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Thc Busil~ess Lil~rarg-It8 S c o ~ e  rind 
Purpose 

The growth and expansion of any business 
is intricately bound up with the quality of 
study given its problems and i t s  possibili- 
ties; and whether this study be directed by 
a formally organized reseaych department 
or accomplished thl-ough individual en- 
deavor, or both, i t  is obviously imperative 
that research be given the support of intel- 
ligent, efficient assistance from the library 
department. The business library should be 
primarily a bureau of and for active, dy- 
namic research conducted along practical 
and scholarly lines. I t  should constitute a 
constructive department in which is lodged 
a thorough comprehension of the status, 
scope and policy of the business which it 
serves and the capacity to broadly sense the 
trend of future developments. 

The ideas which contribute to  the growth 
of any industry may originate a t  the top of 
the industry, that is, with those individuals 
who direct its several departments, and may 
then ramify down through the organization ; 
or they may or~ginate a t  the bottom and 
grow up through the industry. A vigorous 
growth in both directions, is, of course, the 
desideratum. The former type of idea is of 
a more definitely formulated character, and 
springs from the bolder convictions of au- 
thorized research. The originators of these 
ideas are amply capable of initiating and 
discovering methods for substantiating their 
soundness before proceeding to  the prac- 
tical application of them. The directors of 
these studies map out their plan of attack, 
establish definitely the points to  be fortified, 
and marshal their facts to thesc ends. When 
they come to the library they want certain 
definite data, and do not want their plan to 
be befogged and beset with the annoying 
difficulties of working through quantities of 
irrelevant material. 

This class of idea requires much less in 
the way of external impetus than does the 
second type which is by no means of second- 
ary import. This second class indudes the 

idea that proceeds oftentimes, inelegantly 
speaking, from a vague "hunch." The man 
who operates in a more limited field, but who 
comcs in intimate contact with the "works" 
is the author of this second type. He is less 
familiar with the instruments of research; 
he is less able to discover and weigh the 
existent evidence to prove or justify the 
soundness of his idea; doubtful of its value, 
he is many times reluctant to discuss its 
feasibility with those in his immediate de- 
partment who might be competent to censor 
its soundness. A t  this psychological stage, 
if an agent can step in, who is not antago- 
nistic to his self-interest and his depart- 
mental standing, and diplomatically throw 
him a hint which will enable him to crystal- 
lize his "hunch" and organize and give di- 
rection to  his originality, a constructive, 
leavening force has been set in operation, 
the significance of which, when extended 
universally throughout the organization, 
eannot be overestimated. The library exec- 
utive has limitless opportunities to achieve 
much in this direction. 

Any member of a business organization 
should rightly expect to consult his library 
with the consciousness that all preliminary 
explanation, incident to a search a t  a library 
not his own, can be waived, and that  he may 
proceed n t  once to his investigation with 
the conviction that  i t  has been somewhat 
anticipated, and that the existant, adaptable 
data have been weighed, their availability 
measured, and that  as  a result of judicious 
culling he  will be spared the annoyance of 
working through an irrelevant, worthless 
mass of material. A judicious librarian 
quickly senses the objective of the investi- 
gator and avoids bewildering and clouding 
the possibilities of its attainment by ref- 
erences to indiscriminate, ill-chosen data. 
He does not overwhehn a t  its inception an 
idea which may prove to be far-reaching, 
although perhaps vaguely conceived, and 
-- 
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cause i t  to be abandoned through lack of ac- 
curate data or a surplus which is aon-rela- 
tive. 

The practice of cautiously husbanding 
and nurturing timid ideas may seem to lack 
virility, and i t  may be argued t l ~ a t  ideas 
that  are well grounded will, of their own 
inertia, take shane and demonstrate their 
practicability regardless of whether con- 
temporaneous op~nion supports them or not. 
And this is true, in great measure, if one is 
willing to .let them come t o  fruition whcn 
they will; ~f one is contcnt to  wait for  then1 
to develop by natural growth and without 
forcing. Eut  the h~s to ry  of the evolution 
of improved industrial methods tends to 
prove that originality of ideas must be given 
intensive cultivation, if you would be in the 
van of the procession of achievement. The 
spirit in industry today tends to confirm 
the principle that if it would get into the 
market first, i t  must get a hot-house start.  

