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Libraries

How to organize a municipal reference
bureau, by John A. Lapp

[The American City, Sept. 15, 1914.]

In thisg article, by the Director of the n-
diana Bureau of legislative information, in
the series published by thc American City,
“What to do and how to do it,” the scope
and purpose of the gpecial library for mu-
nicipal officials is discussed. Municipal
reference is defined as “a scheme for col-
lecling, preserving and having ready for
use, information which will help to solve
problems of municipal government. It is a
method by whiclh the experience of the
world is brought to bear upon specific prob-
lems of city government.”

The importance of such a hureau of in-
formation is emphasized by the study of
the complexity of the problem of city gov-
ernment. “Scarcely any problem confronts
a modern city,” says the writer, “which has
not at sowme time or other confronted other
cities; and scarcely a solution which is he-
ing sought for any municipal problem is not
sought in many other cities at the same
time. Out of Lhe experlence of all cities
como valuable lessons to each city.”

The necessity of keeping the municipal
reference bureau closely related to the im-
mediate and practical problems of the city
is emphasized. “To study the actual needs of
the city; to learn its physical conditlion and

{o know the needs lor 1its physical develop-
ment, Lo understand ils legal and other
limitation, to see clearly the aspirations of
its citizens and its government, and to make
the intormation gathiered for use focus upon
the prosent and future needs,” is the pro-
gram laid down

The article puts cmphagis on the practical
referance matetial with particular relerence
to 1hose things which serve the workers in
all ol the departments of the city sgovern-
ment. The sources of material are stated
as follows:

1  Local docwncnts including statutes,
ordinances and deeisions and reports of offi-
cors and local orgunizations;

2, The 1eports of special value from
uther cilies;

3 The works o the hesl recognized au-
thorilicg;

4  The publieations of associatious or-
ganized to study oty government or social
welfare;

5 Magazines and newspapers;

3. The special rescarches ot the bureau
and other similar hureans based upon first
hand investigation.

Tinally (he article emmphasizes the use of
the knowledze of the ndividuals 1n the com-
munity,  “The o of ihe community
should be mdexced and (he telephone direc-
{ory should he close af hand for use—law-
yers, enginecrs, sanitarvians, accountants,



————y "

K
i

130 SPECIAL LIBRARIES

architects, landscapc architects, artists,
artisans and business mecn can all he
pressed into scrvice by an eflicient bureau”

The writer conlends against the designa-
tion of munieipal reierence work as library
work and argues for the scparate burcau,
except 1n those cities where the library lhas
become a forceful institution in public af-
fairs Connecting a municipal reference bu-
reall with the ecity library 1s condemned.
The article states that “mosiL of our city
libraries, unfortunately, do not have a
standing among practical men. Too many
of them devote their attention exclusively
to the esthetic and cultural, In many citics
the majority of ithe patrons are women and
children and circulation consists largely of
light literature, Most ol our city libraries
are manned by people having litlle concep-
tion of the practical functions of the mu-
nicipal reference library Many public -
braries are localed at considerable distance
from the seat of administrative and wmu-
nieipal activity Obviocusly, such a library
is not a satisfactory place in which to estab-
lish a municipal reference branch.”

The control of a municipal reference hu-
reau, it is declared, should he nen-partisan
and non-political. “A burcau which serves
political purposes will svon lose its useful-
ness. It must be prepared to serve all par-
ties and all men and any evidence of par-
tiganship will impair its efliciency.’”” The
writer tavors a separate ex-oflicio hoarad of
non-partisan officials as the proper controll-
ing board of such a hureau. I[IBmphasis is
put upon thc unecessity of having a minn-
mum staff to permit practical work.

The classiflcation of maternal is discussed
briefly and emphasis is put upon the desira-
hility of the simplest gystem which will
muake the material accessible for quick use.
“A bureau must be prepared on a thousand
subjects and an efliclent arrangement of
material is 1mperative. Trobably the most
effective classification would be that which
confines itself closely Lo the different [unc-
tiong of the municipality, emphasizing
through minute subdivisions, the particular
functions upon which the municipality is
most active.”

The conclusion of the article follows: “IL
shiould he emphasized that a municipal ref-
erence pureau, to he successful, must be
practical. In all of its work the utility aim
must be kept in view It 18 not a place
where sentimenti should play a part. It
ought to show resulis on the profit side of
the ledger or it ought not to he mamtained.

