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2 General Princlples
with which the material {s presented, and more especially If coloar
reproduction it involved.  [f he has to deal with maps or plans he
\Nn&dlokmwhﬂmﬂnympmwdlnwmsudzl
way—auch as by the e of a panticular projection, by the lsometric
method, or in & stylised manner (such as the Underground maps,
which sacrifice accuracy in weale and direction to clarity and
concisenest).  Ho will abo be directly affected by the methods
adopted for filing and storape which can help or hinder his work
according ta the degree of skill with which they have been adapted
to his research heeds.

Thus the establish of any cataloguing or filing system in a
library must be preceded by & thorough navey of the tequirements
of the organisation which it will serve.  This will entall detailed
ttudy of the work of the organisatlon, the requirements of its
different departments and branches, the different types of possible
uters of the library setvico and thelr individeal Jines of work, the
different kinds of materfal which will satitfy their needs and the
amount of money avilable for purchasing them, the numbet of
atafl and amount of time available for dealing with the preparation
and handling of material the amount and type of space and equip-
ment available for its ytorage, the types of records required and
the difficulties likely 10 bo encounteted in fts everyday administra
tion. Unless nuch & survey {s made in the first place, the colkection
will grow up o & haphazard way and neither stafl nor readers witt
tain the fullest afd from the information which has been gathered.

From generalisations such as these It may be difficult to envisage
the day-to-day problems involved, but a few practical eampies
will immediately demonstrato the value of a detalled preliminary
wurvey A newspaper hbrary for Instance, is intimately concerned
with the filing of newspaper iy fn vast numbers. Their
system of flling i 1he key to ther wse and on it must rest the suceess
or faflure of the library sctvice.  From the very finst, definite and
rigid dechions must be made concerning such points as the
disposal of previows years files the filing of cultings dealing with
two cqui-important subjects, the drspodal of saperteded dippings
and 30 on,  Even though such a coflection may stant in & small
way tho system used tmunt be sufficlently Bexible to cope easlly
with rapid expansion.  An Industrial library malntainlag files of
trade catalogues will have to decide straight sway in how detailed
& fashion it I3 going 10 maintaln Indeves of individual ftermy, and
how far its avallable accommodation will permit the storage of

older material.







2 General Principles

with which the material is presented, and more espeaalty If colour
reproduction fs involved. 1€ he has to deal with maps or plans he
will peed to know whether they arc presented [n some apecial
way—such as by the use of a particular projection, by the lsometric
method or in a atylised manner (ruch as the Underground maps,
which sacrifice accuracy In scale and direction to clarity and
corkiseness).  He wall also be directly affected by the methods
adopted for filing and storage, which can help or hindet his work,
according to the depree of skill wath which they have been adapied
to his research needs.

Thus the estabit t of any cataloguing or filing system in &
library must be preceded by a thotough survey of the requirements
of the organisation which it will serve.  This will entail detaliey
study of the work of the organhation, the requirements of its
different departments and branches, the different types of povsible
users of the library service and their individual fines of work the
different Linds of material which will satlsfy theit needs and the
amount of money nvailable for purchasing them, the number of
stafl and amount of time avallable for dealing with the preparation
and handting of material the amount and type of space and equip-
ment available for it storape, the types of records required, and
the difficulties likely to be encountered In its everyday administra
tlon. Unless such a survey s made in the first pace the collection
will grow up In & haphazard way and nefther stafl not readers wilt
gain the fullkest aid from the Information which has been gathered

Teom gencralinations such sxthese {t may be difficult o envivage
the day-to-day problems involved, but a few practical exampies
will immediately demonstrate the value of a detalled prelimnary
survey A newspaper hibrary for lostance, fs intimately concerned
with the filing of paper clippings in vast Theie
system of filing is the hey 10 thefr ue and on f¢ must fest the succesy
or failute of the library service. From the very first, definite and
rigld decisions must be made concerning such poimts as the
disposal of previous years files, the filing of cuttingy deating with
two equi-important subjects, the dispotal of superseded clipping.
and 50 oo Even though such a coliection may start in a small
way the system used must be sufficiently ficxible to cope cadly
with rapid expanal An Indutrial bbrary ining et of
trade cataloguces will have to decide straight away in how detailed
a fashlon it fs golng to maintaln indeves of Individual ltemn, and
how far its available accommodation will permit the storape of

older material.
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4 General Principles

entail a sympathetic appreciation of the reader s point of view
The more expetienced the cataloguer the grester danger there Is
of his losing sight of the difficultics of the ordinary readsr who
s nejther u trained Hibranian nor & man who thinks {n terms of
recocded Informadan.  From experience 1t is known that refer
ences and added entries, annotations and explanatory matter can
never be too many for the convenkence of the reader On the
other hand there are definite limits to thelr number owing (o the
restricted amaumt el‘cnu\lotuc space and stall time available, and

to the ity for mat ing the \f in & sire which s
feptly usable. AL some entries and references,

white theoretacally correct, are of Ltk practical me and serve

only to inflate the slze of the X Thus the ! 3
ly faced with dechsh which can pever safely be taken

in & mechankal fashion,

This will me3n oo that dard hods may 11

have 10 be jettisoned in favour of something more peacticable
Thus, to peturn to the Brst Instance of an engraving, while ft may
bo of great interest to & coflector to record its measurements
within and without the surrounding rule, in most Libraries such
information may have to be sacrificed in favaur of & detalied
descnption of its subject whuch, after afl s in most cases the only
reason for ity inchuion in the collection.
Similar conditions apply to the choice of storage methods wnd
chpm:m. At a recent A)Ub conrcmv:: one of the spealent
of was even
more lmpomnl than tcoaomy in storage  This i a good poiat
and one which &t sometimes in danger of being forgotien, and
although it it true {t is al1o true that bath economy and accesd
bility in storage are urgent problems from the standpoint of reader
a3 well s the hbearian. 1o fact, of ¢ s possidle to peneralibe
about the factors governing the worage of speoai materul,
the following points would probably prove uppermost fn the
minds of most librarians
() accesubllity
{9 protection
{r) recording
{d) economy in Horage
though whether there would be general agreement on this parth
calar ordet orpmdm:eis doubtful,
ing of special 1 in & hbrary

To
e be based on 1he fonminx consderations
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4 General Principles

entai]l a sympathetic appieciation of the reader s point of view
The more expetienced the catalogner the greater danpee there i
ofhhlodn;dﬁ\!cf\bed:fﬁuﬂﬁuofﬁnmdmrymd:r-ho
fs nefther & tained fibranan nor a man who thinls in terms of
recorded information.  From experience it It known that refer
ences and added enttics, annottions and explanatory matier can
pever be too many for the convenience of the reader  On the
other hand, there are deflrite limits to ther number owing 10 the

restricted amount of catalogue space snd staff time available, and
to the y for maintaining the L fnasire which i

bently usable. A some entnes and references,
while theoretically cotrect, are of hrtle practical pse and senve
only to inflate the sze of the catalogue  Thus the catalopuer i
constantly faced with dectsions which can never safely be talen
in & mochamcal fashion.

