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of Business”
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The term ‘“Special Library and the Stu-
dent of Business’” as I use it, refers to a
library in a higher educational institution
for scientific business training.

The collection of such a school is something
of a cross between that of a college and
that of a business. Tt is not academie,
that is, it is not composed wholly of cul-
tural literature; neither is it devoted sole-
ly to business. It is not a general col-
lection as “general” is applied to public
libraries, a number of volumes on every
subject published. Nor is it highly spe-
cialized, devoted Lo a paiticular subject,
like hundreds of libraries all over the
country: libraries of accounting, banking,
finance, foreign trade, stulistics, for ex-
ample. It is, rather, a combination made
up of some academie works and of other
works of all kinds covering nearly every
branch of 1modern complex commercial
life. In every true scnse of the word it
is a general business library.

The business school library is a com-
paratively new idea. Fifteen years ago
business hooks were almost unthought of,
bul business methods arve now being col-
lected, systematized and commitied to
paper. The experience of hundreds of
trained minds is in print, so that by judi-
cious reading a business man may conie
to a general knowledge of all business and
be a specialist in one line hesides. By
seeing what is being done in the College
of DBusiness Administration of DBoston
Universily, you may form a fair estimate
of what collegiate institutions throughout
the country are doing lo make these writ-
ings available

The developinent of business methods
and commercial and industrial efficiency
made college training in husiness admin-
istration a practicable thing: modern de-
partmental organization has made it almost
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necessary. The college must give, in con-
nection with commercial training, enough
of the cultural to widen the intellectual
horizon of its students, and to introduce
a broad, liberal element into the training
of the business man. A college business
course prepares generally for any business
carcer and directly for accounting: busi-
ness administration: advertising and sell-
ing: journalism: and commercial teaching.

A good business library in an educational
institution should comprise a fair working
collection on accounting, finance, banking,
foreign trade, statistics, industries, law,
insurance, marketling, journalism, husiness
management,—including organization, ef-
ficiency salesmanship, udveitising and other
phases—ilogether with the academic studies
50 necessaly to the trained piofe-sional
business man of to-day:—psveholegy, eco-
nomics, English, history and foreign lan-
guages,

Such a library canmnot, of course, limit
its colleetion to books alone. It must in-
clude clippings, photographs, maps, periodi-
cals, house orpans, class literature, pamph-
lets, and state and national government pub-
lications. Material published by business
houses and by public and private institu-
tions may be used to advantage. ITwven ad-
vertising data has its value., Each of these
aids and illustrative maternals creates its
individual problem as to best methods of
cataloging and shelving—accessibility te
students being the norm of judgment,

It would naturally be impossible e main-
tain as complete a collection on anv one
subject as could a special lihary collecting
only one pavticular branch. At Boston Uni-
versity we do not cnlleet so extensively
reporls, manuseripts and special pamphlets ;
although we endeavor to have enough of
each to cover each subject. Tt is our aim
to gather so favr as possible, only those
publications in business science necessary
for a practical knowledge of modern bhusi-
ness.
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It will teadily be seen that the funclions
and aims of the libiary are varied A stu-
denl must be shown how to make an in-
tellizent use of all the library facilities.
In secretarial courses lectures on library
methods, eapecially for students ol 1his sub-
jeet, may be given. Some institutions have
reguiayr courses for all freshmen in bibliog-
raphy. Such a course usually consists of
individusl instruction in the ecompiling of
bibliopraphies: in cataloging, classiheation
and library history. The wvery nature of
the library collection makes such training
invaluable, Many praduates hecome affili-
ated with large eorporations maintainming
spretal librares of their own, and under
these conditions knowledge of library meth-
ods hecome practically indispensable, Hav-
ing brcome ramiliar with a general busi-
ness library in school, students can adapt
themaselves more quickly o a special field of
material. Professional business men need
to understand Dbibliographv and to know
whers to look for material just as much
as lawyers requie familinrity with the in-
tricacies of Lthe law case method.

In connection with the library many col-
leges suceessfully matntain o commereial
muscum, A good commercial  museum
should include exhibits ol domestic indus-
tries: samples of vaw material, partly fn-
ished and fimished products, by-products and
specimens. It should show methods of
packing, pholographs, charis, maps and
other illustrative material. Boston Univer-
sity is to establish such a musemn in the
neatr future. Alveadvy we have several
specimens and exhibits secured from the
Panama Pacific Exposition. Usually, for
reasons of economy, the library and museum
are managed by one person, Models and
specimens of every conceivable ayticle in
the world of commerce arc exhibited; so
thal a student may study a process, or the
evolution of some particular article and
then step into the museum and see objec-
tively just how that process or that evolu-
tion takes place,

Some wdueationul institutions 1n this
country have already cstablished or are now
calablishing hiveans of business veseareh in
conneclion  with their business schools.
These are formed for the purpose of wn-
gaging in constructlive research work., Re-
sulls of investigations are published. T.ab-
oralory equipments ave used for the de-
velopment of seientific methods: facls are
collected and analyzed. Each burean makes
an investigation of one particular phase of
a cortatt industiy,  Usually not more than
two investigations ave undertaken simul-
taneously by a burcau A business research
hureau is scparate from the library and the
school but they work together Lo serwe the
convenicnee of the student. The business
faculty has the administration of the bu-
reau and fhe library has numerous ways of
aiding andd assisting  the vosenrch people,
even though the major portion of the in-

vesligating is not from books butl from: the
collecting and interpreting of data, sta-
{isties and experience of business men.

Mr. A, W, Shaw has been for some time
a staunch advocate of a national business re-
search bureau, but up to the present time
no dehnilte action has been taken by the
federal government regarding it. tiven if
the government should take up this work,
this would not cause the eollege buieans to
cease operations, for thewr inlerests are
purely scientific while those of the {ederal
government would be practical and com-
mereial,

As a business library serves cach de-
partment of a business, so the business
school lihrary serves each depariment of
the institution. As I have stated, the col-
leetion is nol composed of books alane: it
15 a burssu of mformation and reference
Pethaps one of the most. valuable means
of ascerlaming facts ix through the dif-
ferent heads of departments, each a spe-
cralist in his particular line.

TFFor instance, books on accountling arn ve-
ferred lo the professor of accounting lor
his opinion; psychological works to the head
ol the departiment of psychology; journal-
ism to the journalism professor and so on
through the cntire faculty, Card records
of questions and answers, with thewr sources,
should be kept. These may save annoy-
ance and considelable time and labor should
the (uestion come up again; they serve,
also, as a ready refcrence catalog on perti-
nent subjects.

The College of Business Administration
requires actual business experience under
gupervision in addition to class room work
for the degree. Day students must be
ecmployed during summer vacations and
spend one year in supeivised employment,
before receiving the degree. 'Thuas the
College is enabled to place all its gradu-
ales. Evening students must be employed
by day and submit reports concerning their
work., This is given credit as a laboratory
exercise.

Tmployers co-operate with the College in
giving these students opportunity to se-
cure the most valuable experience possi-
ble, and report regularly to the College
on the progress made by the student. A
Board of Guarantors, composed of promi-
nent business men, advises in  business
courses and thus the Collepe 13 brought
into close contact with the active business
interests of the cily and country.

Since a business student becomes embued
with the business spirit swhile in school,
his emplover does not have ‘o allow time
for the veneer to wear ofl' aftey commence-
ment, as he docs wilh 20 many academic
college graduales. It will readily be seen
then that the problems which Lbe students
are continually bringing to the Library to
be solved are actnal problems and not Lheo-
retical  The intricactes of mindern commer-
cial life present diverse problems, every one
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of which requires special training to un-
derstand. So far we have nol found it
necessary to go outside of our own Library
for reference although we appreciate very
much the courtesy of the special librarians,
members of this association, who have so
kindly offered us the use of their libraries
and collections.

I recall one instance of a student wish-
ing lo secure information regarding a cer-
tain type of letter which he was circulariz-
ing for his employer. He necded more
definite information rvegarding costs, ex-
pense and distribution, both as to the in-
dividual letter and ilo the entire campaign.
This matter could, of course, be ascertained
by serious study. It did not require, how-
ever, special research, for, as our colleetion
included a miniature chart showing proper
distribution of expenses, overhead charges
ete,, the information was within a few
moments placed at his disposal.

Innumerable calls are being made daily
for every kind of information. The special
library is proportionately more used than
the gencral library and with betler results.
In forming the Library we have endeavored
to keep in mind the need of the sludents
for material of all kinds, covering an im-
mensely wide vanpe of subjects and de-
manding an unusually vared working col-
lection, At the same time we endeavored
to form a department which will require
comparatively litltle work for maintenance,
and which will at all times be convenient
and accessible to the worker.

In the Livrary of the Collepe of Busi-
ness Administration our ecollection is closely
clasgified, but the Dewey Decimal System
is changed slightly so as to bring every-
thing velated to each course of study in the
College under the subjeel heading, This
does not necessitate, as a rule, any serious
infraction of scienlific library methods, but
when it does we usually give it the benefit
of the doubt and group according to lihrary
practice. Periadicals, pamphlets, hooks and
indexes are, of course, easily made avail-
able to the constituency of the hbrary. It
is not always possible for a school of busi-
ness to preserve its clippings in a uniform
way due to the fact that they may be used
for different purposes in different schools
or in different courses of study. Cases for
photos and maps generally solve the task
of caring for these library auxiliarvies,

Boston University practices a sysiematic
differentiation in collecting, only usecful
books, those more urgently needed, being
placed in the businesg department, We do
not collect books promiscuously although we
recognize that books which might cumber
the shelves of one library may be of great
value to another. DBook selection is made
with special reference to the actual exist-
ing needs of the users of the Library,
judged from demand and the scope of the
curriculum.