“It is primarily a bureaun of information
and not a place to supply reading material
for general education. The publie library
can well supply all that 15 nceded for the
general reader. There is grave danpelr that
a bureau may take the path of least resist-
ance and coufine itself to those more ob-
vious matlers upon which material may be
more readily accessible. This should be

avoided. The hureau should strive to bhe
a pioneer in municipal knowledge, locaving
the moro ohvious matters to move super-
ficial agents.

“A municipal reference bhurean with a
broad vision and steady grasp of the hest
thoughl concerning municipal activities has
Llie opportunity of being a city’s most useful
mstitution.”

How to use the technical journal, by J. W.
Alvord

[Electric railway journal, Oct. 8, 1914.]

Using the technical journal, by G. W. Lee
[Electric railway Journal, Qct, 17, 1914.]

Indexing technical information, by A. R.
Herrick

[Electric ratiway Journal, Oct, 24, 1914.]

A good word for the card index, by H. L
Brewer

[Electric railway journal, Oct. 24, 1914.]

Indexing technical information, by C. H.
Fuller

[Electric railway journal, Oct. 24, 1914.]

The above group of articles, all appearing
in the Electrie railway journal, form an in-
teresting symposnim on a topic of lively
interest to both librarians and engineers
and the two proiessions share the honors of
authorsbip so that both points of view are
brouglit out.

The first article by Mr. Alvord, Chicago,
Consulting engineer, which furnished the
inspiration for the ensuing communications,
is an abstract of a paper presented at the
Convention of the Federation of tradc press
associations, Chicago, Sept. 24-6. For the
purpose ot presenting his problem, the au-
thor divides the users of lechnical journals
into three clasges, the young engineer, tle
middle-aged reader and the mature special-
ist, showing what in the technical journalg
appeals to each of these classes and what
various card indexes, filing devices, note
books, cle., scem to these different ages of
readers of technical literature, best suited
for sorting, preoserving and rendering avail-
able the current literature of their profes-
sion  Of onc thing the author is certain
aud that is that, ‘“technical papers, along
with the techniecal socleties and their pro-
cecdings, form the rcposilory of the pro-
fessions; they are the interchange of ex-
perience, the common store upon which we
all draw  Without them we would be
strangely lielpless. We are more or less in-
debted to everyone who records his ex-
perience [or the common use, and that debt
we should endeavor Lo helpfully repay in
kind, but wisely, concisely and thought-
fully.,” He warns us that “it is really won-
derful how much repetition there is in en-
gineerimg writing and in the production of
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cngineering papers” and that “it thus hap-
pens that we are under the necessity of sec-
ing much the samec facts and principles re-
peatedly published in varymg forms.” The
whole gist of the article is Lhat, properly
undersiood and used, technical literature
contains inspiration and encouragcment, ex-
pericnce and interest for young and old in
varying degrees but that to get these re.
sults from the journals i3 not always an
easy malter owing to ifiexperience in the
young men, limitation of thne in the older
men, lack of proper indexes and the diflicul-
ties met 1 selecling and arranging the best
from the mass of such technical literature,

Mr. G. W. Lee, Librarian of Stone and
‘Webster, Boston, suggesls the trained Ili-
brarian as an answer to some of the difil-
cullics in indexmg presented by Mr Al
vord, He says that he has “long urged that
the hibrary world should so organizec as to
provide a custodian for every idea and
every article needed hy men in business or
professions This same idea carried
to its ultimate development is what we
need the country over, professional men of
every description standing sponsors for or
subscribing to the work of those who will
colleet information and have il available
when wanted, Believe that the
welltrained librarfan ecan generally advise
about the ways and means of getiing infor-
mation on almost everylhing and insist that
he {hus make himself useful to you'

The next to take up the subject under
discuggion is Albert B. Herrick, Consulting
engineer, who advocates a clasgification
sclieme, based on the Dewey decimal sys-
iem, for grouping current technical ltera-
ture. As an example he gives the follow-
ing main heads for -classifying electric
transportation material: 0, historical; 1,
zeneral description; 2, finance; 3, engineer-
ing; 4, operation; &, power station; 6, trans-
mission system; 7, equipment; 8, track;
and 9, maintenance, Mr. Herrick mounts
his clippings on cards or folders according
to thelr length An Interesting detail is
his use of different colors in folders and
cards for differcnt years so as to give a
chronological idea of the date of the infor-
matlon.