This will mean too that standsrd methods may occavooally
have to be jettisoned in favour of hing mere practcable
‘Thus, to retarn 1o the first instance of an engrasing, while it may
be of great interest to a coflector 1o record fts measurements

deseription of fts subject which, after a1, i {n most cases the only
reason for its incluion in the collection.
Similar conditions apply 1o the choke of storage methods and
cquipment. At 8 hecent Asfib conference one of the speakens
minded a questh that ity of & was even
more imporiant than economy in storape  This i a good pomt
and one which I8 sanctimes In danger of being forgotten, and
although it s true, §1 i3 also true that both cconomy and accesyi-
bility in storage art urgent from the standpoint of reader
23 well &y the Librarian,  In fact, if it B posuble to pencnalise
about the factors governing the storage of speaal materlal,
the following points would protably prove uppermost in the
minds of most librarians
(a) sccessibility
(b) protection
((;))ncordin;m .
economy (n storage
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cular order of ) l
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must be based on the following comtlderanons







4 General Principles
cotail a sympathetic apprecation of the reader s polat of view
The more experienced the cataloguer the greater danger there is
of hit Joting sight of the difficultics of the ondinary reader who
Is neither a trained Ifbranan nor a man who thinks In terms of
recorded information.  From expencence 1t s known that refer
ences and added entries, annotations and explanatory matter can
fcver be too many for the conventence of the reader  On the
other hand, there are definite Limits to thelit number owing to the
Testricted amount of catalogue space and staff time available, and
to the pecessity for maintalning the catalogue in & size which it
kently usable. M some entrics and references,
whik theoretically correct, are of little practical uwe and senve
only to inflate the size of the catalogue. Thus the cataloguer is
Iy faced with decisfons which can never safely be taken
in a mechanical fashion,

This will mean too that standard methods may oceasionally
have to be jettisoned in favour of something more practicable
Thus, to return to the first instance of an engraving while it may
be of great interest o a collector to record its messarements
within and without the surrounding ruke in most libranes such
fuformation may have to be szenfioed in favour of & detailed
description of lts subject which, after al1, b in most cases the onlv
reason for its inclusion in the collection.

Simil2r conditions apply to the chowe of storage methods and
equipment At a fecent Aslib conference one of the spealers

inded & ! that ibility of d was even
more important than economy in storage.  This 1 & good point
and ope which B sometimes in danger of being forpotten, and
although it b troe it is also true that both economy and accessh
Hlity in storage are urgent problems from the standpaunt of reader
as well as the librarian. In fact, if it is possible to pencratise
about the factors governing the storage of special muterial,
the following points would probably prove uppermostin the
minds of most Ubrarans
(a) accexsibility
(8) protection
(c) recording
(d) cconomy In storage
Mﬁumm:wﬂkﬁﬂ-mlmwm
order of precedence Is douttful
ml'lf;mmnube the cataloguing of special material In a ibrary
must be based on the folkowing contiderations







ILLUSTRATIVE MATERIALS

Tuee effective use of the different forms of {llustrative material
depends on the staff the catafogues and the indexer.  Unlite
books \'hkb.bym;onoflhdrp\mhl form, adverthe thelr
m fons lack this powerful akd
(othdrusc. mmdommmuaﬂymmdlnnﬂommdsd
filing cabinets and pamphlet boves, each [fke the next, and grang
oo real idea of the very varylng importance of their contents. It
s casy for the reader 5 plance to stray along the titles oa the spincs
of books as they stand upon the shelves of a fibrary  on the other
hand, the effort necessary to search through fikes of fMustranoas
in a filing cabinet is one which is made only when the desire to find
definlte material on a subject b supported by some degree of
confldence that there are some useful items to be found there.

In common with the rest of special material, the prime Interest
of all Mustratlve materials is thetr subpect vatue.,  The reader rarely
wants to know the name of the person respontible for producing
the engraving, tho photograph, the film or the Mustration, and
still bess does he seek for other work of the same man merely out
of interest In the Mustrator himeelf  This subject-Interest domi-
natet both the construction of the catatogue and ndex entries
and the filing of the material.  Except in cases of the ant library
or the Hbrary devoted to the stady of [ustration processes, the
interest centres on the tubject deplcted—and the suceess with which
{t is reprodueced—s0 that every care must be taken to ensure that
suffickent entries are made under the namet of the subjects con-
cerned so that no lmportant aspect b overlooked.  Thuy, vwens
of a library on mechanical engincening will have little laterest in
the name of the engraver (however famous) of an engraving of &
horirontal stecam engine, whereas they may make m:my cnqunes
for it by the type of enginc its indinidual me, the
nameortbernanrhomadeh..mdthelhm;xnhlchithdmi(a
male or do, bot probably very fow of them will want to hnow the
titke of the perfodical in wiuch it fint appeared.  They will be kets
interested in 1he sire of the pnnt than in the degree of success
with which it depicts the engine and all its detalls.

But at this point the question of what form of entry ks to be
made must be considered.  Here again the cataloguer must cone
stantly remind himself of the purpose and work of the library

6







ILLUSTRATIVE MATERIALS

Tue cflective use of the different forms of illestrative material
depends on the stafl the catalogoes and the Indeves. Ualile
books which by reaton of their physical form, advertise their
contents and their presence, llustrations lack this powerful ald
to their use. Illustrations are usually stored in various Mnds of
filing cabinets and pamphlet boves, cach like the next, and piving
no real fdea of the very varying Impoctance of their contente, It
is casy for the reader s glance to stray along the titles on the spines
of books a3 they stand upon the shehes of a Library  on the othet
hand, the cffort necestary to search through files of Mustratiom
in a filing cabinet is onc which is made only when the desire to find
definite material on a subject i supported by some degree of
that there aro some tseful ftems to be found there

In common with the rest of special materia! the prime Interest
of oll Mustrative materials Is their subject valoe, The reader tarely
wants to know the name of the person responsible for prodicing
the engraving, the photograph, the film et the illustraton, and
stil! bess does he seek for other work of the same man merely out
of interest in the illostrator himself  This subject-Interest domb
nates both the construction of the catalogue and index entries
and the filing of the material.  Except in casey of the art library
or the library devoted to the study of illustration processes, the
fnterest centres on the subject depicted—and the suocess with which
it is reproduced—s0 that every care must be talen to ensure that
suffickent entries are made under the names of the subjects con-
cemed so that no important aspect {s overiooked. Thuy, uwrs
of a libeary on mechanical engincering will have lttle Interest In
the mame of the engraver (however famous) of an engraving of 2
borizontal steam engine whereas they may make many enquines
for It by the type of engine, its individual proprietary name, the
name of the man who made it, and the things which h helped to
make or do, but probably very few of them will want to know the
title of the perfodical In which it first appeared.  They will be lews
interested n the slze of the print than in the degree of success
with which it depicts the engine and all {ts details,

m.(mu,min(lhcqnctﬂoﬂof‘h:lformofmlryhloh
made must be considered.  Here again the cataloguer munt con
stantly remind himself of the purpose and work of the libary
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10 Hllstrastve Materials

strengthen the catalogue as a whole, and if the entnes for illas-
trations are made on distinctrvely coloured cards there can be no
danger of confusion in the mind of the reader if ke is familiar with
the maln principles on which the catalogue is based  The entrics
for illustrations should not, however be included in the main
catalogue If there is any danger of the entries for books bang
swamped by a mass of entnes fr comparatively unimportant
Muostrations.  To make a definite decidon, the catalvpoer must
decide what place the illustrations collection holds in the senviee
and how best the reader can be helped.

Assuming therefore that the library possesecs these three fyms
of Hllustration matertal, there will be three hind of entry to ke
made preferably on different-coloured cands,  For the bulk of
the matenal—ic single Diustrations, filed mounted or une
mounted—there will be subket entrfes and cross references.
Where a subject heading hat been assigned to an {Mustranon, the
heading is entered in a previously determined poution—aay the
10p nght-hand comer—en us margin and §f po eniry has keen
niade previously fot this subject a subject-index card is made
out snd any necaasan references are entered aither on the
back, or as in Libfary of Congress practice in the lower half of
the face of the canrd. [t is necessary 10 enter these or Ms-references
on the main subpect index entmy for wmithdrawals in iffustrations
collections arc more frequent than for books and perioadicals, amd
1t ks essennal 1o ensure that no umsupported cross-references ant
kft in the indev.

