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rvee tissman LOOKS this big

when seen through MasterLens

Cataloging, research or the ordinary reading
requirements of day-to-day work around your

library often call for prolonged study of small print or
fine details— conditions that can cause strain in even the
sharpest eyes. EdnaLite MasterLens with its powerful
magnifier and bright glare-free light source takes the eye-
strain out of close work— increases accuracy and
efficiency. And if MasterLens is a help to those
with ordinary good vision, think what a life-
saver it is to library employees and patrons

who have visual handicaps!

MasterLens. Just plug it in. Complete, self-
contained ... useful and effective.
The best way to look at things.

Lightweight portable model.
Magnifies type to double size.
Same superb optical qualities as RL

model. With its own carrying
j case. $140.

MasterLens RL, on its own base, with an
articulated arm that allows a close, clear, com-
fortable look at any part of the page without
shifting the book. Enlarges to twice size.
Regularly $207. Now, for a limited time $179.

GAYIORD

GAYLORD BROS . INC™ LIBRARY SUPPLIES AND EQUIPMENT « SYRACUSE. NY 13201 « STOCKTON. CA 95208



THE

52 ISSUES
NEW TITLE ABSTRACTS

AVERY SPECIAL PUBLICATION
FOR SPECIAL LIBRARIES

A WEEKLY COMPENDIUM OF CURRENT
INFORMATION FOR BIOMEDICAL LIBRARIANS

Soon To Be Your Best Friend— Current Titles Listed On Arrival From Publisher—Each Title
Thoroughly Reviewed—Edited By A Qualified Medical Librarian— Author Index Includ-
ed—Titles Indexed By Subject Matter—Medical Books From All Publishers.

The Login New Title Abstracts lets you know the instant a book is available for distribution.
It furnishes vital information for cataloging—allows you to fully evaluate a book before pur-
chasing.

GLOMERULONEPHRITIS: MORPHOLOGY, NATURAL HISTO-
RY, AND TREATMENT. Proceedings of an International Sym-

posium held at the Royal Melbourne Hospital, February 1972. SU BSC R I BE

New York, Wiley, 1973. 2 vols. illus. references. (Perspec-

tives in nephrology and hypertension, vol. 1) $45.00 set. LC TODA Y!

CARD #73-6562.
A Fabulous

These 2 volumes were prepared for specialists in nephrolo- . .

gy. pathology, pediatrics, and internal medicine. The papers Time Saving Tool
analyze the results of the study of hundreds of patients with Each abstract is
known morphological diagnoses, and discusses new as complete as
methods of treatment. The natural history of various forms shown here.
of glomerulonephritis is summarized, and a working
classification of the disease is included.

Login Bros. Book Co. 1450 W. Randolph St.
Chicago, Illinois 60607

The Login New Title Abstracts sounds great! 1'd like to subscribe today!

My Name

Title

Institution

Street

City

Signature
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Lyndon B.
]Zﬂnson

School of
Public Affairs

And 3M'’s best includes a fully-trained,
nationwide service organization. Sales
representatives in your area. Research and
development programs constantly
improving and expanding technologies.
Detailed proposals written and presented
around your specific needs. Unique,
patented systems helping to provide
functional security. Small sensing devices,
which can be hidden in any or all library
volumes, to detect pilferage. System
components that are reliable and flexible.
And a growing number of major college
and university library customers across

the country. When you purchase a
detection systemn from us, you really get
the resources of 3M Company. We think
that’s worth something to you. Write

for a comprehensive brochure that explains
it all. The address: 3M Company. Detection
Systems, Building 551-2, 3M Center,

St. Paul, Minn. 55101.
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Up-to-date and
Comprehensive Guide to
Japanese Information
Organizations

Order Dept.
New York 10003

Directory of Special Libraries
Japan
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Published by Special Libraries Association, Japan (SenToKyo)

Available from Special Libraries Association

235 Park Avenue South

English Edition

500p.

Cloth

$30.00 to SLA members

plus $0.50 postage and handling
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Subscription Rates. Free to SLLA members. Nonmem-
bers, USA and Canada, $22.50 per calendar year; add
$2.00 postage for other countries. Single copies (re-
cent years) $2.75 except for August issue (Directory)
which is $12.00.

Back Issues & Hard Cover Reprints: Inquire Kraus
Reprint Corp., 16 East 46th St., New York, N. Y.

Microfilm & Microfiche Editions (1909 to date):
Inquire University Microflms, Ann Arbor, Michigan.

Changes of Address. Allow six weeks for all changes
to become effective. All communications should in-
clude both old and new addresses (with ZIP Codes)
and should be accompanied by a mailing label from a
recent issue. Members should send their communica-
tions to the SLA Membership Department, 235 Park
Avenue South, New York, N. Y. 10003. Nounmember
Swubscribers should send their communications to the
SLA Circulation Department, 235 Park Avenue South,
New York, N. Y. 10003.

Claims for missing numbers will not be allowed if
received more than 90 days from date of mailing
plus the time normally required for postal delivery
of the issue and the claim. No claims are allowed
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Special Libraries Association assumes no responsi-
bility for the statements and opinions advanced by
the contributors to the Association’s publications.
Instructions for Contributors last appeared in Special
Libraries 64 (n0.9): p.413-414 (Sep 1973). A pub-
lications brochure is available from the Association's
New York offices. Editorial views do not necessarily
represent the official position of Special Libraries As-
scciation. Acceptance of an advertisement does not
imply endorsement of the product by Special Libraries
Association.

Indexed in: Business Periodicals Index, Information
Science Abstracts, Historical Abstracts, Hospital Lit
erature Index, Library Literature, Library & Informa-
tion Science Abstracts, Managenent Index, Public Af-
fairs Information Service and Science Citation Index.

Membership
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ber (Paid for Life) is $350.
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METRIC TRANSITION PLANNING

"The Executive's Guide to Planning
Transition to the Metric-S| System"

This 248-page, loose-leaf manual is the only
master planning document of its type in ex-
istence and belongs in the hands of every
corporation in this country. Based on an invest-
ment of over $50,000 and two years of intensive
resecarch of on-going transition programs in
other countries.

Also included is a supplement—'"The Basic
Training Guide to the New Meirics and Sl
Units"—currently the best selling training vol-
ume in the country.

Facilities planners, marketing, production, and
design personnel need guidance of this type if
transition costs are to be kept under control
and disruption of current activities is minimized.

The Guide is being used by AMP, AAR, Bendix,
Atlantic Richfield, Bethlehem Steel, Boeing,
Brown & Sharpe, Budd, California & Hawaiian
Sugar, Carpenter Technology, J. I. Case, Cham-
berlin Rubber, General Motors, Chicago Pneu-
matic Tool, CIBA-GEIGY, Consolidated Natural
Gas, Cummins Engine, Del Monte, Dow Corn-
ing, Eastman Kodak, Emerson Electric, Exxon,
Ford, Fram, GATX, General Electric, General
Fireproofing, Gerber, Hersey, Houston Light &
Power, S. C. Johnson, Jones & Laughlin, Leeds
& Northrop, Lever Bros, Mars, National Blank
Book, Norris Industries, Oklahoma Natural Gas,
Olin, Owens-tllinois, Pfizer, Phillips Petroleum,
PPG, Prestressed Concrete Institute, Republic
Steel, Rexnord, St. Joseph Minerals, St. Regis
Paper, Square D, J. P. Stevens, Thomas & Betts,
Timken, Uniroyal, USMC, Vickers, Western
Electric, Xerox—and many others.

Price: $45.00 per copy (NY State firms add 7%,
sales tax)—Returnable within 15 days if not
satisfied—no questions.

ROBERT C. SELLERS & ASSOCIATES,
INC., Management Consultants, 131
Tulip Avenue, Floral Park, New York
11001, 516 352-5410

HOW TO IMPROVE
YOUR LIBRARY

Make Any Shelf An
Adjustable Library Unit

Unique tracked back-channels
adapt to any shelf. Easily attachable
with screwdriver to slotted standards,
directly to wall, or back of bookcase.
Slim, decorative stops slide along
track with pinch of the fingers; release
and they lock in place, can't tip or slip
with exerted pressure. A pair of stops
takes only 17 of space, allows easy
dividing of books, records, games,
catalogs, magozines, whatever, or spe-
cial decorative effects. Variety of sizes,
four finishes.

protect

ABOOK

Add Adjustable Shelves
On Desk, Table, Wall

Unique, deluxe walnut finished, luan
mahogany tracked-shelf uses same
adjustable bookstops. Free-standing
on desk or table, or fits wall
standard-and-bracket  installations.
Full range of widths and lengths in
shelving; bookstops in four finishes,
three sizes.

arotect
Write for brochures and library discounts:
Merlin Manufacturing Corporation

3545 N. Clark St., Dept. SL11,
Chicago, IL 60657
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LETTERS

A Method Reviewed

The recent article by Donald A. Windsor
[Special Libraries 64 (no.10): 446-451 (Oct
1978)] is interesting and useful. I agree that
the use of secondary journal citations can
provide a rational method for selection of
primary journals for a biomedical research
library.

1 should like, however, to add two foot-
notes. First, I was sorry that Mr. Windsor
did not cite the very interesting paper by
1. N. Sengupta on “Impact of Scientific Se-
rials on the Advancement of Medical Knowl-
edge: An Objective Method of Analysis”
[International Library Review 4: 169-195
(1972)]. While Mr. Sengupta’s purposes were
somewhat different, he rejected secondary
publications as a means of identifying im-
portant journals and favored use of review
publications.

My other footnote is more in the form of
a question. I wonder whether anyone be-
sides me has used Medline or another on-
line service to determine the amount of ci-
tations to a particular subject in various
journals. One can “and” the subject search
with various journals known to be important
to get the number of postings to those jour-
nals in the system. One can then exclude
these major journals from a final search in
which the rest of the search can be printed
out to identify the minor journals and num-
ber of times they have been cited. I used this
method to rank the number of articles on
various kinds of drugs in certain medical
and preclinical journals and did not have the
less important journals printed out in a bib-
liography for my purposes; but I see no rea-
son that it could not be done with the num-
ber of citations with which Mr. Windsor is
dealing.

Winifred Sewell
Cabin John, Md. 20034

A Contribution Is Being Made

That section of Mr. Dagnese’s article on
“Cooperation Between Academic and Spe-
cial Libraries” [Special Libraries 64 (no.10):
423432 (Oct 1973)] which discusses the role,
or rather the non-role of the libraries of
profit-making organizations is unfortunate—
indeed, doubly so—in that the misinterpreta-
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tions put forth were part of a John Cotton
Dana lecture intended, in part, to present
some aspect of special librarianship to li-
brary school students.

It is not so much the statement that,
“Most libraries of profitmaking organiza-
tions have little or nothing that they can
share with academic libraries . . .” that is
appalling as the rationale used to justify this
statement.

We are asked to accept the statement that,
“since the firm's work is proprietary, any
revelation of its interests, even through the
literature collected, could be damaging to its
economic life.”

The fact that, year after year, libraries of
for-profit organizations are contributing com-
plete listings of their serial holdings and
other special collections to regional union
lists should have precluded such a statement.

The author further states that the “very
core of their specialized library collections—
in-house reports, technical reports, transla-
tions, corporate reports, privately issued fi-
nancial surveys, market studies, etc.” are
“usually subject to no circulation outside the
company.”

In-house reports may initially be classified
“company private” pending patent protec-
tion, but are subsequently available outside
the company and are frequently distributed
to cusomers or potential customers by field
sales engineers. In any event, since they are
not subject to bibliographic control through
the commercial indexing and abstracting
services they would be unlikely items to be
requested on interlibrary loan until such
time as they were freely distributed and ap-
peared as references in technical articles. As
to translations, many special libraries in in-
dustry provide two copies of each of their
custom translations to the Translations Cen-
ter of the John Crerar Library. This is hardly
indicative of an unwillingness to share this
type of material.

Corporate Reports and Financial Surveys,
by and large, contain very little information
that would not be publicly available through
the companies’ annual reports, its presenta-
tion to financial analysts and the 10K forms
and other reports which, for companies that
are public, must be submitted to the Se-
curities and Exchange Commission.

The ‘“technical reports” to which the au-
thor alludes are, I assume, those reports
emanating from government sponsored re-
search and, unless bearing a security classi-
fication, are freely borrowed and loaned by
the libraries of for-profit organizations. They

SPECIAL LIBRARIES



are also available, for a fee, from NTIS.
Such resources as military and commercial
specifications and standards, equipment cata-
logs, technical brochures, special subject files,
guidance on acquisitions in special subject
fields, market research materials, etc., are
additional resources which are largely avail-
able to others requiring them.

The article also categorizes academic col-
lections as “open” and the collections of the
libraries of for-profit libraries as “closed.”
Most of the latter type with which I am
familiar are available to students or indi-
viduals desiring to use them if they will
simply call and indicate their desire to come
to the library. The fact that some companies
require that such visitors be escorted while
within the company plant does not, to my
mind, allow sufficient basis for categorizing
them as “closed” libraries.

In discussing the contributions which
might, or might not, be expected of com-
pany libraries, the author overlooked one of
the most important resources which they can
bring to cooperative networks—substantial
subject expertise. This is a contribution of
major importance—the ability to find and to
provide information—which is as important
to the future of library cooperation as the
more traditional interlibrary loan transac-
tion.

I am sure, as he says, that nothing that the
author had to say about the libraries of for-
profit organizations was meant to denigrate
them, but an assessment of how such li-
braries fit into the cooperative picture should
be left to someone whose knowledge of busi-
ness or industrial libraries is much more sub-
stantial than the author’s.

Mark H. Baer
Hewlett Packard
Palo Alto, Calif. 94304

Come Join

It occurs to me that a number of members
of SLA might join us in the new Education
Section of the Social Science Division if they
but knew that such a section exists. Found-
ing members represent principally university
education libraries, federal education agency
libraries, state education department li-
braries, school district professional libraries,
educational association libraries, and the li-
braries of education and textbook publishers,
test publishers, and AV media publishers,
but also a wide variety of other special
libraries with some education dimensions.