In the same issue of the Electric railway
journal which contains Mr. Herrick’s arti-
cle, H. I. Brewer, Librarian of the New Jer-
sey Public service corporation, takes the
stand that a card index ls an absolute ne-
cessily, whether ithe material is placed in
a subject file ag Mr. Alvord prefers or ar-
ranged according to lhe Dewey or some
such dececimal classification, according fto
Mr. Herrick.

To close the diseussion, Carl FL. TFuller,
formerly Engineer of right-of-way, Macon
rallway and light company, describes “a file
thal has been in constant use for nearly ten
years, holding many hundreds of vuluable
clippings, photographs, small drawings,

cuts, typewritten sheets, ete, put up in a
shape sufficiently portuble to be carried in
an ordmnary suil case yet admitting expan-
sion or contraction to any desired degree.
Scarcely any of the original matter remains
m this particnlar case, as it is constantly
Dbeing discarded for iresher or mare desira-
ble data, the prime object being to relain a
compact working library of such material
Yet the matter digcarded has not been lost
irack of and may readily bLe located in any
of ihe larger libraries located about the
country.” The method thus described con-
s18t8 of files of carefully selected clippings
bound togetlier and an accompanying Index
volume for each file and must certainly
prove interesling w 1ts simpheily and prac-
ticability.

A Routine for Methods and Plans for Di-
recting the Reading of Department
Heads and Workmen.

[Factory, Nov. 1914.]

Accompanied by copies of the Lbrary
forms used, two very infteresting methods
of kceping employes in {ouch with current
printed information, as worked out at the
Hamilton plant of ihe International harves-
ier company and at the B. I\ Goodriclh com-
pany, Akron, Qlio, are described in a re-
cent iggue of Tactory. In the former, the
circulation o! reading matter, limited to
magazines, is accomplished as follows:
“The magazines are received by the malil-
g division of the order and schedule de-
partment and the circulation slip is pasted
on the first page. It is attached at the top
edge only so, that.if any onec is intercsted
in the ads which happen to occupy the first
page, they can be perused by lfting the
bottom edge of the slip.

“The name of Llie magazine 18 inserted on
the slip and the names of all those who arc
on the list for this parlicular magazine are
set down in the first column, These lisis
of ‘subserihbers’ have been carefully ar-
ranged for each magazine wilh the object
of getting it first into the hands of the man
most 1nterested. TFor inslance, the trade
papers go hrst to the purchasing man for
immediate perusal of the market reports,
The American machinist goes first to the
master mechanic, Factory goes first to the
superintendent,” . . .

“Onc of the troubles is to get everyone
Lo let go of the magazines within the pre-
scribed tine so that the next fellow can get
a look at them. This is regulated fairly
well by the mail depariment which keeps
a tickler record of just where each maga-
zine ig and 10gs a man's mewmory if he keeps
it too long overtime.”

An interesting item is the ultimate dis-
posal of the magazines—some are filed in
whole or im part in the various depart-
ments of the business for reference, some
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distrihuted to the stations of the city fire
department where they are much appreci-
aled

In the B. . Goodrich Co., books as well
as magazines are distributed from a library
department. “The library is complete in
every detail, and subscribes 1o a large num-
ber of periodicalg, both foreign and domes-
tic, The books, of which there are over
two thousand are for the most part Umited
in scope of technical subjects covered al
some point in the organization—such as
chiemistry, mechanies, selling, automobile
and other trade stalistics.

“The library is open to everyone in the
organization at all times. Any cmployee
may choose a book and keep it Lwo weeks,
unless it is recalled by the librarian., A
subject record of the book is kept. The
names of Lhe books are filed alphabetieally.
There 1s no means of ‘following up' and the
book is seldom recalled unless at the re-
quest of some patron of the library., How-
ever, this company’s experience shows that
few books are lost.