If it does not contain irrelevant matter

the busy student of business fully appre-
ciates a progressive, even an aggressive
bulletin board. Only curreni material is al-
lowed to remain on our bulletin board: that
is, library assignments for class reading,
notices of articles of interest in current
magazines, list of new books during two
week periods. Special brief bibliographies
are prepared by the Librarian and instruct-
ors in different coarses and distributed to
the students, who preserve them for future
reference, The period of libraries as mere
storehouses of books is past. This is the
period of direct community service. While
we endeavor to bring together the books and
students, we cannot entirely displace,
neither do we wish to displace, the personal
element in research. The students are en-
couraged to bring their problems to the Li-
brarian, who will tell them, not how to
solve their problems, but where to look
for information regarding their solution.

There has been so Tar hittle time in which
to prepare extensive husiness bibliog-
raphies in the College, This past year,
however, one of our graduate students has
prepared an extensive accounting bibliog-
raphy. Ii 1neludes all accounting works
published in {lus country, beginning with
the firsl Hooks biought from England in
1794 and published in the United States.
TFrom thatl date to the prexent time the ac-
counting publications are avranged chron-
ologically ; by authors; and hy subjret head-
mgs. The bibliography has heen a consid-
erable undertaking, all Labrary of Congress
cards on accounting having been utilized,
large libraries in the East having heen vis-
ited and correspondence caried on with
various other libraries m the country,

The Association of Urban Umivevsities,
organized al Washington in November 1914,
recognized that the peculiar problains o ity
collegms or universities could he wast ef-
fectively met by combined action and int v-
chance of experience and opinion  The gen-
eral public is awakeniny to the value and
neeessity of expert knowledge, and the uni-
vergities are realizing as never belore their
duty 1o train men and women for munieipal,
stale and national positions. Boston Uni-
versity is carrying out this idea of co-op-
eration between the College of Businass Ad-
minisiration and the business interests of
the Cily of Boston. And in this the busi-
ness library plays an important part. We
arc always willing to prepare briel Libliog-
raphies and reference lists as well as to
answer by leller specific questions of the
business community. Duiing the past year
we have had the privilege of extending the
use of our Library to representatives of
commercial houses contemplating installing
special libraries. While they would un-
doubtedly find much to interest and instruet
in a library along the line of their special
field, yet they may advaniageously, we be-
lieve, 1nspect our facilities and administra-
tion.




150

With trade catalogs and commercial l_it-
erature of permanent value it is well to in-
clude hook catalogs of reliable firms which
publish technical or text books. The new
book shelf for the latest library additions
brings to the students the latest works;
there he can see for himself what the books
contain without having to search the stacks.
The students’' interest is thereby stimu-
lated and there is & constant demand on the
Librarian for his judgment as to particular
books. Many students wish to form a nu-
cleus for their own private library and
freely consult the Librarian as to ithe hest
books. With the aid of the catalogs it is
possible to state the price of each book and
the student may order through the College
book store and obtain whatever he wishes
at practically cosl price.

Not the least 1 the results attained hy
the Library is the knowledge of the de-
partments and bureaus of our federal gov-
ernment which the husiness student of to-
day must know. Several of the College
courses dwell at some length on the De-
partment of Commerce and its Bureau of
Foreign and Domestiec Commerce as well as
other national departments. Parallel with
these class discussions the Library may be
of very great service by showing the stu-
dents the various publications of the United
States and explaining the organization of
its several departments. The business man
needs to know more, possibly, regarding the
Department of Commerce and the Bureau
of Foreign and DNomestic Commerce than
the other departments.

The Library has thesec several publica-
tions and aims to acquaint each student
thoroughly with them so that in business
life they will be bhetter able to take ad-
vantage of the opportunity offered by the
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government for furthering the commercial
interests of the United States.

Boston University has no centralized
university library but has a wealth
of departmental working libraries; on
law: theology: medicine: cultural lit-
erature and Dbusiness: besides numer-
ous seminar and memorial collections.
In this connection - each library co-
operates, so far as possible, with other
departmental libraries. Each library also
co-operates with libraries similar in ma-
terial, for example: the business department
with business libraries in the city; and the
law library with the law interasts.

A library in a cily university naturally
has its part to perform in realizing the new
conception of the function of such a univer-
sily, that it is to serve the pcople of the
entire c¢ity. Boston Universily is a private
institution and it is clearly the duty of its
libraries to serve the university community
first. Yet without interfering with its ob-
ligations to its immediate constituency, the
Library of the College of Business Admin-
istration has many opportunities to serve
the husiness community by compiling
bibliographies and by supplying informa-
tion which may be obtained from publica-
tions on file in the library or from special-
ists in the University faculty.

In late years the industrial development
of the United States has been m many
ways the most significant foct in its his-
tory, and the men responsible for this de-
velopment were leaders and organizers of
ability. Parallel with this development has
come the development of the special library
to meet ithe industrial needs of the country
and although this movement is still in its
infancy, the special library is recognized
throughout the country as a necessary or
even an indispensable adjunct to a sucess-
ful business enterprise of any size.

An act of the Philippine Legislature,
passed Feb. 4, 1916, consolidates under one
administration the libraries of the Philip-
pine  Assembly, the Supreme Court,
Bureaus of Justice and Science, and the
very important Divisions of the Philippine
Library, Filipiniana, American Circulating
and Periodical, Public Documents, etc.

The purpose of the Legislature was to
co-ordinale =imilar Government activities,
and to advance along the lines of efficiency,
by establishing, as provided Ffurther in the
Acl, a Legislative Reference Division, to
take over and enlarge the duties formerly
performed by the Law and Library Division
of the Philippine Assembly. The progres-
sive, remedial and corrective legislation
which has been furthered and secured, in
foreign countries, and in the several States

. :‘ ey,
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of the North American Union, through the
efficient aid of Legislative Relerence Bu-
reaus, controlled the Philippine Legisla-
ture in the creation of this utility. The
were not unmindful of the words of Prof.
I'reund, who speaking of American Legis-
latures cited them as “lacking permanency,
being made up largely of inexperienced men,
men who are compelled to attempt during
one short legislative session to render ex-
pert judgment on a thousand bills involv-
ing a far greater number of intricate, com-
plex, and technical subjects,” and they felt
that fundamentally, this statement had
world-wide application. There 1s, however,
no question of the zeal of the Philippine
Legislature to meet loeal problems and
solve them in the spirit of progress and
it is to aid in this work that a Bureau of
Legislative Reference has been created,
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List of References on the Real
Estate Business

Compiled by H. H. B. Meyer, Chief Bibliographer
Library of Congress

BOOKS

Bolton, Reginald P. Building for profit;
principles governing the economie im-
provement of real estate. New York, The
De Vinne pross, 1911, 124 p. TH133.B6
Bernard, Alfred D. Some principles and
problems of real estate valuation. Data
compiled and cost prices fixed as of April
1, 1913, [Daliimore] United States fidelily

and guaranty company [1913] 150 p.
HD1387.B4
[Brand, Ernest S.] A treatise on the real
estate business in all its branches, with
special reference to the lawg pertaining
to the business and the practical conduct
of its affatrs. San Francisco, Cal., National

co-operative realty company, 1911, 7 v

HD1375.8B7
[Britigan, William H.] ed. Practical real
estate methods for broker, operator &
owner; thirty experts on how to buy, sell,
lease, manage, appralse, improve and
finance real estate. New York, West Side
Young men’s Christian association, 1909.
397 p. HD1375.B8
Burke, John H. The Burke common sense
rule for computing the value oi subdivided
land Los Angeles, Cal., J. H. Burke, 1915.
1 sheet. HD1387.8B8
Byram, Lawrence LeR. Turning real estate
into cash. Houston, Tex., The Byram com-
pany, 1915, 54 p. HD1379.B4
Cabrern, C. Taylor. The real estate busi-
ness; an elementary text-book of ‘the
realty business—treating on such subjects
as: departments, classification, soliciting,
selling, leasing, morigaging, exchanging,
building assaciations, auctions and mmsur-
ance. [Philadelphia, G. E. Spindler] 1916
32 p. HD1379.C13
[Carey, Thomas J] The real estate educa-
tor; a repository of useful information for
ready reference. By F. M. Payne
[pseud.] New rev. ed. New York, T. J.
Carey & co., 1915, 246 p. HD1379 C18. 1915
Carney, William A, How to buy and sell
real estatle at a profit. Los Angeles, Cal.,
The author, 1905 212 p. HD1379.C3
Real estate bustness sclf-taught; a
handbook containing lessans to be used in
connection with the hook entitled “How
to buy and sell real estale at a profit.”” Los
Angeles, Cal.,, W. A, Carney, 1906. 94, 55 p.
HD1379.C2
(‘ross company, Chicago, I1l. Real estate,
gencral brokerage and insurance, Chicago,

IN., The Cross company, 1908, 15 v.
HD1375.C7

[Cunningham, Walt. C.] Real estatc and gen-
eral brokerage busimess; represcntatives
instructiion course. [Chicaga?] 1909. 108 p.