(continued on p. 9a)
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MULTINATIONAL
CORPORATIONS
IN WORLD
DEVELOPMENT

Provides over 65 pages of aggre-
gate data on the size, spread,
geographical distribution and
industrial structure of the multi-
national corporation and assesses
its relative importance in the world
economy. Discusses motivation,
organization, control, profit and
ownership policies. Reviews its
impact on international relations
and on home and host country as
well as the implications of its
operations on international trade
and monetary régimes and juris-
dictional issues relating to taxation.
Describes existing policies towards
multinational corporations andcon-
cludes with proposals for national,
regional and international actions.

Order No. E.73.1LA.11
Paperbound $10.00

United Nations Publications

Room LX-2300, New York, N.Y. 10017
or

Palais des Nations, 1211 Geneva 10,
Switzerland

Make it -easy for.
borrowers to- retum
needed library books
... any time. Save
book_costs, get

circulations, 4
complaints. Ins!
* Highsmith book
turns . at curbsi
sidewalks, inside

beige. ,
pressible trucks.

Write for your free copy of

the 1974 Highsmith Av-
Library hardware catalog
today. Over 7500 inter-
esting items.

The Highsmith Company, Inc.

P.0. Box 25-1701,Fort Atkinson, Wis. 53538
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JUST PUBLISHED . ..
BRITISH OFFICIAL PUBLICATIONS, 2ND EDITION
By John E. Pemberton

From a review of the first edition . . .
“, .. avery thorough and comprehensive work that is likely to become the standard one in its

field. All libraries that attempt to stock British government publications must have a copy of
this pioneer effort,” —American Reference Books Annual

Describes, within the context of the parliamentary and governmental processes from which they
derive, all the different categories of British official publications. The second edition has been
revised and updated to take account of institutional changes and major new works. Lists of
Royal Commissions, series publications, and further readings have been similarly revised and
augmented. A new chapter on non-HMSO publications has been added and new illustrations
provided.

1974 ISBN 0-08-017797-2 $ 9.00

ALSO AVAILABLE . ..
PEOPLE AND INFORMATION
Edited by Harold B. Pepinsky

1970 ISBN 0-08-015624-X $ 13.50

FOUR-LANGUAGE TECHNICAL DICTIONARY OF CHROMATOGRAPHY
English/German/French/Russian Edited by Hans-Peter Angelé

1971 ISBN 0-08-015865-X $ 16.50

TECHNICAL DICTIONARY OF HIGH POLYMERS
English/French/German/Russian By W. Dawydoff and H. Howorka

1969 ISBN 0-08-014112-3 $ 35.00

TECHNICAL DICTIONARY OF SPECTROSCOPY AND SPECTRAL ANALYSIS

English/German/French/Russian - with a supplement in Spanish
Edited by H. Moritz and T. Torok

1971 ISBN 0-08-015864-1 $ 30.00

JOURNAL OF COMPUTERS AND HUMAN CONCERN

Editor: T.D. Sterling: Simon Fraser University, Canada

Associate Editor: S. Pollack, Washington University, Seattle, Washington

A complete list of international editors available upon request.

The JOURNAL OF COMPUTERS AND HUMAN CONCERN will offer a means by which
thoughtful and concerned persons can report and examine the human effects engendered by
the computerization of civilization.

This Journal will act as a reporter, analyst, commentator, and as a medium of exchange and
interaction. It will contain factual reports, in the tradition of scientific and critical investiga-
tion. The articles will describe accomplishments which used a computer as a creative medium
and present evidence of the effects of computerization on human lives.

The editors at times will solicit comments from leading protagonists as special contributions.
COMPUTERS AND HUMAN CONCERN will also publish information pertaining to meetings
and new developiments in the field. It will carry a Letters and Comments section; A Work -
New and in Progress section; and an area on Analysis and Criticism as well as a featured section
entitied Commentary.

We invite you to subscribe to this new and important Journal in the field of COMPUTERS
AND HUMAN CONCERN.

Published Quarterly: One Year (1974) $ 50.00; Two Years (1974-75) $ 90.00

Please forward all inquiries and orders to the Journals Department.

PERGAMON PRESS, INC.

Maxwell House, Fairview Park, Elmsford, New York 10523
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Also, I would like SLLA members to be
aware that our chairman, Ms. Guest Perry,
Librarian, Educational Division Library,
Houghton-Mifflin Co., 110 Tremont St., Bos-
ton, Mass, 02107, very much wants to hear
the concerns of both present and potential
Education Section members.

Wayne Gossage

Education Section, Social Science Division
and Library

Bank Street College of Education

New York, N.Y. 10025

Special vs. General Library Education

While 1 believe that Ms. Brees, “The
Challenge for Library Schools” [Special Li-
braries 64 (no.10): 433-438 (Oct 1973)], may
have a good idea for the education of
would-be special librarians, I think she is
proposing specialization at too early a date
in the student’s course. It is my contention
that many students do not really know in
what type of library they will want to work
after graduation. Many of them know so
little about special libraries and their func-
tions that more is needed than an orienta-
tion seminar to introduce them to our field.

Furthermore, 1 believe there is a funda-
mental corpus of knowledge which is com-
mon to all librarianship, albeit its applica-
tion may vary from one situation to another.
This is best learned at the earliest stage,
probably interspersed with short practice
periods in varying types of libraries.

Of this corpus of knowledge cataloging
should be the center, since knowing how to
describe material is fundamental to most
tasks, from ordering to reference work.

Stephen J. Kees
Niagara College
Welland, Ont., Canada

One for the Students

“The Challenge for Library Schools” by
Mina Akins Brees is so cogent, it's hard to
imagine that it might not be recognized as
the only way library training can develop
to produce properly educated professionals.
Over the years of hiring for technical or spe-
cial libraries, it has been found that a library
degree does not denote a person capable of
special library techniques.

Mrs. Brees' ideas reflect some of my own
as I worked on the ASIS Panel set up to cre-
ate new position descriptions for technical

January 1974

information specialists in the Civil Service.
In this effort, the technical information spe-
cialist emerged as the potential head of any
center because of the extensive training and
experience required of him. It seems to me
that Library Schools should quickly adopt
her ideas or the Special Library, as is fre-
quently the case, will be a minor function
in the Technical Information Center.

Cathryn C. Lyon

Technical Information Div.
Naval Weapons Laboratory
Dahlgren, Va. 22448

Caveat Emptor—Again!

Several years ago, my letter to the editor
[Special Libraries 57 (no.10): 725 (Dec 1966))
listed a number of instances wherein pub-
lishers had advertised as new books, without
qualification, reprints of complete issues of
their journals or collections of journal re-
prints. Since then, we have been careful and
almost developed a “second sight” about this.
However, just recently we let down our
guards and were stuck again.

A flyer from Marcel Dekker, Inc., dated
March 1973, announced two “new publica-
tions,” including Polymerization of Hetero-
cyclics, at $19.50. On receipt this turned out
to be a reprint of their Journal of Macro-
molecular Science—Chemistry, vol. A6, no.6
(1972), which we already owned by subscrip-
tion. Unhappily, the book was processed be-
fore this was noticed, so it cannot even be
returned.

Do publishers really believe librarians are
so naive as to consider these actions as mere
oversights? Or are these the means by which
they hope to enlist our sympathies for their
alleged poverty due to library photocopying?

Phillip Rochlin
Technical Library
Naval Ordnance Station
Indian Head, Md. 20640

Special Libraries welcomes
communications from its readers,

but can rarely accommodate letters

in excess of 300 words.

Light editing, for style and economy, is the
rule rather than the exception, and we
assume that any letter, unless otherwise
stipulated, is free for publication

in our monthly letters column.
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THE Series Catalog.

Yours for the asi.

with the aid of our history file, and count on
receiving future volumes as soon as they're
published.

Richard Abel & Company’s Series Catalog is a
unique new reference tool, designed to help
librarians verify and order publications in series.
It’'s been called “The most comprehensive listing
of series for which any book dealer routinely
accepts standing orders.” And immediate,
fully-automated Standing Order service /s avail-
able for every series listed in the Catalog (and
many more). Your 890-page Series Catalog
features:

34,000 Author/Title Entries—28,000 series
titles, plus 6,000 essential cross-references.

Classed Subject Index—44,000 entries, under
145 different subject headings.

Price, Frequency and Volume Count—
provided to help you budget.

Comprehensive Coverage—of series, sets,
editions, non-subscription serials, journal
supplements, fascicles, etc.

Bibliographic Integrity—determined and
verified by professional librarians and bibli-
ographers.

Your Series Catalog is the key to the surest, most
efficient Standing Order service available today.
You can verify the existence of a series and its
correct entry, and initiate your standing order in
almost no time at all. Then you can count on
fast Abel service. You can order back volumes
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THE Series Catalog sells for $17.50. Send us
your order today, or find out how you will get
your copy free by calling this toll-free number:
800-547-3551.

THE SERIES CATALOG

[ Tell me more about your Standing Order
services.

[0 Tell me how | can get THE Series Catalog
free.

[0 Send me THE Series Catalog.

[ My check is enclosed.

[ Please bill me later.

Name - —

Library -
Address —
. City/State/Zip

Richard Abel & Company, Inc.

PQO. Box 4245/Portland, Oregon 87208

(503) 645-3511/Telex 36-0458

OFFICES IN: Mill valley, Ca. ® Los Angeles # Denver e Dallas

Kansas City, Mo. e Zion, IIl. @ Marion, Oh. e Nashville, Tn.

Atlanta, Ga. e Washington, D.C. e Blackwood, N.J. e Newton

(Signt}r)e, :\/Ia. o Toronto ® London ® Amsterdam e Melbourne
o Paulo.
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- The Small Museum Library

The Experience of the Newark Museum Library

Barbara Lipton

Newark Museum, Newark, N.J. 07101

B Even though subject to the problems
common to most libraries, in addition
to some of a local nature, the Newark
Museum Library has tried to develop
policies and activities which would make
it more responsive to the community
as well as to the specialized requirements
of its own audience. Some of the meth-
ods utilized are explored in detail.

WHEN PROBLEMS are severe, it is
often essential to develop new or per-
haps unorthodox methods to continue
to operate effectively within imposed
limitations.

The Newark Museum of Art, Science
and Industry, sometimes called a “jewel”
of a small museum, was long the center
of Newark’s cultural and intellectual
life. But the city of Newark has under-
gone profound social and economic
changes in the past 10 to 15 years. The
middle and upper class population, tra-
ditionally the source of support for the
museum, has moved to the suburbs, leav-
ing the central city a prey to poverty and
unrest, In 1969, the Newark City Coun-
cil threatened to close the museum for
lack of funds. Fortunately, this crisis
was averted, although unfounded ru-
mors to this effect still arise occasionally.

The museum is thus beset by problems |

of uncertainty and funding. There are
as well, therefore, insufficient funds
available for the support of its library.
The Newark Museum library was
founded in 1926 by John Cotton Dana,
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first Director of the Museum and librar-
ian of the Newark Public Library. It was
created as a reference and research li-
brary designed primarily to serve the
museum’s staff but also open to the pub-
lic, who are welcome to use the library
in person or to make telephone reference
requests. Its collections consist of ap-
proximately 18,000 volumes, as well as
periodicals, pamphlets, sales catalogs,
vertical files, slides, and over 17,000 pho-
tographs. Primarily an art library, it has
holdings in technical books and scientific
periodicals.

The library suffers the usual burdens
of severe shortages of staff, of space, and
of equipment which are endemic to al-
most all libraries throughout the coun-
try. In addition, the museum is located
in close physical proximity to both the
Newark Public Library, one of the larg-
est in New Jersey, and to New York City
with its incomparable library resources.
Thus, the smaller museum library, al-
though of great convenience to and
heavily used by the museum staff, is not
as essential a part of the museum’s and
the public’s research needs as it would
be were it located in a more isolated
area.

The library, therefore, seemed in a
very precarious position in 1970 when I
first came to the museum as librarian.
Maintaining full traditional library serv-
ices and collections was not only next to
impossible given the handicaps under
which we were forced to maintain op-
erations, but was not really essential
considering the available resources
nearby. We had to find ways of making
the library more vital, as well as making
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it more meaningful to the museum.
Some of our solutions will be discussed
in detail.

The museum has noteworthy collec-
tions in the fields of Tibetan art and
culture, American painting of the 18th
and 19th centuries, the decorative arts,
especially of New Jersey, primitive art,
North American Indian art, ancient
glass, and a variety of scientific areas
such as minerals and fossils of New
Jersey, entomology, and frogs and am-
phibians.

In addition, we maintain a flourishing
education department which handles
some 70,000 school children a year from
Newark and surrounding schools. Pro-
viding support to the Education De-
partment is one of the library’s most im-
portant responsibilities. To this end, we
have instituted separate shelves of refer-
ence materials for the primary use of
museum docents or teachers. These ma-
terials consist of specifically acquired
volumes, articles, and pamphlets ar-
ranged in labeled subject categories such
as Indians, Colonial times, current ex-
hibitions, etc., directed to increasing a
child’s understanding of art and/or dif-
ferent cultures; educational materials
geared to teachers on techniques of
teaching both normal and handicapped
children; collections of myths and stories
suitable for oral reading or story telling;
and ethnic music on records to supple-
ment exhibitions for background or teach-
ing purposes. Once or twice a year, a
training session on the use of the library
and the availability of special materials
is given by the librarian to new docents,
The librarian also gives occasional do-
centries to school groups, thus aiding
her to determine just which materials
would be most valuable to a docent.
Jointly with the Education Department,
the librarian participates in preparing
selected bibliographies in subject areas
for the training of new docents.

Then too, children enrolled in junior
museum classes involved in specific proj-
ects such as doll or pottery making are
often sent to use the library’s picture
materials in order to aid them in creat-
ing their own works.