“Employees are kept informed hy regular
bulletins of new accessions and of articles
in the current magazines. Many of t{he de-
partnments 1sgue ‘data sheets’ giving sunmi-
maries of the leading trade articles of the
month in which members ot the department
should be interested. R

“The lbrarian knows the particular sub-
jects of interest to the mdividual depart-
ment lieads and [requently calls thelr ut-
tention to articles in the current wmagazines.
....A messenger service iz malntained, hy
which books and periodieals can be delly-
ered at a telephone request,... Euch man is
supposed to hold a magnzine not to exreed
three days Names of employes who ure to
recelve a magazine are listed st the extreme
left of the magazine card, Tho poriodical
is sent to them not in the order of {ho liat,
but in the order of their station. For in-
stance, ‘President Smith’ will get n maga-
zine before 'Assistant Munmger X' and ‘As-
sistant Manager X’ before ‘Br. Jones® Sey-
eral copies of most magazines nre recefved.”

Summing up the sltuntion ror the question
the article concludes with: “Comparatively
few factories are large cnough to warrant
special departments to handle books and
magazines, IPor those that do have a legiti-
mate use for a special Mbratry thls outline
of the Goodrick company's practice will be
foun_d of suggestive value in shaping the
routine, For the average plant the first §Y8-
tem outlined is well adapted.”

Special !.ibraries—A Report on Fifty Repre-
sentative Libraries, arranged by R. H.
Johnston

[Library Journal, April, 1914.]

This repert, arranged by Mr, R H .Johun-
ston, Tdbravlan of the Rurcau of ralway
economics library of Washington, D. C., em-

bodics certaln information obtaned in re-
gponse to a questionnire sent out at the joint
ingtance of the editor of the Library journal
and the presldent of the Spoecial libraries
agsoclation, and 18 designed to exhibit a
compacrt, tabulaied summary of the loca-
tirn, scopc and operation of hfty repre-
sontulive special Lbraries, The tabulated
stacement discloses the name and locatlon
of the lUbrary, the date of lis Loundation, its
speclal ficld of activity, the name of the li-
hrarian, e number ol boaks, pamphlets
and other documents constiluting its col-
lecllon, and a general description of the re-
ports, bulleling and publications which it
lysues. Ah inspection of the table discloses
ihe fact thut the creation of special libraries
is a movemecnt of comparvatively 1recent
origin; thirty-lwo of the fifly libraries enu-
meraled lhave been organized since 1900;
the two oldest have been in existence since
1823 mnd 1824, respeciively, and {wo others
for approximately hall & century. The ter-
ritorfal distribution of ihese libraries is in-
teresting and suggestive,  Thirty-nine are
loeated in the enslern states, ten in the mid-
dle west, and one in the far west, Boston
las scventeen, New York twelve, Chicago
five and Philadelphia four. An astonighingly
large number of industries and institutions
is represeunted, including technical and pro-
fogslonal societies, manufacturing, official in-
formation, statistics, msurance, taxation,
agrictlture, forestry, banking and invest-
ments, transmisston, transportation and il-
lumination conmipanies, public and soclal
service and bencvolent and philanthropic
orgafilzations. 'T'he documenis constituting
the collections of these special libraries are
chiefly fugitive and ephemeral. The num-
her of books ranges from 500 to 62,000; the
number of pamphlels from 400 to 150,000;
and the number of separate items of other
material, such as clippings, pictures, cata-
logues and periodicals, aggregatos over 320,
000. The bLrief Introduclory slatement of
this report terscly narrates the history of
the orpanization of the Special libraries as-
soclation, defines thie wcope and purpose of
special lihraries, records the pre-emntion of
this field ot activily by a large number of
cxperts and specialists and concludes with
a deseription of Speeinl lTibraries, the offi-
cinl organ of tho association,

The Function of the Legislative Reference
Bureau, by §&. Gale Lowrie

[The Library Journal, April, 1914.]

