A. Martin

The Information Center on Crime and
Delinquency 40 Barbara M. Preschel

Mechanized Circulation Controls 47 K. P. Nolan, F. S.
Cardinelli, and W. A.
Kozumplik

National Library Week 50

Special Libraries Association

Do We Need a Dues Increase ? 19 Jean Deuss
Bienvenidos Amigos! 38 John M. Connor
Features
LTP Reports to SLA 52 Marjorie E. Weissman

Have You Heard 53

Off the Press 55

Editor: Guy R. BELL Assistant Editor: ELAINE C. HARRIS

Special Libraries Committee

Chairman: IRVING M. KLEMPNER, State University of New York at Albany
CHARLOTTE M. DEVERS, Curtiss-Wright Corporation
Mrs. ANNE J. RICHTER, R. R. Bowker Company

Papers published in SPECIAL LIBRARIES express the views of the authors and do not represent the opinion
or the policy of the editorial staff or the publisher. Manuscripts submitted for publication must be typed double
space on only one side of paper and mailed to the editor. @ Authors may order reprints immediately before or
after publication. @ Subscriptions: U. S. $20.00; foreign, $21.50; single copies, $2. ® Annual author-title-subject
index published with December issue. © 1968 by Special Libraries Association.

INDEXED in Business Periodicals Index, Documentation Abstracts, Historical Abstracts, Hospital Literature In-
dex, Library Literature, Library Science Abstracts, Management Index and Public Affairs Information Service.
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SPECIAL LIBRARIES
ASSOCIATION
President
MRS. EL1zABETH R. USHER Art Reference Library, Metropolitan Museum of Art

Fifth Avenue and 82nd Street, New York 10028

President-Elect
HERBERT S. WHITE Leasco Systems and Research Corp., NASA Facility
P. O. Box 33, College Park, Maryland 20740

Advisory Council Chairman
CHARLES H. STEVENS Project Intrex, Massachusetts Institute of Technology
77 Massachusetts Avenue, Cambridge, Mass. 02139

Advisory Council Chairman-Elect

MRS. CHARLOTTE S. MITCHELL Library, Miles Laboratories, Inc.
Elkhart, Indiana 46514

Treasurer

JEAN DEuUSS Research Library, Federal Reserve Bank of New York
Federal Reserve P. O. Station, New York 10045

Past-President

Dr. F. E. MCKENNA 148 West 10th Street
New York 10014

Directors
MRs. THEODORA A. ANDREWS Pharmacy Library, Purdue University
Secretary Lafayette, Indiana 47907
MRs. GLORIA M. EVANS Production and Engineering Library

Parke, Davis & Company, Detroit, Michigan 48232

CHARLOTTE GEORGI Graduate School of Business Administration Library
University of California, Los Angeles, Calif. 90024

EFREN W. GONZALEZ Scientific Division, Bristol-Myers Products

225 Long Avenue, Hillside, New Jersey 07207

PHOEBE F. HAYES Bibliographical Center for Research
1357 Broadway, Denver, Colorado 80203
RuTtH NIELANDER Kemper Insurance

4750 North Sheridan Road, Chicago, Illinois 60640

Executive Director

GEORGE H. GINADER Special Libraries Association
235 Park Avenue South, New York 10003

Membership
Dues: Sustaining: $100; Active: $20; Active Paid for Life: $250; Associate: $20;
Affiliate: $15; Student: $2; Emeritus: $5. For qualifications, privileges, and further in-
formation, write Special Libraries Association.

SLA Translations Center
John Crerar Library, 35 West 33rd Street, Chicago, Illinois 60616

Annual Conference
The 59th Annual Conference will he held at the Statler-Hilton Hotel, Los Angeles,
California, June 2-7, 1968.

SPECIAL LIBRARIES



Secluded.

TEKTONIC " 100 Carrel. This new and exciting concept in study aids is both eminently
satisfying to use and pleasing to look at ... a true marriage of physical comfort and the bold-
look setting so favored in modern design. First there were human engineering studies of
students’ work habits. Then followed the classic proportions, meticulous detail and sturdy con-
struction distinguishing the TEKTONIC 100 Carrel. Color coordination through a wide selection
of materials and finishes provides visua! harmonies and the opportunity to achieve a setting
of your own unique expression. Call your Library Bureau specialist for the complete story of
our new exciting TEKTONIC series. Or write to us today.

LIBRARY BUREAU REMINGTON RAND OFFICE SYSTEMS DIVISION - 801 PARK AVE 'HERKIMER, NEW YORK

VoSmERRY RAND

JANUARY 1968




For full information about

EXPRESS
TRANSLATION
SERVICE

of

LONDON, ENGLAND

call or write

George M. Dee

at our New York office:

1776 Broadway
New York, N. Y. 10019
Telephone: (212) 586-0158

SPECIAL LIBRARIES



Billboard Jmns;
the history
of the theater serles
on mlcrofllm

and researched in this special series
of titles, featuring Billboard and
many more . periodicals. Now
available on microfilm from 3M
IM PRESS—the 3M Company’s
International Microfilm Press.

Add to your collection or begin
a new one with these theater titles
from the New York Public Library:

O Billboard, Nov. 1, 1894 —
Dec. 31, 1960, 131 rolls.
O Beltaine, The Organ of the
Irish Literary Theatre, May 1899-
April 1900, one roll. O Cahn’s
Official Theatrical Guide,
1896-97, 1899-1902, 1903-05, two
rolls. 0 Daly’s Theatre, Bill of
the Play, 1879-80, 1896-97, eight
rolls. O Daly’s Theatre, Collection
of Programs, 1879-99, one roll.
O+Daly’s Theatre, Scrapbooks,
1863-1899, eight rolls. [0 The
Drama, Sept. 13-Dec. 27, 1883,
Jan. 3, Feb. 21, March 13,
April 3, 1884, one roll. [0 New York
“Drama, Library Edition, 1873-80,
one roll. [ New York Dramatic

JaNUARY 1968
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Mirror; Jan; 1879-Dec. 1905,
35.rolls: [ The Showman,

Sept. 1900-March 1902, one roll.

0 Teatr. Sbornik Statei {(Theatre
Collection of Articles), 1908, one
roll. All available on 35mm
microfilm. Price? $3,420 for the
entire set of 190 rolls. Or $18 per
roll. Order your titles today.

30 IMIPRE

COMPANY  INTERNATIONAL - MICROFILM

32

RESS.

3M IM/PRESS

P.O. Box 720, Dept. FCS-18

Times Square Station

New York, N. Y. 10036

(71 Please send the entire set of Theater
Titles on microfilm.

) Please send only the Theater Titles
listed below.

-
{
I
!
I
I
|
|
I
[
I
!
!
|
|
|
|
|
|
I
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] My check for $~#__1$ enclosed.
[.i Please bill me.

Name

ORGANIZATION OR LIBRARY.

ADDRESS

Crty L STATE.. VA%



Why should y

Since 1938, University Microfilms has been accum
ing the world’s published knowledge.