2

Streamlining Service

It was apparent that the library could
not hope to acquire and make accessible
new materials if we were too ambitious
in our acquisitions goals. So in 1970 we
formulated a written acquisitions policy
stating that the library would purchase
or acquire through gift and exchange
only those materials which directly sup-
port in depth the museum’s own special
subject areas of collections. We no longer
purchase such costly works as the CBI
or current industrial directories and
other comparable reference works, since
these are available in the Public Library.

(In 1972, the museum actually pro-
posed consolidation of the museum li-
brary with the Newark Public Library,
suggesting that we assume the status of
a special reference branch located in the
museum, thus avoiding duplication of
labor and expense in two neighboring
institutions in acquisitions, cataloging
and services. Although the plan was seri-
ously considered by the Public Library,
it turned out to be unfeasible in execu-
tion and was dropped.)

Since we had determined that even
those materials received free of charge
would be too expensive to catalog, proc-
ess, and store if they did not fit within
the scope of our collections, we felt that
such publications presented us with an
opportunity to perform a worthwhile
educational community service and to
make the library more responsive to
community needs. We decided to do-
nate all such books and pamphlets to
educational institutions in the inner city
which might not have the means to pur-
chase comparable materials. We have,
therefore, established such gift relation-
ships with several community schools,
and hope that we are making some small
contribution in this way to the forma-
tion and aesthetic development of New-
ark’s youth.

To further greater community partici-
pation, it is envisaged in the future for
the librarian to address groups of young
people currently attending a museum
administered studio extension program
teaching art in the inner city in order to
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discuss the use of the art library and
how it might satisfy individual needs.

In addition to the aforementioned ac-
tivities, the museum library has tried to
play a more active role in the museum’s
exhibitions and publications, a function
which has been feasible in a small close-
knit institution such as ours. I had early
requested to be included in exhibits
meetings so that I would know well in
advance what library materials might be
necessary to fulfill future demands.
There are other ways, by working in co-
operation with the curatorial staff, in
which the library contributes additional
dimensions to the exhibits themselves.
An example of this expanded activity
is the library’s role in the major Tibetan
exhibit recently shown in the museum.

1) Original books from the library by
several of the early travelers to Tibet
were put on display with appropriate
labels in cases in the main gallery.

2) Slides from the library of the Ti-
betan land and people, as well as of art
objects, were mounted in an automatic
narrated slide show which was projected
at regular intervals in the exhibition gal-
lery. These slides were cataloged and
labeled in the library in preparation for
this purpose.

3) The librarian was co-author with
the curator of the oriental collection,
Valrae Reynolds, of an issue of the mu-
seum’s quarterly, The Museum, entitled
“The Western Experience in Tibet,
1897-1950.”* For this issue, she wrote

* The Museum 24 (nos.2/3) (Spring/Sum-
mer 1972). Published in 1973. See article by
John Canaday, The New York Times Art
Section, Sunday, Aug 12, 1973.
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the general introduction, compiled a
chronological chart of selected travelers
in Tibet, and prepared a ten page anno-
tated bibliography entitled ‘“Westerners
in Tibet 1327-1950,” which was also
published as a separate pamphlet. These
publications are sold at the museum,
were distributed free of charge to mem-
bers, and were sent to institutions
throughout the world on an exchange
or a subscription basis.

4) The library, in conjunction with
the curator, has indexed and filed a pho-
tographic archive of over 1,000 original
photographs of Tibetan life, landscape,
architecture, etc.,, which are available to
the public and which present an invalu-
able record of a lost way of life.

The point is that any or all of the ac-
tivities listed above have been or can be
applicable with adaptations to a variety
of exhibits.

We would wish to be able to provide
full traditional library service as well,
but we have had to make a choice in the
apportioning of our funds and our staff
time. We have opted for the above meth-
ods of dealing with a particular set of
problems. It seems right for us now. In
the future, we will undoubtedly have to
emerge with a different set of solutions
to answer new problems. Hopefully, we
will keep an open mind toward change.

Received for review Jul 23, 1973. Re-
vised manuscript accepted for publica-
tion Aug 23, 1973. Presented Jan 24,
1973, at a meeting of the Art Libraries
Section, chaired by Elizabeth Usher
(Metropolitan Museum of Art), College
Art Association of America, at its 61st
Annual Meeting in New York.

TR AT

Barbara Lipton is librarian, Newark
Museum, Newark, N.J.

nin ! OGN

]ANUARY 1974



Financial Data for Future Planning at the
U.S. Air Force Academy Library

Marcy Murphy and Claude J. Johns, Jr.

Academy Library (DFSLB), U.S. Air Force Academy, Colo. 80840

M To meet future demands for more
services with relatively fewer resources,
a management survey was conducted in-
house to provide data upon which deci-
sions could be made to meet this di-
lemma. All major divisions of the
library are being examined. However,
this paper will focus chiefly on the ad-
ministration and the technical services

division. The methodology was tailored
to the Air Force Academy Library sys-
tem from several sources to structure in
quantitative terms a broad overview of
the functions performed, and the time,
frequency, and level of the personnel
performing them. Future development
planning will be based on the findings,
with systems redesigned as needed.

FoR the past year, the Air Force Acad-
emy Library system has been involved in
an intensive self-analysis. Its initial stim-
ulus was the recognition that larger
budgetary constraints would be the pat-
tern of the future. To accommodate a
more austere environment with a mini-
mum reduction in service, we realized
that we would need reliable data on
which to base important decisions. We
therefore decided to undertake a man-
agement survey of the major divisions
of the library in order to identify cur-
rent operations and analyze them, with
the goals of providing increased services,
greater efficiency and reduced costs.
Phase I of the project is a study of the
Administration and the Technical Serv-
ices Divisions, conducted simultaneously,
and described in this paper. (Phase 11
focused on Public Services and is not
herein described.)

The specific purpose of this paper is
to describe a spin-off technique which
evolved from this survey and which
seems to us to afford a useful and rela-
tively quick approach to the costing of
certain hard-to-define areas of library

4

services—what it takes in dollars and
cents for librarians and support staff to
perform certain specified functions.

The formula to be described is a sim-
ple one, based on time, wages per min-
ute, and frequency of performance, and
it can be wused most effectively in
combination with other, more standard-
ized, measurements, where they exist.
Its general appeal as a management tool
is that it affords a quick guide to costing
services and functions which, in them-
selves, generate no countable product.*
Following is a description of the step-by-
step process in conducting this part of
the management survey.

* Our research design was eclectic. However,
we are chiefly indebted to Lawrence E. Leonard,
Joan M. Maier, and Richard M. Dougherty for
their seminal work, Centralized Book Processing:
A Feasibility Study Based on Colorado Academic
Libraries. (Metuchen, N.J.: Scarecrow Press,
1969. We thought this study might be especially
valuable because it was conducted in Colorado,
and we, theréfore, would be able to compare
our findings with current practices.

We were also assisted by Air Force Academy
consultants from the Department of Economics
and from the Department of Computer Science.
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Figure 1. Standardized Technical Il. Cataloging
A. Pre-Cataloging

Processing Activities* 37. Sort books, assign and distribute
38. Search for LC copy; verify bibliographic
I. Acquisitions information
A. Preliminary Activities 39. Order LC cards or other unit cards
1. Open, sort and distribute incoming mail 40. Receive and arrange LC cards
2a. Review book order requests 41. Receive and arrange LC proof slips or
2b. Review selection media proof sheets
3. Select titles to be ordered 42. File LC copy (cards or proof)
4. Type library order request card 43. Match LC cards or proof copy and books
B. Bibliographic Searching—Checking 44. Added copies/added volumes routine
5. Search and verify bibliographic in- B. LC Cataloging
formation 45, Catalog and classify with LC cards/copy
C. Orders Placement C. Original Cotaloging
6. Assign vendor and fund 46. Original cataloging and classifying
7. Prepare multiple order record 47. Shelf listing (for 44, 45 and 4¢)
8. Type purchase requisition, etc. D. Card Reproduction and Processing
9a. Revise typing 48. Type complete card sets
9b. Sign and mail requests 49. Type master card
10, Burst forms 50. Revise master card
1. File forms in appropriate files 51. Type modification on a card or proof slip
12.  Encumbrance or prepayment routine 52a. Reproduce card sets (other than typing)
D. Receiving, Billing 52b. Sort cards into sets
13a. Unpack books; check against packing 53. Type call number, added entries
list or invoice 54. Revise typing on card sets
13b. Check outstdnding order file 55. Prepare au’rhorify cards
14, Check in serials on Kardex 56. Prepare cross-reference cards
15. Collate books E. Mechanical Book Processing
16. Book return procedure (incorrect ship- 57. Prepare circulation card
ment, defective copy, approval books) 58. Prepare book pocket
17.  Book accessioning routine 59. Mark call number or place label on spine
18. Write sourcing information of volume
19.  Prepare gift record form 60. Affix pocket and date due slip. Affix gift
20. Book distribution routine plate
21.  Prepare receiving report 61. Affix biographical and review material
22, Prepare invoices for payment in book
23. Expenditure routine 62. Stamp property marks
E. Post-Cataloging 63.  Affix plastic jacket to book
24. Clear in-process file 64. Paperback books—library binding routine
25. File forms, etc., in completed records or 65. Revise completed books before forward-
discard ing to circulation
26.  Requestor notification routine F. Card Filing
27. Periodic accessions list routine 66. Sort and alphabetize shelf list and all
F. Miscellaneous Activities catalog cards
28. Vendor status routine 67. File shelf list and all catalog cards
29. Claims routine 68. Revise filing of shelf list and all catalog
30. Cancellations routine cards
31. Out-of-print order routine. This routine G. Miscellaneous Activities
was not subdivided in the CALBPC study 69. Route card sets to departmental libraries
as it served its purpose in labor cost 70. Paperback books—bindry routine
analysis, and for comparison of similar (preparation)
activities among the participating libraries. 71. Paperback books—bindery routine
It will, however, be too bread an activity {receiving)
in analyzing the technical processes func- 72. Catalog maintenance (other than filing)
tions of a single library in a minutely 73. General typing (specify)
detailed study. 74. General revision (specify)
32.  Process inquiries 75. General filing (specify)
33.  General typing—correspondence, etc. 76. Other cataloging activities not listed
(specify) above (specify)
34. General revision (specify) pm———
35. General filing (specify) * Leonard, Lawrence E., Joan M. Maier and Richard
G. Other Acquisitions Activities M. Dougherty / Centralized Book Processing: A
36. Other acquisitions activities not listed Feasibility Study Based on Colorado Academic Li-
above (specify) braries. Metuchen, N.J., Scarecrow, 1969.
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Figure 2. Air Force Management
Engineering Team Wage Formula for
Air Force Academy Personnel

Personnel Time Formula:

1. Military—142 hours per month
2. Civilian—149 hours per month

a. Military
. Wages/mo = $/min
8,520
2 Wages/mo  _ $/hr
142
b. Civilian
I Wages/yr  _ $/min
107,280
2 Wages/yr = $/hr
1,788

This formula takes into account all leave (administra-
tive, annual, sick) and regular coffee breaks, for
both military and civilian personnel.

The Survey

Step 1: After extensive consultation
with the 31 staff members involved (of a
total staff of 58)—7 librarians, 14 sup-
port staff, 4 Air Force officers, and 6 air-
men—task lists were compiled for each
of the Library Divisions to be surveyed
in Phase I—Acquisitions, Administra-
tion, Cataloging, and Serials.t These, in
turn, were coded to the earlier standard-
ized list developed in the Leonard study
as shown in Figure 1. This step was to
enable us to compare our data with that
gathered in the earlier survey, wherever
feasible.

Step 2: All personnel conducted indi-
vidual diary studies for a 10-day period.
The forms used were taken directly from
the Leonard studies. The diary data were
then tabulated, coded, and key-punched
for computer analysis using the formula
in Figure 2.

Shortcomings of this sampling, for our
purposes, were soon apparent, however.
Many tasks, some of a scasonal nature,
were not performed during the 10-day
period. And some of these tasks were
crucial, for example, the budgeting ac-

+ Regrettably, space allocated for this article
does not allow reproduction of task lists as well
as other forms and data used in this study.

6

tivities of administrative personnel. In
order to supplement the sample, and to
give us a more accurate profile of staff,
we borrowed both the technique and for-
mat of “Occupational Audits” from the
Academy’s military team of management
engineers.

Step 3: Conducting occupational au-
dits involved reviewing the entire divi-
sional task list with each individual,
obtaining his statement of all the tasks
he performed in a year’s time, together
with estimated frequency and time per
occurrence.}

Step 4: Comparison listings were then
run on individuals, so that we have total
profiles of both diary and audit diary in
one format to compare and contrast
functions.§

With this data, some flow charts, and
estimates on overhead, plus any addi-
tions or revisions which seem necessary,
we can describe with reasonable accuracy
most of our major operations and re-
quirements.

The Results

The first printout we received gave as
a basic replay of the staff diaries: de-
partmental codes, names, name codes,
frequency, wage per minute, and cost
per occurrence, as shown in Figure 3.
The last figure, labeled as C/M in the
printouts, is the cost per occurrence and
consists of time, times wage per minute,
divided by frequency, which provides a
simple but effective figure for estimating
costs. Caution must be exercised, how-
ever, since the cost of each occurrence is
a function of the frequency. A repre-
sentative sample must exist for there to
be any degree of reliability. The first
item, in Figure 3, C-8, is an example of

1 Our consultants in Computer Science skep-.
tically view these personal “guesstimates.” How-
ever, we believe the information is useful, as
long as it is prudently interpreted.

§ We are fortunate to have access to a Bur-
roughs 6700 which, as faculty, we may use on an
experimental basis with minimal cost. Programs
are written in Burroughs’ extended Algol (not
Algol 160) and are available.
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Figure 3. First Computer Printout of Diary Data.