This i¢ an excellent and well written sum-
mary of the [unclious of a legislative refer-
ence bureau. Tn the opinion of the writer,
Mr S Gale Lowrie, whose experience as
Director of ihe Ohio stale legislative refl-
erence hureau jusily entitles him to sneak,
the duties of a legislative reference hureau
are threefold: Its function as o hbrary is
to collect and classify material relating io
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current public affairs; its corps of trained
experts should supply directory service to
Investigators comparable to what might be
obtained in the seminaries ol our higher in-
stitutions of learning; and ils bill drafters
should assist legisiators in expressing m
concige legal terms the provisions which
they may desire to formulate into law. The
reference work of a legislative bureau has
certaln characteristics which distinguish it
from the work of a general library Certain
phases of the work must be developed dis-
proportionately from time to time to satisty
popular demands; the material collected
congists largely of “fugitive sources,” such
a8 magazine articles, newspaper clippings
and correspondence; and the material col-
lected must be so classified, divided, sub-
divided and arranged as to respond prompt-
ly and yield the information desired. The
information obtained by the examination
and inspection of documents must be supple-
mented and Interpreted by the trained ex-
perts who constitute the staff of the Bureau
and when necessary other experts may be
consulted. The newest phase of the work
is that of bill drafting, which has been suc-
cessfully and extensively elaborated in Eng-
land under the direction of Sir Courtenay
Ilbert. Mr. Lowrie justly ingists upon the
political impartiality of the Bureau, its con-
fidential character, and 1ts administration by
a non-partisan board. Legislative bureaus
are agencies of reform only in so far as full
knowledge and information are conducive to
that end.

Libraries that pay, efficient business houses
are systematically bringing managers and
mill-hands into touch with classified in-
formation, by Metta M. Loomis,

[Independent, June 26, 1913,]

The author, lherself the Librarian of the
College of Medicine, of the TUniversity ot
Illinois, has thoroughly Investigated scveral
commercial libraries, and proves as satis-
factorily as possible, in such a limited
space, that both from the point of view of
the manager and of the workingman, such
libraries are “business assets.’” Her open-
ing anecdote, concerning an assistant in a
large contracting firm who hasg been in-
structed to collect in a short time certain
local information necessary to submitting a
bid for a large contract, concludes as fol-
lows: “The assistant spent three days vis-
iting railroad offices, land agents, libraries
and newspaper offices, but the information
he secured was indefinite and unreliable.
He found trade journals—hundreds of them,
transactions of every conceivable society,
government documents covering an 1nnu-
merable range of topics, and lhouse organs
constituting veritable business encyclo-
pedias; but to secure definite information
was a hunt for the needle in the haystack.
‘Without a knowledge of the sources of in-

formation and experience in gathering data
from masses of printed matter, 1t was not
surprising that the meager report prevented
the bed-rock bhid that might have landed the
coveted contract” Other instances of the
value of promptly delivered, up-to-date reli-
able information to depariment managers
and employes are cied and a brief descrip-
tion is given of one large commercial lihrary
which includes a library conducted by de-
partments and a hbrary working directly
with the “overall workmen.” On the much
mooted question of whether a special li-
brarian should have library trammng or spe-
cializved education in the subject matter on
which the material is collected, Miss Loomis
hus a decided opimion., She says “The li-
brarian of any business library should have
special training in collecting and handling
masses of printed matter, Specific knowl-
edge is not so necessary as the ability to get
informalion into or out of people; the daily
work with the literature of a subject will
give the hbrarian a consiantly increasing
fund ol technical knowledge.”

The business library, by D. N. Handy and
G. E. Marion

[System, July, 1914.]

A very practical exposition of business li-
brary methods is this of Mr. Handy, Li-
brarian of the Insurance library association
of Boston, and Mr. Marion, Librarian of
Arthur D, Little, inc The six photographs
included, showing methods of binding clip-
pings, handling pamphlets, “carding” corre-
spondence, filing catalogues and .price lists,
filing magazines, and storimg samples, are
accompanied by clear explanations. There
i3 no better way of presenting modern meth-
ods as usecd in special libraries than by ex-
hibits such as are displaycd at national and
state library meetings. This article does n
o limited way what the exhibits do and will
prove of practical help to those in doubt
about the best filing systems to empioy.

List of Descriptions of Special Libraries, ap-
pearing in Special Libraries, 1914

Legislative reference bureaus as a factor in
state devclopment, by A. T. Sheldon, Jan,,
1914, p. 2-8.

Notes concerning the library of the Geo-
logieal surveyv, Canada, Jan,, 1974, n 8

T.egislative reference hureaus for political
parties, by D. R, Richberg, March, 1514.
p. 38-42, ) .

Applied education and the specialized _h-
brary, abridged proceedings of a joint
mecting of the Engineers club, Special li-
braries association, Eastern district and
the Efficiency club of Boston, Mch, 8, Apr,
1914. p. 56-9.