For most Iibranes requiternents there are no adequate Intt
of subject-headings  what Ints there are are mosth American and
are not, in any case sufficently specialised to meet the needs of
Bntih librares. Such lists, are however an important puide to
the lines on which suitable lists of subjct headmpy should be
buile, and 8 copy of & standard bst—aoch as that of the Librany
of Congress—should be Lept at hand for reference (o remind the
cataloguer of the procedure and references which he nught other
wite overlook and the standard principles of subject entry should
always be followed

Each Libsary thos remains f2ced with the problem of burlding
up its own List of sutyect headingy, and these must be related to
the work and purpose of the tndividual hibrary  To tale an
sctual caample  a library sdds an JMustration of & cantileover

heading BRIDGES—Cantilever 15 cntered on the

d The
::r:ii of the {Dustration and a subjpect-index card is also made
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12 Hilwserative Materials
Description Photographs, and small aketch plam of
town halks at Saffron Walden, Matk
borough, Dover Exeter  Hampstead,
Hendon, Cardiff and Swamen
Publication Detalls Portfolio of & plates, hsved as supplement
1o Archliectural Momthly  June, 1984
Size 9in, by 121n
and added entries would be made under the bames of the indrvidual
towns.

With regard to the indexing of (llntrations in books and
periodieals, it should be recalled that entrics should only bo made
for putstanding or very rare llems.  Hero all that Iy pecesvary s
the subject heading, and a bricf reference to the bool. or periodecal,
plus an occasional annotation.  For instance

LEMMINGS

Narural Hutory 19 185 Ap 46

Ross, A, Mice and other vermin - 1947 p 23 (colour)
where the first reference ia to an ilfustration in a pedodical and
the tecond to & coloured plate in a book  Claydfication and
shelf references should of course be added in all references 1o
material filed apart from the illustrations collection, so that the
reader can go from the subject-index direct to the item in question.
In connection with this type of entry the chapter on fAlms should
be read, for the analytkal indexing of films——cach shot of which
may be regarded oy & pacture—has many similarities to that of
illistrationy.

I entriea for lustrations are to be included in the mala cata
logue sequence they should be filed before or after the entriet
for books and scrials, according to whether the library considers
litastrations to be pnmary or supporung maitctial  Thh will
mean that they will normally be fited (on distinctively coloured
cards) following the cards for books and scnals Where there
are examples of the three types of rlustrations entry under the
same heading, the general subpect entry whould be filed finst,
followed by thoss for partfolios ctc., and then by those for aftus
tratlons In books and peniodicals.  Thn will ensure that the reader
s reminded of the of sngle W on his subpect,
before he i tempted to make mie of & whole ponfolio of of &
bound volume of & periodical for the purpose of obtaining & tingke
example of the subject for which he 13 looking. Whero the enthes
for Nmtrations are filed in & separate sequence the same rukes




shondd be folowed. to a single iodex of
rerder & 1be to qain Informition on the toal
boldings of material on any particofar subject b

ame procrdurs should in peocral be folowed by the staff.
reasom for ths rads are that bn the firgt phace it s moTe economical
to refer 10 & cxrd-index and to identify the rgiht heading, rather

;:d. thould be kept
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dinstratlve Afaterials

BBC T irviviom Library
ostratiom Collection

Felrly heavy paper should be chosen for mounts Corbett
sugpests 240 Ib, weight per thowand sheets, 20} in. by 25§ in.
The sizes of mounts vary very much in libraries, but the most useful
method is to have two sizes—10 in. by 13 in,, and 14} in. by 19 in.
—which will prove suitable for all but the most unusual material.
As to colour the most usual cholces are green vandyke brown
grey and light cream—if potsible all thee colours should be
stocked, 50 that the best background for each illustration can

be chosen,

For unmounted material a manila folder so constructed that
it will hold the Mhustrations without thelr falling owt can earily
be made with overlapping flaps or in envelope form. Valuable



protection, cin be placed i cavchopet,
which cin themuetves be movnted ca spechlty
mgumum t R
ontwnd form ft ascmes—siedd Bfing fitre boves, of
wooden casen—~is meredy sa sdiooct to the collection
0o can hare 3 £ood oollection stored n 63 cardbodrd boxes, whils
the iy hide v veey ndeqoita st of maerhal
Bul the contaleer both reader and stsff bn

on (e chokce of slorape equipment are
(1) whay b the Luith siee of the collection to be, and what b
v probable rst of cxpunsion tobe?

and bow mect will be wvadhablo annoally for replacements
304 taparsion
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equipment 1

5) how much of the staff’s thoe can be devoted to Aftng and
xmterance 7
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" Muatrative Materials

Fairly heavy paper chould be chosen for mounts Cotbett
suggests 240 Tb, welght per thousand sheets, 20} in. by 23} 1
The sires of maunts vary very much {n ibraries, but the most useful
method it to have two sires—10{n by 13 in., and 14§ in, by 19 In.
—uwhich will prove ruitable for alt but the most unuual material,
As to colour lhamoumu:ldwtcummm.nndykcbrm
grey and light eream—if ponsfble all these colours should be
nocked, 50 that the best background for cach Uhntrtion can
be chosen,

For unmounted material a manila folder so constructed thay
ft will hold the nstrations without their fafling cut can eanly
be made with overlapping flaps o In envelope form,  Valuable






16 Wstrative Materialy
down from the shelf casily cartied to a table or to anather room,
and 2re comparatively | ive  Rept nd
sdditions do not involve large expenditure enable the cott to be
spread over long periods, and repairs are simple  Uniformity is
desirable but not exential, 30 that the library b not tiely to be
teld up for vory long by the discontinuance of a specific 1ype of
box, since suitable boves are available from many different
companies.  Vertical files are eaty 1o use, present & good and
efficient appearance and give good protection to theft contents
they sre procyeally permanent, and rarcly require repale or
adpstment.  On the other hand they are expensive, supplics are
short, and sdditfons eat heawily into library cxpenditure Lateral
filing is a faicly recent wnovation  #1 §s hased on the principle
of suspending files of variows types from raws of raik fived in 2
cupboard. In this way it enables & larger number of files to be
stored than fn the vertal file since thers sre no Intervening
partitions and full advantage {3 1aken of every fnch of space

The plan file is also well worth considering  this it & Gpe of
equiprent which « much awed by architects and surveyory foc
the storage of maps and plans.  This consists of & lLarge steed
container & typical plan file is about 3 1L 6 in. high 4 fL 6 in.
wide and 2 ft. 6 in. deep mounted on wheels, Such a coatainer
will store upwards of three thowsand unmounted fteme, and
many more if double or tnple parallel sequencer are uicd, The
mterlor contains Gficen marn lolders of very heavy manllz, shich
are supported by metlaf rods fitting Into grooves on the sidey
1he sods monsing along these grooves on balf beannge.  Tack of
these folders 1 flanked by three spengs whuch have the effeet of
compresung and supparung the contents in A vertical position.
Into cach of these mamn foiders are put four or more heavy
manila falders, which are the containers for the materal, thin
giving sivty disisions fo the file. The contsiacr is covered by #
steed Hid which, when opened discioses a detatled plan of the
contents, Small matersal can be filed economically by using
paniicl sequences of foldery haif or a third of the wilth of the
cabinet, or by using a concertina fokler each of whnse sections
is rather lest In aize than the previous distuo. The wholke of
the containes 13 constructed of steel with an apner Linung of
asbestas, whkh gives 1 as fireproof & quality ar can be expevied.
Such a ik i the 1deal answer 1o the problem of stoning snmounted
maferial, since the compressive quatities of the folders and thels
sphngs do not allow the material 10 sag of to sink to the bottom
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20 Hhustragive Materials

provide stout envelopes relnforced with cloth edges for the
storage of envelopes during translt,

There is not a_great amount of Hterature on this sobject.
E, V Corbetts The Ilustrations Collection (London, Grafon,
1541 158 papes) gives a very good survey of all axpects of the
subject, and descnibes some of the principal illustrations cot-
lections in Britain. Particular attention should also be pald to
Marcelle Frebaults Picture Collection (5th ediion  Newark
NJ,, Newark Public Library 1943 87 pages) which describes
the practice at Newark Public Library which has one of the fmest
Mustrations collections in the world ~ A pew edition of ths book
Is in preparation  The September 1984 cdition of Specid!
Librarfes is devoted to the Picture Ditidon of the Special Librarics
Assocation  several of the articks decribe ltustrationt
collections.  The public library aspect 1s dealt with in Chzabeth
Wild’s Viual Aids in Publie Lidrartes (London, James Clarke
1951 96 pages). The systeman use in the famous Hulton Press
collection is deseribed In the Jowrnal of Docamentation (Vol. 6
March 1930, pages 12 10 24) and still of value ts The Camera as
Historien  a Handbook 10 Phorographic Record W ek (1916), by
H D Gower L.S Jastand W W Topley Further references
will be found in the reading list on page 100