When you find it difficult to decide what you need
and find what you need, we can help. Send for our fre:
catalogs or talk with our field representatives.

We're specialists in helping you select source matei

On-Demand Publishing
Current and Baclfile Periodicals on Microfilm
We have over 2,000 modern periodicals on 35mm
positive microfilm. A good start is our Basic Collectio:
35 periodicals including Scientific American, Atlantic
Time, Life.
A more comprehensive collection consists of 98 titl
(Both collections include our microfilm reader.)
We also have 13,000 backfile periodicals; professio
scientific, trade, Early English, American, Chinese,
Russian, government and newspapers.

Doctoral Dissertations

How do you know what new dissertations are be:
written? Every month we publish “Dissertation Ab:
containing abstracts of over 1,800 new dissertatior
written at more than 190 doctorate-granting unive:

sities in the U.S. and Canada.
How do you find out if a dissertation exi
a certain subject? The solution is DATRIX
A computerized system that searches the 1
dissertations in our files and retrieves title:
pertinent dissertations with a speed t
brings results in days instead of weel
You can order complete di
tions on 35mm positive micr
or bound xerographic copies




ok for things when we’ve already found them.

Out-of-Print Books
re don’t have the book you’re looking for, we’ll find
1it, clear copyright, pay royalties and send it to you.
cther we find the book in Timbuktu or in our collec-
150,000 old and new titles; whether the original is
$10 or $10,000, the cost is the same. A penny-and-
1a page for 35mm positive microfilm. Four cents
:for a paperbound xerographic copy. Six cents
-for a copy in a foreign language.

American Prose Fiction
s microfilm series includes almost all of the 5,600
2 Lyle Wright's definitive bibliography covering the
from 1774 to 1873.

Early English Books
‘collections: The first is based on Pollard and

we's short-title catalog, 26,500 titles from 1473-1640.

cord includes the Wing bibliography, 90,000 titles
1ed from 1640-1700.

Facsimile Reprints
Vanity Fair
;i magazine is an exciting social, political and cul-
istory of 1913-1936, told in words and pictures by

st talented people of the day. In 33 volumes, plus
itis an encyclopedia of an era.

The March of America Collection
hundred hardbound titles covering 400 years of
:an history, written by the men who made it. From
olumbus Letter of 1493” through the closing of the
rin 1893.

The Legacy Library
ignificent collection of classics for children. The
1versions. Not a word changed. Not an illustration
n. Not a teaching book. But a book to enjoy.
different sets. Ten books to a set. Now in print.

Novyi Mir
Novyi Mir from 1925-1944, A complete uncensored
reprint, very rare in both the U.S. and the U.S.S.R.

Equipment
University Microfilms Reader
Many of our periodicals, books and dissertations are
on microfilm. So we also offer a quality microfilm reader.
It’s portable, easy to use, and it’s only $125 postpaid.
.Enough said?

That’s pretty much the story of University Microfilms.
So let us know what you need. We can help you help
everybody from school children to doctoral candidates.

We keep over 600,000 old and new titles downstairs
in our vaults. But, if what you need isn’t here, we’ll find it
for you. Even if we end up in the Zillerthal Alps like we
did last year to microfilm 11th and 12th century manu-
scripts in monastic scriptoria.

Wtere do you think we’d go for you?

Why should you look for things when we've already
found them.

Send us your name, address and the numbers

of the catalogs you want.

. Complete Periodicals Reference Catalog

. Basic and Comprehensive Periodical Collections
. Catalogs of Out-of-Print Books

A) Bibliography, Library Science, General Works
B) Business and Economics C) Education D) Fine
Arts and Architecture E) History, Political
Science F) Language and Literature G) Law and
Public Administration H) Philosophy and
Psychology I) Religion J) Sociology and Statistics.
Early American Books and Periodicals

American Prose Fiction

Early English Literary Periodicals

Early English Books

Facsimile Reprint Catalog (90 Titles)

The March of America Fdcsimile Collection

The Legacy Library

11. Russian Language Books

12. Novyi Mir

13. Microfilm Reader

14, Source Material in the Field of Theatre

15. National Cyclopedia of American Biography

Ay

v
COEID U

University Microfilms, a xerox company
306 North Zeeb Road, Ann Arbor, Michigan 48103

XEROX




Save

TIME & MONEY
when ordering
SERIAL BINDINGS

Send
today

for
brochure
describing

BINDROR B‘.ﬂ[ﬂﬂ‘ﬂ@@

THE AUTOMATIC
CODED CARD SYSTEM
FOR ORDERING AND
RECORD-KEEPING

Exclusively by

RBINDRORMATICH

"EASY BIND!NG SYSTEM
1703 Listar e Kansas City, Mo 64127

T R-|

TRANSLATIONS
REGISTER-INDEX

(The sole American translations
announcement medium)

Valuable new research tool
for the English-speaking
scientific community

Published by
SLA Translations Center
The John Crerar Library, Chicago

A semi-monthly journal which an-
nounces and indexes all translations
currently collected by the SLA Trans-
lations Center. Newly received trans-
lations are recorded in subject cate-
gories arranged by COSATI classifica-
tion in the register section, along with
prices for paper and microfilm copies.

The index section covers journal and
patent citations, conference papers,
and monographs. Cumulating quarterly
for all entries to date in a volume, with
an annual cumulation, the index
shows the original journal or other
citation, an identifying number by
which copies can be requested, and
symbols or initials indicating sources
to which orders or requests should be
sent.

Subscription: $30 a year

(Accepted on a calendar year basis only.)

Orders and requests for further

information to:

Translations Register-Index
Special Libraries Association
235 Park Avenue South
New York, N. Y. 10003

10
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Six New
Titles

From
NATIONAL ACADEMY OF SCIENCES

Cardiopuimonary Resuscitation:
Conference Proceedings

Provides explicit recommendations for perform-
ance and training techniques. Knowledgeable
experts in the field contributed to the develop-
ment of this guide for physicians, paramedical
personnel, and others responsible for adminis-
tering emergency resuscitation.

Publication 1494; Ad Hoc Committee on
Cardiopulmonary Resuscitation, 1967, 244
pages, paper, $5.75

Communication Systems and Resources
in the Behavioral Sciences

Discusses communication practices and related
information needs of behavioral and social
scientists, possible facilities and organizational
arrangements that would improve access to
necessary data, and the potential of computer
technology for altering and improving the
nature of communications. Also presents recom-
mendations for reaching solutions to the prob-
lems of developing new data resources and
services and information systems.

Publication 1575; Committee on Information
in the Behavioral Sciences, 1967, 80 pages,
paper, $2.75

Doctorate Recipients from
United States Universities 1958-1966

A statistical handbook that presents data de-
scribing recent trends in doctoral education in
the U.S. Limited to a study of those persons
who have completed doctoral programs. An
outstanding feature is the graphical presenta-
tion of data, designed in two colors to be com-
plete, clear, and self-explanatory. With 33 tables
and 29 figures.