05/15/72 14:12:57 LIBRY/1

LIBRARY OPERATIONAL AUDIT OF THE TECHNICAL SERVICES STAFF. MAJOR A BOX A

DEPT TASK NAME CATEGORY  FREQ TIME PRODUCT WAGE/MIN C/M

-C 8 12 19 284 0.11 1.64 ¢
C 6 12 14 84 0.11 0.66

->C 12 12 1 3 0.11 0.33¢«
C 13 12 1 15 0.11 1.65
C 16 12 8 88 0.11 1.21
C 17 12 29 356 0.11 1.35
C 21 12 3 41 0.11 1.50
C 22 12 8 50 0.1 0.69
C 24 12 40 291 0.1 0.80
C 25 12 37 249 0.11 0.74
C 26 12 13 115 0.11 0.97
C 27 12 13 115 0.1 0.97
C 28 12 34 167 0.11 0.54
C 29 12 8 63 0.11 0.86
C 30 12 3 37 0.1 1.35
C 31 12 16 211 0.11 1.45
C 33 12 28 284 0.11 1.1
C 34 12 13 70 0.1 0.59
C 35 12 9 125 0.11 1.53
C 41 i2 49 521 0.11 1.17
Cc 43 12 3 10 0.1 0.37
C 431 12 1 3 0.11 0.33
C 45 12 27 243 0.11 0.99
C 47 12 2 60 0.1 3.29
C 49 12 1 5 0.11 0.55
C 51 12 1 6 0.11 0.66
C 52 12 5 32 0.1 0.70
C 59 12 8 47 0.1 0.65
C 591 12 11 74 0.1 0.74
C 60 12 13 166 0.1 1.48
C 62 12 6 85 0.11 1.56
C 63 12 1 4 0.1 0.44
C 65 12 4 13 0.11 0.36
Cc 66 12 3 19 0.1 0.70
C 67 12 9 88 0.11] 1.07
C 82 12 5 14 0.11 0.31
C 83 12 26 488 0.1 2.06
A 8 é 2 165 0.07 5.54
A 10 <] 2 120 0.07 4.03
A 11 (] 14 920 0.07 4.41
A 16 6 18 270 0.07 1.01
A 32 6 9 90 0.07 0.67
A 45 [} 8 135 0.07 1.13
A 48 ] 13 945 0.07 4.88
A 49 6 19 1855 0.07 6.55
A 59 6 9 540 0.07 4.03
A 68 6 1 15 0.07 1.01

—>A 101 6 1 240 0.07 16.10 «
C 5 14 1 9 0.12 1.12
C 7 14 1 3 0.12 0.37
C 8 14 19 303 0.12 1.99

This table represents functions performed by 3 staff members: 12 (a catalog librarian); 6 (an acquisitions bibli-
ographer); and, 14 (a catalog librarian)—incomplete. The last column, C/M, is the cost per occurrence for each
task (time in minutes times wage divided by frequency).

what might be considered a reasonably
accurate figure. The frequency is high.
In contrast, item A-101 demonstrates a
low frequency and a high cost. There-
fore, it will be carefully scrutinized.
Item C-12 reflects another sample with
a low frequency, but also a low cost.

January 1974

Therefore, further investigation prob-
ably is not warranted.

The second format, as shown in Fig-
ure 4, provides work profiles of all per-
sonnel for diary data. The tasks each
person performed during the 2-week pe-
riod are arranged in rank order by total
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Figure 4. USAF Academy Library Job Profile for Johns.

TIME PERCENT pEPT TARK — - - - -COST
(MING) 0F TTL cOpE canE TASK uccunn:s:i
0549 10 B 1l TELECON ANSWERs PLACE 002,97
0430 08 L LI LUNCH T I — -
0430 A 8 0r3 PHYSICAL TRAINING 008,60
0a3o oR B 004 BODKSTORE gPLRATION 007 47
0425 o8 [ 0%6 INTERVIENg 006,07
0395 or b 070 HEETINGS = SPECIFY SUBJECTS - T 00T 18-
6390 4 E 0RS PUBLIC RE;ATIANS = SPECIFY 008,67
0325 ne B 019 - CORRESPONNENCE DRAFYING REPLIES- - - —0,20 00650
0295 0% R 017 CORRESPANNFNCE READING 0,20 004,54
0216 oa 8 0RO PERSONNFL MANAGEMENT (CHIEFLY pAPERWORK ASPE 006300 9,20 - 007,20
0190 03 [ 0ng PLANNING (FDRECASTING) (ExCEPT ANNUAL EUDGET 006,00 0,20 006,33
0190 03 8 0a5 PROFESSTONAL READING -~ = - = oo o 0086700 0,20 " 00643y
0130 02 8 014 COLLECTION DEVELOPMENT = REVIEH NE® BOOKS 006,00 0,20 004,33
0120 0? B 2% DICTATION GIVYNG e 005500 020 00380
0095 02 8 0r7 PERSONAL RUSINESS (ACTIVITIES NOT WORK RELAT 002,00 0,20 009,50
0095 0? & 021 CORRESPONDENCE STGNEING - - 0055

0090 or [ nod PREPARE RFPORTS OTHER = SPECIFY 004,00

00RS [} ] 0s3 GIMBEL COLLECTTION " 002,00

6080 ot R 0e9 MEDICAL LTRRARY 008,00

0070 01 B onl T ACADEMIC ACTIVITIES “SPECIFY ANN —— 00t 60— 0,20 -

0045 01 e 074 OBSERVATINN UF OPERATIONS (INFORWAL),. 003,00

0065 ot A 998 SHPPLTES 002700~

0060 (3] B ne2 CHNDUCT lePi-cTIuNs 002,00

0060 01 A 012 COLLECTTON NEVELOPMENT POLICIES —— -~ — 002700 5 00
0055 on B 005 BREAKS 005,00 0,20 002,20
0055 on a o8 GIFTS AT — e 003700 0,20 003567
0045 no 8 018 CORRESPONNENCE TAKING AchN 001,00 0,20 609,00
0040 oo 8 110- HAKE TRAVEL ARRANGEMENTS --— TR0t 00 T ~g 20— v
0020 0n A 0%t GIFTS SCREENING 001,00 0,20 008,00
0015 o 3 050 T GTFTS ACKNOWEEDEE - 001,00 0120~ ————0OY 00—
0010 on 8 005 BREAKS 001,00 0,20 002,00

i
v
'
'

* This is the diary data for the Library Director in rank order by time in minutes (1st col) and percent of time spent (2d col).

It represents a

10-day, observed sample.

Figure 5. USAF Library Diary-Audit Comparison by Employee.*

TASK

NCY

TINE FREQUE WAGE PER €0sT/CeCUR

DIARY AyDIY DERT cnoe Task DIARY AUDIT MINUTE DIARY ayo1rt

A RO o= ——f- ACANERTC ACTIVITIE S SPECTRYANNYAL REPORTE 5 —2460— - 16%00-— 0,20 - 18300 0425~

40 8 2 AWARDS 0,83 0,20 9,68

860~ 120 - e 4 BNNKSTORE OPERATION -~ - 24,00 20.00 - 6720 Tity t,20
t10 ] s nnnxs 10,00 0,20 2,20
- 20 R © s BRESK - T 2i0e” S 020 2.00

100 B [ auur,:v mnwnwu - uEznnss uUTleE 10,00 0,20 2,00

RO 1 S Sl 7o NSENTG TS~ =~ 10,00 0320 - - 2,00
120 M 12 ¢nLLLeTION DEVELOPMENT pOLICIES 2,00 0,20 6,00
260 R 14 - ¢NLLECTION DEVELOPNENT + REVIEW NEW BOODKS 12,060 - - 0,20 2,33

30 ] 15 20,00 0,20 0,30

3700 B 16  CONYENTIONSs ATTENDYRG 042 0,20 seaww

590 1800 B 17 cnancsnnun:ucc READING 26400 20,00 0,20 a,58 18,00

90 | =TT 18T TCTRRESPONNENCE  TAXING —— TRVO0 T 0520 0 9500 -

650 ] 19 CNRRESPONDENCE DRAFTING REPLIES 20,00 0,20 6450
190 R - 21 — CARRESPANAENCE STONTNG ——40500- -~ -~ 0,20 3,80

240 600 B 25  DPICTATION GIVING 10,00 20,00 0,20 a,80 6,00

110 60 - 8 249 © GIFTS ACCEPT R 1] 0483 0,20 3v67 18486
30 ] 50 GIFTS ACKNOWLEDGE 2,00 0,20 3.00
ao TR T TS GYFYS SCREENING C 2300 T T T 0520 2,00
120 ] S2  CONRUEY INSPECTTONS 4,00 0,20 6,00
170 B S3  GIYMAEL COLLECTINN - 4300 8,50

850 1600 B 56 INTFRVIENS 28,00 80,00 6.07 4,00
200 L] &3 LUNCH - 20.00 900

160 60 [ &9  MEDTCHL LTBRARY 8400 1,00 4,00 12,00

T80 80 B~ PG WFETINGS  SPECTFY SUBYECTS - — e 2200 00 - rot8 12;00

130 280 B 74  ORSFRVATINN OF nPFRATIUNS CINFORMAL), 6,00 12,00 4,33 4,00

190 200 B 77 - pERSANAL mUSINESS €AcYIyITIES-NBT wORK RELAT 4,00 20,00 9650 2,00

60 R 78  PERSOMNEL EVALUATION = WRITE FORMS 0425 28,00

432 t20 ® S 80 - PERSANNFL MANAGPMENT (CNTEFLY PAPERWORK -aSpE 12700 t,00- -T.20 24,00

s R 82 MaKp PHATACOPIES 1,00 1,00

860 480 = R T8 PHYETCAT TRATNING st e~ PR 12300 0RO~ BT 8400

380 z2a0 ] Al PLANNING ¢FORECASTING) ccxccPT ANNUAL BUDG:T 12400 3,00 0,20 6233 12,00

380 - a8o B 85  pROFECSTONAL READING - - ~ 12400 - - 4300 - 0420 6633 — -24,00
780 ] Ag PUBLIC RELATIONS = spECIF 18.00 0,20 867

2a0 -8 - 88 -RAHTE- PUREHASE -REBUFSTS usmv STAFF 4500-- - 8420 12400

120 ) 91 RFFFRENCE WORK a, oo 0,20 6400

180 - e G PREPARF-RFPORTS- DTHER = SPECIFY Se - 8480 - - ev20 —aeSg -

60 8 96  SPEFISL CALLECTIONS 1.00 0,20 12,00
130 R 98 SUPPLTES - 4400 0,20 6450

1098 120 8 101 TELFCAN ANSWER, PLACE 7T4.00 20,00 0,20 2,97 1,20
80 L] 110 MAKF TRAVFL ARRANGEWENMTS 2,00 - 0,20 - — 8400

This is the comparisen {diary-audit) data for the Library Director.

represénts a monthly, or 20-day, estimate, diary data is doubled for purposes of comparison.

It is in numerical erder by Task Code (col 4).

Since audit data
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Figure 6. Acquisitions Task List in Rank Order by Cost

1. Bibliographical Verification

DEPT TASK NAME CATEGORY FREQ TIME PRODUCT WAGE/MIN C/M  TOTAL COST
A 1" 5 57 2894 0.06 3.20 182.41
A 1 10 28 1101 0.08 3.29 92.05
A 1 6 14 920 0.07 4.41 61.73
A 1 17 8 610 0.16 12.30 98.40
A 11 2 1 5 0.06 0.29 0.29
TOTALS 108 5530 434.88
1l. Interviews
DEPT TASK NAME CATEGORY FREQ TIME PRODUCT WAGE/MIN C/M  TOTAL COST
A 55 17 27 730 0.16 4.36 117.75
A 55 2 3 65 0.06 1.26 3.77
A 55 10 2 20 0.08 0.84 1.67
A 55 3 2 50 0.06 1.49 2.99
TOTALS 34 865 126.18
111, Process Gifts
DEPT TASK NAME CATEGORY FREQ TIME PRODUCT WAGE/MIN C/M  TOTAL COST
A 49 6 19 1855 0.07 6.55 124.46
TOTALS 19 1855 124.46
IV. Train Personnel
DEPT TASK NAME CATEGORY FREQ TIME PRODUCT WAGE/MIN  C/M TOTAL COST
A 100 17 30 650 0.16 3.49 104.85
A 100 3 8 175 0.06 1.31 10.46
A 100 10 2 25 0.08 1.05 2.09
A 100 2 1 51 0.06 2.96 2.96
TOTALS 41 901 120.36

time in minutes and percent of total
time spent. This is supplemented by an
audit profile and, finally, a comparative
listing profile, Figure 5, on each indi-
vidual, comparing audit and diary.

As expected, there were errors as well
as omissions. These will be corrected. It
was an error to include lunch periods as
a percent of work time. Our costing for-
mula has already taken breaks into ac-
count. Both will be deleted and per-
centages recomputed. Inadvertent errors
also resulted from the way personnel
dealt with their task lists. They forced
their work into the structure provided
and did not tell the research team. We
found examples-of tasks that always oc-
curred in combination, never separately.
These must be redefined and weighted
before we can proceed to cost products
in the future.

Profiles of personnel in the Adminis-
trative Division are somewhat unusual.
Administrators seem to spend most of
their time talking and reading, and per-
haps this is true in other academic li-
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braries. In the Academy Library, how-
ever, administrative military personnel
also “jog” and “fly.” So, it probably is
not possible for this library to set a
standard for others.

Library Divisions, as divisions, were
also analyzed. For example, we wanted
to know which tasks are performed
most frequently in a division and which
individuals perform them. According to
the diary data, telephone conversations
occur most frequently, followed by gen-
eral assistance to personnel, typing, and
unscheduled meetings, or interviews.