I t  is essential that  the director of a spe- 
cialized library be, not alone, endowed with 
a native predilection and mental fitness for 
the practical survey of the  technical and 
commercial phases of industry, but also pos- 
sessed of the capacity for maintaining a 
breadth of vision and interest equal in scope 
to that of the broadest depal-tment of the 
business. He should know minutely and 
intimately the business which he ~'epresents. 
He should be able to take an  appreciative 
cognizance of the progress of the world's 
industries so largely reflected in the current 
peliodicals, trade publications, and the de- 
liberations of the various learned societies, 
and by judicious dissemination to proper 
departments and individuals, build into the 
tissues of the orgenization tha t  which is 
capable. of assimilation To use a chemical 
expression, the librarian should function 
somewhat as  a "catalytic agent," or a s  an 
"intl*oducer." As a gleaner and distributor 
he should be as assiduous a s  the technical 
journalist who s cou~s  the world to be able 
to give new cliscoveries and developments to 
his patrons promptly. I t  follows tha t  the 
librarian should have a highly developed 
taste for technical study. I n  the average 
business unit the hbrarian is  the one person 
who has the opportunity to read and study. 
Those who are engaged in the administra- 
tion of a business find scant opportunity for 
examining the publications of the day. The 
librarian is strategically situated to  func- 
tion, in Napoleonic parlance, as  "the eyes 
of the army." To state i t  in a n  exaggerated 
way, he should sweep the field of progress 
for precedents, indexes, guides, and d a n g e ~ s ,  
that  he may relay to the business man in- 
augurating and recommending innovations 
in business which involve grea t  investments 
of capital, the confidence and power born of 
a thorough knowledge of the  situation. 

The earlier concept of a library was tha t  

i t  should servc a s  a repository for  books, 
pamphlets, etc., which should be 1 ) rope r l~  
classified, indexed and kept in stolsage until  
patrons should come and solicit them. T h e  
reference department, specially equipped to  
assist its patrons in the study of part icular  
questions, mas a later  development. The  
need for enlarging this lattel- activity and  
for  developing specialized facilities, esllc- 
cially adapted to a particular business, is  
the raison d'etre of the business library. 
Tllc tendency in the busincss library, a s  well 
as  the general library, is inclining more and  
more to the realization of its duty and i t s  
responsibility io act a s  a positive, informing 
agent. The modern busy man of affairs is 
not ap t  to know tha t  embodicd in a fe\v ob- 
scurely placed paragraphs there rcsides a n  
enunciation of a new, well-supported princi- 
ple or  a solution of a problem which ha s  
occasionccl him much speculative thougl~ t ,  
and even difficulty. I t  i s  patently the p a r t  
of the librarian to discover and to be a l w t  
for just such Luried da t a  and reveal them 
to those c1epartmel:ts or individuals inter- 
ested. The members of a busincss orgnniza- 
tion, possessed of a special library, and par -  
ticularly tliz departmental directors, should 
feel assured that ,  a s  a result of the nctiv- 
ities of their library, no new principle or  
itcin of Importance will be allowed to escape 
thei? notice. 