Publication 1489; Office of Scientific Person-
nel, 1967, 280 pages, paper, $8.50

Complete Catalog Available Upon Request

National Academy of Sciences
2101 Constitution Avenue

Federal Agency Practices on Use of Piping

A comprehensive survey of the piping practices
of major Federal construction agencies. Pre-
sents data covering type, class, grade, size,
pressure, and other characteristics of pipe used
by the agencies for various applications. In-
formation arranged in tabular form according
to specific piping applications, thus providing
an opportunity to compare and evaluate piping
practices of the agencies and to ascertain where
potential engineering and/or economic advan-
tages may be realized.

Publication 1572; Federal Construction Coun-
cil, 1967, 112 pages, paper, $5.00

Science, Engineering, and the City

Assesses the current interaction of technology
with urban problems and outlines a set of tac-
tics to guide planning and design. Papers by
noted authorities in the field of urban develop-
ment emphasize the immediacy and importance
of urban problems and provide valuable in-
formation and ideas to assist in reaching solu-
tions to these problems.

Publication 1498; National Academy of En-
gineering and National Academy of Sciences,
1967, 152 pages, paper, $4.50

Use of Human Subjects in Safety
Evaluation of Food Chemicals

Presents some of the medical, legal, social, and
moral aspects of using human beings to eval-
uate the safety of food chemicals. General
areas of discussion include the benefits and
usefulness of food chemicals, the need for
human testing to evaluate their safety, and the
legal and ethical aspects of using humans in
tests of this nature.

Publication 1491; Food Protection Commit-
tee, 1967, 280 pages, paper, $5.00

Printing and Publishing Office
Washington, D.C. 20418

JaNUARY 1968
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SCIENTECH e

SCIENTIFIC &
s| TECHNICAL
TRANSLATIONS

QUALITY TRANSLATIONS
ALL MAJOR LANGUAGES

BROCHURE ON REQUEST
SCIENTECH - 2055 Lee Road - Cleveland, Ohio 44118

y 1868-1876, 1886-1366

ON 35MM MICROFILM

OR MICROFICHE—

$500.00. Continuirg
1] ” subscription prices

in microform quoted

on request.
NOW in MIGROFORM

e 66,000 pages of text now in easy reference form

e a valuable teaching supplement for school and
college courses

¢ each edition indexed . . . a ready reference for uc2
by writers and researchers.

Publishers of the Almanac, Newspaper Enterprise Association,

and Micro Photo Division of Bell & Howell Company aic making

these first 100 years of the famous World Almanac availabic in

microform as part of the Centennial Celebration of America’s
most distinguished single volume reference annual.

FEREELRRERLRLRLELELE

Order the World Almanac in either 35mm roll
Special World Almanac microfilm or microfiche from:

CENTENNIAL OFFER! MICRO PHOTO DIvISION

Order your ‘“*first century’’ collection now, 1700 SHAW AVE. CLEVELAND, OHIO 44112
on either 35mm microfilm or microfiche.
You will receive a free Duopage copy of
the historical first edition of this publica-
tion which has grown from 108 pgs. in 1868
to a volume of 896 fact-filled pages in 1966.

sesereesrrerss OJ Bew s Howew

SpECIAL LIBRARIES




Take your pick! And after the
SLA convention, join your
friends on an unforgettable
tour.

Orient Tour. Imagine yourself
taking a relaxing steamer
cruise on the beautiful Inland
Sea of Japan. Exploring a cen-
turies-old temple in Taiwan.
Bargain hunting on a bustling
street in Hong Kong. And
then relaxing onasandybeach
in Hawaii.

Price—%$995 round-trip from
Los Angeles—a savings of
more than $200 per person by
traveling with the SLA group.
Tour price includes jet air
fare, deluxe hotels, most
meals, special parties, sight-
seeing, etc.

World Tour. Make like Jules
Verne—and jointhe SLA group
tour around the world. You’ll

JaNuary 1968

visit the colorful Orient—
Japan, Hong Kong and Bang-
kok. You'll stand before the
magnificent Taj Mahal in India.
And steep yourself in the
ancient culture of Greece.

For more information and
a colorful brochure outlining
the tour of your choice, clip
and mail the coupon.

Northwest Airlines, Inc.
SLA Tour

808 Statler Office Building
Boston, Mass. 02116

Please send me, without obligation, more

information on the SLA post-convention tours.

Address

City

State Zip

NORTHWEST ORIENT

THE FAN-JET AIRLINE

r
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|
|
|
|
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SCARECROW REPRINT PUBLICATIONS

Announcing

ROYAL SOCIETY OF LONDON
CATALOG OF SCIENTIFIC PAPERS
1800-1900 COMPLETE WITH INDEXES

All 23 Volumes Prepublication  $400
After Publication $450

SPECIAL PREPUBLICATION OFFER

All orders or letters of intent to purchase received before publication date
(scheduled for Spring 1968) will receive this vaiuable set for the exceedingly low
price of $400.

Because of the exceedingly low price of this reprint, LESS THAN HALF OF
THE CATALOG PRICE OF OTHER REPRINT, all libraries can now afford to have
this set. Larger libraries can afford to have a second set for departmental li-
braries or special scientific coliections.

Sample pages will be supplied upon request.

THE SCARECROW PRESS, INC.
52 Liberty St., P. 0. Box 656 Metuchen, New Jersey 08840

Available from Stock
Wenceslao Emilio Retana
Aparato Bibliografico

de la
Historia General de Filipinas

3 volumes. 4to. (1906) Reprint 1964 $125.00

Constance M. Winchell, Guide to Reference Books, AA637: Includes: (1)
Philippine imprints regardless of subject; (2) Books about the Philippines
regardless of what language written in or where published; (3) Publications

of Filipinos wherever printed.
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AMERICAN BOOK PUBLISHING
RECORD CUMULATIVE 1960-64
Now—the bibliographic tool you asked for—cu-
mulated data on all 109,221 U.S. books published

from 1960 through 1964. AMERICAN BOOK
PUBLISHING RECORD CUMULATIVE 1960-64
includes in a single, 4-volume set every detailed
entry from the first five years of the monthly
American Book Publishing Record.

Dewey-arranged listings give author, title, pub-
lisher, publication date, pagination, Library of
Congress card number, Dewey number and, in
most cases, a brief annotation—all the informa-
tion you need for ordering, cataloging and se-
lecting recent books. And, the author, title and
subjectindexes lead you to this data in seconds.

Use this new 1960-64 Cumulative along with the
1965 and 1966 Cumulatives, and your library will
s o have a complete bibliographic record of all the
U.S. books published in the sixties.

Postpaid price for the 4-volume 1960-64 Cumu-
lative: $79.95 net in U.S. and Canada; $87.95
elsewhere. Postpaid price for the 1965 and 1966
Cumulatives; $25 net each in U.S. and Canada;
$27.50 elsewhere. In New York please add ap-
plicable sales tax. 1965 and 1966 Cumulatives,
ready now.1960-64 Cumulative, ready early 1968.

Order your on-approval copies today!