HD1379.C8

Evers, Cecil C. The commercial problem in
buildings; a discussion of the economic
and siructural essentials of profitable
building, and the basis for valuation of
improved real estate. New York, The
Record and guide co. [1914] 274 p.

THI163.1085

Fuess, Charles J. How to huy property. An
outline of procedure [oy people who are
desirous of hecoming possessed of homes
of their own. Utiea, N. Y., Utica advertis-
ing company, 1906. 78 p. HD1379 19

How to carc for property. Outlin-
ing a safe course for the landlord io pur-
sure 1n the conduct of his property. Utica,
N. Y., Utica advertising company, 1906. 90

HD1379.F94

— Ilow to sell property; a popular
treatise and guide for rcal estate owners
who desire to sell their property. Utica,
N. Y., Goodenow printing company [1914]
126 p. HD1379 I"96

(rahagen, William R, How to conduct the
real cstate, insurance and gencral brok-
erage business; a briel treatise on those
methods and virtues entering mto real
estale transactions, which experienced
brokers have {found conducive to the
greatest success; with chapters on 1real
eslate and personal property; cstates;
landlord and tenant; rcal estate titles and
rights of properly holders. C(Clecveland, O,
Really book company, 1916, 126 p.

HD1379.G3 1916

Gross, I'red L. The law of real estate brok-
ers, with forms; a manual for the use of
lawyers and real estate operators New
York, The Ronald press, 1910. 473 p.

HD1383.G8

Herstam, Nathan The real estate diction-
ary; words and meanings, Cleveland, O,
Realty publishing company, 1912, 97 p.

HD1375.H6

How to sell real estate at a profit; proved
methods for slarling and conducting a
real estate business—publicity campaigns
that bring resulis—iried and tested plans
for bwilding up a clientele—specific sys-
tems for exccuting sales and rentals,
5th rev. ed. Chicago, New York, ihe System
company, 1909. 128 p. (System “how-
books”) HD1375.H8

Hurd, Richard M. Principles of city land
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values. New York, The Record and gulde,
1903, 159 p. HDI1301.HY

International realty corporation, Chicago.

The real estate business. [Chicago, 1912]
HD1379.16

Jackman, William J. Real estate manage-
ment and transfer. Chicago, National in-
stitute of business [19117 415 p. (Practical
business Lihrary. v 9.)

w Authorities consulted”. n. +-6.
HD255 J3 1911

Kirkman, George W. Real estate. (In Putney,
A, H. Manufactures, mining. Minneapolis,
1910, p. 303-398.) T45.P8
“Real cstate as a business™: p. 361-398

Lindner, Walter. Real estate. (In Modern
business; a series of cighteen iextis, espe-
cially prepared for the Alexander Hamil-
ton nstitute course in accounts, finance
and management, edited by J. F. Johnson
v. 11, New York, 1916. p 267-515.)

HEF5351.0M75, v.11

Melberg, Peter L How to sell real estate;
or, The realty business Minneapolis,
Minn,, P. L. Melberg [1909] 272 p.

HD1379.M55

Morden land and loan company, Minneap-
olis, Minn., Instruction department. Com-
plete course of instructions in the real
estate business |Mmneapolig, 19091 10 v. in
1. HD1375.37 1909

Real esfate, modern business meth-
ods, commercial law, insurance. AJinne-
apolis, Minn, Morden land and loan com-
pany [1912] 20 pamphlets.

HD1375.207 1912

Morris, Lows R. Cyclopedia of real estate
and insurance (instruction in real estate
and fire insurance). Rev. ed. New York
city, Morris-Preree co., 1909. 1050 _p.

HD1375.M83

Niehols, J. C. Real estate subdivisions, the
best manner of handling them. Washing-
ton, American civic asgsociation, 1912. 15
p. (Ameriean civic association. Depl of
clty making, ser. 2. no, 5).

Ogden, Charles G. The law relating to real
estate agents’ mghts to commission, To-
ronto, Canada law book company, 1914.
263 p

Orr, Edwin G, comp The real estate hrok-
ers' cyclopaedia. A compilation of selling
plans, advertising phrases, practical meth-
ods, general information. Cineinnati,
[Printed by the Knowles & Holtman co.]
1911. 6356 p. HD1375.07

Ostrander, Walter Mel. The Ostrander
course of real estate instruction [New
York, Printed by 7. & L. Rosenfield] 1913.
133 p. HD1375.08
Mimeographed (rom typewritien copy.

Ostrander, W. J., & co., Dayton, 0. Depart-
ment of correspondence instruction in the
science of propetly establishing and con-
ducting the real estate business. Dayton,
0., W. J Ostrander, [19—] 32 p.

HD1381.085

Rapalje, Stewart. The law relating to real

estate brokers, as decided by the Ameri-
can courts. New York, L. K. Strouse &
co., 1893. 283 p.

Selling methods, real estate. Chicago, New
York, A. W. 8haw company, [190—?] 128
p. (Students' businecss book series).

HD1375.1182

Terril, Andie. Real estate man's guide; a
compendium of real estate law, with nu-
merous citations of legal authorities.
Quiney, Ill,, Cadogan-Hatcher manufac-
turing co. 1908, 173 p.

VYan Sielen, George W. Real estate record,
guide to buyers and sellers of real estate.
How to draw a contracl, New York, The
Real estate record and builders’ guide,
1885. 56 p. HD1384.V2

Walker, Willilam S, American law or ieal
estate agency, including options, pur-
chases, sales, exchanges, leases, loans, ete.
The dutics and liabilities of prineiples and
agents. Cincinnati, O., The W. . Ander-
son company, 1910. 690 p.

YWells, William AL Guide to land buyers and
examiners. [Douglas, Ariz. Dispatch pub-
lishing company] 1915, 85 p. HD256.W4

ARTICLES IN PERIODICALSN,
1903
Rust, Augustus. The handling of real
eslate. A system which is being sueccess-
fully used in the real estate department
of the Lincoln trust company of St. Louis,
Mo, System, Sept, 1903, v. 4: 194-197.
HI'5001.89,v.4
1904

McKinney, Frederick W. A new system of
loans on real estate. A method by which
loans on veal estate may be handled by
the issuance of bonds—the advantages
and possibilities in this plan the success
of which has been proved in practical
operation. System, Nov. 1904, v. 6: 401-
409, HF5001.89,v.6

1905
Zug, Charles K. Real estate as security for
loans. American academy of political and

social science. Annals, Jan. 1906, v. 25:
51-60, HiA4,v.25

1906
Specialist in ideals. Atlantic monthly, Sept.
1906, v. 98: 429-432, AP2 A8,v.98
Boom in real estale, World’s work, Sept.
1906, v. 12: 7934-7936. AP2.W8,v.12
Great boom in real estate. American review
of reviews, Nov. 1906, v. 84: 527.
AP2.R4,v.34
1907

Harger, Charles M. Revival in western land
values. American review of reviews, Jan.
1907, v. 35:. 63-65. AP2.R4,v.85

Taylor, B. L. The new sport of real estat-
ing. Outlook, Jan. 12, 1907, v. 85: 83-86.

AP2.08,v.8b

Parish, C. F. Land of Manhattan; real
estate values. Independent, Dee. 26, 1907,
v 63: 1558-1566. AP2153.v 63
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1908
Green, C. L. Selling real estate by coniract.
System, Dec 1908, v. 14: 627-628.
HF5001.89,v 14
1909

Day, J. P. Opportunily m New York real
estate Harpeir's weckly, Apr. 10, 1909, v.
53: 16. AP2.H32,v.53

Tahor, Roy B. Wmning new real costate
clients. A thorough organization and sys-
tem that covers every phase of the real
estale business and brings i clients to all
departments—plans adaptable i many
agencies. Sysiem, May, 1909, v. 15 542-
544, HF5001.89,v.15

Orvis, F. Why rcal cstale pays in Santa
Clara Ccunty. Overland monthly, Sept,
1909, n. s, v 54: 303-308 AT2.09,n.s.,v.54

1910

Keys, C. M. Liitle deal in real eslate. World's
work, Apr. 1910, v. 19: 12766-12767.

AP2WEv.19

Houghton, Ashley L. Handling a real estate
campaign. How one 1eal ostate firm gath-
ers information, follows up prospects and
gets quick action, System, May-June, 1910,
v. 17: 538-540, 658-660. HF5001.89,v.17

Fiithian, Davenport Stratagems in real
estale deals. Nine plans by which as many
salesmen overcame obhstacles (hat were
otherwise unsurmountable. System, Nov
1910, v 18 510-514, HF0001.89,v.18

1911

Trading in real estate. Colliet’s weekly, Jan.
7.1911, v. 46: 26 AP2.C65,v 46

Smith, George O “Inducements” in real
estate deals. System, Oct. 1911, v. 20: 410-
412, HF5001 89,v.20

102

Going 1nto recal estate. Scribner's magazine,
Feb, 1912, v. 51: 219-250. AP2,.84,v 51

Day, Joseph P, The real estate buver, How
the dealer finds out where he 15 and how
he presenig his proposition in person and
by letter, System, Feb, 1912, v. 21: 138-
144, HF5001.89,v.21

The rcal estate buyer. How the

modern dealer gets him on his “‘prospect”

lisl, and follows him up by printers’ ink
and by telegraph till the sale is made.