The Cost Factor

In addition, we were obviously inter-
ested in knowing, or confirming, which
jobs were the costliest. For instance,
diary data showed that in Acquisitions,
the cost of bibliographical verification
as shown in Figure 6 is very high, as is
the cost of card production and filing in
Cataloging. Neither fact is surprising.
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Figure 7. Interdepartmental Tasks

Interviews
1. Admin
DEPT TASK NAME CATEGORY FREQ TIME PRODUCT WAGE/MIN C/M  TOTAL COST
B 56 22 63 830 0.22 2.96 186.65
B 56 18 48 648 0.19 2.52 120.73
B 56 5 17 128 0.06 0.47 8.07
B 56 21 14 425 0.20 6.00 84.05
B 56 20 5 136 0.13 3.45 17.26
B 56 19 2 15 0.10 0.78 1.56
B 56 27 1 9 0.05 0.49 0.49
TOTALS 150 2191 418.81
1. Serials
DEPT TASK NAME CATEGORY FREQ TIME PRODUCT WAGE/MIN C/M  TOTAL COST
D 62 15 61 716 0.14 1.60 97.71
D 62 9 28 199 0.08 0.60 16.74
D 62 26 1 137 0.07 0.82 8.99
D 62 8 5 70 0.07 1.02 5.09
D 62 23 5 53 0.06 0.67 3.33
D 62 15 4 59 0.14 2.01 8.05
D 62 25 4 95 0.06 1.49 5.97
D 62 24 2 28 0.05 0.72 1.44
TOTALS 120 1357 147.32
lll. Cataloging
DEPT TASK NAME CATEGORY FREQ TIME PRODUCT WAGE/MIN C/M  TOTAL COST
C 45 1 28 270 ) 0.09 0.83 23.26
C 45 12 27 243 0.1 0.99 26.69
C 45 13 25 79 0.13 0.40 10.03
C 45 16 25 389 0.14 2.19 54.70
C 45 14 22 157 0.12 0.89 19.56
C 45 7 4 55 0.07 0.97 3.88
C 45 1 2 35 0.05 0.95 1.90
C 45 9 1 2 0.05 0.11 0.1
C 45 4 1 30 0.07 1.96 1.96
TOTALS 135 1260 142.09
IV. Acquisitions
DEPT TASK NAME CATEGORY FREQ TIME PRODUCT WAGE/MIN C/M  TOTAL COST
A 55 17 27 730 0.16 4.36 117.75
A 55 2 3 65 0.06 1.26 3.77
A 55 10 2 20 0.08 0.84 1.67
A 55 3 2 50 0.06 1.49 2.99
TOTALS 34 865 126.18

Time and costs of unscheduled meetings, or interviews, in

However, as a result of these and other
findings, we have instituted an approval
plan and it might be helpful to point
out that one of the tradeoffs is a dollar
reduction which should take place in
bibliographical searching. Acceptance of
more mass cataloging, together with a
complete card service, is under consid-
eration in the Catalog Division.

“Who is doing what” certainly war-
rants special scrutiny. Perhaps the per-
son who is paid 5 cents 2 minute can do
the same work of an incumbent who is
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all 4 divisions: by individual, with divisional totals.

paid 14 cents. Perhaps not. But this kind
of question we will put to our Division
Chiefs, who will be expected to com-
ment on these findings as well as the al-
ternative procedures that will be sug-
gested by the research team.

Finally, several functions are per-
formed by all Divisions of the Library.
For example, personnel in all Divisions
engage in academic activities, profes-
sional reading, interviewing, attending
meetings, and training personnel. Times
and costs have been computed.
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Interviews, defined as unscheduled
meetings between individuals or groups,
seem to take up the most time, overall.
And, as shown in Figure 7, Administra-
tion leads the way. The overall costs of
interviews as revealed in the diary data
show a 10-day cost of $834.39 or an av-
erage of $83.43 per day, with an annual
projection of approximately $20,000.
Meetings, defined as scheduled meetings
between individuals or groups, also take
up considerable time and are, not sur-
prisingly, costly. Again, the Administra-
tion Division leads the way by a sub-
stantial margin.

Conclusion

In conclusion, it is probably fair to
say that this costing technique seems
helpful to us because it provides a dol-
lar estimate on ways that people spend
their time which did not heretofore ex-
ist, limited though it may be. We, and
most other managers, are constantly at-
tempting to identify and translate re-
quirements with greater and greater pre-
cision to our governing boards. But
price tags must also be affixed. The costs
of tradeoffs become increasingly impor-

tant, in our work, as more commercial
services in processing, retrieval and co-
operation develop. We need to be able
to translate what impact changes will
have, not just in functional terms but in
financial terms as well. Too, it has been
difficult if not impossible to cost those
areas of professional activities, such as
counseling employees, planning, and
readers’ services, which may well repre-
sent the most important justification for
our existence.

Clearly, managers who cannot define
what their needs are and what it costs to
implement them can have little realistic
hope that they will make themselves un-
derstood either to outsiders or to their
own staff. The technique which we have
described in this paper certainly pre-
sents no final solutions. However, we
hope it suggests an additional and use-
ful approach, and more important, per-
haps it will stimulate further inquiry.
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Public Library Service to the Corporate Community

Zella J. Shannon

Minneapolis Public Library, Minneapolis, Minn. 55401

B The progress, potential, and prob-
lems of a fee-based, custom designed li-
brary research service for business and
industry called INFORM are discussed.
The project evolved from the Search and
Deliver Service of the Minneapolis Pub-
lic Library and the Technical Informa-

tion Service of the University of Min-
nesota. This venture of public libraries
into the market place with information
as a saleable commodity raises a myriad
of questions for the library profession
of the future as it competes in tomor-
row’s knowledge industry.

PUBLIC LIBRARY literature abounds
in topics concerning the library nonuser
and the library’s so-called unserved pub-
lic. During the past many years, numer-
ous outreach programs have focused on
this unserved segment in an effort to ex-
pand library patronage. But, as Ray-
mond M. Holt points out in the preface
to his study on the Pasadena and Po-
mona public libraries, “one group has
been largely overlooked in this mission-
ary effort—the businessman” (7). IN-
FORM (Information for Minnesota)
represents one attempt to reach and
serve this particular clientele.

INFORM is a cooperative library en-
deavor patterned to provide library re-
search on a custom-designed, reimburse-
ment basis to business and industry. The
four participating libraries include: the
Minneapolis Public Library, the St. Paul
Public Library, the James J. Hill Refer-
ence Library, and the University of Min-
nesota Library. Two programs are super-
seded by INFORM—the Search and De-
liver Service in Minneapolis and the
Technical Information Service at the
University of Minnesota.
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The Search and Deliver Service, begun
on an experimental basis in April 1970,
had not attained its goal of being self-
supporting in spite of the lively interest
shown by local businessmen, and there-
fore its continuance was in doubt. Simi-
larly, the Technical Information Service
of the University of Minnesota was in
jeopardy since its federal funding was
terminated in 1970. However, there was
a conviction, based on the experience of
these two programs, that a need exists
for an information-on-demand type of
service to industry through library re-
sources. Consequently, early in 1971, ef-
forts were made to secure group funding
by combining the projects of the above
institutions under one program and in-
cluding other metropolitan libraries. By
early fall, the federal funds obtained
were matched by the James J. Hill Ref-
erence Library in St. Paul and in Janu-
ary 1972 INFORM made its debut.

Because INFORM represents largely
an on-going function for two of the li-
braries, it was felt that each participat-
ing institution should manage the pro-
gram according to the policies and prac-
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tices of the individual library. Hence the
agreement signed outlines a minimal or-
ganizational structure: namely, a board
composed of library directors, a working
committee made up of one representa-
tive from each library, and a treasurer.

In lieu of a salaried director, the work-
ing committee meets regularly to discuss
promotion, progress and details of IN-
FORM, and makes recommendations to
the board. Each participating unit is re-
imbursed from the INFORM Treasurer
for time spent in the promotion of the
program when this time represents at-
tendance at meetings by the working
committee members, work on layout and
design of brochures or newsletters, talks
before interested groups, etc. Salaries of
INFORM personnel are borne by the
individual libraries. A uniform search
fee of $18.00 per hour is charged by all
of the libraries with incidental charges,
such as for photocopying or delivery,
varying slightly.

While the working committee, under
the direction and with the approval of
the board, is responsible for the opera-
tion of INFORM, in practice, each li-
brary implements the program autono-
mously cooperating with each other
primarily on promotional activities. In-
terlibrary cooperation is very informal.
There is much rapport between the IN-
FORM librarians but there are few cus-
tomer referrals. Consequently, the com-
ments here relate almost entirely to the
experience of the Minneapolis Public
Library.

Progress

The program envisioned by INFORM
aims to put the information resources of
the library at the disposal of the user be-
yond the traditional terms of public li-
brary service. As explained in one of the
brochures, it includes, “all work a li-
brary user normally does himself.” The
question librarians most frequently ask
is, “except for this fee, how does the pro-
gram differ from regular reference serv-
ice?”

Primarily the difference is that the
information sought demands more ex-

January 1974

haustive, diligent and protracted inves-
tigation requiring the examination,
evaluation, and summation of informa-
tion obtained not only from written
sources but also from nonprint media,
individuals, and organizations. But this
is not the only dissimilarity. Conven-
ience, confidentiality, and flexibility are
other characteristics which distinguish
the INFORM research service. For ex-
ample:

Convenience. Visits are made to the
customer’s office to explain the program,
to obtain orders, or to report on the
progress of a project; materials are de-
livered to the company premises if nec-
essary; resources of other libraries, gov-
ernment agencies, or institutions are
used to insure a thorough search, and
there is every attempt to place the in-
formation desired in the hands of the
customer as conveniently and as quickly
as possible.

Confidentiality. Each project is as-
signed a number and only the INFORM
librarian is able to associate that num-
ber with the client and the subject of
the research. This principle of INFORM
limits the recitation of many fascinating
examples of research performed and also
of how the program functions in a third-
party exchange of information. The
public library as a logical point of ac-
cess and information can sometimes se-
cure data on behalf of a client which the
client may be sensitive about seeking
directly.

Flexibility. Every attempt is made
to provide the information to the cus-
tomer in a manner most acceptable to
him. Sometimes the data needed is a
simple figure—the price of a commodity
—bagasse for example, or it may be a
request for a bibliography dealing with
everything published in the last five
years on the fluidized bed coating process
or everything published before 1957 on
the use of alginic acid as a sausage
binder. Customers may want books and
magazines flagged and set aside in one
of our study carrels. One project re-
quired the INFORM librarian to ac-
company an attorney and sit in on legal
discussions to gain fuller understanding
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of the research required. INFORM re-
search seldom culminates in a formal
written report but there have been ex-
ceptions to this also. One firm, burdened
by a rash of staff emergencies and in the
midst of a move to new quarters, re-
turned the materials previously assem-
bled for them by INFORM with the
request to write the report.

The next most frequently asked ques-
tions regarding the program are: 1)
Who uses the service? 2) What types of
inquiries are received? 3) How many
search hours does the average order
require?

When the Search and Deliver Service
was inaugurated, it was assumed the pro-
gram would be more attractive to the
small “ma” and “pa” type establishments
—those firms having very limited or no
library resources—than to the large com-
panies. Quite the opposite pattern has
developed. While users of INFORM
range from individuals to multi-national
corporations with well-developed librar-
ies of their own, most of the customers
represent large firms. Because many of
these companies do not have adequate
library facilities of their own, INFORM
widens the scope of the client’s research
activities without investment by him in
additional facilities or staff. Approxi-
mately sixty percent of INFORM’s cus-
tomers are located in the downtown area
of Minneapolis with the remaining per-
centage coming from the suburban
fringe rather than from throughout the
state.

Most of the inquiries deal with a mar-
ket research type of problem: the how-
much, how-many, and who kind of ques-
tion. When the program began, an
overwhelming number of requests con-
cerned the food service industry, but as
the clientele grew, the orders became
more diversified. Scientific and technical
research consists mainly of compiling
bibliographies.

Search orders range from those requir-
ing one hour to what is regarded as a
large order: 10 to 20 or more search
hours. Some requests have run as high
as 50 hours but the average order rep-
resents three to five hours of searching.
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Problems

In spite of the desirability of offering
a fee-based library research to business,
there are many obstacles. One barrier
is the belief held by some that public
libraries should not charge for any serv-
ice it provides. Another hurdle is con-
vincing businessmen that the library can
be of assistance to them in solving their
research problems. Since the public Ii-
brary is not infrequently the LAST place
people go for information, we can hardly
expect a stampede for our services at
$18.00 an hour! Then there is the new
INFORM client who often expects a
miracle or at least a Ph.D. thesis for a
two-hour search order. Some days we
are fresh out of miracles. Another prob-
lem is the feast or famine syndrome; the
telephone either rings incessantly or one
wonders if the wires have been cut.

There is the problem of securing com-
mercial data which is published on a re-
stricted-use basis such as the Daniel
Starch Reports, the W. R. Simmons
studies, or the SAMI reports. Publica-
tions of trade associations and govern-
ment agencies are also often difficult to
obtain on short notice. It is frustrating
to identify the information needed and
be unable to gain access to it. »

One of the major difficulties is justify-
ing staff costs to operate the program in
a public library. The goal of the Search
and Deliver Service was to become self-
supporting within one year, i.e., to gen-
erate enough income to pay the salary
of one professional librarian. To date
this goal has not been met although
1972 was a memorable year. Orders in-
creased by more than 509, and more
than 500 hours of search time was billed
for—a gain of 1159, over 1971. If one
can interpret this growth as endorse-
ment by business and industry, it indi-
cates a latent function of public library
service,

Potential

From the point of view of industry
and of public libraries, there is ample
justification for this new venture, Some
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of the arguments include the need for:
information services, more library co-
operation, a third-party negotiator, a
means for collection evaluation, and a
new approach to public relations.

s Information services. Peter Drucker
predicts that by the late 1970’s the
knowledge economy will account for
one-half of the total national product
(2). The formation of the Information
Industry Association five years ago docu-
ments this trend and points to the prob-
lems of access to the enormity of infor-
mation produced. According to Knowl-
edge Information Reports, a new kind
of business information service is ripe
for development (3). There is currently
a proliferation of commercial services of-
fering “information-on-demand” type
programs. Attention is called to suich en-
terprises as Information Clearinghouse
(FIND), a licensee of the Paris-based
§’il Vous Plait (SVP) (4); Packaged Facts
in New York; and the N. W. Ayer In-
formation Center to name but a few.

s Library cooperation. Any system
which promotes library cooperation and
encourages communication among the
people who operate libraries is progress.
A greater appreciation of the problems
of the special librarian is gained by this
program which indirectly helps improve
regular service to business. Another ex-
perience of INFORM has been the op-
portunity to encourage firms to establish
their own libraries and several customers
have been referred to SLA’s consulting
service for advice.

s Third-party negotiator. Russell
Shank, in discussing cooperation be-
tween libraries states, “special libraries
might well benefit from the services of
more third-party agents who can help
them use each other and the rest of the
public sector to map out search strategies
and to front for them in gathering sensi-
tive information” (5). INFORM has
functioned in this capacity many times.