Evolution of the special library, by John
Cotton Dana, May, 1914. . 70-7,
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Commercial museum of Trieste, May, 1914.
. 77-8.

Library of the American bankers’ associa-
tion, by Marian R Glenn, May, 1914 p.
78-80.

Boston Co-operative information burean, by
G. W. Lee, June, 1914, p. 924,

Collected information in print and the train-
g of employes of the Curtis publishing
company (summary), by E. A, Wolf, June,
1914, p. 96-7.

Index office: its nearer purpose and its larg-
er alm (summary), by A. G. S. Josephson,
June, 1914. p. 98.

National bureau of municipal information
(noteg) by J. C. Dana, Sept., 1914. p.
104-6.

Library of highway engineering, by Emms, D.
Lee, Sept., 1914, p. 106-7.

Vocational library on women's work, by Eth-
el M. Johuson, Oct,, 1914. p. 116-8,

Lithographic art gallery and library. Oct,
1914, p. 124,

List of References on Railroads in War

Prepared by the Bureau of Railway Economics Library,
‘Washington, D. C.

October 10, 1914,

PREFATORY NOTE

The following libraries are represented
in the bibliography of railways maintained
by the Bureau of Railway Economics. The
books and pamphlets in this list may he
found in the libraries respectively indicated
by the key lotters:

APS —Amerlcan Philusophical Society

ASCH —American Soclety of Clvil Englnecrs

AmhC —Amherst College

Belg —Bibliothégque de la Commuission Cen-
trale de Statistique, Brussels

BA —Boston Athenaeum

BPL —Boston Public Library

BowC —Bowdoin College
B —Bureau of Railway ISconomics
Clark —Clark University

ClevePl; —Cleveland Public Labrary
(o]

U —Columbia University

Cts —Connecticut Historical Soclety

CtSL —Connecticut State Library

CornlJ  —Cornell University

DCL ~—Dartmouth College Labrary

FJL —F. J. Lisman & Co, New York City

HU —Hatrvard Unlversily

HDG —Collection of Prof. Henry D, Gard-

ner, Providence

HOr&s —Harvey Fisk & Sons, New York Cily

h —Private Collection of James Hill-

house, IIsq., New Haven*
H —Eopking Railway TLabrary, Leland
Stanford Jr. University

IndSL —Indiana State Labrary
IntRC —International Railway Congress Li-
hrary, Berne
ICC —Interstate Commerce Commission
JC —John Crerar Library
JHU —Johns Hopkins University
LU —Lehigh University
LibCo —Library Company of Philadelphia
C ~Libraiy of Congress

LSE —London School of Economics, Uni-
versity of London

—-Mawne Historical Society

—Malne State Library

MassHS —-Massachusetts Historical Sowety

MIT —Massachusetts Institute of Technol-

OBy
MassRR —Massachusetts Railroad Commission,
now Public Service Commission
MassSL. —Massachusetts State Library
MechL, —Mechanics’' Library of Altoona, Pa.
~New Hampshire State Liabrary
—New Jersey Statc Library
NY —New York Public Library

PrU —Piinceton University

Prussia —Bibliothek des Konigl, Ministeriums
der Ocffenilichen Arbeiten, Berlin

Rey ~Ridgeway Libiary, Philadelphia

StLLPL, —St. Louls Public Labrary

Spe L —Springfleld City Library Assoclation,
. Springfield, Mass,
su —=8yracuse University
TPL —Toronlo Public Library
TrentPLi —Trenton Public Library
Tufts —Tuftg College
UCal ~University of California
uc —University of Chicago
Ul —Univeirsily of Ilinoils
UM —Unlversity of Michugan
TUMinn —Unlversity of Minnesota

P —University of Pennsylvania

uT ~—University of Toronto

uw —~-Unlversity of VWisconsain

WRHS .—~Western Reserve Historical Soclety
WorcAS —Worceater Antlguarian Soclety
WorecPLL —Worcester Public Library

Y —Yale University

*UJse of this library may hc granted to special
students by arrangcment with the owner.

Piles of general periodicals, such as the
Arena, Atlantic Monthly, Forum, Fort-
nighlly, etc, are to be found in all the
larger libraries, ag well ag in those espe-
cially indicated.

Files of the Railway Age Gazette are to
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