System, Apr 1912, v 21. 108-416.

HF5001 89,v.21

Selling “under the hammer.” How
the auctioneer conducts a campaign that
culminates in sales at a specified date;
1liustrated by the practical experience of a
real cstate dealer. System, June, 1912, v
21: 612-616. HF5001.89,v.21

Day, Joseph P. Team work n selling real
estate. How the wvarious activities of a
realty firm arc apportioned ammong its de-
partments, cecach of which has its own
speceifie functions in the developing, ront-
ing and selling of land and buildings. Sys-
tem, July, 1912, v, 22+ 47-53.

HIrs001.89,v.22

AMurphy, C. D. The development of the rcal

estate business by sharing responsibility

[ow]

with employees, System, Noy, 1912, v. 22:
506-508. HF5001 84,v.22
Firth, John B. Dubble in the fa1 west
Fortnightly review, Dec 1912, v. 48: 1051~
1059 AP4ATTv.08
1918
Windes, Z. ' Short cuts to real estate sales,
Making it easy for the prospect to dis-
cover which of the firm's offerings suit his
needs. System, May, 1913, v 23: H27-330.
HF5001.89,v.23
Fewer motions 1n solling real estate.
Saving time in gathering faucis about prop-
erties and conveying them to prospects.
System, July, 1913, v. 24: 65-69.
HF5001 S9,v.24
ITunt, Carl. Matehing the buyer's nceds.
How real estate men make sales by find-
g and fitting properties to the prospect's
purse and desires, System Sept. 1913, v.
24: 311-313. HF5001.89,v.24
1914
Kendall, J. S, How I took my business apart.
System, Jan, 1914, v 25: 2-13,
HEF5001.89,v.25
Day, Joseph P Sorting buyers from pros-
pects, How waste in sales effort and ad-
vertising 18 eliminated by matching prop-
erties to the needs of customers System,
Apr 1914, v 25: 365-370. HIF5001.89,v.25
New markets for real estate sery-
e System, May, 1914, v. 25: 482-487
HF?001 89,v.26
My policies in records, Svstem,
June, 1914, v. 25; 616-623 HF3001.S%,v.25
—— DBy-products from my mailing list.
Methods of classifying and filing names of
prospecis told by the president ol a New
York real estate company. Svsfem, July,
1914, v. 26: 62-68. HF5001.89,v.26
New facts for old guesses Where
and how the actual values of real estate
are learned. System, Aug. 1914, v 26: 174-
179 HTH001 §9,v.26

1915

Kuegeman. Edward J. How to organize a
profitable home bwilding company. Real
estale magazine, Jan. 1915, v 5: 50-57.

Morgenthau, M. Advantages of separating
rental and management. A practical ap-
plication of a mnew theory. Real estate
magazines, Jan 1915, v. 5: 78-82.

Woodworth, L. D. Brokerage methods that
win. Real eostate magazine, Var 1915, v.
5. 85-861.

Sugarman, Willlam Dual subway »ystem
predicates prosperity for Drooklyn realty.
Repetition of Bronx book expected m Ma-
pleton Park, Brooklyn, as tesult of Sea
Beach subway openmg m June. Real
estate magazine, Apr 1915, v 5! 45-48.

Ackerman, Frederick L. Community stupid-
ity; how real cstate promotion cm_ates
congestion and rednees values. American
institute of architects. Journal, May, 1916,
v 3 193-197. NA11.A42,v.8

Chamberlam, €. L. Matching your proposi-
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tion to your prospects. System, June, 1915,
v. 28: g44-646. HF5001.89,v.28

Harsch, P. A. Codperation of the real-
estate developer and town-planner in land
subdivision. American institute of archi-
ects. Journal, July, 1915, v. 3: 308-310.

NA11.A42,v.3

Bruner, Warren D. The one-man business
A manager of real estatc tells how he
gets the pulse of his business. System,
July, 1915, v. 28: 97-103. HI'6001.89,v.28

Day, Joseph P, Shall I pay mysclf rent?
System, Aug. 1915, v. 28: 209-211.
“Phis article 1s written by the presideni of
a widely-known New York real estate
firm. This concern holds a record of sell-
ing 463 Broadway lots in one day.”
HT5001 89,v 28
1916
Hunter, Charles. Getting a “stock” of real
estate that willt sell fast. System, Jan. 1916,
v. 29: 93-95 H1'5001.89,v.29
Rosby, M. The lure of the land. Country
gentleman, Mar 4, 1916, v. 81: 408
81.C8,v.81
McMahon, John R Financing the suburban

home Country gentleman, May 20, 1916,
v. 81+ 1073-1074. S51.C8,v.81
———— Legal fixings for the suburban
home Country gentleman, June 3, 1916,

v. 81: 1153-11564, S51.C8,v.81
Batcheler, 0. B. Land promoters. Wallace’s

farmer, June 16, 1016, v, 41: 881.
S1.W2,v.41

ACCOUNTING.

[American school of correspondence, Chi-
cago.] Cyclopedia of practical accounting:
a general reference work on accounting,
bookkeeping, banking, office records, sys-
tematizing, ete,, preparcd by accountants
and specialists in business meocthods and
management. Chicago, American technical
society, 1912. 4 v. HI'5621.A6
“Real estate accounting”: v. 3, p. 243-288.

Baley, Stanley. How to keep a record of
property on one sheet. A method of keep-
ing tab on taxes, insurance and rentals
that eliminates the usual red-tape of the
real estate office. System, Sept. 1910, v.
18: 326-327. HF5001.89,v.18

Hopkinson, Joseph. The real estate account-
ant (with specimen set of books). Winni-
peg, Printed by E. W. Rugg co., 1914. 140
D. HF5686.R3H6

Lay, David. A classified property list. How
all real estate handled by an agent or
dealer is listed for ready reference and
records kept free from dead material.
System, Nov. 1908, v. 14: 507-508

HF5001.89,v.14

Giving property sales momentum.

How real estate is listed and authorized
for sale and a list of customers and pros-
pects kept on fille so that deals can be
made promptly—a business-bringing sys-
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tem of records. System, Mar, 1909, v. 15:
273-275. HI'5001.89,v.16

Records for handling real estate. A
system of indexes uscd by an agent of
property to simplify the work of following
up customers' inquiries and transactions
in all branches of the business, complecte
office methods for the real estate dealer.
System, Aug. 1907, v. 12: 159-161.

HE5001.89,v.12

Mallette, Robert C. The management of real
estate. How the agent may keep a com-
plete record of property and of pur-
chasers' payments by a simple card filing
system, System, May, 1904, v. 5: 399-400.
HIF5001.89,v.5

Mucklow, W. Profits from real estate sales.
Journal of accountancy, May, 1916, v. 21
321-332. HI"'5601.J7,v.21
Pereles, Max. Real cstate dealers and loan
" agents. A simple and effeclive system for
keeping important records of transactions
in instantly accessible form. System, Nov.
1903, v. 4: 825-327. HF5001.89,v.4

Thomas, H. I. Real estate accounting; and
May premiums from sales of capital stock
be used for dividends? Journal of account-
ancy, Nov, 1914, v, 18: 357-365.

HF5601.J7,v.18

Walton, S. Real estate subdivisions. Journal

of accountaney, Apr. 1915, v. 19: 320-324.
HEF5601 J7,v.19

Windes, Z. . Short cut real estate records.
How a successful firm keeps track of
every transaction with customers at mini-
mumn expense. System, June, 1913, v. 23:
626-629. HI'5001.89,v.23
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Bates, Charles A., c¢d The real cstate and
insurance book., New York, The C. A.
Bates syndicate, 1899, 206 p. HIF6161.R3B3

Burgess, I'red W. Visualizing the blue-print.
How architects, contractors, real estate
owners and dealers use mimature models
to sell plans and properties by showing
“how things will look.” System, Aug. 1915,
v. 22: 217-219. HF65001.89,v.22

Day, Joseph F. Real estate advertising that
pulls. (In Advertising, London, 1914. p.
169-176.) HI'5823 A17

Me(lun, John R. How I advertise real estate.
Brains, May 29, 1912, v. 41: 9-11.

HF5801.R4,v 41

Miller, Lawrence, Staging the real estate

sale. System, Jan. 1913, v. 23. 50-52.
HI'5001.89,v.23

Powers, W. W. Real estate advertising that
hits the mark System, Aug. 1910. v. 18:
206-208. HEF5001.89,v.18

Wade, Thomas G. Cards that heclp sell real
estate. System, Apr. 1916, v. 29: 428-430

HI5001.89,v.29

Woodworth, L D Real estate advertising
Real estate magazine, July, 1915, v. 6: 56-
62.




_ ——

SPECIAL LIBRARIES 155

ASSOCIATIONS.

National association of building owners and
managers. Proceedings, 1913. Chicago,
Printed by Rogers & Hall co., 1913. 1 v.

TH1N27

*Nafionnl association of real estate ex-
changes. Proceedings.

*National association of realty brokers. Pro-
ceedings

Real estate association of the state of New
York. Publications, 1914. New York, 1914.
1v. HD251LR2

*Seattle real estate association. Proceedings.