* Collection evaluation. It is easy to
assume a well-rounded reference collec-
tion is sufficient in all respects until it
is put to a practical test. A fee-type re-
search service is one of the most effective
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ways to evaluate a library’s holdings be-
cause it demands examination of the re-
sources from the point of view of the
user.

* Public relations. Public libraries
seem to be undergoing a metamorphosis
and the need for change and innovation
is long overdue. Programs promoting
greater community involvement, partic-
ularly those establishing dialogue with
the business leaders of the area, are es-
sential to a flourishing public library
system.

Conclusion

The idea of public library service to
industry is certainly not new. Since the
turn of the century major public librar-
ies have set up special collections, read-
ing rooms, and departments and pro-
vided a measure of specialized service to
business (6). In fact, the first President of
Special Libraries Association, John Cot-
ton Dana, had established the Business
Branch of the Newark Public Library.
Many other SLA charter members were
also working in various public libraries
to serve the business community. What
is new is the concept of a special librar-
ian in residence, so to speak, to provide
custom-designed library research on a
fee basis. Frequently a library patron is
informed that the source materials
needed to satisfy his inquiry are avail-
able, but that he must come in to use
them because the library cannot spend
unlimited time on one request. In Min-
nesota the patron has another choice:
INFORM.

Here the patron is now the client, and
the librarian, in one respect a temporary
employee of the company contracting
for service, modifies library rules and
procedures to assure customer satisfac-
tion. There is a sense of urgency in lo-
cating the desired information which
requires the adoption of the corporate li-
brarian’s attitude of commitment and in-
novation. To the degree that it is in the
interest of the institution, every effort is
made to exploit the information re-
sources of public libraries (and all in-
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formation sources in the community) for
the client.

While there is an eagerness to pro-
mote INFORM at the Minneapolis Pub-
lic Library, it must be emphatically
stated that the program represents no
curtailment of regular reference service.
In fact, quite the opposite is true. On
occasion a patron is referred to IN-
FORM from a subject department, but,
almost daily, the INFORM librarian has
to explain to a potential customer that
the information he seeks is available
free and refers the patron to the appro-
priate department.

We know we have a marketable serv-
ice, when, after a patron has been so ad-
vised, he insists upon employing IN-
FORM. For instance, an advertiser
wanted all the material he could muster
on the ten leading motel chains, ie,
identification, financial data, expansion
plans, advertising expenditures by me-
dia, etc. Most of this information was
located in our Business and Economics
Department but it took time to gather
and organize—time the customer didn’t
have to spend. By undertaking the work
for him on a fee-basis, the library ren-
dered a defensible public service.

As stated previously, the project is not
yet self-supporting but has already paid
dividends of collection enrichment, in-
creased cooperation among other infor-
mation centers, and greater community
awareness. And there is now enough
solid evidence of business support and

acceptance to expect a great future for
INFORM. If successful, this experiment
in public library philosophy which en-
visions the patron not only as the in-
formed layman but also as the research
oriented person, will define the public
library more clearly as an information
center with a saleable commodity of sub-
stantial value.
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Records Management:
An Introduction

Dolores E. Russell

Westinghouse Nuclear Energy Systems, Pittsburgh, Pa. 15230

W The growing recognition of informa-
tion as an asset in any organization has
led to proposals for a National Informa-
tion Institute and to predictions that
organization charts will soon include a
Director of Information. Special librar-
ians need to have an understanding of
other professionals who specialize in the

control of information. This is an expla-
nation of the regulation of forms, re-
ports, correspondence, files, and records
centers as required for the systematic
control of active and inactive records
from their creation through their main-
tenance and use to their final disposition
or archival retention.

SCIENTISTS and engineers, we are
told, turn first to their colleagues for in-
formation, next to personal or office files,
and then to libraries. “Personal” is fre-
quently misapplied to files created while
at work. They are, in reality, the prop-
erty of an employer. Such files, as well
as office files, are the province of records
management, and people in that field
have long known that files are composed
of records from which information is
obtained. Twenty-six years ago, a basic
text mentioned ‘‘records, which are filed
to furnish administrative management
with information” (I). Yet, today records
management still has not received its
due recognition. Why?

One reason is that the roots of records
management are in filing. The common
attitude is that nobody likes filing, but
anybody can file. Therefore, chief ex-
ecutives tend to grant independence to
personnel who create, maintain, and use
records. Chief executives seldom require
central control of record-keeping prac-
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tices in spite of the conflicting, poorly
defined aims that independent units in-
evitably develop.

Moreover, managers of remote records
storage centers have released acres of ex-
pensive office space. Their achievements
have diverted attention from other as-
pects of the discipline which are essen-
tial for successful records control. Those
records transferred to storage are un-
necessarily voluminous when there is
poor management of forms, reports, cor-
respondence, and files. Retrieving infor-
mation becomes difficult when lack of
proper files management results in stor-
age of poorly organized records. Where
well-organized files exist because of
proper files management, it is much
easier to identify microfilm applications,
vital records, records .of archival value,
and classes of records for retention
schedules.

Finally, executives are prone to con-
centrate on daily operating tasks with-
out scheduling time for an objective
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study of records. There is probably only
one event that is certain to focus ex-
ecutives’ attention on records—moving
to a new location. When they take stock
of equipment to be moved, they discover
an horrendous number of filing cases.
They rush to a consultant who says,
“Start a records management program.”
They then ask, “What’s records manage-
ment?”

Records management is not a synonym
for filing nor is it concerned only with
operation of records storage centers.
Records management is the systematic
control of records from their creation
(as forms, reports, and correspondence),
through their maintenance and use in
active and inactive files, including their
rapid retrieval when needed, to their
final disposition or archival retention
(2).

The next question is, “What are rec-
ords?” They are all documentary mate-
rials which are created or received in
pursuance of legal obligations or in con-
nection with transaction of business.
They are preserved for short or long pe-
riods as information about and evidence
of policies, decisions, procedures, func-

tions, operations, or other activities.
Documentary materials include corre-
spondence, forms, reports, drawings,

specifications, maps, photographs, etc.,
with various characteristics and in vari-
ous physical forms such as paper, cards,
microfilm, tapes, etc. Although records
are not readily convertible into cash as

capital assets are, they are an asset. They

are truly valuable because they contain:

1. facts necessary to support charges
to customers, statements to govern-
ments and to stockholders;

2. information in such quantity that
it can not be stored in human
memory;

3. history unknown to new employees.

It is not possible to make a precise
distinction between active records and
inactive records because nobody can
predict which ones will be needed. The
normal standard is that of the National
Archives and Records Service—inactive
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files are those referenced not more than
once a month per file drawer, i.e., six
references per cubic foot per year.

Elements of Records Management

Regulating the creation of records is
possible through the application of
Forms and Reports Managemeni—sys-
tematic control to assure design and dis-
tribution in the most economical and
useful manner and to eliminate nones-
sential forms and reports.

A form is a piece of paper or other
material which is designed for entry of
information. Some commonly used forms
are purchase orders, identification tags,
labels, shipping releases, invoices, payroll
checks, letterheads, envelopes, etc. Many
forms are needed to collect input data
for computers. Computer output is usu-
ally printed on carbon-interleaved, con-
tinuous forms. There is an endless va-
riety of forms which have been created
for a myriad of purposes.

Forms are necessary tools in every of-
fice, but the cost of procurement, repro-
duction, and clerical handling can be
significantly reduced. Forms can be com-
bined. They can be tailored for filing
in equipment presently owned. They
can be arranged for quick entry of in-
formation and for rapid reading.

“A report is a written statement of
statistical, operating, status or adminis-
trative information which is designed to
assist in the decision-making process and
is published once a year or oftener” (3).
Typically, reports are prepared to pre-
sent a description of the month’s activi-
ties in a department, the progress of re-
search projects, etc., and are often narra-
tives or graphs.

Reports management can eliminate
duplicate reports, obsolete reports, and
reports which are costing far more than
is necessary. The initial step is an inven-
tory of existing reports then an analysis
of inventory data. One requirement is
the continuing evaluation of each new
report.

Correspondence management is an-
other means of controlling creation of
records. It involves the provision of form
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Figure 1. Records Management

Systematic Control of Records

FROM CREATION

FORMS REPORTS CORRE-
EN
MGMT MGMT SPONDENCE
MGMT
THROUGH MAINTENANCE AND USE
IN ACTIVE FILES IN INACTIVE FILES
MGMT OF
FILES MICROFILMING
RECORDS
MGMT RETENTION SCHEDULES
VITAL RECORDS CENTERS
HISTORICAL DOCUMENTATION

TO FINAL DISPOSITION OR ARCHIVAL RETENTION

letters, pattern paragraphs, standard for-
mats for letters, instructions for clear
letter writing, procedures for distribu-
tion of letters, and automatic typewriters
or similar equipment to expedite pro-
duction of multiple-address communi-
cations (#). Uniform practices are pro-
moted by means of style handbooks and
training sessions. A major result is that
less time is required for reading, produc-
ing, and handling correspondence.

In addition to controlling creation of
records, records management is con-
cerned with Files Management—system-
atic regulation of records while they are
maintained and used in active files. Files
management consists of three functions.
One is establishment of uniform plans
for files. A file is a collection of records
that are arranged according to a definite
plan in order that they may be found
immediately when needed. Another con-
cern is surveys and analyses to select the
most useful and economical supplies
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and equipment for each file. Equipment
ranges from traditional filing cabinets
to sophisticated information retrieval
devices. The third interest is orientation
and training for personnel who main-
tain and use files. A filing plan, appro-
priate equipment and supplies, plus
trained personnel constitute a filing sys-
tem. To maintain any filing system,
guidance must be given in writing by
means of a manual or, at least, a simple
instruction sheet.

The accepted way to start a records
management program is to inventory all
records and then to analyze the inven-
tory data and determine which records
can be destroyed. Next, a records center
is established. Thus, Management of
Records Centers becomes another area
of interest. Its particular purpose is the
development of “specifications and op-
erating procedures for records centers as
economical and efficient repositories for
inactive records” (2).
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Despite effective regulation of office
records, many needed records may not
be referenced very often. The best way
to minimize the cost of maintaining
them is to house them in low-cost, cen-
tralized areas maintained by a minimum
of personnel. “The effectiveness of a
records center is based upon 1) its use
of low-cost equipment which makes
maximum utilization of space, 2) its
ability to provide an orderly arrange-
ment and control of records, and 3) its
ability to employ procedures which as-
sure prompt and efficient handling of
records” (5).

Most records centers are equipped
with steel shelving on which records are
housed in cartons. Every carton is as-
signed a unique code which pinpoints
its location. An index is maintained to
identify the record in each box, the de-
partment which sent each box of records
to the center, and the date when the
contents of each box are to be destroyed.

Records management involves four
programs that are applicable in the man-
agement of active and inactive records:

1. Microfilming to release space, to
protect records, to reproduce records,
and to facilitate retrieval of informa-
tion. Equipment ranges from portable
cameras to computer-output-microfilm
(COM) devices.

2. Retention scheduling to dispose of
records at regular intervals in accordance
with their operational, legal, and his-
torical value.

3. Protecting vital records to retain
them for use when required. Vital rec-
ords are those needed for continuance of
operations after a natural or man-made
disaster. It is important that they are
identified and that they are filed in a
well-protected location or that copies
of them are filed in several locations.

4. Collecting historical documenta-
tion to avoid loss of significant informa-
tion about the origin and accomplish-
ments of an organization. Records con-
taining such information must be iden-
tified and preserved.

There are people who are using the
techniques of records management in
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banks, utilities, manufacturing com-
panies, schools, colleges, insurance com-
panies, and federal, state, county, and
city governments. Its principles can be
applied wherever records exist.

Successful Records Management

Effective records management requires
a plainly written, comprehensive, tailor-
made plan; its understanding and ac-
ceptance by all executives; and a records
manager who

* reports to top management

* can consider endless details and also
comprehend the whole

* has thorough knowledge of the field
and of the organization’s functions
and employees

* can overcome resistance to change
from those who actually create, main-
tain, and use the records

* is given sufficient authority including
authority to approve purchase of all
record keeping equipment

+ is allowed to develop a trained staff.

Few colleges and universities offer rec-
ords management courses. One does not
learn to be a records manager in a li-
brary school, in information science
courses, or in courses on systems analy-
sis. Most records managers learn by do-
ing, by reading, and by attending work-
shops, seminars, and conferences. They
have been able to produce substantial
savings in three respects.

1. Volume of records—Fewer forms,
reports, and letters are created. Records
are destroyed regularly. Redundant fil-
ing systems are eliminated.

2. Filing equipment— Boxes and
shelving in records centers are not as ex-
pensive as office filing cabinets. Less
equipment is needed in offices. Only
necessary equipment is purchased.