LANTERN SLIDES

T trestroent of hantern sfides differs cnly bn their fiing.  An

Amerian
umilotted partinons, the hintern sides betng mp-
pocted m batches of fivw or #fx by sloped adjostable tabbed index

Nt ot € fud,



20 Hlustrative Materialt
provide stout envelopes reinforced with cloth edges for the
storoge of envelopes dunng transit.

Thero 1s not a great amount of Merature on this sublect
E. V Catbett s The Ulusiratfons Colleetion (London, Gralon,
1941 158 pages) gives o very good sutvey of all aspects of the
subfect, and describes some of the principal fllistrations eof
Iectlons in Brtain. Particular attention should ako be raid o
Marcelle Frebaults Pleswre Collection (5th editlon,  Newark,
N.J., Newark Public Library 1943 87 papes) which desribes
tho practice at Newark Public Library which has one of the floest
Rluttrations collections in the world, A new edition of thit book
is in preparation  The September 1954 edivon of Speckd
Libraries is devoted 1o the Picture Diszuon of the Special Libranes
Association  several of the aricls describe  {llintratons
colkections.  The publc hibrary aspect it dealt with in Einateth
Wild s Fisal Aids in Public Libraries (London, James Clirke
1951 96 pagest  The system in use In the famous Hulton Press
coltection 13 descnbed i the Jowrmal of Docwmentation (vol. 6
Afacch 1950, papes 12 to 24), amd still of value & The Canrera 41
Histarian @ Handbook 1o Photographic Record Work (1916} by
¥ D Gower L.S Jastand L. W W Topley Further referenees
will be found in the reading lst on page 100,
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2 Lantern Slides

dividers (spaced at Intervals of about three inches)  Another
model from the United States shows indhidual slotted drawers
contalning single rows of lantern slides, the sldes ridng threes
quarters of the helght of the siides and bearing indec entnes
correspanding with the position of the individual items. Some
libranies provide an examination table comsisting of a prownd-
glass surface ifuminated from below by a strong Light,

The order of armangement of lantern slides should jdeally be
alphabetical by subject, or numencal by dassification number
but the poutilities of lessening their handling by filing according
to ordet of accession should not be overlooked, since this myy
reduce the danget of their being broken.

Lyle F Perusse s Classifying and Cataloguing Lantern Slndes
for the Architectural Library ™ (Jowrnal of Caraloguine and
Classification, Yolume \, No 2, Apnl, 1954 Pages 7710 8)
gives an excellent nccount of current practice at the hbrary of the
University of Minnesota School of Architecture which Is recelving
both 3 % 4 m. black and white slides and 35 mm. black and white
and colouted transparcncies. In that hibrary both types are

lassiffed * first chronol fy then subdivided peographicalhy
with other subdivisions for type of structute and photographa
medium™  Other articles on the same subjeet include Gerhard
R. Lomer s * Lantern Shde Storing and Cataloguing ™ (CenaLan
Librarr Assockation Bulletie \olume 4 March 1948 Pagee 119
to 122), and Lydia hohns “ A Photograph and Lantern Sude
Catalogue in the Making © (Library Jowmal \olume ST Nover
ber 15 1932 Pages 941 to 945)  The Dritisth Standard 1517

1932 entitled, Filer Strip and Lantern Slides (Brithh Standandt
Jratitution 1952 12 pages) gives definitions and dimensiont of
three sizes of fantern slides.
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BUSINESS ARCHIVES

Rrcomps are hept primarily for reference parposes n the everyday
busi of admunt in and industry and that,
from the point of view of the firm s ther principal vatue. The
chief requirement fn any organisation in caring for fts archives 1
& svatem of grouping the records produced dally weelly monthly
and so on, into varfous categories according to the need for tee
prescrvation  There are some items which can be destroyed
within two years, some may be retained for (say) five years and
then consldered for destruction—the underlying guide for pee
scrvation being “ Do we need this 1" Certain ftems are bound
to be kept for all i fnute books, for | while thost
kept for shorter perfods can be examined from tite to time and
cither elminated or if there is any doubt, transferred to longet
term groups.

In additdon, most commercial and industrial concerns of any
standing are proud of theit hinory —however short—but base
20 far taken few steps to preserve the records of it apart from
what might be termed the museum type of item.  Nevertheless,
in recent years, recognition has grown with regard 1o the import
ance of consenang ding d and this Thility
where it has not been delegated to an outside organization such a3
the Council for Business Archives, falls in many cases on 1o the
shoulders of the librarlan or information officer  If the recordt
are to be of any value, their collection and documentation cannot
begin too soon, and all members of the organisation need to be
kept fully informed of the purpose and advantages of presening
the firm 1 archives so that the conservation of every (tem {s daly
considered at all dmes.

The conservation and care of business archives must of course
take precedence over their acoeasibility though the latter s of
the greatest importance. Preservation s especiafly important
nowadays when 30 much valoable evidence of a8 organitation s
growth Is In the form of duplicated material of f printed o
typewTitten on very poot paper which will not stand up to much
handl The sibil of L jion as a method of pro-
tection for valuable but fragile records have not been fufly explored
i this country 3o far but they are well worth carelul comideration,
mhllm(naounmmdlmuhmwm
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28 Business Archives

reflected in the chronological fifing of ftems on varioes related
subects,  Analytical ndeving can schieve the same obpecrive
without breaking the original sequences.

Before the cataloguing and Indeving of records can be discuwed,
It 15 necessary to decide what form thelr filing and storage wilt
take for the first it dependent on the pecond.,  Archives have 1o
bo protected from the dangers of dirt, damp, fire and rough
handling. It i3 essential therefore that they should he howed in
suitable containers, and that the circulation of alr round ther
should be as free as possible.  The merits of the different Linds of
containers now availzble have been the subject of mnxh d
cusson  Metal containers have obvious advantages  they resiit
the action of fire and are not easlly damaged, and they need 1o be
replaced only at fong intervalt. On the olher hand, some
authorities object to therr use on the grovnds of thelr being almost
airtdght—a dition which may mildew—and ther
sharp edges add to the danger of tearing the records,  Inaddinon,
the steel may rust in some atmosphercs.  Access 1o alf can of
course be provided by bonng holes in the contafners it should
also be polnted out that air can bring dirt, 50 that the free oir
culation of air {s not entirely benefidal.  Miltboard or stramboard
comtainers are for variows reasons {including those of expeme) in
peneral use An American writer has however
recently that “ the only containers found proof against both fire
and water have been those comstructed of foll-clad presshoard
(A E Kimberley  New Devel in Record Containers.”
American Archivist XU pages 233 36 July 19%0)

Dosslers can be stored tn strong manila envelopes  a soliable
size has been found to be 13 ~ (1 inchet, Loose papers can b
roounted on guards and sewn into et in book form. Thelr filing
in bowes thelved like bookt i not generally spproved by ex
archivists who have found that the vertical iling of records in this
fahion tends to subyeet the foreedget of the documents 10
overmuch wear and tear  1f preservation (n bowes b8 necessary
for one reason or another 1t 1 best to store the bovey flat upen
the shehves, thuy subjecting the docoments to &3 Litle movement

a3 possible.