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

Publishers to the Book World Since 1872
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® reproduces tables of contents pages from the
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® provides structural diagrams for compounds
mentioned in each article

o features a unique PERMUTERM™ subject index to
lead you quickly to articles of special interest

* includes author index and address directory
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Only CHEMICAL ABSTRACTS funnels the
flow of world wide chemical and

chemical engineering
data your

CHEMICAL ABSTRACTS is the only
complete and comprehensive chemical
abstracting service in the world which
can provide you with data and ideas to
keep your research, development, pro-
duction or educational activities mov-
ing forward. It is compiled through the
systematic collecting, analyzing, and
processing of articles and papers from
nearly 12,000 journals published in
100 countries and in more than 50
languages. Also processed are
patents issued by 25 countries and
irregular publications such as
books, conference proceedings and
government bulletins.

Issues are published each week
and are indexed by subject, author,
and patent number for fast, easy
reference to specific areas of
interest. Seven volume indexes are
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published anywhere on anything in the
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report significant savings in time,
money and effort by avoiding dupli-
cation in research...capitalizing
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mation Dept. CA.

g CHEMICAL ABSTRACTS SERVICE
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NOW AVAILABLE
FROM WESTERN PERIODICALS

TECHNICAL RUSSIAN
TRANSLATION MANUAL

by Irene Agnew

Contains: brief and effective aids and exercises necessary to acquire a minimum gram-
matical knowledge for correct translation of technical Russian into idiomatic English; a
list of 1,000 Highest Frequency Words in scientific Russian, compiled by A. S. Kozak,
Rand Corp.; 228 of the Highest Frequency Words in flash cards for easier memoriza-
tion; a current comparative Russian-English transliteration table and a Slavic translitera-
tion table; excerpts from current Russian scientific texts.

Mrs, Agnew is a Russian language consultant at Rand Corp.; Russian language teacher,
L.A. City Schools system; and translator for such firms as Jet Propulsion Lab., N.A.A.,
Rockwell, Bunker-Ramo and Electro-Optical Systems. $9.50

PROCEEDINGS

2nd Symposium on Hybrid Microelectronics—Technical Thick-Film Proceed-
ings. Boston, Mass. October 30-31, 1967

Contents include: Substrate Surfaces for Microelectronics; Achieving Reliable Thick
Film Components; A Photoetch Process for the Fabrication of Hybrid Thin-Film Cir-
cuitry; Thallium Oxide Resistive Glazes, Thick Film Circuit and Substrate Design Con-
siderations for Automation; Comparison of the Use of Thin and Thick Film Resistors and
Conductors in Hybrid Integrated Circuits; New Dielectric Glazes for Crossover and
Multilayer Screened Circuitry; High-Density, Low-Power, Thick-Film Circuits for Space
Systems. $12.50

Instrumentation for the Process Industries 1967 Proceedings. Texas A & M
University. January 18-20, 1967

Contents include: Future Instrumentation Developments, DDC Will Improve Process
Instrumentation, Recent Developments in Thermocouple Temperature Measurement in
the 1500-2300° F Range, The Use of Digital Logic Elements in Analog Control Cir-
cuits, Positive Displacement and Turbine Meter Applications and Calibrations for Cus-
tody Transfer Measurements, The Future for Electrochemical Techniques in Process
Monitoring and Control, Industrial Applications of Fluidics, A New Approach to Instru-
ment Wiring Design, More “Noise” About Noise, Guidelines for Profitable Computer
Control Systems, Relationships Between Contractors and Users of Instrumentzit‘;o(;l‘i

12th National SAMPE Meeting—Advances in Structural Composites. Anaheim,
Calif. October 10-12, 1967

Papers are arranged in the following sections: Advances in Composites, Insulation, Deep
Submersibles, Industrial Applications, New Reinforcements, Advanced Structures, Proc-
essing, Design, Armor. $28.50

WESTERN PERIODICALS CO.
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Do We Need a Dues Increase?

HE DISCUSSIONS about SLA’s current financial situation have concentrated on
Tthe increased cost of Headquarters” operation due to the move. While it is true
that the cost of the move and the increase in rent pushed our Association’s financial
resources to the limit, these factors were the last and not the first that make an
increase in dues necessary.

Since the last dues increase in January of 1964, our expenses have risen 34 per
cent, and our income has risen only 26 per cent. In two of the past four years our
operations have shown a deficit, and it was apparent even before the move that
the deficits would continue unless services to members were severely curtailed or
the dues raised. The sudden 150 per cent increase in rent catapulted us into a
financial situation that could have had serious consequences had not severe cuts
been made in those parts of the 1967-68 budget other than rent. These cuts in-
cluded an emergency 10 per cent per capita reduction in Chapter and Division
allotments. Some cuts can continue to be held at a minimum due to the increased
efficiency expected from our new one-floor Headquarters office, and to the purchase
of up-to-date equipment made possible through the generosity of our members.
However, many of the cuts, such as the Chapter and Division allotments, should
be restored, and there will be added expenses as new services are requested by the
members. Also, thete is our old friend, or skeleton in the closet: cost-of-living.
Just as the cost of living rose in the last four years as steadily as our expenses,
so will it continue to rise in the future. Our present rate of income growth cannot
keep pace with these increased costs. We will not be able to maintain the 1967-68
“hold-the-line” budget. Future budgets will continue to increase almost automat-
ically. The majority of our income will continue to be spent for Headquarters
operations.

As Treasurer it is my duty to emphasize the practical aspects of SLA’s situation
but, as an Association member, it does me little good to be told that increased
Headquarters expenses necessitate my paying more dues. ‘Headquatters” tends to
become a remote word standing for an entity not connected to the rank and file of
the members. I think of the purposes of SLA; I think of the “Goals for 1970 that
were so bravely set; I think of the members with their ideas and hopes for increased
professional activity on the part of their Association; and I wonder if we are
sacrificing these for a plush “Headquarters™ serving no particular purpose except
image-making. One look at our new Headquarters brings me down to earth, and
I realize this is no fancy decoration for our Association, but a simple, cheerful, and
well-laid-out office where SLA’s work is done. I remind myself then: How can we
implement our goals? How can we channel our ideas except to finance the means
we have established for coordinating our activities—our Headquarters? And the
answer to the question Do We Need a Dues Increase? is a clear “"Yes.”

JEaN DEuss, Treasurer
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The establishment of a company archival program requires more than the
desire or a recognition for its need. To be effective, the program must have
the backing and support of the highest managerial level. It is from here that
the direction, support, and prestige will come. The aims and the goals of
the archival program should be in the form of a written document to man-
agement. The archivist should learn all that he can about the company’s
history and its past and present executives. Legal documents, contracts, finan-
cial records, and correspondence obviously must be saved. Other material to
be saved includes house organs, photographs, catalogs, and samples of

products.

Business Records in the

Company Archives
JOSEPH M. SIMMONS

COMPANY ESTABLISHING an archival pro-
A. gram must adhere to several basic ten-
ets if the program is to achieve success. Be-
fore continuing, the word company, used in
this paper, will be defined as a business seek-
ing financial profits.