Too Inany busincss libraries become iso- 
lated, to a certain degree, in theii- relation 
to the industry which crcalcd lhm:m, and  
degenerate into what might he tcrmcd a n  
industrial barnacle. This conclition Ire-  
quently traces its beginning to the vitiating 
attitude reflected by a remark often ex- 
pressed, ''I am a librarian, not an nccount- 
ant,  nor an engineer." TILO husiliess l i l ) ~ ( ~ i y  
?nml ~i ' e ]~~ 'c sc i l t  C L I L  ccol7wn!/, w)t (1  L I L . L ' I L ~ ' I I  01' 
(L Lou. In this era inefiicicncy is quite 21s 
abhorrent a s  the proverbial vacuum in  na -  
ture, and if any factor does not work fo r  
efficiency and economy of operation, i t  
should be and  is relentlessly scrapped. And 
so a business librarian cannot adhere strictly 
to the  hard and f a s t  practices of a purely 
professional hbmrian.  Hc must  dissolve 
the barriers which havc been b u ~ l t  around 
the profession and get on informal speaking 
terms with business. His interests, while 
specialized, a re  nevertheless highly differen- 
tiated, and versatlllty in appl-eciating the  
interest of each group of the business is a 
pronounced asset. Jus t  what  measures will 
enable the librarian to keep inIormed of t he  
scope and  progress of the  business of h i s  
company IS a matter mliicl~ may well com- 
mand more attention from business man- 
agements. I n  some cases the practice of a 
l ibrary council, in which members of repre- 
sentative departments meet with the libra- 
r ian for  mutual advisory purposes, has  beell 
adopted. Some few firms provide a seat on 
the controlling board for  the librarian. I t  
would be interesting to hear  this phase of 
the question discussed a t  greater length. 
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~ i b m r s  of the Uctroit Edison Company 
t h e  foregoing discussion of some of the 
yes which should characterize the busi- 
l i b r a ry  I have outlined in a general 
w h a t  the Detroit Edison Company's 
.y is and aims to  be. The use of elec- 
ower touches all indnstry and  in a city 
rersified manufactures, as  Detroit, i t  is 
~ n e l y  important that  the  company 
1 gellerates and sells this power should 
eenly alive and  even anticipate the 
r e s  and  developments in the  industries 
1 use or  might be expected to  use this 

of power. The  acquisitions of the 
:y and the 130 technical journals are 
ly based on t ha t  which is of immediate 
-st t o  thc company or the  industries 
I it serves. 
a n  organization of the character of the 
lit Edison Company, in which the na- 
o f  the business precludes centralization 
I location, and where you find equi- 
r tan t  centers of activity located in sev- 
different  par t s  of the city, a unique 
e m  presents itself, a problem which is 
found in cases where the  centers of 
 tio on a r e  concentrated in one building. 
>e most effective, the librarian must 
e efficient and rapid means of acquaint- 
imselr with the  problems a n d  investiga- 

peculiar to  the  various stations or 
w. Each station or center is, in a 
:, a branch library, which contains cer- 
records, equipment data, t es t  reports, 

3, t rade  catalogs, etc., which are of 
cu la r  v a l w  to that  station, but which 
nf almost equal ~mportnnce and  interest 
e general l ibrary and its patrons, the 

stations. The  general l ibrary should 
I organized a s  t o  learn of t h e  existence 
is different material and classify i t  so 
incorporate i t  into the permanent ref- 

:e liles. Every one is familiar with the 
endons waste of time and effort, and, 
nfrecluently, with the fruitlessness of 
~ r c h  l o r  some comparatively simple bit 
 formation, and  how one is referred 

and forth Prom one individual or de- 
nen t  to  another, each confident that  the 

can furnish the desired information. 
3~iences  of this  character have gradu- 
forced upon u s  the realization of the 
!me need of a central reference depart- 
., specially organized to conserve and 
: down data in an economical, skilled 
ley, with a minimum expenditure of 

and energy. The accomplishment of 
could be effected by the establishment 
central bureau, preferably t he  library, 

orized to acquaint itself wi th  all mate- 
which is to be preserved permanently 
e files of any department. All material 
d be classified for  filing by  this  central 
r t m e n t  and such data, reports and rec- 
as a r e  of peculiar interest to  a particu- 

lepartment  mould be returned to that 
r t m e n t  as  a permanent charge. This 
d bring about a uniform filing system, 
d not involve the inconveniences of a 