Rolled documents are best Lept in boxes, the farper sires being
filed in prpcon-holes, preferably in a cuphoard, 10 that cxposure
1o dust and light {s reduced to & minimum.  Books which are of
contlderable size and woght, such a3 the farper ey of bedper
should be shelved vertically with supports between every two
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i Baxresy 4rckives

records.  Each item on each b sh~old be nombered 10 comres-
nond wath the similar nombers o the tem of the astoal recerd.
The inden inddf needt 10 be exhasme  every mgiSant
menton of 2 name, a place, of 3 mbject of interest 1o the orpam-
At thould te anahyed. In peoeral enmmes will e tnef,
though annotapons will comemath be pevesary AR eatne
can be ket in the ame alphabetcal mqoense

Phitpot Co. merper 19.7 59.13¢5
Plmnm, Edward
appamiment 10-10-33 S 13867
promonon conide Rkes 97 38 S 4 a
resignation 154-%4 S 1842114
Pillee \illage scbeme
plans 1947 AV IR ]
atandonal 1948 S peeTs

1t will be notad that the idennfyng TN comnt of a comtiar-
tion of the shelf mumber the accesuon number of the indreidual
file, and the number of the ttem 1n the le. A card index of Cut
kind, whch can te expanded mdefimiely should preatly redote
the pecesmity for searching thromgh the filss and contunen
therapehves,

Nof 2 preat amoumt hae been wnitten on buanest archnes in
Bntun interest has rather centred on the problem of preserving
the Tast quannbes of nat vl and 1ocal povernment archnes efthe
rast.  More in f32 bas been done i the United States of Amenaa
where moch attention has been paid 10 the comservanen of otk
ness archiver, resultng in ok madch 23 the scheme in fece 21
the University of Tews livrary which presenves the recordt of
severa] large off 7 under 1deal & Neverthelest,
two peneral handbools will be found of great assstance S
Muller 3 Mavaad £ the Arnamprerent and Desonpooa of Arckires
trantlated by Arthur H Leavitt (New York, HL W Waliem, 1940,
2285 papes), which was sponsored br the Setherlands Assocuanea
of Archivists  and Lilitn 7 Redstone and Francs W Steets
Local Recordr  1har \anoe ard Core (London. Befl, 1991
x¥ 246 pages), which was spomiored ty the Soaety of Archaviers,
acnng m conjuncilon with the County Counails Aswesuanen and
the Liteary Assoclation.  The files of three penodicaly will alo
belound hdpfol  the mericay Archiust whch bs tnainty devoted
to buuness archives  and Archives, the orpn of the Brinh
Records Assoclation, and the 2lerix of the Socrety of Archrub.




MICROFILMS

microfty tn bbeanes at the present tine b
‘gmvhm‘:! bt 1t b | 23 move and more
of te gt Ebraes fetall microphotographic equpment 1od

bas been wet wp for the egrrn of making e
svalabie ln ewerofihm form. The Slip grven to microfilms by the
war when many wniqoe and dovument wers copied by
ta

of microfis b not very different from that
of the onpmals whoch reproduce, eonsisting maisly of
dditionn g the physical form of the fims and the
techmes! probiem whach that form mvotves,

To the normal catalogoe emtry for the ongimal work, therefors,
thortd be added yome, 1f 8ot all, of the followlsg pofms

(a) whether & copy is posttive of pegative.  Coples sapplied by
commercral are orally postives, bt in the case
of copees made by hbrany the teproduction i often the
ongmal aegatnc, owmng to the becrmity for kexping down
coths gnd to the 2t that addihona) copses are tabkely to
e needed.

-

1) derailed collanoa of the origiml, Uf important, This
sheayy of o the st

patage for winch be 13 secking, bt i1 msmlly only under
aken m the cam of rare works.

() the namber of recly, if more than one.

() the Jength of the fm, in feet, Hf B varses from sandard
of 100 f (L. ¥0O frames), e

m(h-nd:ho(&-ﬂm.d‘hhﬁﬂumbmhhuhrdd
33 o Thot 8 of bnpontance, it sdicatey
dm&mhn&wmhh B e

n
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(/) whether the frames are horlzontal or vertical This agaln
hmdl direct bearing on the sultability of some makes of
reader

(g) the position of each work on the recl.  As the standard reel
consists of 800 frames, and can thus reproduce 800 or | 600
pages of the orlginal (according to the size of page), it it
quite nsual for several works to appear on the same reel.

(k) the maker s reference number and description—for con-
ventence in jdentification and in replacing in the case of
Toss or damage—or the source of tho ordginal in the case of
microfilms made from borrowed material,

() the location of the original ju the case of unique or very
rare works.,

(/) any further Information whichk will help the reader to
determine whether or not the microfilm wiil fit a particular
form of reader This would in zome cases include the
degree of reduction which would indicate whether a partls
cular reader would be suffidently powerful for the purpose.

Whete a library makes Its own microfilms, it is wise to arrange
for the cataloguing detafla to be noted during the process of
Alming, since the routine of actually cataloguing from the micro-
film {tself can bo somewhat tedious,

Identification marks should be made on the mkrofilm fusell
and on all its parts as soon as posuble  the dentification of an
unmarked flm is likely to waste time and to prove vevatious.
All films should be accestioned and the accrssion number entered
on the folloning places

(1) the leading strips of film, by ekectric pencll

(2) the metal recl and metal container by painting with white

enamel.

{3) the cardboard box containing the metal holder by means

of a gummed label giving the title and brief contents of
the flm.

When microfilming long works—especially those o several



reeh shonld
e carefully noted the At (bl pohnt, it
shoald be emphashed that it b ementhl to mke phin to the
reader that the bs on micToflim, by stumping tho

word MICROFILM scrom the candogos card ot 1¥p in
ettery b & distloctivety-colowred k. The pre-peinting of
0 sach @ manmner is not boarly a3 effective, 11 raadens tend to
fgnore priot of the kand which superfichally gives the Impeesdon
of bang an lotegral part of the card.

of microftm
s equal 10 that of paper given muilabie stofage, homddity and
for taerofl
worge fn metl—uwmlly when ot ia
me. The standard cossrucnon of u sultable contalner b
hbed 1 the

coatnne to More microfitm
verbeally  AtteaUon b o drawn 10 B.S. 1371 of 1047 Affcrefim,

Readers emd Reels, wtuch covers 16 and 35 rm, readers and reels.






Reowagion Kan) Microlim Srorge Cetunct  ooke saptation of

Mezodird Fing Cabeort

Tacroflm, of showt usty 100 L rolls of 35 . Slm, The Blm bs

fied omwne m tbe drawers 0 Daclliie ientification, emd by
eemmdng nphy ecrocs each row of flsy

the mefillog of & paruculyr cootlainer quckly be acticed.

an
tapve homadity of $1, (as recom-
mended by the Usred Sutes Boresn of Standardy) b
aadatic wihoo R bt
o sboormally dry the torage cabyoet can be Stied with 3 mfo
» conditsoos atr



1 Fllm Stvips

o addition to the wealth of American materia! on thit subject—
details of which can be obtained from the H. W Wikton Company s
Index, Library Elteratare —~the folk g Hems ars dedd

Eastman hodak Company  Storage of microfllem, shect
film, and prints (safety film base and paper base materiaty
only) Rochewer N Y, 1346,

Jolley Leonard. The use of microfilm for completing sets,
Joxrmal of Docwvrentation volume 4 pages 4) 1o 44 June,
1948 (In this article the former hbrarian of Scily Oak
Colleges describes the work of that Hbrary in microfilming
snd recording film of important lacunae in the serlals
maintained there).