The first and most important requirement
is that the archival progtam have the backing
and support of the highest managerial level.
This can be the executive vice president, the
president, or the chairman of the boatd.
Why must the program be started at this
level? If it is to be at all successful, the di-
rection, support, and prestige will come from
this source. It is from the highest company
echelon that the necessary financial support
will be granted. It is from here that the di-
rectives and memos will sift down to the
middle and lower echelons informing the
department managers of the company’s ar-
chival program and the need and desirability
of their cooperation with the archivist.

From the corporate level, the archivist will
learn how extensive and detailed the archival
program is to be, structurally. If the collec-
tion is to be a working type, in that the mate-

Myr. Simmons, who is
SLA Chapter Liaison Of-
ficer and librarian at the
Chicago Sun-Times and
Daily News, originally
presented his paper at the
October 7, 1966, meeting
of the Society of Ameri-
can Archivists in Atlanta, Georgia.
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vial will be made available to researchers and
scholars, the problem of in-depth cataloging
or indexing is presented. If outsiders are to
be allowed the use of material, the problem
of space requirements is to be considered.
Obviously, if the material will be used only
by company personnel the problem is less
complicated.

The next important step is to present man-
agement with an archival program. This may
be prepared by the archivist or, as in our
company, an archival committee consisting
of a vice president, the assistant secretaty of
the corporation, the director of public rela-
tions, and the archivist.

Before preparing a program, the archivist
should study and learn all he can about the
company and how it developed through the
years. He should try to locate tables of or-
ganization or organization charts which were
drawn through the years in order to give him
a better understanding of how the company
structure evolved. The position of each de-
partment in the administration hierarchy
should be understood. Policy decisions and
often operational decisions are made at the
top level and the execution and implementa-
tion of these decisions are administered by
the various departments in descending levels
of the organization. Therefore it becomes
necessary to understand the functions of each
department on different levels and the op-
erational activity of each department in ex-
ecuting these directives. By understanding
the position, the function, and the activity of
each department, a knowledge and under-
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standing of the entire organization and op-
eration will be acquired. As a result, when
company records are received, they will be
easier to process.

Not only should the archivist learn all he
can about the present organization, he should
learn as much as possible about the history of
the company. This embraces more than the
date when the doors were opened for busi-
ness or where the business was first located.
What was the name of the original com-
pany? Was it partnership? Was it incorpo-
rated ? In what state? Was the company ever
in peril because of economic recessions or
because of fires, floods, and other acts of
God? Did the company ever merge with ot
absorb another competing or noncompeting
enterprise ? Were any unusual industry break-
throughs initiated by the company; were
there any spinoffs or unloading of unprofit-
able divisions? When did the company go
public by issuing stock? And when did its
name appear on any of the stock exchanges?
These are but a few questions, and there are
many, many more which must be answered.

There are those who consider the com-
pany or the corporation as a living entity and
its life is infused by the personalities who
operate the company. As important as it is
to know the history of the company, it is
equally or perhaps more important to know
about the present and previous executives.
These are the entrepreneurs, the men with
acumen and foresight, the dreamers and the
visionaries who built and developed the or-
ganization. Their marks may not be visible
but they are evident, nevertheless. The place
of these men in the company structure will
help the archivist to understand the history
and development of the company. Do not
limit the biographical research to the princi-
pal officers. Many executives in the middle
or upper-middle management group have
had great influences in suggesting or execut-
ing policy decisions.

Business records are important, but more
important are the papers of the founder of
the company or organization. Whether these
are personal or business, they should be
found, treated for preservation, accessioned,
and stored. These papers provide the re-
searcher with background material on how the
company started and, as it grew and pros-
pered, its effect on both the industry it served
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and the development and growth of the town
or region in which it was located.

The founders of these companies were not
only influential in the industry they served
but often had important roles in bringing
new industry into the region. They helped
in starting new colleges by financial gifts and
other gratuities such as land and homes.
Think of the number of college and town li-
braries donated by them. Many of these men
had the drive and energy to serve on civic
boards; others worked to bring art and cul-
ture into the regions they lived. Because of
this kind of activity and the civic interest
shown by these men, it is almost impossible
to write a definitive history of a particular
industry without consulting the papers of
these who made the greatest contributions to
it. This also will apply in writing a local ot
state history, as these influences were felt in
many areas of civic, political, and public af-
fairs. It is not uncommon to find this energy
displayed on a national or international level.

This is the material, if it can be found or
located, that will provide the archivist with
the nucleus of his archival collection. This is
the material which will be carefully handled
and preserved, as the archivist knows the
value of it to researchers, historians, and
scholars. This is why every letter, memo, and
note becomes important.

The archivist not only has the problem of
finding and preserving older manuscripts and
material, but he also is faced with problems
presented by the electronic age. The lengthy
hand or typewritten letters have been slowly
replaced by the telephone and sound record-
ing devices. Years ago, it was a letter that
was sent, or a telegram; today the telephone
is used. It is not unusual for three or four
people in various parts of the country to be
connected to a central conference call in
which all concerned may discuss and make
decisions with nothing in print to record the
“meeting.” There also exists the luncheon
and dinner meetings in which problems are
discussed and settled without any kind of a
record except the official announcement of
the accomplished fact. Voice recorders now
are capturing the spoken word on belts or
tapes. Some of these may be transcribed,
some left to be played back at a future date
and then erased or discarded. This menace
of the electronic age is introduced here to
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underscore the importance of saving and pre-
serving the papers and records that the com-
pany archivist acquires. It is paradoxical that
business literally is becoming submerged in
paper and yet the paper wanted by the archi-
vist is more and more difficult to ferret out.

What are some of the business records that
should be in the company archives? This
will depend on the archival program in terms
of security, space, and safety. Legal consid-
erations may be involved and, to some de-
gree, company policy.

Obviously, documents which gave birth to
the company, whether it be a partnership
agreement, charter of incorporation, or a
license from the city or state to engage in a
particular activity, are of prime importance
and these may or may not be kept in a pri-
vate vault.

Old contracts and agreements should be
saved. These may relate to producing a cer-
tain product or providing a service; it may
be a labor contract; it may be a real estate
contract buying or leasing property. The con-
tract may take many forms and may be used
for different reasons. All contracts, even
those outdated and no longer effective, should
be part of the archives. The officer of the
company charged with responsibility for the
contracts should give the archivist any can-
celled or fulfilled contracts no longer in use.

Financial records of the company, whether
in the form of annual reports, financial state-
ments, day books, cash books, ledgers, budget
reports, and statements of income and ex-
pense, should be kept. If given to the ar-
chives, these financial records in all prob-
ability will be outdated. However, samples
of accounting forms should be included with
notations of how and when used. Manuals or
directives to the accounting department out-
lining procedures should not be overlooked.
This is important in determining how and
when new accounting methods were intro-
duced.

Some samples of purchasing records should
be kept as matters of interest. These will
show methods and policies in making pur-
chases, who were the vendors, and the pur-
chase prices of various commodities used.