3. Employee time—Fewer records in
an orderly arrangement in suitable
equipment will simplify maintenance
and assure faster retrieval. Trained rec-
ords personnel relieve high-salaried em-
ployees of routine filing tasks and pro-
longed searches for information.
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Records management is a potent in-
strument for cost control. Records man-
agers have developed effective systems for
regulating an organization’s records just
as librarians have designed effective sys-
tems for regulating externally published
books and journals. The world of infor-
mation would be chaotic without librar-
ians . . . and without records managers.
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U.S. Government Publications Acquisition
Procedures for the Small Special Library

Anthos Farah Hungerford

Hurley Hospital, Flint, Mich. 48502

M Practical procedures for acquiring
U.S. Government Publications are out-
lined, ranging from methods for obtain-
ing publications free to the deposit ac-
count and special subscription services.
The information given is basic for li-

brarians who have had no experience
handling these publications; advantages
of each type of procurement are dis-
cussed and recommendations are given
as to when each should be used.

IN MOST small libraries, the librarian
must juggle the acquisition of govern-
ment documents with book ordering,
periodical subscriptions, binding, litera-
ture searches and bottle-washing. How
many incumbent special librarians still
find themselves counting coupons for
low-cost government publications or
working through their institutions’ cen-
tralized purchasing procedures to prepay
a large purchase with all the attendant
delay in receipt of material? If the spe-
cial librarian has had no first-hand ex-
perience in a documents department
elsewhere and only library school mem-
ories of government document complexi-
ties, the following comments might serve
as a beginning guide for the acquisition
of current publications.

Obtaining Free Publications

The least expensive method for ob-
taining miscellaneous government pub-
lications is to get them free. Two ways
have been used successfully by many
large libraries which will work equally
well for the small special library.
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The Begging Letter—A letter ad-
dressed to one’s congressman or senator
in Washington, D.C., asking for a spe-
cific publication often has favorable re-
sults. Congressmen, as a perquisite of
their office, are granted the right of free
copies of many items which they may dis-
tribute as they wish. Such publications as
the Yearbook of Agriculture and the
Congressional Directory may be obtained
this way. A letter must be sent each time
an item is wanted and we find it works
well to beg for items that are relatively
expensive if ordered through the cus-
tomary procedures. Congressional Hear-
ings and Reports of the House, Senate,
or Joint Committees may also be ob-
tained by writing to the issuing Com-
mittee. Office addresses for Congressmen,
Senators, and Committees can be found
in the Congressional Directory.

The Sample Copy—A single copy of
an item published by a government
agency is often available to the public free
on request to the issuing office; this policy
is not so generous as it was a short time
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ago because of tightened budgets. How-
ever, response to this type of request is
uspally faster than going through pur-
chase procedures from the Government
Printing Office. To take best advantage of
this service, send for a Publications List
from the various government agencies
that are most pertinent to the specific
special library (e.g., National Institutes
of Health Publications List for a medical
library). Directions for sending in re-
quests are given in each list and it is also
possible to get some serial publications
free by using these lists to see what is
available.

Buying Publications

For publications that must be pur-
chased, such as expensive bound vol-
umes or sets (e.g., Cumulated Index
Medicus) or serial publications, the fol-
lowing suggestions will remove the ne-
cessity to prepay by coupons or check.

The Deposit Account—The Deposit
Account with the Government Printing
Office provides the most convenient and
quickest method of purchasing U.S.
Government Publications. Although this
account may be set up with as small a
sum as twenty-five dollars, a check suf-
ficient to cover purchases for six to
twelve months is more practical. By to-
talling recurring annual purchases such
as Cumulated Index Medicus at one
hundred dollars plus, etc., one can ar-
rive at a realistic figure. The library is
given an accounting of the deposit bal-
ance each month.

Each Deposit Account is assigned an
identifying number which should be
used with each purchase; also, the GPO
provides special depositors’ order forms
which should be used instead of the in-
stitution’s order form or a letter. To ex-
pedite orders, the GPO recommends that
only one publication title per order form
be used, giving as much information as
is known such as GPO catalog number
and/or stock number and full title and
issuing agency. An exception to this
would occur when ordering items from
one of the issues of the Selected List of
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U.S. Government Publications which
provides its own order form with a place
to indicate the deposit account number.
It is best to use the Selected List . . . or-
der form when ordering from it, since it
will hasten delivery of those items.

The newest development in trying to
improve delivery time of documents or-
ders has been the establishment of Gov-
ernment Publications Bookstores as fast
as Congress will authorize them. By the
end of 1972 thirteen of these had been
opened outside the Washington, D.C.
area. They each handle about a thou-
sand of the most popular titles and de-
livery from them has been rapid in our
experience. A list of their locations can
be found in the Monthly Catalog and
the newest Price Lists.

Periodical Subscription Agencies—
For libraries using a good subscription
agency for ordering periodicals, it is
easier and more reliable to include gov-
ernment published serials on the sub-
scription list rather than ordering them
directly from the GPO on an individual
basis. The subscription agency will han-
dle these orders in the same way as pri-
vately published journals as to automatic
renewal, common expiration date, etc.,
which eliminates the library’s having to
reorder each year with the chance for
lapses in subscriptions and/or errors in
handling. If the library does not already
do this for its periodical subscriptions,
it is strongly urged as a way of simplify-
ing technical aspects of managing a one
or two person library.

There are several sources for informa-
tion on government sponsored periodi-
cals and their prices. Price List, #36,
titled “Government Periodicals and Sub-
scription Services,” is very useful as is the
appendix of the February issue of the
Monthly Catalog each year. If the library
owns or has available to it Andriot’s
Guide to U.S. Government Serials and
Periodicals, it is especially useful for
tracing the publications of obsolete agen-
cies, changed titles, and finding Super-
intendent of Documents classification
numbers.
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If the library receives a great volume
of government publications, it may be
better to handle them through an agency
specializing only in government publica-
tions. Bernan Associates in Washington,
D.C,, is one such agency which will pro-
vide a standing order service on U.S.
Government Publications and periodi-
cals. For most small special libraries, the
volume of business is too slight to ade-
quately utilize such a specialized service.

Sources of Information

There are a number of ways to find
out about available government publi-
cations. The librarian should develop
the habit of scanning one or more of
the following to keep abreast of what is
available.

The Monthly Catalog—This is a list-
ing of the publications of the Govern-
ment Printing Office; however, for all
but the largest libraries, it is not neces-
sary to have such a detailed compilation.
Usually fair-sized public and college li-
braries in the special library’s area will
subscribe to it and so an occasional item
can be verified through one of them.

The National Technical Information
Service Reports—Titles and prices of
many government agency publications
not included in the Monthly Catalog
are listed in the NTIS Reports. These
tend to be of a technical and scientific
nature.

Selected United States Government
Publications—This bi-weekly publica-
tion is a useful and easy one to follow. It
lists a selection from the total GPO out-
put of the most important, potentially
most popular publications. Each list in-
cludes its own order form with specially
coded order numbers and the new item
stock numbers. By using this form, in-
stead of the Deposit Account Form, the
library assures itself of the fastest service
because the GPO sets aside all publica-
tions listed for the period that the list is
considered current and fulfills orders
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from the special location. The deposit
account number should be used on this
order if the library has one.

Price Lists—For retrospective order-
ing, Price Lists of Government Publica-
tions in various broad subjects as listed
below are available and issued free.
They may be obtained by writing to the
Superintendent of Documents. Each list
includes publications of a number of
different government agencies related to
the subject.

10 Laws, Rules and Regulations.

11 Home Economics. Foods and cooking.

15 Geology.

19 Army. Field manuals and technical manuals.

21 Fish and Wildlife.

25 Transportation, Highways, Roads and Postal Serv-
ice.

28 Finance. National economy accounting, insurance,
securities.

31 Education.

33 Labor. Safety for workers and workmen’s com-
pensation.

33A Occupations. Professions and job descriptions.
35 National Parks. Historic Sites, National Monu-
ments.

36 Government Periodicals and Subscription Services.
37 Tariff and Taxation.

38 Animal Industry, Farm animals, poultry, and
dairying.

41 Insects. Worms and insects harmful to man, ani-
mals, and plants.

42 Irrigation, Drainage, and Water Power.

43 Forestry. Managing and using forest and range
land, including timber and lumber, ranges and groz-
ing, American woods.

44 Plants. Culture, grading, marketing, and storage
of fruits, vegetables, grass, and grain.

46 Soils and Fertilizers. Soil surveys, erosion, con-
servation.

48 Weather, Astronomy, and Meteorology.

50 American History.

51 Health and Medical Services. Air and water pol-
lution, first aid, industrial and occupational health,
and sanitation.

51A Diseases and Physical Conditions. Alcoholism,
dentistry, drugs and narcotics addiction, smoking, and
vital and health statistics.

53 Maps. Engineering, surveying.

54 Political Science. Government, crime, District of
Columbia.

55 Smithsonian Institution. National Museum, and
Indians.

58 Mines, Explosives, fuel, gasoline, gas, petroleum,
minerals.

59 Interstate Commerce.

62 Commerce. Business, patents, trademarks, and
foreign trade.

63 Navy. Marine Corps and Coast Guard.

64 Scientific Tests, Standards. Mathematics, physics.

65 Foreign Relations of the United States. Publica-
tions relating to foreign countries.

67 Immigration, Naturalization, and Citizenship.

68 Farm Management. Foreign agriculture, rural elec-
trification, agricultural marketing.
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70 Census Publications. Statistics of agriculture, busi-
ness, governments, housing, manufactures, minerals,
population, and maps.

71 Child Development, and other publications relat-
ing to children and youth.

72 Homes. Construction, maintenance, community de-
velopment.

78 Social Services. Aging, family planning, handi-
capped, medicaid, nursing homes, pensions and re-
tirement, poverty, social security and social welfare.

79 Air Force. Aviation, civil aviation, naval aviation
and Federal Aviation Administration.

79A Space, Missiles, the Moon, NASA, and Satellites.
Space education, exploration, research, and technal-
ogy.

81 Posters and Charts.

82 Radio and Electricity.
communications.

83 Library of Congress.

84 Atomic Energy and Civil Defense.

85 Defense. Veterans’ affairs.

86 Consumer Information. Family finances, appliances,
recreation, gardening, health and safety, food, house
and home, child care, clothing and fabrics.

87 States and Territories of the United States and
Their Resources. Including beautification, public build-
ings and lands, and recreational resources.

88 Ecology.

Electronics, radar, and

Miscellaneous Sources—There are
many specialized indexes and abstracting
services published by the government or
private agencies such as Water Pollution
Abstracts, Nuclear Science Abstracts, and
Public Affairs Information Service Bulle-
tin. This latter is especially good for list-
ing government Hearings and Treaties.
A commercial publication, Congressional
Information Service is an index/abstract-
ing serial that is particularly useful for
Hearings and Committee Print Listings.
As mentioned in the paragraph on
“Sample Copies,” publications lists of
various agencies may be obtained direct-
ly from the agency. Addresses are in U.S.
Government Organization Manual.

The least systematic but often most
rewarding in terms of an important
monographic publication is a review ap-
pearing in the review section of a pro-
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fessional journal. Even if a price is listed,
it is to the library’s advantage to write
for a “sample copy” from the publish-
ing agency. If this does not succeed, then
an order can be placed against the de-
posit account.

For libraries that have not worked out
procedures for obtaining government
publications, the following addresses
should be used to obtain information on
establishing a deposit account, procuring
price lists, and information on NTIS
Publications.

Superintendent of Documents
Government Printing Office
Washington, D.C. 29402

National Technical Information
Service

U.S. Department of Commerce

5285 Port Royal Road

Springfield, Va. 22151

A better understanding of the magni-
tude of the documents delivery prob-
lem from the government’s view and
useful suggestions can be had from the
article by Rowland E. Darling. Other
useful suggestions and explanations of
problems pertinent to procuring govern-
ment serials can be found in Bernard
Locker’s article.
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This Works
For Us

Catalog Card Produced Bibliographies

Robert F. Clarke

National Institutes of Health Library, Bethesda, Md. 20014

B Removing cards temporarily from
the card catalog and photocopying them
serves as a quick, efficient means to pro-
duce typographically error free bibliog-
raphies which require no proofreading

or correcting. This practice resulted in
a 159, reduction in bibliography com-
pilation time and a 979, reduction in
clerical time.

W HERE bibliographies are extensively
compiled, the problem has been to pro-
duce them for distribution typographi-
cally error free, within minutes after
compilation.

A Solution

Consideration of the clerical time and
effort consumed in producing a bibliog-
raphy, including proofreading, once the
citations desired were identified, led to
analysis. Analysis showed that the de-
sired bibliographic information existed
in the card catalog. It existed there error
free and immediately available. Why not
use the bibliographic information di-
rectly from the card catalog? The prem-
ise was that the card catalog was the
basic tool for bibliographic compilation,
since it was the key to the holdings. The
holdings represented the information re-
source of practical convenience. Supple-
mental bibliographies would be com-
piled, as necessary, for non-holdings,
and prepared conventionally. However,
most items, most of the time, when time
was important, would be holdings. Thus
the main focus could be on the card
catalog. If the cards from the catalog
were used in some way to produce the
bibliographies, then most bibliographies,
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most of the time, could be produced er-
ror free, without proofreading, within
minutes after compilation.

The method to use consisted of hav-
ing the bibliographer remove the cards
selected from the catalog during the in-
tellectual search and compilation of the
bibliography. These cards would be
placed on photocopy equipment, as the
Xerox 720, shingled or not, and photo-
copied in columns or rows, thus creating
the bibliography. The bibliographer
needed to make no notes or copy any
citations by hand. There could be con-
tinuous interfiling within the compila-
tion as it progressed.

“Card out” cards, color coded by bib-
liographer or bibliography would be
used, so that refiling in the catalog
would be simple and fast. If the bibliog-
raphy were extensive and time consum-
ing, it could be done in sections, thus
cards need not be kept out of the catalog.
Clerical refiling should prove fast and
less expensive than typing, proofreading,
and correcting.