Yirginia real estale association. Proceed-
mgs, 1903. Charlottesville, Va., 1303. 1 v,

HD266.V8V5

DIRECTORIES,

Chicago real estate directory. 1910 [Chi-
cago] John W. Connorton publishing
company, 1910. 1 v. HD268.C4C6

Jackson’s real cstate directory; a directory
of the leading real estale agents. . . of
the United States and Canada 1916-17.
Kansas City, Mo., J. M. Jackson directory
and publishing co., 19186, HD253.J3

Polk, R. L., & co. R L Polk & co.’s rcal
estate register and directory of the United
States and Canada, 1915-1916. New York,
Detroit, R, L. Polk & co., 1916.

HD253.P7

Real estate directory of the borough of Man-
hattan, New York, N. Y., Real estate di-
rectory co, 1916. HD268.N5R3

San Diego real estate directory, containing
correct value listings, 1913. San Diego,
Cal.,, American publishing company, 1913.
1v. HD268.83853

CURRENT PERIODICALS.
Banker and tradesman. weekly. Boston, Re-
view and record co., 127 Federal st.
Builder. monthly, Hagerstown, Md., W. R.
Hamilton.
Builders® guide. weekly, Philadelphia, Build-
ing news publishing co.,, Perry building.
Censor. weekly. Palerson, N. J., J. B. Van-
derhoven.

Farm and vreal estate journal. monthly.
Traer, Ia.,, C. Wood and son.

Farm finder. monthly, New York, A. Meyer,
127 K. 76th st.

Home. monthly, St. Louis, Home publishing
co., 2807 Locust st.

Landlord and tenant. weekly. Worcester,
Landlord and tenant publishing co., 646
Slater building.

Landman and trader. monthly. Des Molnes,
Landman company, Observalion bidg.

National land bulletin. monthly. Houston, C.
C. Buckingham, Foster bldg

National real estate journal. monthly. St.
Paul, R. L. Polk and co., Endicotl build-
ing.

New Jersey commerce and finance record
and guide. weekly, Newark, Credit report-
ing co., 224 Market st.

News., semi-weekly. Norfolk, Norfolk news
publishing co., 210 Arcade bldg.

Real estate bulletin and building news.
monthly., Kansas City, H. A, Spencer.

Real estate bulletin and bwlding news,
weekly. Lowsville, Ky, C. I. Breckel, 202
‘W. Main st.

Real estate exchange. semi-monthly. Belle,
Mo., Rcal estate exchange publishing and
printing co,

Real estate magazine, monthly, New York,
Allan Robinson, 165 Broadway

Real estate news. monthly. Chicago, Real
eslale news company, 155 N. Clark st.

Real estate record. monthly. Montreal, The
J. C. Simpson real estate agency

Real estate record and builder [N. Y. ed.]
weekly. New York, Record and guide co,
119 W. 40th st.

Real estate record of Westchester county.
weekly, White Plains, Westchester record
co.

Realty in word and picture. monthly. New
York, Realty service publishing co. [776
Broad St., Newark, N, I.}

Realty review. monthly. Des Moines, Realty
review publishing co.

Record and guide. weekly. Boston, Register
and guide co., 127 Ifederal st

Record and guide quarterly. New York, Real
estate record and guide, 14 Vesey st.

Southwest farmer and mvestor. monthly.
San Antonio, Investor and publishing co.,
213 Villeta st.

Worcester County record. weekly. Worces-
ter, Worcester record company, 44 Front
st.

*Not in Library of Congress.
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DANY PARAGRAPHS.*

The fact is that few active Americans
have ever learned how much help may lie for
them in books and pamphlets and Journals
and maps and charts and diagrams, in the
publications of societies and associations,
in the directories of cities and towns, in the
catalogues of manufacturing establishments.
All this kind of material and much else the
modern American publie library is ready, as
I have said, to purchase and classify and
index 1f it hut he moved to do so0 by the de-
mands for it,

4 * ]

But then I noted that the vast majority of
business men in the community, men in
stores, factories, insurance and real estate
offices. and the like: owners, operators, man-
agers, promoters, publie officials, agents,
contraclors, builders, foremen, bench work-
ers, mechanics, ete.—I noted that most of
these men of affairs never used the library
or called on it only for novels and an occa-
cional hook of history, travel and the like.
*Extracts from Dana, Jnhn Cotton  Libraries~Addresses
and Essays, published by the H W, Wilson Co.

As T looked over the whole field of prin
the whole output of the printing 5yegs I
came more and more strongly = jynresse
with the vast extent of the accirrate statit
tical and expert information, g othered 2
great expense of brains, diligience oM
money, and set down in print, whiech toucihe
closely on all those activities which we T 2&
loosely designate as “business.”

* # %

To illustrate my point a little pyrther
great manufacturing enterprises jn thi
country have wasted vast sums in expexl
menis and ventures which a car-efu] stud;
of the American and foreign literature ©
their subject would have told them to lkee;
in their pocket books.

* Ll e

Truly, while libraries are thinking toO
little of being useful to business the man ©
business isg thinking too litlle of the thinsg
he can find in print in his library.

% ES *

The failure of the public library of Fort:
years ago to address itself to all the com
munity without distinction of we=allth, socia
standing or education, and its Failure, S
far as it did so address itself, to find its ad
vances welcomed and its advantages ma,
use of, were due to two factors ehiefly: th
tendency of the librarian to thinlc of his col
lections as rather for the learned than £o
the learner, and the tendency of the com
munity at large to think of a collection o
books as rather exclusively designed fTo
those who had been reared to use them.

* * *®

Select the best books, list them elaborate
ly, save them forever—was the sum of th.
librarians’ creed of yesterday. T omorroww i
must be, seleet a few of the best books @mwrIi(
keep them, as before, but also, select fromn
the vast flood of print the things your con
stituency will find helpful, make them avail
able with a minimum of expense, and dis
card them as soon as their usefulness i,
past.

* *® *

It is not suggested that libraxries of th.
type of ten or even five years ago, public
proprietary, state, historical, couald ever o«
the work which the enlightened inndustrialis
of today asks of the special primt-handling
department he sets up in and for hhis own or
ganization. But this seems evidemnt enowu gl
from all that has been said, that the old ty 1.
of library must modify itself in ziccordamn c.
with the new needs which the evolution o
knowledge and the growth of pPrint ha-w,
created. Speaking of the free public libra-s
only—though what is truc of this_ is frue ia
a measure also of the college, university o
historical library—it sliould tryr to maste
so much of the flood of print ay is_of impor
tance to its community as a whole, and ¢,
those aspects of industrial life which =ar.
common to all men and women o £ affairs i,
its community.
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. In time the library is going to be of great
importance in the world; but this impor-
tance will not be very fully shared in by
libraries of the present prevailing type. We
shall be obliged to change our scope and
methods a good deal if we are to hecome
ugefully important or importantly useful.
4 * *

The silence of the book and the invisibility
of 1ts_ handiwork, these are Ltwo of our great
handicaps, not to be overcome either by
talking ourselves or by listening to great
speakers. In spite of them, however, it is
perfectly obvious that the book—and the
book in the new library nomenclature means
print in any form—will scon be an impor-
tant factor in every bit of the world’s hand-

work. In time we shall become those verita-
ble print-using animals which we librarians
have long praised as the highest of created
beings.

* * L

The printing press is pouring out a mighty
stream of print. This stream is helping to
turn the wheels of the machine shops of
human activity., Conventional public libra-
ries seem as tiny skiffs on this stream, and
their oceupants as almost solely concerned
with the navigation of their respective
skiffs. Or, if you prefer the figure, these
libraries are as backwaters and eddies, turn-
ing flotsam and jetsam slowly round and
round, with bits of treasure trove scattered
here and there through the mass.

The System Used by the Library of the Retail
Credit Company to Develop Employees

By Miss Rhea King, Librarian, Retail Credit Co
Atlanta, Ga.

In order to tell you the plan of operation
used in our Company Library, I shall first
have to tell you of the work of the Company
itself in order that you may see the connec-
tion of the Library to the Company, and
why it is a necessary part of the organi-
zation.

The Retail Credit Company is a national
organization making inspection reports to
the life insurance companies on individuals
applying for insurance.

We are thoroughly organized in every
state of the union and through our fourteen
division offices, we serve practically all the
life ingurance companies and a large num-
ber of accident and casualty companies. We
have one hundred and fifty salaried em-
ployees and between eighteen and twenty
thousand representatives on a fee basis.

There is an enormous amount of detail in-
volved in conducting this reporting business,
and it is necessary that all employees be
trained in business principles and ethics, and
develop themselves both in the office and out
of the office, in order that they will get sat-
isfactory results in their work.

Our president, Mr. Cator Woolford, in-
stalled the Library as the best medium
through which the employees could develop
themselves, could have inspirational and
educational information given them, and
couIld improve themselves in handling their
work,

The Library thinks entirely of the em-
ployee. We study each employee in the or-
ganization, beginning at the time he is actu-
ally employed. Every employee, regardless
of age or position, is an active reader of the

Library books. He reads at least one book
a month, and in most cases two.

We do not wait for the employee to come
to the Library. The Library goes to him.
We do not wait for the employee to follow
up, in hiz own good time, any printed no-
tice we may have sent him of the activities
of the Library. We find out what he needs,
what subject he should improve himself on,
and then we find the book that will fit his
needs and send it to him.