Production records on a selective basis
should be retained to show what the company
made and, in some cases, how it was made.
Charts showing the table of organization for
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the production staff, drawings showing plant
layout, drawings showing design, research
reports and technical surveys should be made
part of the record. Photographs, while not a
business record, should be made of each step
in the manufacture of a product or service.
This can be of more value to the historian of
the future than many written documents.

Inventory records in the growing com-
puter age may be a thing of the past. Today,
sales records are fed back to the warehouse
by computer and when a minimum inventory
is reached, the computer automatically noti-
fies the production department. This is an
over-simplification, but the point is, it is pos-
sible inventory forms will have limited use
in the future. How to preserve these tapes
will be a problem the archivist will have to
solve. Samples of old inventory records
should be preserved as part of the record.

Land, labor, and capital is the three-legged
milk stool of the capitalistic system. In a
large organization, it is impossible to keep
all labor and personnel records. Yet the fu-
ture historian will be interested in the size
of the work force at various periods, how it
was handled, the salary and wage scales, and
the company policy toward sickness, vacation,
retirement, and the growing collection of
fringe benefits, If possible, summarized re-
ports relating to policies of hiring, training,
dismissal, accident reports, arbitration pro-
ceedings, and so on, should be included. If
the company has an agreement with a unjon
or unions, these contracts should be kept.

Samples of advertising programs of all
types should be kept. These may be in the
form of inserts, ads in trade publications,
newspapers, magazines, radio, television, and
elsewhere. If possible, a notation should be
made as to the media, how long it was used,
and, where possible, include tangible results.
Agtreements with advertising agencies should
be part of the permanent file.

As nothing moves until a sale is made, it
is important to get a good understanding of
the company’s gross sales and its system of
distribution. Again, a summary of the sales
department’s figures should be included,
which show sales by district and by products.
Also include matket analyses, selling terms,
price lists, sales manuals, catalogs, analyses
of selling expenses, and salesmen’s compen-
sation. Routine letters should be discarded,
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but those letters which bear on .policy mat-
ters, changes in the business climate, and
comments on goods and services should be
saved. Reports submitted by branch man-
agers or division heads should be kept on a
selective basis. Samples or models of prod-
ucts, packages, labels, and trademarks should
be kept to show how they changed in design
through the years.

Material relating to the general adminis-
tration and managerial level are most im-
portant to the archivist and the historian for
them fully to understand the operations of a
company. This is difficult because policy and
decisions are made verbally and usually no
machinery exists internally by which to re-
cord these decisions. Minute books of board
meetings should be carefully kept and pre-
served. Because of the confidential nature of
the contents, it may not be possible to place
them into the archives. However, a notation
should be made that these are in existence, a
certain number of minute books covering a
definite period. Usually this is an open-end
notation, but if the company acquired an-
other company, the notation should include
the dates covered for the second company.

Correspondence of senior executives should
be saved permanently. Where the contents
are confidential because of business reasons
or to protect the contents from busybodies, it
is advisable to withhold access to these rec-
ords by outsiders or others for as long a pe-
riod as necessary. In any event, whatever the
restriction placed on these records, they should
not be destroyed. Those letters of the middle
management group should be screened for
important letters in order to be certain noth-
ing of potential value is destroyed.

Saving the letters of the senior executives
cannot be over-emphasized. They are im-
portant in understanding the company and
its role in the industry. The executive of to-
day is articulate, educated, and a man of ac-
tion. He is sophisticated and knowledgeable
and his advice and counsel are very often
sought by the highest levels of city, state, and
national government. Here we find letters of
notables on the American scene, These may
not be strictly construed as business recotds,
but very likely these letters are the result of
the impact made by the individual in the
particular company or industry.

Some may argue that these are personal
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letters and should not be part of the business
record. A study and analysis of the contents
of these letters will usually reveal that these
letters were received or written because of
the executive’s affiliation with the company.
The executive of today not only participates
in policy decisions in his company but serves
on boards of directors of other business or-
ganizations. He may work on civic commit-
tees, serve as a trustee on a college board, be
an advisor on a special committee formed by
the governor of a state or even the President
of the United States. And what about the
time he gives his trade or professional organ-
ization ? Obviously it becomes difficult to sort
out these letters and classify them as business
or personal. The time spent in these activ-
ities becomes an admixture of the executive’s
business and personal life.

Thete are other business-oriented records
which should be considered. Company pub-
lications in the form of house organs, public
relations brochures, employee publications,
catalogs, brochures, films, awards, and com-
pany directives are but a few of them. Other
materials are speeches by company executives
which shed some light on the philosophy of
the individuals operating the company, corre-
spondence between executives within the
company dealing with internal matters, and
publications by and about the company ot
about or by individuals associated with it.

These business records were expensive in
preparation, usually voluminous in numbers,
and mostly with current value only. Yet
these papers must be selectively saved by
firms because of future historical value to the
companies themselves, to future historians
who may write a history of the company or
the industry, and to the researcher or scholar
who may be studying the social or economic
impact made on a city, region, or state.
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Computers are used at the B. F. Goodrich Research Center Library for circu-
lation control, book catalog preparation, journal files, and information re-
trieval. Information in these files is readily updated and listed in various
ways. Thus, we have reduced the time spent by our clerical staff in typing
and filing this information. The need to analyze library procedures and plan
their automation as part of an over-all master system is emphasized. The
system must be designed to fit the needs of a library and its users in that

particular environment.

The Application of Computers at the
B. F. Goodrich Research Center Library

ALICE YANOSKO CHAMIS

NTEREST IN the use of computers and data
I processing equipment in libraries is in-
creasing very rapidly. The extent of their ac-
tual use was the topic of a survey conducted
last year for the Documentation Division of
the Special Libraries Association and the Li-
brary Technology Program of the American
Library Association. The results of this sur-
vey were published in October 1966! and
summarized in the May-June 1967 issue of
Special Libraries. About 18 per cent of the
6,150 libraries who responded to the ques-
tionnaire were using or planning to use data
processing equipment. Industrial libraries
constituted 4.7 per cent of the 18 per cent.
While the survey had an over-all response
rate of 40 per cent, the response from those
libraries having or planning data processing
was higher than 50 per cent. Thus, the sur-
vey indicated that although computers are
used in libraries, they are not used exten-
sively.

The library has about 9,000 books and
16,000 bound journals. Among unbound
materials, we have about 132 vertical file

Myrs. Chamis is research
librarian at the B. F.
Goodrich Company Re-
search Center, Brecksville,
Obhio. Her paper was pre-
pared for presentation at
the Special Libraries As-
sociation Joint Chapter
Meeting, April 7-8, 1967,
in Warven, Michigan.
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drawers of reports and pamphlets, 105 ver-
tical file drawers of internal reports, and
about 80,000 patents. We microfilm many of
our own records as well as purchasing micro-
film or microfiche of patents, government re-
ports, and theses. We now have about a
thousand reels of microfilm in addition to
flat copy film.