central filing location, and would make the 
library records the logical and direct source 
of information regarding the existence and 
disposition of all material. In the Detroit 
Edison Company we have the beginnings of 
such a system. The library is a blood rela- 
tion of the research department, the latter 
bearing such relation to the organization a s  
to know of or receive reports of practically 
all matters of importance that a re  under 
investigation. The librarian is the custo- 
dian of these reports as well as a g rea t  bulk 
of that material which constitutes the  oper- 
ating files of the power plants and the cen- 
tral heating plants. The librarian receives 
and directs the disposition of all correspond- 
ence, specifications, drawings of apparatus, 
engineering reports, etc., growing out of the 
operation of these plants. Construction 
drawings and specifications are filed else- 
where. This affords a natural and direct 
means of knowing a great portion of the 
current business of the company. The data 
thus collected are filed according to a special 
subject filing system which has been worked 
out to meet the particular needs of the com- 
pany. 

'I'lle Filing System 
The filing system was evolved with the 

idca of making it direct in its anangcment  
and construction, and thereby make it possi- 
ble and easy for persons to use it without a 
special study of t he  general scheme and with 
the further idea of "safety first" for  all 
material filed. No number or color scheme 
has been employed and the system is  capable 
of indefinite expansion. I t  is designed to  
accommodate only such niaterial a s  does not 
lend itself to the general library shelves, 
such as blue prints, reports of tests,  data  
on the equipment and apparatus of plants. 
This material is filed in vertical steel filing 
cabinets. 

The material filed readily falls into two 
classes : that which is assimilated through 
correspondence, and this constitutes the 
largest mass; and, secondly, t ha t  which 
comes in the shape of reports of investiga- 
tions, routine tests, original papers, codes, 
patent specifications of various devices, 
tables of constants, statistical curves, and, 
occasionally, clippings. I mention the latter 
in an undertone, for  I seriously disfavor the 
practice of clipping as being faul ty econ- 
omy. If you count the energy and cost and 
annoyance necessary to put them into fit 
condition for filing, indicating their source 
and date, and classifying them for  filing, 
and counterbalance the method of treatment 
which entails only the assignment of a sub- 
ject to the article, the typing of a subject 
card to be placed in the library catalog, and  
affording shelving space for the journal, 
the latter method recommends itself a s  
superior in compactness, orderIiness and 
general satisfaction. To be sure, the shelves 
will ultimately become overcrowded, but the  
time soon comes when by reason of its age 
much of this material loses all but  its his- 
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torical value and it can be disposed of by 
gift to the public libraries, where desirable, 
and yet be available. To clip a n  article 
from its setting is  to  practically devitalize 
it, and invariably, if a clipping appeals to n 
patron, he will ask, "Can you get me the 
journal from which this was taken?" Fur- 
theymore, the existence of the article is in- 
sured permanence in the library catalog, 
even though the journal containing the arti- 
cle is destroyed, for i t  is nearly always pos- 
sible to secure copies or reproductions from 
the larger public and technical libraries. 
On the other hand, if the clipped article is 
inadvertently destroyed or misfiled, its iden- 
tity is lost, as  well a s  the labor which has  
gone to making i t  "Alable." 

Let us consider the disposition of the first 
class of material, viz. : the correspondence. 
As previously stated, this comprises the 
larger and more complex group, a s  nearly 
every transaction involves some correspond- 
ence. Two duplicate copies are made of 
each letter written by members of the de- 
partments above mentioned, namely, the 
research, power plant and central heating 
divisions. The first copy is filed wherever 
its content logically demands,-as boilem, 
pumps, etc. The second copy ( a  thin sheet 
is used) is filed alphabet~cally according to 
the addressee in what is known as the  corre- 
spondence section, which 1s a par t  of the 
general file, one section being assigned to 
the chief of each department; this copy 
bears a notation which indicates where the 
main copy has been filed. As the corre- 
spondence, drawings, specifications, ctc., 
relative to any transaction accumulate, they 
are kept in one group and comprise the en- 
tire history of the transaction. 