To explain our system to you, I will take
up first our system of studying the employee
and next take up the selection of books for
the employee and the detail handling of the
proposition,

For each employee we have the usual per-
sonal folder. This folder contains the appli-
cation blank, the employment report, which
is an investigation made on the applicant
when we were considering him as a pros-
pective employee. We have the Medical Ex-
aminer’s report. Every employec has a phys-
ical examination made by our physical ex-
aminer, and has to be recommended by the
examiner before he is taken on as an em-
ployee. Then we have a written diagnosis of
that employee made by our Employment
Manager.

More important still in studying the em-
ployee is the supervision given him by his
Manager, who watches him carefully and
from time to time makes a written report of
the progress he is making and the adapta-
bility he is showing for the line of work he
18 1n.

From these papers the Librarian makes
her study of the employee. We have a read-

[
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er's card which is the uniform size, 8x5,
and on this eard we put down information
gathered from the employment papers. In
other words, we get a pen picture o_f fche
reader, showing his age, his charaecteristics,
his ability, and any information that will
agsist in making the proper selection of
books for him. Also on his reader’s card,
which is handled only by the Librarian, are
listed the books sent the employee, so that
the same book will not be selected twice.

The new employee Is writien a welcome
letter, enrolling him on the Library Cer-
tain pamphlets are sent, explaining the Li-
brary fully and giving a catalog of the
books. It is explained that although one or
two books will be sent him a month, he is
at liberty to make any selection that he
would like.

We make it understood that the Labrary
reading and self development work con-
nected with it are just as much the em-
ployee’s duty as turning out a certain vol-
ume of daily work.

As explained before, we do mnot stop our
part of the work here. We select the book
which we think will fit the reader's needs,
and send 1t to him. If the papers show that
he is perhaps a little timid, we send a book
of perhaps an inspirational nature, one that
will put confidence into the reader. If the
Manager's report shows that the employee is
lacking n a systematic handling of his work,
then we send him a hook that deals with
systematizing the day's work, or, if the em-
ployee is holding a fairly responsible posi-
tion, we will send a book on scientific man-
agement, and so on through a long list of
points of assistance to the employee. If we
have not a book in the Labrary that wall fit
the particular needs, then the Librarian
goes to the Public Labrary, or to the book-
dealer, or to her regular sources for selec-
tion of books, and finds a book that will fit.

The reason of the selection of books for
the employee, is in order to have the proper
book given to the proper person in all cases;
to fit the right book to the right person.

We might take for instance, the book
“Learning to Earn” by John A. Lapp, and C.
H JMote, which Is a book intended for the
vocational counselor. The title of that book
would be exceedingly attractive to any
young employee. He would say, ‘“here is
the very book that will suit me. It will tell
me how to earn more.,” The average young
person has not the desire, or the past train-
ing to be able to master by himself such a
subject and get encouraging results There-
fore, 1f he were to come into the Library and
not be properly supervised by the Librarian,
ge i.vould make a mistake in selecting that
ook.

Then, on the other hand, you iake the
man whom it was intended for, the Employ-
ment Manager for instance, the vocational
counselor, He would come in, look over the
book, and if he had seen no review of 1t,
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would pass it by, would perhaps pick up a
book such as “Increasing Human Efficlency
in Business”, which would better fit the
yvounger employee than the man who has
already attained some Success.

But, when the Librarian has been trained
In studying the readers, as well as the books,
she would, without any lost motion, select
and send the book, “Learning to Earn” to
the vocational counselor, and ‘“Increasing
Human EfMclency in DBusiness”, to the
vounger reader. She would fit the proper
bock to the proper person without waiting
for that person to come to the Labrary.

The result of this system 1s that tho em-
ployee has a systematic course of reading
cont him, one book following another in
proper sequence, leading from the lighter
reading to the more important and instrue-
tive reading until he is receiving subject
matter that will be of actual daily assistance

to him. It also enables the Library to be of
service to every employee in the or-
ganization.

To discourage any tendency on the part
of the employee to lay the book aside until
it is time to return it, and return it unread,
we have two comment cards. These two
cards are sent with each book One the
reader returns to the Library after reading
the book, and the other he retains for his
personal use, if he wishes to. They both con-
tain the questions: (1) What do you con-
sider the most helpful ideas set out in this
book? (2) Can you put any of them into
practice? (3) If so, state briefly which ones.
The card which he retains for himself bears
the same questions, and, in addition, a space
on which the Librarian makes some com-
ment on the book she is sending to him, and
perkaps calls his attention to any part of it
that he might be particularly interested in.

When the employee relurns the book he,
at the same time, fills out and returns the
comment card. This card serves two pur-
poses to the Librarian First, it 15 very often
of assistance in selecting the next book for
the employee Second, it shows whether or
not the hook has been read, and gives the
Librarian the employee's opinion of the
book.

This card is also of much assistance to
the employee, as in answering the questions
he has to assemble his ideas of the book,
and bring forcibly to his mind the points
gained from the book.

We have one problem which perhaps not
many of you have, and that 1s, we have to
mail three-fourths of our books out by Par-
cel Post as we are scattered all over the
United States. There are books mailed out
each day, and the postage for our books av-
erages about §35 a month. It is looked on as
a part of the regular system and is handled
as such,

The books selected for our Library are
sclected from three bases., First, they must
be business books, applicable to our busi-
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ness policy. Second, they must be educa-
tional or insiructive in their subject matter,
whether on mental training, efliciency, scien-
tific management, sysiematic handling of
work, ete. Third, books teaching the rcader
how to live better, how io get more out of
life, inspirational books.

The books ave, of course, all accessioned,
cataloged, and shelf listed. Dewey Decimal
Classification and A. L. A, List of Subject
Headings are in use.

We do not consider the book properly
cataloged until o separate card has been
made out listing the hook according to the
occupation that il should serve. That is, if
the Dook would he of assistance to a man-
ager, 1t is lhisted under the heading “AMan-
ager.” If it would be of assislance to a file
clerk, it is listed under that heading, and so
on. T call ihis vocationdlizing the books
That is, it has been decided and listed what
occupation that book 1s to serve, and any
notlation is pul on the card that will be of
assistance 1m putting the book into the prop-
er hands,

We very often take a book and will cut it
up and make perhaps two or three books out
of it, and even at that discard some of the
chapters. To illustrate this point, we re-
cently added ihe book of Sherwin Cody, en-
titled, “How to Deal With Human Nature in
Business”. After reviewing the book it was
found that parts of it would be adaptable to
some people and parts of it adaptable to
others, while some chapters would be of no
particular assistance in our line of work.
The hook was broken up and bound scp-
arately., The chapters dealing with the one
subject, “How to Deal with Human Nature
in Business"”, were bound as a scparate book.
The chapters on correspondence were bound
as another book, and a typewritten fly-leaf
attached explaining what work the chapters
had been taken from. The rest of the book
was discarded as it bore on subjects that

none of our particular employees would have
need for.

In opposite manner, we will take several
pamphlets on one subject, but of different
soutces, and bind them as one volume for
circulation, thus bringing together all im-
portant material on a given subject.

It is, ol course, necessary to collect all
clippings, pamphlets, magazine articles, ete.,
that will be of use now, or later on. We
have no particular ptoblems to contend with
m handling these, as our business does not
call for, except in a small way, technical
information.

We recently put in a new system which
takes care of the employee who has been
reading systematically for four or five years
and is rcady for books of a more varicd sub-
ject matter. We worked up some good books
of biography and also some books of travel
and description of different sections of the
United States, and books of gencral in-
formaticn. The purposc of this class of
books was Lo obtain breadening and general
mformation on people of note and on differ-
ent sections of ithe country, or on current
events. Il follows up our main idea ol con-
tinuous self-development. The former read-
ing that the employee has done has enabled
him to grasp the importance of thesc books.
To supply the demand, in some instahces
we have had to work up lists of the standard
books on subjcets individuals were inter-
ested in and suggest that they get them af
their Public Library.

The system used 1m our Library of study-
ing the employee and fitting the book to him
has proven to be a most satisfactory mecans
for bringing the employees of the Division
Offices and Independent Stations 1n closer
touch with the Home Office and in keeping
the Home Office in closer touch with the em-
ployee, besides being an influence that indi-
rectly enhances ihe value of the employee
to the Company.

News and Notes

The Merchants and Manufacturers Asso-
ciation of Milwaukee, Germania Bldg., Mil-
waukee, Wis, is collecting a library.

The Bastern Manufacturing Co., Bangor,
Maine, has a service department which in-
cludes a collection of books A descriptive
article in Dodge Idea states that Jean Hos-
kins is in charge

The William H. Luden Co., cahdy manu-
facturers, Reading, Pa., has a collection of
books and periodicals available for library
and home use by its employees. The num-
ber of the employees 18 500.

The Commonwealth Fellowship Club of

the Commonweallth Steel Co., Granite City,
Ill, has a library.

The Library of Congress is revising its
mailing list of libraries receiving the An-
nual Report of lhe Librarian. Any library
or institution not at present on the mailing
list and having a definite need for or inter-
est in the report, should communicate af
once with the Librarian.

A meeting of Special Librarvies Associ-
ation, Bastein Distriet, will he held at New
Haven, on Friday and Saturday, December
8 and 9, 1916. A Provisional program Is
submitted as follows:
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General subject of the meeting, “‘Co-or-
dination.”