The research library consists of eight per-
sons, five of whom are chemical librarians,
and three are clerical library assistants. We
have one additional librarian chemist who is
establishing a branch library in Akron.

The research library serves primarily the
B. F. Goodrich Research Center. Here re-
search is carried out for B. F. Goodrich
divisional companies, which include tires,
industrial products, aerospace and defense,
chemical, footwear, textiles, Canada, and
international. As a result, requests for infor-
mation to the research library may come
from any of these divisions. However, the
primary users are the approximately five hun-
dred employees of the Research Center, half
of whom have one or more college degrees.

Prior to even considering the use of com-
puters and other data processing equipment
by the library, each library procedure was
analyzed. This analysis helped us determine
what the library was doing and what the
problems were. We then investigated how
we could use data processing equipment and
computers for our library procedures. From
this, we developed a master plan and time
schedule for each library procedure we
wanted to automate.

The major computer applications in the
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® CIRCULATION CONTROL

USER |USER| DATE | DATE
BOOK ANALOG COMPUTERS Wright,J.G.{ 921 [12/7/66
JOURNAL SAMPE  JOURNAL Feb.66 | Wright,J.6.| 921 | 3/8/67
PAMPHLET TIRES 15| Jones,HH.| 530 | 3/8/67
LAB NOTEBOOK PROJECT 783-70 Pages I1-150 | Jones,HH.| 530 [l1/]2/66

1BM CARD FILE ARRANGEMENT

L

SORT CARDS
BY USER CODE

WHEN THE ITEM
IS RETURNED,

THE CARD IS
COMPUTER SENT TO THE
LISTS ITEMS USER OR TO
CIRCULATING RECORDS FILE.
TO USER.

Figure 1

library are for: circulation control; book
catalog preparation; journal files; and infor-
mation retrieval.

Circulation Control

We have found it very useful to use IBM
cards for circulation control of most items to
our users. We use them for books, journals,
pamphlets, and laboratory notebooks. Al-
though the format for each differs, the basic
information keypunched is shown in figure 1.
We include the descriptive data about the
item, the user’s name and code, and the date
circulated. The cards are then sorted and
filed by the descriptive data, The volume of
these does not warrant storage on magnetic
tape. Thus when items are returned, the
cards are manually removed from the file
and sent to the user as a receipt or retained
in a record of items circulated and returned.

The advantage of keeping our circulation
records on IBM cards is the ability to sort
these readily by user. Thus, when a person is
being transferred or leaves the company, we
can readily give him a list of what he has
signed out so he can return the items to us
before he leaves. Periodically, we use an
IBM 1130 computer to compile an inventory
of items signed out to each user, Items which
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need to be returned to the libraty because
there are other persons on the waiting list
are coded. The other items in the inventory
need to be checked only to make sure that
the user still has the item and has not loaned
it to a co-worker. This periodic inventory has
greatly reduced the number of “lost” or
“misplaced” books.

Book Catalog Preparation

We find it advantageous to use a data
processing system for our book catalog.
From one basic entry containing the Dewey
number, the author, the title, the publication
date, and the accession number we can gen-
erate four different listings shown in figure
2: 1) the author, 2) the title, 3) the classi-
fication or shelf list, and 4) the accession
number. These lists can be distributed to
various locations inside as well as outside
the Research Center enabling others to deter-
mine readily what books we have. Each of
the lists can be easily updated. We used the
IBM 7090 for this system and are now con-
verting it to the IBM 360. We have not yet
used subject entries for the books as we are
first planning to do further work on estab-
lishing our subject authority list for the book
collection.
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Journal Files

Two basic types of IBM cards are key-
punched for our journal files.

The first is the holdings master card shown
in figure 3. On this is entered the complete
title, a numeric alphabetizing code, the year
and volume of the first issue retained, title
changes or abbreviations, and shelf location.
We have over 16,000 bound volumes of
journals in our collection, represented by
about 5,000 cards. These cards are entered on
magnetic tape. We can obtain either a title
list or shelf location list of our holdings.
These can be distributed to other locations
for interlibrary loan purposes. We use the
GE 235 for our holding compilation.

The second type of card keypunched for
each journal is a current subscription master
card. On this card is recorded the title, code,
issues /year, vendor, type of circulation, sub-
ject classification. We have about seven hun-
dred cards in this record. These cards are
entered on our master magnetic tape. The
program written for the GE 235 prints two
types of lists from this input. The first is an

alphabetical list of current subscriptions pri-
marily for library staff use. The second is a
list of the current subscriptions arranged by
subject. This list is intended primarily for
the user, so he can go to the appropriate sub-
ject classification and select those journals
pertinent to his field. Many journal titles are
misleading as to subject content. This list is
particularly valuable to new users selecting
journals for circulation.

The user goes through the subject classi-
fied list and selects those journals of interest
to him. Circulation request cards are then
keypunched containing the journal title and
codes as well as the user’s name and code.
We have about 3,500 request cards. These
cards shown in figure 4 are entered on mag-
netic tape with the current subscription mas-
ter cards mentioned previously. We can ob-
tain from this GE 235 program four types of
records: 1) circulation statistics showing
number of requests for each journal; 2) lists
for circulating the journals; 3) list of jour-
nals requested by each man. This list is sent
to each user annually with a complete list of
subscriptions for the coming year. He can

@ BOOK CATALOG

DEWEY NO. CT. # VM ED AUTHOR/TITLE/ABSTRACT YR. ACC. # 0
PETERS RH
677 P483 V | ® PETERS RH 63 21110 |
TEXTILE CHEMISTRY-THE CHEMISTRY OF FIBERS
AUTHORS 677 0283 H435 HEARLE JWS, PETERS RH 63 2162 1
FIBRE STRUCTURE
PHILLIPS LN
688 4 P561 PARKER CBYV, PHILLIPS LN 64 210991
POLYURETHANES
TEXTILE CHEMISTRY—THE CHEMISTRY OF
677 P483 V | @ PETERS RH 63 211101

TITLES

/\

THEORY OF ANISOTROPIC SHELLS

TEXTILE CHEMISTRY-THE CHEMISTRY OF FIBERS

531 38 A49] AMBARTSUMYAN SA 64 21361 |
THEORY OF ANISOTROPIC SHELLS
677 P483 V 1@ PETERS RH 63 211101
CLASSIFICATION.~” TEXTILE CHEMISTRY — THE CHEMISTRY OF FIBERS

SHELF LIST \678 ” 36

SJOTHUN IJ.,ALLIGER 6

64 21097 |

VULCANIZATION OF ELASTOMERS

677 P483 V 1e® PETERS RH

TEXTILE CHEMISTRY-THE CHEMISTRY Of FIBERS

621 02 si27

SOCIETY OF AUTOMOTIVE ENGINEERS

63 21110 1
N ACCESSION

NUMBER
64 21111 1/

SAE HANDBOOK 1964

Figure 2
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@ JOURNAL FILES

TITLE, CODE, YEARS,
VOLUMES, TITLE
CHANGES, SHELF
LOCATION

HOLDINGS
MASTER CARDS

MASTER
TAPE

TITLE, CODE,ISSUES/YR.,
VENDOR, TYPE OF
CIRCULATION, SUBJECT
CLASSIFICATION

URRENT
SUBSCRIPTIONS
MASTER CARDS

MASTER
TAPE

TITLE  LIST
FOR
LIBRARY

SUBJECT
CLASSIFIED
LIST FOR
USER

Figure 3

add or delete journals he wants circulated to
him; 4) circulation control cards. These are
basically of the type shown previously in fig-
ure 1, containing descriptive data and the
user’s name and code.