The second class of material-that is, re- 
ports, curves, etc.-are filed a c c ~ ~ d i n g  to  
the subject of which they treat, and are  
cross-indexed according to author to a card 
index file. 

The physical mechanism of the filing 
scheme which has been adopted may be of 
interest. The file outline, alphabetical in 
arrangement, is a typed document and has 
been developed so that  each main subject 
entry is capable of secondary subdivisions, 
which in turn are  capable of tertiary sub- 
divisions, and these again may be subdi- 
vided into fourth divisions. The filing 
equipment is so arranged in the filing cabi- 
nets as  to show a t  a glance how the subject 
has been subdivided. This effect is secured 
by employing so-called fourth cut filing sup- 
plies, using a first position guide for the 
main entry and second, third and fourth 
position folders t o  correspond to the  three 
subdivisions. This filing material is all 
made up with visible tab guides. Each piece 
of material, when ready for filing, carries 
accurate instructions designating where i t  
i s  to be filed. I t  is stamped with a rubber 
stamp which bears four lines to correspond 
to the four subdivisions. The filing attend- 
ant  ascertains the section of the  file to  which 

a particular piece of material has been 
assigned, from the caption on the first line; 
similarly, the second line caption corre- 
sponds to the first subdivision. The last 
caption designated indicates the folder in 
which the material is to be filed. 

It is impossible, in this paper, to repro- 
duce in i t s  entirety the outline, which is of 
course the  core of the system. But I will 
cite one section which is typical and will 
serve as  a n  illustration: 

BOILERS 
Baffling 

(See Settings) 
Circulation in 
Codes 
Description 

Babcock &I Wilcox 
Badenhausen 
Milne Water Tube 
S t e ~ l i n g  
Yarrow 

Design 
Theory 

Draf t  
(See also Dqsaft) 
Smoke U~takes  

Drawings 
Price Quotations 
Specifications 

Drawmgs 
Drums 

Measurement 
Efficiency 
Feed Pumps 

(See Pltn~ps-Boiler Peed) 
Heat Transfer 

(See also Heat  T ~ w n s  f e~ for treat- 
ment in general. Class here only 
specific treatment of heat transfer in 
boilers.) 

lIorse Power 
Statistics 

Inspection 
(See Inspection, Boiler) 

Metal 
(Implying metal used for constr~ic- 
tion of boilers) 
(See also Boilers, Tz~bes,  and Boilcrs. 
D T P L ~ I Z S )  

Research 
Operation 

Cost 
Scale 
Settings 

(Includes Clcanem, B d i n g ,  etc.) 
BaElina 

En$neering 
Research 
Specifications 

Bridge Walls 
Engineering 

Construction 
Description 



Drawings 
Engineering 
Soot Cleaners 

Ilrawings 
Specifications 

Tests  
Babcoclc & Wilcox 
Edgemoor Water  Tube 
Ster l ing 

Tubes 
R e s e a ~ c h  

BOILERS-DELRAY 
(Subdivide similar to Boilers) 

CORRESPONDENCE 

SPECIAL LIBRARIES 

(This  group will be used f o r  copies of 
al l  le t ters  written by the department 
a n d  fo r  such letters received a s  do not 
permit  of classification with other 
transactions. Theoretically every let- 
t e r  wri t ten belongs to this group, and 
affords a lcey to  a great  p a r t  of the 
material  in the file.) 
Central Heating Department 

A 
B 
C 
Etc. 

Research Department 
A 
B 
C 
Etc. 