Experience

Experience showed the technique to
work satisfactorily, and to be an im-
provement. The bibliographers esti-
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mated their compilation time was re-
duced by 15%, due to no need for them
to manually transcribe citations. For
these bibliographies, typing and proof-
reading time became zero, when before
the average was about two minutes per
citation for typing, proofing, and cor-
recting. Offsetting this, the time to refile
cards ran an average of three seconds per
card, and to photocopy was an average of
one second per card. Labor time was
considered .important, but photocopy
costs of approximately five cents per
sheet were not thought to be so. Thus
the saving was at least one minute and
56 seconds per citation, or a 979, reduc-
tion. This does not even include the
saving to the bibliographer, who pre-
sumably is higher paid than the clerk.

The information on a catalog card
that is excess to the needs of a citation
proved not to be a drawback when it
appeared in the bibliography. Often, it
helped by indicating to the user other
subject headings in the tracings. Due to
shingling, much of this excess informa-
tion often did not appear. The presence
of the call number in the bibliography
could prove to be an advantage.

The absence of the cards from the
catalog proved not to be a problem upon
observation. This was because use of the
catalog by readers was not heavy, and
was mainly through means of author
access, while the cards used for the bib-

liographies were mainly subjects. The
“card out” cards were used to alert the
readers, and they in turn were able to
identify the particular bibliographer and
consult him if necessary. This was rarely
the case. Even so, the cards were re-
turned within an hour. None were ever
lost, nor were any damaged while being
photocopied.

Conclusions

More rapid bibliographical service was
possible at less cost due to the dramatic
decrease in bibliographical citation
transcription and reproduction time,
Subsequent investigation of the possi-
bility of wusing a cataloger’s camera
proved to be of no advantage, because
cards still needed to be removed from
the catalog and refiled, and there was the
delay due to film processing. The ab-
sence of the cards from the catalog was
no hindrance. The technique was sim-
ple, easily adopted, serviceable and was
used for monographic citation bibliog-
raphies.

Recetved for review Apr 7, 1972. Manu-
script accepted for publication Jan 8,
1973.
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Noise in Libraries:
Causes and Control

Akin Oluwakuyide
Library, University of Ife, Nigeria

Overseas
Report

B Noise is that sound that causes an in-
dividual some unpleasantness and to
that extent it is undesirable. Individual
sensitivity to noise varies. What is music
to one may be noise to another. The
sources of noise in the library are readily
identifiable, namely, external and in-
ternal sources. The external noise may
be fairly difficult to control for it may be

a result of poor location or bad ar-
chitectural design. The internal source
can be effectively controlled depending
on the general organization and physical
Iay-out of the library. Noise is a nega-
tory force the librarian has to battle with
if all the monies and efforts expended
on establishing a good library are to be
justified.

Noise making in the library is a daily
occurrence which constitutes an unde-
sirable distraction to the concentrating
reader, and uneasiness to the librarian
who tries unceasingly to stamp it out.
At best the problem may be abated. At
the other extreme, he may ignore it and
pretend that the problem does not exist.
Noise making easily perpetuates itself.
If it goes on unchecked, it may degener-
ate to an intolerable situation in which
its incidence may virtually negate the
very noble values and ideals the library
stands for. An investigation into the
causes and eventual control of this
enemy of the librarian is worthwhile.
Noise, by definition, is undesirable
sound, a definition which connotes an
element of subjectivity, for what is de-
sirable varies with individual taste and
sensitivity,. What is pleasant to some
ears may be extremely unpleasant to
others, depending on a number of psy-
chological factors. The most sonorous
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song is noise to whoever feels disturbed
by it. Any sound can be noise depending
on the circumstances. In the library,
quiet is a desired precondition for effec-
tive reading, and so any sound can easily
reach an intolerable stage at which point
the reader’s concentration diminishes
and his rate of assimilation falls steeply.
Fortunately man is able to ignore sounds
within certain limits and carries on his
work without being disturbed. Beyond
this tolerable level, it becomes irritating
and unpleasant to carry on the job. The
tolerable limit of noise in any particular
situation can only be specified in terms
of scientific measurement. As the inten-
sity of noise is increased, various effects
on man can be observed, e.g., annoyance,
interference with communication, de-
creased efficiency, and increased fatigue.
It will be unfortunate if the librarian
fails to provide for his readers an attrac-
tive reading place devoid of these by-
products of noise.
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External Sources of Noise

The study of noise in the library may
be approached by following McDiarmid
and Tatum who, in their study of library
noise at Baylor University, categorized
library noise into background noise and
service noise. The background noise con-
sists of street noises, noise of birds and
insects, constant noise of electric fans
and ventilators; while the service noise
is produced by the normal use of the li-
brary—walking, talking, moving of
chairs and card catalog trays, etc. For
the purpose of this paper the analysis of
the causes and control of noise in the
library will be treated from a different
angle: 1) noise from without, and 2)
noise from within.

Street noises may be a recurrent se-
quence of wrong library planning. A li-
brary building situated near a major
road will always have distractions from
rattling vehicles, hooting of horns, and
hawkers who advertise their wares at
the top of their voices or by use of micro-
phones fitted on vehicles; this is a com-
mon feature in developing countries. In
some parts of the world, some people
are generally culturally inclined to suc-
cumb to bizarre excitement, noisy hug-
ging and protracted greeting when they
meet old friends on the street. A library
should not, therefore, be built near a
heavily traveled road. Similarly it is un-
desirable to construct a long verandah
anywhere in the library for such corri-
dors attract pockets of talkative groups.
It is even more intolerable when the li-
brary corridor forms part of the thor-
oughfare leading to the classrooms. In
this case students will have to pass by
the library while going or returning
from lecture rooms. Their talking and
movements constitute unnecessary visual
and auditory distractions to readers.

Power failure is a common event in
developing countries and an occasional
occurrence in industrial societies. An
emergency power house emits a great
deal of noise. If it is situated near the
library, the readers might be subjected
to a lot of inconvenience and unpleasant-
ness. Similarly, special libraries might
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operate under the oppression of colossal
noise of heavy, powered engines of fac-
tories if sound vibrated from the factory
houses is not acoustically contained. In
a young university where construction of
new buildings goes on regularly, readers
are bound to be disturbed. To control
noise fairly successfully, its three-stage
system has to be noted, its source, trans-
mission path and the receiver. Its effect
can be negated at any of the stages. For
this purpose, Lewis Goodfried, an acous-
tical engineer, has put forward a 7-point
list. Control devices can be instituted

1) by re-designing the source of sound
for quieter operation;

2) by isolating the source of the sound
—reducing housings;

3) by isolating noising machines from
supporting structures by means of re-
silient mountings and flexible pipe con-
nections;

4) by using special construction to re-
duce transmission through walls and
partitions;

5) by installing sound-absorbent ma-
terials near noise sources and in areas
where silence is required;

6) by the use of acoustical lining or
baffles in ventilating ducts;

7) by providing workers unavoidably
subjected to high-intensity sounds with
sound-reducing ear muffs or ear plugs.

The first five suggestions are particularly
relevant to library situations.

The solutions can only be effectively
applied if the intensity of the noise is
measured especially where its incidence
is severe. This exercise is important be-
cause the sensitivity of the air and the
effectiveness of materials used to absorb
sound or obstruct its transmission are not
constant with the sound spectrum. Meas-
urement of sound will determine the
check device to adopt. The type of
noise-absorbing preparation required for
manufacturing factories—where high-
vibrating sound is an anticipatory and
inevitable consequence of manufacturing
processes—will vary in type, intensity,
and elaborateness from the precaution-
ary measures expected in a library build-
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ing where serenity is desired and de-
served. However, probably the best solu-
tion is to isolate the external source from
the library building entirely. Tt is im-
portant that the librarian be represented
on the appropriate committee of the
establishment charged with general
physical development so that he might
counsel against building sources of noise
—power houses, sports centers, class-
rooms, assembly halls—near the library.
In the tropics where provision of air-
conditioners is a desideratum for pre-
serving books and providing the desired
general climate for study, windows and
doors are usually closed to have full
benefit of the air-conditioning and at
the same time external noise is consid-
erably minimized.

Internal Sources of Noise

If all external sources of noise are ef-
fectively contained, the librarian still has
to battle with the forces within. The Ii-
brary building has to be designed in
such a way that the noisy areas will be
insulated from the reading rooms. These
inevitably noisy areas include the en-
trance hall, loan desk area, exhibition
gallery, and the catalog hall. The staff
work room can be a source of noise, but
this section is conventionally shielded
from the gaze of readers. It would also
be ill-advised to have the staff coffee
room situated near any of the reading
rooms. A sort of mini meeting is some-
times held here. This important staff
section can be a center of much talking
and must be removed from the readers.

The office of the reference librarian is
better located at a conspicuous vantage
point in the reference room where read-
ers can have easy access to him. He might
inadvertently defeat the primary goal of
his job as the liaison officer between the
library and the public. His office could
become the spring house of library noise
if care is not taken. He has to discuss
readers’ problems with them, answer
their queries, walk the length and
breadth of the reference room several
times a day; above all, readers sometimes
telephone the reference librarian on
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multitudinous subjects. In the course of
performing his duty, therefore, the ver-
satile reference librarian might cause
visual and auditory distractions. He has
to be careful of the noise from his office.

It is an error in judgment to have
lobbies at entrances to the reading
rooms. Lobbies encourage readers to
congregate, especially students who
would like to discuss their academic
problems in groups. Similarly, staircases
ought to be constructed in a way that
the movement of people on them will
not cause any distraction to readers in
the reading rooms. Nor is it advisable to
have the lift entrance inside the reading
rooms. Doors and windows are to be
fixed in such a way that they are opened
or closed with ease and without any
cracking or squeaking.

All heavy traffic passages in the read-
ing rooms may have to be covered with
carpets or rugs so that contact noises
from hard shoes of readers may be elim-
inated. It will also enable library as-
sistants to push the book trucks with the
least inconvenience to readers.

Aftecting Student Attitudes

Some readers, especially students, have
the tendency to chat with their friends.
The gravity of this habit—chatting in
the library—depends on the general
background of readers in the use of li-
braries. In developing countries where
libraries are few and far between, the
necessary traditional requirements of
quiet in the library might not be fully
appreciated or understood by readers. In
universities this habit can be readily
corrected by conducting library orienta-
tion for new students on admission. It is
particularly rewarding if enough time
can be found to sandwich lectures on the
use of the library into the college time-
table. Tables can be partitioned so that
a reader does not see the head of the per-
son in front and on his two sides. The
partitions can be about 20 inches high
and perforated for circulation of air.
Such partitions promote deep concentra-
tion and generate an air of individual-
ism around the reader, a condition that
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further makes for faster assimilation.
Some libraries provide a separate con-
venient apartment in the library to
which those who wish to converse can
retire. This solution is feasible only if
the original planners take care of this
at the onset by making provision for it
in the library plan.

The idea of constructing carrels for
readers usually gains wide acceptance
among them. The carrels shield the
reader from others, and little disturb-
ance is experienced. It costs more to
construct good carrels than to build a
large sitting hall for readers. Financial
considerations therefore make it unprac-
ticable to provide carrels for a large per-
centage of readers. In many libraries
they are assigned to readers at renewable
periods, and on basis of need.

“Silence” notices could be put up at
appropriate points outside and inside
the building to remind readers to main-
tain quiet. Such notices however should
not be too numerous.

The library staff can occasionally re-
mind noisy readers politely of the ne-
cessity for keeping silent. It seems a gen-
eral omission in the regulations of most
libraries that while readers are enjoined
to maintain silence, no penalty is im-
posed for default. This contrasts with
rules on borrowing rights where there is
always a provision for penalty to read-
ers who fail to return books on due
dates. Habitual noise-makers or readers
who ignore staff counsel against noise-
making ought to be ejected and deprived
of reading facilities while borrowing
rights remain inviolate.

Conclusion

There is little or nothing one can do
to abate the nuisance of noise-making
from some sources. Such noticeable dis-
tractions caused by coughing, indiscreet
drawing of chairs on the floor, occasional
dropping of books, pen, or ruler are dis-
turbingly antithetic to serious reading
and concentration, but the librarian can
hardly find any solution to them.

Noise is undesirable for its physiologi-
cal and psychological repercussions on
its victims. It should be kept out of the
library, a place where serenity should
prevail, if it is to continue to function
as an active intellectual center.
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Commentary on

KWIC Index in Several Languages

Second Thoughts About the Dangers of
Classification Schemes and Their Interpretation

In the December 1966 issue of Special Li-
braries (p.720) 1 wrote in the “This Works
for Us” column about the processing and
handling of conference material at the IAEA
Library. Since then mechanization of the
project has been realized and the first com-
puter printed list issued in the summer of
1970 as Conference Proceedings in the IAEA
Library (IAEA-121).

This list represents an experiment with a
multilingual KWIC index. The second en-
larged edition of the list was published in
1972. One writer [Nachrichten f. Dokumenta-
tion 22 (no.4): 174 (1971)] expects the UDC
classification to be extinct within the next
ten years. Working with the UDC classifica-
tion I can appreciate the point, but I can
foresee this happening not only to the UDC
classification but also to other classification
systems now in use. I can also foresee that
wise computer application could lead us out
of the jungle of individual, and by far not
always consistent, application of classifica-
tion systems into a clear and more precise

access of information. The KWIC index is
nothing new as such. German libraries have
been using Schlagwortkataloge for a long
time. What is new in our case is a KWIC
index with entries in several languages. Thus
one knows immediately what sort of material
one is apt to find. References given in one
language only can be very disappointing
when one finds out afterwards that the orig-
inal text has been written in another lan-
guage.

We are entering in our list original texts,
transliterated when necessary, and transla-
tions, thus having sometimes the proceedings
of a conference appearing twice.

The experiment proved to be successful
and we hope only that our experience can
be of use to our colleagues in the field of in-
formation handling.

Mrs. Inge Buchinger

International Atomic Energy Agency
Library

Vienna, Austria
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