Information Retrieval

Information retrieval is our largest use of
computers. All our programs are written for
the GE 235 computer. The system is based

on the use of EJC (Engineer’s Joint Coun-
cil) principles in indexing and thesaurus
construction.? The elements of our informa-
tion retrieval system are the thesaurus, the
dual dictionary, and the bibliography.

The thesaurus is our master list of terms.
It is an alphabetical listing of the main en-
tries. A portion of our thesaurus is shown in
figure 5. Here “Seals, Seat Belts and Seat
Covers” are listed in alphabetical order.

@ JOURNAL FILES (cont'd)

MASTER

SUBJECT
CLASSIFIED
LIST FOR
USER

URRENT
CIRCULATION SUBSCRIPTIONS
REQUESTS MASTER CARDS

I

|

LIST OF
JOURNALS
REQUESTED
BY EACH USER

CIRCULATION
STATISTICS

JOURNALS

Figure 4
JaNUARY 1968

CIRCULATION
CONTROL CARDS
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These and other non-chemical terms ate in
section 1 while chemical terms are section 2.
We have additional sections for our person-
nel, organizations, and projects. Under each
main entry are listed related or synonymous
terms. For example under “'Seals,” we find
“Sealants and Gaskets.”” “Seals and Sealants”
are synonymous, the SF denoting the “Seals”
was "'seen from” “‘Sealants.” Similarly, “Gas-
kets” is “generic to” or a more specific type
of “Seal.”

The dual dictionary is our master index of
terms. It is used for information retrieval. It
1s an alphabetical list of terms in the same
order as in the thesaurus but only main en-
tries are listed. A portion of our dual dic-
tionary is shown in figure 6. There is a list-
ing for each term and role used so that we
have 7 Seals and 9 Seals, the numbers de-
noting the appropriate EJC role. Following
the main term are listed the accession num-
bers and alphabetical links of documents
contajning this term. Information retrieval
is performed by manual coordination or
matching of accession numbers. For ease in
coordination, the numbers have been listed
in terminal digit order, so that all accession
numbers ending in O are in the first column,
those ending in 1 in the second column, and

® THE THESAURUS PRINT OUT

SECTION |

SEALS
SF SEALANTS
GT GASKETS

SEAT BELTS
PO BELTS
PO SAFETY DEVICES

SEAT COVERS

PO COVERS
RT UPHOLSTERY
Figure 5

so on to those ending in 9 in the last column.
Thus, in a search of documents concerning
the effect of oils on seals, we coordinate EJC
role 7 Seals (item affected) with EJC role
6 Oils (item causing an effect). We find no
match in the first or second column, but we
do find a match in the third column, docu-
ment 1622 link B. Proceeding further, one
finds an additional match for document 1486
link A. Thus these two documents retrieved
are answers to our question. Although the
search is now manual, we will use the com-

@® THE DUAL DICTIONARY PRINT OUT

SECTION | : NON- CHEMICAL TERMS

7 SEALS
2030C

9 SEALS
1481A 14038

1833C

9 SEAT BELTS

1310A 1832C

1044A

SECTION 2 : CHEMICAL TERMS

6 OILS

4040C  1031A 583C

6870A

39254

41358

10990
1435C

1888C

987C 529A

1099A

Figure 6
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® THE BIBLIOGRAPHY PRINT OUT

DOC. NO.

1486  JONES CE

AUTHOR/ TITLE /ABSTRACT

DATE
I-67

PROJECT
885-85 R

PERFORMANCE OF AUTOMOTIVE SEALS AND SEAT BELTS.
SEVERAL TYPES OF SEALS WERE EXAMINED AFTER
IMMERSION IN VARIOUS OILS. THE RESULTS ARE
TABULATED. SEAT BELTS WERE TESTED ON THE

WEAR MACHINE FOR DIFFERENT TIME

1487 SMITH PH TO HAY RE

POLYMER VISCOSITY

INTERVALS.

2—-67 932-95 L

THE VISCOSITY OF A WIDE RANGE OF POLYMERS.......
Figure 7

puter for information retrieval when we de-
cide the volume of information or questions
justifies its use.

The bibliography is a listing of all docu-
ments in our system. A portion of the bib-
liography is shown in figure 7 for document
1486 which was one of the documents re-
trieved in our search. For each document is
given the accession number, the author, the
recipients, the date the document was writ-
ten, the project number, a symbol denoting
whether the document is a report or letter,
the title, and the abstract. The bibliography
can be listed either by accession number or
author. This bibliography is used by the
searcher to see the abstract of documents re-
trieved before going to the actual documents.
Often, he can thus eliminate those documents
with which he is already familiar. When we
are retrieving information using the com-
puter, the bibliography will be used to sup-
ply titles or abstracts for the documents re-
trieved.

The Results and Future Plans

Information needs to be entered into our
computer systems only once. From that point,
the computers and other data processing
equipment can readily sort, list, subtract, and
add to our information according to what we
have specified in our computer program.

As a result of these computer systems, we
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have reduced the time spent by clerical li-
brary assistants in typing and filing large
volumes of information. They are now able
to process the remaining information readily
and make it available to the user quickly.
They are using the time saved to do some
professional work in acquisition, circulation,
and reference previously done by the librar-
ians. Thus, the librarians have been able to
provide prompter service to the users as well
as working on additional library projects.

Some computer programs such as the key-
word-in-context have been used for special-
ized files. We are now working on other ap-
plications of the computer as detailed in our
master plan. For example, we have planned
“automatic information distribution” as
patt of our information retrieval system. The
programs have been written but we still need
to compile user profiles to make it opera-
tional. Computer searching is also planned.

The net result of the use of data process-
ing and computer systems will be better serv-
ice to the users.
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Many persons from many walks of life must combine their talents and co-
ordinate their efforts in order to ensure successful planning of an efficient
library. Architects, engineers, administrators, library committee members,
users, professional consultants, and, not least important, the library staff
must make contributions. These contributions will result in basic documents
such as the program of requirements and the equipment specifications being
revised numerous times. These revisions, however, will result in the strong
specifications and the clear and concise program of requirements that are
absolutely essential to successful planning.

Planning the New

NIH Research Library

JESS A. MARTIN

THE NATIONAL INSTITUTES OF HEALTH,
located in Bethesda, Maryland, is truly
one of the largest and most important bio-
medical research centers in the world. Its
twenty-five hundred scientists and research
workers and its nine-thousand-member sup-
porting staff utilize heavily the services of
the NIH library. In order to serve mor