Microfilms in public librarkes  some notes on procedurs
from Mancheiter  Librery Associarron Record volume 30,
pages 42 to 43 February 1948 (This paper deseribes 2
syriem with remarkable points of simelarity to that in force
at Seify OQak Collepey)

Libeary of Congress.  Descrptive Catalopmmy  Divssion
Rutes for descriptive catalopuing in the Library of Congross.
Washington, 1949 Pages 97 and 9 10 100

The tuks for catsloguing and trestng mscrofiims in severat
American bbranes are tabulsted and compared in the artick
“ Microfim Catalogusng Lacks System, by H 1 Jomes and
¥ Hsgan, in the Lebrare Jowrnal 1st Apnid 1947 pages 505 to 507

FILM STRIPS

Pri strips are wually well protected by ther individual metal
containers, and necd merely fo be ket in & wafe place The shape
sod size of the contauners makes thar storags on shelves unwyitabie
and n 1, and fifm anps are therefore bost filked s
shallowr botes or drawers Atted wuh pastitions ot shaped ban to
hold the canusters in postion. A stedrawer cabinet, 12 inches
decp, 33 inches high and 1S inches wade, wifl hold 336 fiim
drips kn 1} inch individual bolders Teaching of fecture notes
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40 Fibm Stripx

Tile eniry~HAMMERING AND PRESSING L]
21 frames. Pathé, 1950, (Dhtr  Britich Fastroctiona!
Films), Lecture notes,

Subfect exiry~FOUNDRY WORA &7t
Hammering and prewaing. 21 fr  Pathé, 1950. Lectuns

Provldingthatthebathntﬁmcnu—yrdmtalmmmkm
ciear by using & specially marked or distinctively colouted crd,
there It no reason why entries for amall holdings of fim wrips
should not be Incloded fn the main catal of books, ¢te.
Tttustrations of film strip cabineta often appear in the advertise
mweot columns of the FiUm Urer & moathly Journal devoted to
16 um. films and Almstrips.  In addition, the storags eqoipment
used fn the Shefficld Education Offics s fHustrated and desafbed
page 576 of valume 7 (1953) of that journal Standard soes
g?mmnﬂpsuogh-enlnchﬂthundmimumdhm
onLﬂutu‘uSﬂda(.Nﬁm




GRAMOPHONE RECORDS

RAMCTNOG Mmmdhmdm
god:rnm:w-y and theit trextent

seangrment of
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The atlegue, shorfore, mut be well comstrocted and be
wmm-nﬁu croserderences sd added catries us
posubie, wﬂmhmbwwhm In the
G of a collecnon of recoeds of svasdo {t mant ba Pemesibered
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2 Gramaphone Recordy
There are many items which can be lucluded oa the catalogue
entry  the essentiat of these are

{3) the number of sides

(4) tho bsulng compagy

{%) the number of ths record

(6) the size—L e, the dlameter In inches

{7) the instruments  andfor voices

(%) the artist or artisty

(9) the contents of the reverse or  odd™ side—or of the same
side if two of more compositlons oocupy one face

(10) method of recording, in the case of pre-ciectric disoy

(11} some indication or symbol where & set of records 8 desigoed
for automatic coupling

(12) playing speed 33 35 or 78 reva. per minute  an important
dewmil wherever special (urntatdo adapters may be requined.

In additton to these items, the following points all contsia

information of definite agshitance to the reader

{(g) & reference to the score, if it {s in the library 3 collection

(8) in the case of vocal munic, the anthor of the text and the
pame of the original langusge as well as that in which it
is sung on the recording

(¢} in the case of the larger works, & listing of the varion

movenments i e
(&) if poxsible, reproduction of the opening theme or themes
{¢) If possible the date of recording
(/) the date of prue—which often differs from the date of

(¢) the matrix number—un hich helps to identily a record which
Is rekeased [ sovers! different countries with perbaps very
different labels.

(k) & brief noto if t i a recording of an actual performance
before #a audicace

@) tho time of playing, In minutes

of these items which can be included will depend on
xmﬁmm;hWMMUmmw
altotted to this work. It b troe that space on & catalogue card
or slip 1s very Hamited, but such of the information which it of
minor Importance ¢an be entered on the reverxe of the card if

DEOSIEATY



Ths, although interest by the composer and the titke tike
Loteressed in the work of
fntrerested.

reacy s, B of tnterevt in each of tha Bve |
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42 Gramophone Records
Tba‘cmmmylmmwﬂd:cnnbeindudcdonthecnu!om
entry  the essentlal of these are

(1) the

(2) the titls

(3 the pumber of sldes

(#) the trsulng company

(5) the number of tho record

E%)ﬂmlzdz:-—l.c.ﬂ‘ndhmcr in Inches

(9) the contents of the reverse or “odd™ side—or of the same
side, If two or more compoaitions occupy one face
€10) method of recording, in the case of pre-clectric discs
{11) same Indication or symbal whero & set of recocds is designed
for autamatic coupling
(12) playlng speed 33 48 or T8reva. perminute  an important
detail wh special k d may be required.
In addition to theso ltems, the following points all contzin
information of definite assistance to the reader
{a) & reference to the score, f it is In the library s collection
(5) In the case of vocal mundc, the author of the text and the
name of the original language a3 well ay that In which It
is sung on the recording
(c) in the case of tho larger works, & Iisting of the varlows
movements

(d) if ponble, reproduction of the opening theme or themes
recording

ble,
{e) If pomible, tho date of
(f) the date of isxuc—which often differs from tho date of

recording
(£) the mutrix pumber—which heips to identify & record which
{s releated in soveral different countries with perhaps very
different [abels,
(%) a brief note If It fs u recording of an actual performance
before an audience
@) the time of playing. in minutes
The number of thete ftems which can bo locluded will depend on
the Mibrartan s deciston conceming how much stafl tIme can be
allotted to this work. It ja true that space on a catalogue card
or alip Is very limited, but such of the informatlon which Is of
minor Importance can be entered on the reverse of the card if

necessary




Gramophone Revorss 4S
The titke thould be ghrea In the langmage of the odginal thos,
e kanen sicher wilden™ rather than "ﬂxzpmyg{dz
g, end “Welitfichs Cantata™ rasher than “Secalar
ExcepA i tho Taoo of 1he Sew uyoal Langeages, vach as Revtian end
Cron-vefereacey

i

e merryeasy added
1o any case whert the recoxding oy
o o ach &3 o =10 of & plano or & part
oored o e

Q1) 40kokss() or ko Inetrement(s)



4“ Gromopkone Recordt
Tho recording should be entered under the name af the com-
wor

religious musie which fs part of the Iiturgy of a service, it is best
10 enter ft under the name of the Church, together with the name

Prayer or CHURCH OF ROME. Tenebrac—whether the
recording fs part or the whole of the service. I the case of
recordings of works by two or more compoters, the entry

be made under the name of the composer first meatloned oa the
titke-page of an autharitative score (act eccording to the record
labels, which may prove mitleading {n thit connexion) with
added entrics under the other names.  Thiz appites especially to
lighter mutic of the mi variety
\anlhcwofkhunonymmuluhouldbemtcm!undtf::

dyrd ork Lok

accepted rokes
bo mads, at discretion, for arrangens, transcribers and cditors.

Tho body of the entry below the heading should comsist of the
foltawing Hems

(a) title

(b) opus number

(c) label tthe—if different from (o)

{d) dexcription

{¢) maker's name and matrix gumber

{f) date of imsve—and date of recording, if markedly differcat
Ooc form of titke should bo chosen for each work and adhered
to comistently  Thos fn the case of a violin concerto which ono
maker will describo as a concerto for violin and orchestrn, while
another will simply dﬁcﬂbc.h n:lnlv}oﬁnt concerto, one form

should bo d <4 and the titho on the
label being given In (). A common policy in theso matters
should be [afd down so that the as & whole is |

and In general it shoufd bo nuked cither hat the solo Instroment
;bonldb-:dwumu(u[uviollnmmo).wlhermm(uln
Moforvio“nlndombum)mfdh‘wlhcnecdlaflfn

Individua) Nbrary



Gramophome Records 4

of comrae, be made from all forrs of the trtie not owed.
Where part of a coryosit work b being ataloged, it should
be entrred wmder the tite of the compicts work, foftowed by t

e brocgit togrber.  Here agpain, crom-referenoes should be
e from the ttie or opening words as required.
The etry for the habel thie should be restricted to the name of

{atbreriated “ree”) shocdd te after
o ot D tiven after the date

SAINT SAENS, Curies Camille, I835-1921. (French). Dame
maatre. Op 4. (Dunce of Death)
Jrerhonic poem,  Victor/14162. 1937 rec. 1935