POWER PLANTS-DELRAY 
Ash  

Analysis 
(See  Ash, Anal~sis-Delvay) 

Ash  Handling 
(See Ash Handling-Delmy) 

Blowers, Compressors, Fans  
(See Air-iltuc~ltine~g, Blozue?.s-Del- 
my)  

Boilers 
(See Boilem-Delra~) 

Coal 
Analysis 

(See  Coal, Analysis-DeZrmy) 
Coal Handling 

(See Coal Handling-Delra~l) - .  

condensers  
(See Co?adensers-Del~mj, also Pip- 
ing-Dell-ny, Condenser Piping) 

Construction 
Cost 

Description 
House Service 

Electrical 
Heat ing System 
Refrigeration 

Operat ing Costs 
Operat ing Records 

Operation 
Output 

Load Curves 
Maximum Load 
Turbine 

Pumps 
(See P z m p s - D e l ~ a y )  

Switchboards 
I n  theory, all mater ia l  pe r t a i n ing  t o  onc 

plant  or substation is g rouped  in one  section 
of the  file, with the  n a m e  of t h e  p l an t  a s  t he  
subject guide. Such sub j ec t s  wi th in  this  
group as represent a l a r g e  quan t i t y  of male- 
rial and warran t  a m a i n  subject  e n t r y  a r e  
transferred out of t h e  g r o u p  a n d  made a 
main division i n  t he  file. 

I n  order to insure consistency of develop- 
ment throughout the f i l ing  system, it i s  nec- 
essary to adhere s tr ict ly t o  t h e  nomenclature 
adopted and to t he  m e a n i n g  agreed  upon. 
The  following general sub-heads a r e  among 
those used in subdividing subjec ts  : 
Analysis-The de te rmina t ion  of w h a t  a 

given substance contains.  
Apparatus-Equipment f o r  per forming  a n  

operation or ob ta in ing  a ce r t a i n  resul t ;  
mechanisms not  of sufficient importance 
to warrant  main head ings  m a y  b e  grouped 
under this heading. 

Bibliography- 
Building-A subdivision t o  bc used t o  cover 

minor huilding details,  as F i r e  Doors. Gal- 
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leries, Partition Walls, Pump room, Roof, 
Stairways, Store room, Structural Steel 
details, Wlndows. 

Charts-Maps, diagrams, guides for stand- 
ardizing. 

Construction-(See note under Cost.) 
Corrosion- 
Cost-In case of questlon as  to which should 

be subordinated, e. g., Maintenance Cost, 
make Mainte1icmce secondary head and 
Cost tertiary head; sin~ilarly, Opamtion, 
Cost; Cowhet ion ,  Cost. 

Depreciation- 
Description-This will include many papers 

read before societies, conventions, etc., 
which are more or less general and his- 
torical. Bowever, such papers a s  a r e  
pure theory, or as  are better classified 
under another heading, should not be 
characterized as Descriptio?l. Blue print 
drawings and photographs of apparatus 
or mechanisms which accompany catalogs 
and descriptive matter sent by firms will 
be classified as  Description. 

Design- 
Drawings- 
Engineering-This pcrtains to the plans, 

studies, calculations, etc., leading up to a 
particulal construction or portion of 
same. This will bc used for the most par t  
to apply to activities of the Detroit Edi- 
son Company. 

Installation- 
Maintenance-(See note under Cost.) 
Manufacture- 
Measurement-Th~s must not be developed 

in a manner to usurp the field covered by 
instruments. 

Operation-(See note under Cost.) 
Output-To -over all output data such a s  

Average Load Curves, Load Curves, Load 
Factors, Maximum Load, Total Output. 

Photographs-(See note under Desc~il~tio.n 
qualifying use of this subdivision.) 

Price Quotations-(Includes preliminary 
cost estimates.) 

Properties-Designed to cover such proper- 
ties as:  
( a )  Composition-Must not be confused 

with Analysis. Composition should 
be construed to mean the content of 
a given substance, but not directly 
ascertained as  in the case of Anal- 
ysis; rather, a statement of the con- 
tent. 