First session, Friday, at +4:30 P, M.

Paper {o be vead by Mr. G W. Lee, en-
titled “Inventory of Information Resources,”
and discussed by the meeting, under the
caption of “Present Ways and Means of
Getting at latormation and How they Can
Be Improved.”

Second session, Friday, at 8:00 P. 1.

Shall we organize a hbrary federation of
New England? Discussion to be opened by
Mr., Herbert Q. Brmgham, State Librarian of
Rhode Island.

Third session, Saturday, at 11:00 A, M.

Work to be Done. Dizcussion of topiecs
arising from previous sessions, loolking to
co-operation in working for the mterests of
the oiganiwvations represented at the meet-
ng.

G, W, Lee, Councillor for Eastern District of
Special Libraries Association.

IT. 0. Brigham, formmer Vice President, Spe-
cial Libraries Association, and past Presi-
dent National Association of State Li-
brarians,

H. C. Wellman, past President, American
Library Association.

John G. Moulton, Secretary, Massachusetts
Library Club.

Communications should he addressed to
G W, Lee, Librarian, Stone & Wehster, 147
Anlk Street, Boston.

The institution, known as the New York
State Bureau of Municipal Information, is
the first agency of its kind in the world.
Many cities and some States have reference
libraries and buresus and research agencies,
but none of these is doing the same kind
of work as the New York State Bureau.
Being directed by a council of five Mayors
elected at the annual meeting of the of-
ficial representatives of the cities 1n the
State, it is controlled absolutely by the
munieipalities. It is also sunported by the
cities, with the sanction of the State.

Its policy and purpose are expressed in
its slogan: “Not to reform, but to inform.”
By this the bureau does not mean that it
is opposed to reform. It beiieves, however,
that reformation in the administration of
public affairs will come more quickly
through knowledge, and that when it does
come In this way it will lagt. The burean
does not advoecate anything, nor does it
recommend any person, firm, or thing. It
gives as much information on both sides
of a conlroversial subject as is available
and can be obtained Faets are its mer-
chandise. It believes that policies and plans
should be made by ecity officials and that
the bureau should confine its activities to
supplying the facts which cities may use
in formulating correct plans according to
their local conditions.

A lack of knowledge about the multitude
of city problems, insufficient time to gather

and collate the information they need to
solve these problems, and inadequate facili-
ties to ascertain where the needed data can
be obtained—ihese are rocks upon which
the caveers of many conscientious public
officials go to pieces. Kach official has to
grope through a maze of perplex:}.les_and
uncertainties in his efforts to solve intricate
problems involving large public funds.
Guesses constiilute the foundation of many
important decisions. Much needless and
costly experimentation is being done, simply
because a particular city department does
not know that several other cities have al-
ready solved that particular problem.

A comprehensive study of New York
cities made by the Confercnce of Mayors
showed that there existed everywhere dupli-
cation of work, time and expense to ob-
tain information aboul systems, cosls, and
results in other cities.

At the annual meeting of the New York
State city officials last June it was re-
solved to bring order out of chaos. The
experiment of operating on a co-operative
plan a central clearing house of municipal
information was therefore launched. The
bureau was established in Albany, across
the street from the Capitol and ihe State
Liducation Ruilding. The importance of
this lccation will hecome apparent when the
facilities and work of the bureau are bet-
ter known.

A valuable relationship has been estab-
lished with the State Library, located in
the Education Building, so that this im-
mense plant of information and the service
of its staff are at the bureau’s disposal
at all times. It has also established a co-
operative relationship with each municipal
league in the thirty-five States which have
them and with many other public and pri-
vate agencies gathering and studying sta-
tistics about cities in Ameriea and Europe.
Through newspaper clippings the bureau
keeps in daily touch with each official, bu-
reau, and department in all cities in the
State. It is also in touch with firms which
manufacture apparatus or products used by
cities, or which offer expert service. It
has on file the basic data about all cities
in the State, such as charters, ordinances,
budgets, annual and special reports, and
various codes and regulations. ‘These are
kept up to date. While the Legislature is
in session the bureau reccives daily re-
ports of all bills introduced and copies of
all measures affecting cities. Its stafl is in
close touch with all State departments.

With these facilities the bureau renders
its serviece to the fifty-seven cities in the
State Its chief funclion is to supply in-
formation about any municipal problem to
any city offieial requesting it. During the
winter this service was also extended to
State officials. The number and variety of
inquiries received have been astonishing.

_ Another duty is that of keeping cities
informed about =all legislation affecting
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them. As soon as a hill has been intro-
duced the bureau receives a copy. If it ia
general in character it is referred to the
Legislative Committee of the Mayors’ Con-
ference, and later the bureau receives in-
structions from the committee what to do.
If the bill affects only one or a few cities,
notification is sent to the Mayors of these
with a request for instructions.

The Dircetor of the bureau, upon re-
quest, appears before any State depart-
ment for any city.

As a result of this co-operative plan
each city in the State is receiving a needed
service which it could not possibly dupli-
cate by individual effort or for the amount
of money it pays.

[W. P. Capes, Director of State Bureau
of Municipal Information, in New York
Times.]

“Vertical File’” is not an illuminating
phrase: vertical—“a position perpendicular
to the plane of the horizon;” file—"a col-
lection of papers arranged according to date
or subject for the sake of ready reference.”
And yet the vertical file in the form it
takes in the Newark Library is said to be
one of the most illuminating parts of that
very illuminating library. This is the con-
clusion to be drawn from our examination
of the latest publication in the Modern
American Library Iconomy Series edited
by John Cotton Dana, the Vertical File, by
Margaret A. McVety and Mabel E. Cole-
grove.

This pamphlet describes in detail a sys-
tem which is a marvel of exactness and sim-
plicity for assembling, labeling, and keep-
ing up-to-date a mass of printed informa-
tion not to be found in books—of history
in the making.

1t has solved the problem for the rest-
less spirit of to-day of how to keep up
with and get ahead of the Times. The
“Times” themselves are right there where
you can put your finger on them!

It describes a semi-sutomatic method by
which out-of-date material is successfully
weeded out, to be destroyed, to be vreserved
temporarily, or to be preserved perman-
ently.

The secret of the lure of the vertical
file ior the average man, is that it puts in
his hand the moment he wishes it that the-
atre program that is always lost among
his papers, that leaflet telling how to read
the gas meter that is always missing when
the gas bill comes, that pamphlet on
mosquites that tells how to exterminate the
mosquito from the earth, and all those
elusive bits of information which are al-
ways not in the place where you left them.

[The Newarker.]

This month the College of Business Ad-
ministration of Boston University moved to
its new location in one of the buildings late-

ly vacated by the Massachusetts Institute
of Technology. Extensive alteratioms have
made tbe plant meet more fully the demands
made upon it, and the Library is in an
especially advantageous position.

The greatly increased space in the new
building will be utilized for the expansion
of several depariments., The Library of
which Ralph L. Power is Librarian will
house, in addition to the printed material,
the museums of the College.

The Commercial Museum will hold the
specimens of foreign countries, particularly
South American countries In addition to
foreign products, newspapers and catalogues,
a section will be devoted to American pro-
ductions and commercial devices.

In the Advertising Museum exhibits of all
kinds of publicity—newspapers, placards,
circulars, ete.—will be collected Special di-
visions will be devoted to various trades,—
coal, lumber and wool among others,

The Libravy, a gcneral reference library
of business subjects, eontamns a varied col-
lection of works on different bhranches of
commerce; government publications and ref-
erence boolks, Business men and investiga-
tors, as well as the students, will have free
access to the Library-—a privilege which
meets a vital need 1n Boston ag there 1s at
the present time no general business hibrary
available to the publie. The Massachusetts
State Library is primarily a legislative ref-
erence while the Public Tabrary has no husi-
ness branch With a wealth of maferial 1n
several hundred pamphlets which supple-
ments the books thie Library fully expects
to be of real service to the business interests
of Boston.

The I[tahan-American Information IZx-
change, with quarters at 203 Broadway, New
York City, has heen organized hy Count Ric-
cardo Gatteschi, who has the recommenda-
tion of the Italian Chamber of Commerce of
New York The purpose of the new com-~
pany is to promote commercial relations
between Italy and the United States. The
exchange announces that it will act as an
agency for commercial, industrial, financial,
and legal matters. A letter from the Mimstry
of Agriculture, Industry and Commerce at
Rome states that the agency has hecen recom-
mended (o all the chambers 6f commerce in
Ttaly. [U. 8. Commerce Reports, Je 7, 1916]

A confederation of the leading commercial
and industrial associations in Argentina has
been concluded, which will be known as the
“Confederacion Argentina del (‘oriercio, de
la Tndustria y de la Producrion” (Argentine
Confederation of Comniercial, Industrial.
and National Production Associations),

According to the original proposals sent
to the various associations, the object of
the federalion is to secure a moere concerted
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action 1n the nterests of commerce, indus-
try, and national production, and m defend-
mg the same before the public powers, com-
panies, or corporations, and to render iis
combined assistance, when necessary, to all
measures affecting the general economy of
the country.