Mot iy D REVERSE. Rach, 1. 8. Gavote.
e neormary sd3ed entries.

memher the opo Where
Mddmihwhmlhefﬂo-ﬁnmwh
(1) tobonttly) or solo & o



46 Gramophore Records
Q panist or ying instrum
(3) orchestra or ensemble
Th(:) name of conductor
name of the arranger should always be given against the
particular performance catalogued, as by no means all recorded
performances are arranged by the same person and similar
arrangements should be brought together
; The next paragraph should be devoted to the following the
terms
(@) number of sides
(b) diameter of disc in Inches
(c) number of revolutions per minute 33 45 0r 78
(d) matrix number
(e) automatke of mamual g
eg 2sides J0in. 78rpm. (Matrix CA 15651 52)
A final paragraph can bo devoted to the description, where
it Is preferred to Leep the title part as brief as possible, e.5.
Joseph Szipetl violin  Nilita MagalofT pano ace,
Szigeti's transcription for violin and plano of part of the string
orchestra suite, based on dance tuncs from the Orcfresographie
of Jehan Tabourot (Theinot Arbean).
Abbreviations will be used wherever possible both for terms
which will be readily recognised, and for makers of records, thus
Instr, movts, posth., orch, pke. pf, pf. (4 hds) Bokh,
Dan, Eng. Fr Ger HMV COL, ete
Added entrics and cross-references should be plentiful if the
collection is to be fully exploited—afier all the resder usually
has not direct access 1o the records, and even If he has the catalogee
entry with its additional { ion and Id drawn
from standard works of reference can often grve him greater
and morte accurate details than he can himself obtain by actually
examining the disc.
Added entries should be made under solokts, orchestras,
conductors and performances where necessary  Added entries
under the latter are useful in the case of an unusual or outstanding
performance, such a3 the reappearance of a famous sololst, or &
performance conducted by the composer himsell  Added entrics
should also be made, at discretion, for ammangers, editors, trans
seribers, authors of words (in the casc of vocal worls) devigners
of chorcography of sccnarios, and tramslators, titkes, and form or
pationatity of music. mm_m(h;cnuuf!heulmplcofSAlNT

SAENS, the added entries would




Grexxuphowe Recordy A7
1 Orchestra. 2. Sympbonk poems. 3 Dance of Death.
L Pibdephla Orchestre. TL Stokowikd, Leopold, 1883~
. thie.

hould be rmade, iT it b thoutht
ihabie enoggh, for the comenty of mediys and seiectiom, ¥3
votume of

misexllaneons
The dided entry for patioral mmic b ofien of grent immportance
R shoold be made under the tame of the country followed by
the form of muskc, e
GERMANY Folk Dexns.

THs b usmlly the most importmt form of entry since the
{Wmmhmmmmmkdmm
orgoter,




4 Gremophont Records

cditors, where these would be of assistance to the reader In
some cases records of this type are issued topether with 2 book of
lectute notes on the same subject—Ludwip hoch% books oa
burd-songs, and the Linguaphone and Assimil language courses
are wellknown examples of this—and care should be talen to
Iink up the one with the other and if possible to heep the prted
rrter next of mear to the record to which it refers.

All discs should be marked with their accession numbers  this
cn be done by marking them with an electrie stylus, stamping
with indelible ink, or affixing a label, Labels wear off and got
lost, stamping is unsatisfactory since it does not show up very
well on the darker labels 30 that the electric stylus remaim the
best method.  The accession number should be written with the
electric pencil elther on the Jabel or on the plain margin surface
of the disc, between the end of the recording and the edge of the
manufacturer's label.

It s essentlal to reduce the movement of records to » minimum
1o this end they are best filed fn accession order—arrangement in
Iphabetical of classified Invohves 100 much y

movement each timne a record i3 Inserted in fts correct

The reader must rely on the catalogue for his choice to allow
him to pull out ont record after another in his search for sutable
rmaterial only reduces the life of the discs,

Gramophone records, owing to their form and the materials
of which they are coraposed, as well as thelr fragility need to
be protected against almost afl the cocmbes of librarkes—fire,
heat, water friction, rough handling, pressure and evcesive
movement, are all hazards which must be guarded agaimst® They
are best ahelved vertically in heavy manila envelopes on shelves
divided by thin supporting struts at intervals of 7 Inches or st
They should be filed close together 3o that they stand almost
upright but at the same timo are not too tight. It is wual to
have separate sequences for the yanous sires—10 inches, 12 foches,
ete. The advent of long-playing records which need even greater
proltuloulplwmrlndtmhubtmmﬂinlheUniwd
Smubythepmﬁdonofhrdhidn:lmfdholdenmmkduof
tough covers with flat spines and rounded corners
!olh:snsmgmﬂpnpcfmdopumnmd\cdbymmo!
gumnmed binding strips, The cavelope opent on the inside
mrﬁntoptmtdumordfm:ﬂpﬁnlm QOther Amerian

owrface whlck Crme screiehrs o svpechalty

e T SR T







50 Gramophome Records

holders consist of loose keaf binders with masonite covers which
are connccted with the envelopes by binding posts. The base
of each envelope is relnforced with long wearlng gummed cloth
Carrying bags of army duck canvas with zipper tops and web
handles afford protection ogoinat the weather dusing tramit,

Storzge in albums or cardboard baxes s effective but occuples
much space and slows up reference to the individua! record.
There i3 alio another system it {s an American method in which
the records aro filed in hotirontal drawers which are hinged so0
that they drop to & vertieal position when palled out the drawens
having a retaining bar to hold the contents In positton.  Another
system s rapidly coming into use in librancs and broadcasiing
stations in the United States  this consists of a nest of shelves,
ench sectton contalning fifteen to thirty records. At the fower
cdgo of the front of the shell a metal rod holds in placo permanent
rmanils pockets for indrvidual records.  When a record 13 required,
the manila pocket ts swung outwardsy and downwards resting on
a metal support and presenting the record in a povitton where it
may be most cauly extracted.  The manifa pockets are cut away
sulliciently to lcave about anc third of the discs exposed but they
hold the records firmly cnough to eliminate the possibliity of
their slipping out by accident

The literature of thrs subject 13 sull lurgely Amertcan  For the
cataloguer the 1936 editton of the Gramophone Shop s Lxcrck-
pedia of Recorded Music)s 1 spite of its imitations and arbhrary
selection of compoters and works a valuable tool The later
edition, although 1t covers more ground 1s more selective st
and unfortunately less accurate  Parallel Bntsh works are
Francls F Clough and G J Cuming s The Jt orld’s
of Recorded Misic and E Sackvilie-West and Desmond Shaw
Taylor a The Record Guede tand 1ty annual supplements).

The Library of Congress s Rules for Detcripnve Cataloging ¥
the Library of Coagress  Phoworecords  Preliminary Lton
(Washington, Library of Congress Descriptive Caualogh§
Diviston, 1952, iv 10 pages) 11 an cvsenual tool for cataloguers
A number of excellent articles on the care and storage of gramo-
phone records appearcd 1n the 1ssue of the Library Jowrnl [of
November 11951 Other ymportant mee™™  ~g the sobject
Includes

Tritten, rmation and ad, & grame-

ary Assocsan ame 4
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entice, A treasry of gramophone recorts,  Radio
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Galde, Seplember 19
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50 Gramopkone Reconds

holders consist of loose-feaf binders with masonite covers which
are connected with the envelopes by binding pows. The base
of cach envelope is reinforced with long-wcanng gummed cloth,
Carrying bags of army duck canvas with zipper tops and web
handics afford protection against the weather during transit.