(b)  Conductivity. 
(el Densitv. 
i d )   usi ion Temperature. 
(e) Oxidation. 
( f )  Specific Heat. 
( g j  ~ ' t rength,  Physical. 
(h) Strength. Dielectric. 

Repairs-Implies small repairs, painting, 
etc. 

Reports-Official statement 01 facts, may be 
somewhat statistical in  thcir nature, but 
more limited in scope than statistics. 
This should not be used to cover reports 
of expe?.in~ents, tcsts, etc., nor a report 
which would be more suitably classed 
under Description. Include here society 
or committee reports not elsewhere classl- 
fiable. 

Research-This term will be used to apply 
to  the testing of materials or apparatus 
partly or wholly new or novel. Do not 
confuse with term, Tcuts, which will be 
used to imply the testing of matel.ials or 
apparatus according to an accepted or 
routine method, t h a t  is, folloxving a 
"beaten trail." 

Specifications- 
Statistics-Collections of facts  or figures, 

or both, regarding the condition of a cer- 
ta in business, people, etc., not elsewhere 
classified. 

Systems-e. g. ,  Systems of Accounting, 
Filing, Ash Handling, Feed Water  Puri- 
fication, Water Distillation. 

Tests-See Research fo r  distinction between 
Tests and RCSCUWII. 

Theory-Abstract treatment of the princi- 
ples of an  a r t ,  science, etc. Should in- 
clude tables of constants, Iormulas. 

Uses- 
New subjects or subdivisions should not 

be created in the  files to  accommodnte new 
material without a t  the  same time making 
entry of same upon the file outline. This 
practice will chcck any  tcnd ,scy  to incon- 
sistency and, a t  the same time, makes the 
f l ing  outline a running comnlentary of the 
contents of the file. 

.h lventa~cs  of the Filing Systrnl 
The method a s  outlined may sound like an 

unwieldy, cumbersome one, but in actual 
operation, it has  not been found to involve 
any more complexities than any other sys- 
temdtic method of filing. It has shown, i n  
practice, several distinct advantages: 

( I)  Of primc importance, i t  is next to 
impossible to lose a piecc of material 
through forgetting where i t  was filed; 
neither is it necessary to depend upon or 
charge the memory with i ts  loc%tt' lon. 

( 2 )  The grouping of all material on one 
subject in one section of the file makes it 
valuable to such persons as  wish to examine 
all the available data on a certain subject. 

(3)  The advantage of having all the 
correspondence, figures, estimates, etc., of a 
certain transaction together in one parcel, is 
most satisfactory. As  additional corre- 
spondence comes in, t ha t  matter already in 
the files i s  raised, attached to  the  newly 
received letter and placed on the desk of 
the person whom i t  concerns; he, thus, has 
before him the complete history of the  trans- 
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action, when he is ready to give i t  his atten- 
tion and to dictate his  reply. This is advan- 
tageous in an  affair which is more or less 
involved or of indistinct recollection, or 
more especially in cases in which the com- 
pletion of the transaction fal ls  to  a person 
other than the originator. 

( 4 )  A change i n  the filing or steno- 
graphic force is not accompanied by chaotic 
confusion. A new attendant has a t  his com- 
mand a ready means to produce any mate- 
rial called for ,  with comparative ease and 
the eel-tainty that  i t  is  entire, regardless 
from what  angle he is  approached. 

(5) With a filing outline a s  a guide, the 
tendency to inconsistency is  eliminated to a 
great  extent, as  well as the danger of class- 
ifying zrccording to one standard today and 
a lcss or more rigid one, tomorrow. 