The federation will study such national
problems as those rvegarding a merchant
marine and land transportation, custom-
housc laws, taviffs, and regulations; mdus-
trial and commercial legislation; organiza-
tion and mobilizution of credit; the develop-
ment of the hvestock industry, agriculture,
and all phases of national production, com-
merc¢ial treaties, and all questions that may
imterest the various associations formng a
part of the federation [U S. Commecree Re-
port, Je, 7, 1916]

No foreign chamber of commerce in New
York City is working more efficiently for
increased trade between the United States
and its home country than the Swedish
Chamber of Commerce of the United States.
It was formed in 1907 as the Swedish
Chamber of Commerce of New York, and
the change of title was authorized on May
7, 1915, enabling the chamber to extend its
work over the enlire country. Its object, ac-
cording to the certificate of incorporafion,
is: The fostering, facilitating, and protec-
tion of trade, commerce, and other relations
between the Kingdom of Sweden and the
United Stales of America for the interests
of those employed 1n trade, business, or the
professions within Sweden and the United
States of America; to gecure freedom from
unjust and unlawful exactions; to secure
and diffuse accurate and reliable informa-
tion as to the standing of merchants and as
to other matters of trade, business, finan-
cial, or professional interest in Sweden and
in the United States of America; to settle
differences belween its members, and to pro-
mote an enlarged and [riendly intercourse
between Llhe business and professional men
of Sweden and the United States.

The directors for 1916 are: Messrs. C.
FEdward Billgvist, New York City; John As-
pegren, New York City; H. G. Taube,
Ploomfield, N.J, A, P Lundin, Long Island
City; Hans Lagerlof, New York City;
Charles K. Johansen, New York City; J. W.
H. Hamilton, New York City; G. H. Lund-
beck, New York City; J. G. Bergqvist, Glen
Head, N Y.; Charles 8, Peterson, Chicago,
I1l.; Andrew Chilberg, Seattle, Wash.; C. L.
Eekman, Jamestown, N, Y.; J. P. Seeburg,
Chicago, Ill.; Birger Rosentwist, Roston,
Mass.; C. A, Qkerlind, Jamestown, N. Y.;
Franlkk Mossberg, Attleboro, Mass.; Albert

Broden, Reading, Pa.; H. B. Heiden, Seattle,
Wash. The general manager is Mr. John
Lokranz,

Important work was done by this organi-
zation during 1915 in making sales or ob-
taining agents for the goods of each of the
countries, respectively, among the people of
the other, in investigating market opportu-
nities, 1n furnishing commercial ratings for
both countries, and giving information and
advice on such subjects as imports and ex-
portg, taiiff and transportation matters, and
market conditions. Many firms and individ-
uals have codperated with excellent results.

The practical impossibility of Sweden’s
obtaining for its own consumption needed
quantities of various commodities from the
Luropean market has turncd the largest
part of its import trade to the United States.
Thousands of business men in both coun-
tries have taken advantage of these oppor-
tunities to increase thenr trade and have
freely availed themselves of the chamber.
This is shown by the fact thai the chamber
had more matters to act upon during 1915
than during the entire seven years pre-
ceding

Closc cobperation has always existed be-
twean the Swedish Chamber of Commerce
of the United States and the New York dis-
trict office af the Bureau of Foreign and
Domestic Commerce, and this codperation
hag preduced valuable results.

The growth and influence of the chamber
is well illustrated by the evolution of its
monthly bulletin into a real trade paper. It
is now known as the Swedish-American
Trade Journal, and developed from a mere
Jeaflet of a few years ago. Its aim has been
1o meet the needs of merchants in both coun-
tries with information and announcements
of peculiar interest to its readers. It is
nrinted partly in English and partly in
Swedish.

Durimg 1915 the chamber handled 1,270
trade and general inquiries, mercantile re-
ports, ete. Figures for the past nine years
show the growth in membership that has
taken place. These were: In 1907, 138;
1908, 217; 1909, 273; 1910, 307; 1911, 302;
1912, 308; 1913, 281; 1914, 316; and 1915,
402, Of these 402 members, 242 were in Eu-
rope and 160 in this country.

The library of the chamber receives regu-
larly the principal daily and commercial pa-
pers of Sweden, besides having on file Com-
meree Reports and other publications of the
Bureau of Foreign and Domestic Commerce,
and American trade papers,

The central office of the chamber is in the
Produce Exchange Annex, New York City.
Its officers announce that they will gladly
mail sample copies of the official organ to
interested manufacturers on application.—
[U. S. Commerce Report, Apr. 4, 1916.]
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Book Reviews

Straight Amevica. By I'rances A. Kellor.
New York: The Macmillan Company. 3lc.
Straight American is one of the timely, per-
tinent and handy little volumes constituting
a series devoted to Llie discussion of “Our
National Problems’; ils sub-title s “A Call
to National Service”, and it 1s dedicated to
“The President-Elect of 1916.” The volume
is devoted to a discussion of American na-
tionalism and the mmminent danger of uan-
assimilated heteropencous [oreign ingredi-
ents. Many candid und wholesome sugges-
tions are preferred relative to the institution
of more rational methods for the naturaliza-
tion and geographical distribution of for-
eign immigrants. The book contains chap-
ters on “The Native American’, “American-
Made Citizens and “National Unity"”, and
is an exceptionally well wrilten and logical
discussion of a social problem of outstanding
mportance.

Our America—The Elements of Civics.
By John A. Lapp. Indianapolis: The Bobbs-
Merrill Company. $1.25. This volume is de-
signed as a text book for instruction in civ-
ies in the elementary grades and the high
school as well as a general souree of infoi-
mation on eivic questions for adult readers.
The orthodox method of presentation has
been abandoned and greater emphasis has
been placed on the actual functioning pro-
cesses of government than on its anatomical
strueture. The book is cquipped with
a comslderable number of well selected
illustrations. Fach chapter is supplied with
a series of “Questions for Investigation”
and ‘““Questions for Debate” as well as a
carefully sclected list of sources for further
information. In the appendix is given an
outline of the powers, and duties of federal,
state and local officers. This bock should be
especially welcomed by progressive teachers
who are ambitious to emphasize the vital
processes of contemporary government,

The Literary History of Spanish America.
By Alfred Coester. New York: The Mac-
Millan Company. $2.50. At a time when the
people of the United States are expericncing
an unusual revival of interest in the his-
tory, literature, civil, social and industrial
life of the South and Central American Re-
publics, this manual on the literary history
of Bpanish America is of exceptional value
and importance. Dr. Coester’s treatise is a
complete survey of the literary history of
Spanish America, enumecrating and inter-
preting the social and polilical struggles by
which this literature was ingpired and de-
termined. In its general plan, the work com-
prehends the literary productions of the
colonial epoch, the struggle for freedom and
the independent existence of the several re-
publics. This plan woerks out admirably in
the elucidation of the subjeet since “the con-

;111“0“5 ol life during the colonial period, and
d];(;‘u(:]orrntriz1011‘alnll of the different countries
du ‘L'. 'lm revolutionary epoch gave a cer-
;11113 m’;m ﬂ-‘flf.\’ tlo their literan y productions”
and when Ireecoin was won “each country
]zgllii?ceqd”ltls oL\l\n course in literature as in
]_ &7 n Lhe exccution of this plan, one
chapier is devoted to the hterary produc-
tions of the colonial epoch, embracing the
period from the earliest beginnings of the
Spanish conquests and colonization to about
1300; th‘e revolu}mnary peciod extends fiom
ahout 1800 to 1830; from the latter date, the
liteva1 v history of each countrv is followed
separately, and the work concludes with a
chapter on “The Modernista Mo ement.”
The presentation of the subject 1s admuable.
There is a wood working hibliography snd o
satistactory index .

The Creation of Wealth By J. H Lochwond,
Indianapolis: The Bobbs-Merrill Company.
$1.00. Mpr. Lockwood’s book, although con-
cerned with economie questions, does not
deal primarily with the ordinary subject-
matler of works on the science of economies,
It purports to deal with the analyses and
application of modern cfficiency methods, and
in doing so emphasis is placed upon the im-
palpable cconomic forces whose operation
results in cveating and inereasing economic
production. The treatise is avowedly an
analysis of “the economie functions of the
mind” and an assessment of “the productiv-
ity of the {actor of mind ' Manifestly it is a
contribution, and a very useful and impor-
tant one, to a new science, “intermediate be-
tween the modern laboratory psychology and
the problems of economies,” whose emerg-
ence was heralded but recently by Prof.
Hugo Miinsterburg. In the evolution of the
science of economics, the factors of wealth
have been consistently increased. The Mer-
cantilists identified wealth and money; the
Physicerats added raw materials; Adam
Smith and John Stuart Mill added the pred-
ucts of land, labor and capital, modern eco-
nomices have enlarged the [ist by a somewhat
dubious 1ecognition of mental labor, the
[unction of the entrepreneur, in direction
and management, as a somece of wealth;
this treatise expands still further th.e' cate-
gory of economic factors by the addition of
“idea-wealth” and shows that “many thinga
which are not now constdered by econnmisis
as facrors of weulth must be so considered’
Starting with a re-definition of wealth and
capital, the treatise discusses “Expression”,
“Inventions and Discoveries” and “The En-
trepreneur”’ and then takes up some pf the
move perplexing preblems of modern indus-
try ineluding ‘“Trusts and Special Piivi-
leges”, “Socialism’”, the “Single Tax” and
“Conservation.’” The work is clear, 1'ez_1d-
able, mforming and a distinet conti thution
to the seience of modern industry

[
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