' l l(~rl~niri~! I'erioditv11 J, i trrnt~~w 
A salicnt feature of the Detroit Edison 

Company library i s  what i s  termed a tcch- 
nical periodical service. In meeting indi- 
vidual members of the organization, I found 
a gencral sentiment among them of their 
sheer inability to keep informed thoroughly 
of the current trend of their particular line 
of interest and a keen enthusiasm for any 
method whlch would give them the  assur- 
ance tha t  th-n. ~n tc res t s  wcre being watched 
and items of special importance brought to 
their attention. In this connection I have 
built up a schedulc of the interests of the 
various individuals of the company, and 
through the company publication have an- 
nounced tha t  upon t h ~ s  service will 
be cxtended to any person who will thereby 
recelve automatically such articles as  inter- 
cst him whenever they appear. This service 
brings d i~ec t l y  to' his desk the gleanings of 
one hundred thirty picked journals, This 
schedule embraces such suhjects as  coal, 
piping, pipe coi~rosion, recording instru- 
ments, storage batteries, clectrical distribu- 
tion and transmission, cable testing, factory 
lighting, boilers, their operation, design and 
efficiency, overhead and underground con- 
struction, plant operation, insulation, con- 
struction costs and estimates, electric and 
heating rates  and many others. Individuals 
may have their names entered to the nlailing 
list to  receivc regularly those journals which 
they particularly wish to  examine a s  
issued; these are sent  to their desks, if de- 
sired, with the request tha t  they be returned 
a t  a specified date, depending upon the de- 
mand for the journal. A date signal is 
placed on the card which carries the  charge 
and prevents i t  from being l~clcl unduly long 
on any  clesk. 

The Pre9er~ntio11 of Articles of Tralne 
The matter of preserving published arti- 

cles is one which demands thoughtful t reat-  
ment. I personally examine all of the jour- 
nals, including those of French and  German 
publication, tha t  come into the library. I n  
estimating an  article I consider whether i t  

is  of remote or immediate interest. I n  the 
case of the article which deals with a sub- 
ject tha t  the company might be interested 
in a t  some distant time, the time necessary 
to look i t  UP would be of negligible concern 
to the person requesting it. Articles of this  
type are readily available through the sev- 
eral periodical indexes, and a business 
library does well to avoid this unnecessary 
duplication of effort. On the other hand, if 
the article is  of such a character as to make 
i t  desirable to place i t  a t  the disposition of 
any individual a t  a moment's notice, a card 
is  placed in the catalog bearing the citation. 
The card used for this purpose is of a spe- 
cial form, drawn up for the purpose of 
reducing the amount of typing to a mini- 
mum. 

TITLE .......................................................... 

Date ............ 19 ........ Page ............ Vol. ......... 
Comparative. . Descriptive. .. Esperimental. .. 
Historical ..... Mathematical ..... Practical ...... 
Illustrations.. Tables .... Curves ....... 

After considering the article from this  
angle, the particular article is directed t o  
the list of persons mhich the schedule shows 
are interested. Frequently, if it is an  arti- 
cle of general interest, i t  is directed to  a 
~esponsible person with the request t ha t  i t  
be circulated to. all those in his department 
who may be interested. In  this connection I 
might mention the point that valuable spe- 
cific items a1.e frequently to be found in 
articles mhich are general in their treatment 
and which in many cases are not analyzed 
in the regular periodical indexes; such d a t a  
should of course be noted in the library cat- 
alog. 

I have found i t  especially helpful to enlist 
the assistance of specialists in llle company, 
to the  extent of sending to their desk regu- 
larly certain technical journals and asking 
them to indicate those articles which a r e  
worthy of permanent preservation. It is 
thus possible to effect an economy, too, i n  
that  the department is relieved of the neces- 
slty of preserving data and a t  the same t ime 
is  assured tha t  any data mhich i t  may wish 
to accumulate will be properly classified a n d  
will be available on call. The practice of 
requesting the library to perlorm this serv- 
ice has grown to some proportions in t h e  
Detroit Edison Company, and the economy 
of it is apparent when you consider the  cost 
of a multiplicity of effort. 

Closely allied to this service there is an- 
other service which the Detroit Edison Com- 
pany library is organized to perform. I t  
functions in the capacity of an investigator, 
submitting briefs and the authorities sup- 
porting the opinions, and is also prepared to 