Storage in albums or cardboard boes it effective but occupres
much space and slows up reference to the individual record
There is also another system [t s an American method in which
the records are fiked In hotizontal drawers which are hinged 3o
that they drop to a vertical position when pulled out, the drawers
having a retaining bar to hold the contents in position  Another
system i rapldly coming into use in librarics and broadcasting
stations 1a the United States  this consists af a nest of shehes,
cach section containing filteen to thirty records, At the lower
edge of the front of the shelf a metal rod holds in place permanen?
manila pockets for individual records.  When & record fs requined,
the manila pochet is swung ournards and downwands, restng on
a metal support and presenting the record in a position where &t
may be most eanly extracted,  The manila pockety are cut away
suflictently to leave about one-third of the dises exposed, but they
hold the records firmly enough to climinate the possdbiliy of
their slipping out by accident,

The hiterature of this subject 18 still larpely American Torihe
catalagucr the 1936 edition of the Gramophone Shop 3 Lnerchr
pedia of Recorded Music 1, in spate of its hrutanons and arbitrary
sclection of composers and works, a vahnable 100l Tie later
cdition, although 1t covers more ground, 13 more sehectuve 1l
and unfortunately less accurate  Parallel Dntish works are
Francis F Clough and G J Cuming s TAe Horkf's Encvchradia
of Recorded AMasic and E Sachsille West and Desmond Shaw
Taylor s The Record Guide (rnd its gnnual supplements).

The Library of Congress s Rules fv Descripure Cataloplar I
the Library of Congress  Phomorecords.  Prelimupary Ebithm
(Wastungton  Library of Congress,  Descriptive  Cataloging
Dhion, 1952, v 10 pages) 13 an essential tool for cataloguers.
A numtwr of excellent arucles on the care and storage of gramo-
phone records appearcd 1o the issue of the Library Jowrmal fot
November | 1951 Other ymportant material on the subject
includes

Bntten, Valentine, Formation and administration of o mamo-

phone Librany  Libary  dssaclation Record volume 49
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50 Granwaphome Records

holders consist of loosc leaf binders with masonite covers which
are connected with the envelopes by binding posts. The base
of each envelope is reinforced with long-wearing gummed cloth,
Carrylng bags of army duck canvas with zipper tops and web
handles afford protection against the weather during transit,

Storage in albums or cardboard boves Is effective but occuples
much space and slows up reference to the Individual record.
There is also another system It {3 an American method fn which
tho records are filed in horizontal drawers which are hinged 30
that they drop to a vertical position when pulled out, the dramen
having a retalning bar to hold the contents in postion.  Another
tystem is rapldly coming into use in hibrartes and broadcasting
atations n the United States  this consists of a nest of ahelves,
each wction contsining fifteen to thirty records. At the lower
edge of the front of the shelf & metal rod holds in place permanent
manila pockets for individual records.  When a record s required,
the manila poclet is swung outwards and downwards, resting on
a metal support and presenting the record in a pasition where it
may be most easlly extracted. The manila pockets are cut anay
sufliciently to leave about ore-third of the discy exposed, but they
hold the records flrmly enough to eliminate the possibiliy of
thelr slipping out by accident.

The literature of this subject 1s stiil largely American, For the
cataloguer the 1936 edition of the Gramophone Shop s Lnerch
pedia of Recorded Afusic is, in spite of its limitations and arbitrary
selection of composers and works & valuable tool  The later
edition, although it covers more ground, 1 more selective still
and unfortunately lexs accurate. Parallel Dritsh norks are
Fruncis F Clough and G J Cuming s The 1l orfd’s Dncyctopedia
of Recorded Music and E. Sackvilte West and Desmond Shaw
Taylor's The Record Guide (and 1ts annual supplements),

The Library of Congrexs s Relex for Descripiive Caraloging in
the Library of Cougress  Phonorecords  Preliminary  Libtion
(Washington, Library of Congress, Descniptive Canatoging
Davitton, 1952, Iv 10 pages) 13 an essential toal for cataloguer.
A number of excellent artrcles on the care and storage of gramo-
phone records appeared in the 15sue of the Librarr Jowraal for
November 1 1951 Other Important matetial on the subpeet
Includes Fe tho! ¢ edministration of & gra

onmation and adminis] mo-~

Brll,l‘::.w‘l:lw Libvary Astoctation Record Aolume 49



exeeflent Sevics which somne Whatries um for

& wedl a for preserving covker, bt & may pove fne
o tingle coples Bave to be
There axv ten cxclient books on this satpers 3 H. Gables

David
Perioaicels and Serial (Londor, AsTb, 1953 xvl, 200
Pages) ghres the English point of vhew o the post-wat period.



THE STORAGE OF NEWSPAPERS AND PERIODICALS
(Contributed by I W ‘Tumsk, F.L.A., Assistant Reference
Librarlan, City of Westminster)

LmrARrIzs are increasingly faced with the problem of storing large
quantities of serials and, untll mirofilm hay come {nto mote
general use, the sltoation has to be met with various expedients,
ctpeclally with regard to newspapers and periodicals. There are
no cconomical methody of atoring newspapers but the type of
shelving used may affect case and speed of handling. Boand
volumes of newspapers arc best stored Individually flat on shelves
which, instead of a flat surface, conshst of a number of rolkts
which facllitate withdrawal and replacernent.  The raost sultable
shelves have a type of fnverted brachet permitting close shell
edjustment.  Where it Is necemsary to filo newspapers upright,
sagging and malformation can be avoided by running two metal
rods or strips vertically through the sheives as supports to every
two or three volumes.  The addition of & kather thong en the
spinc of the volume, secured to the sides just below the centre,
enables {t to be taken down from the thdrmorecuﬂymd M(ho\n
putting undoe straln on the headband. A recen

in horizontal shelving for heavy material of this Llnd s the use
of adjustable slatted shelves (the slats belng slightly curved)
carmed on cantilevers.  This provides the necewsary ventilation,
and allows for the storoge of volumes of different sires owing
to the unbroken runs of thelving.

For librarles which bind perdodicals in permanent form, the
main problem is that of providing enough shelving for volumes
of all stzes, which grow in number at an alarming rate. Where
the shelving [y not acceniible to readers it s possible ta effect
some economies by filing tho volumes on their fore-cdgrs and
rarking the bottom-cdge with title, volume number and date.
Some librarles prefer to keep ihelr periodicaly permanently
anbound, This is advisable when single coples are frequently
scnt ont on loan. Strong, pamphict-boxes, or the cheaper
tramsfer-cases (for older little-used volumes), may salve the
storage problem bere.  To protect (ndividual comes when they
are keot the usc of a folder or manila wallet s recomumended.
Powerfut dips designed to hold a number of periodicals tghtly
topether arc now on the market, and theso can be used for tem-

2







NEWS CLIPPINGS AND INDEXES

Tre provision of up-to-dato information Is an emsential part of
the service of a Hbrary and It must depend to & large extent on
materiat gathered from newspapers and periodicals. This Is an
uphill task, for terials are not designed to give toformatios in 3
wcientific feshlon, nor Is their format one which will rexdfly it ln
vwith the 1est of the material in the library  On the other hand,
difficaltics soch as these do pot warrant the excimsion of this
source of knowledge, for informaton in books i partly outol
date before the books themsehves have gone to press, and most
organisations expeet 16 find the current news available in & speedy
and efBcient fashion

When 2 libeary undertakes the clipping and indexing of news Items
it commits itseif to a routine job which invohes detailed planning
in advance and a certain amount of seaff timo ever aflerwardi,
It also presupposes the allocztion of a certain amount of space
for fillng and for workroom needs.  Thus, onless these three
necestities of stafl Bing- and work space are avnilable, it {s usckem
to attempt the task at all

There are tve ways of indexing the pews the first Is by
clipplug {tems from serals and armanging them in a scientific
fashion. Thoe sccond method—mwhich is the only cholee where
ooly ome copy of a scrial s received, or where the destrction of a
serial by clipping is inadvisable-—is to Feave the files intact and (o
make an fndex to them. Some hibraries and Information bureaux
make use of both these methods for different classes of serialy, for
each has its own particular advantages.

The dlipping of new ltems presupposes that at least txo copics
of cach serial are available for cutting.  \What is not clipped for
preservation s thrown asay and the serial sacll Is nos svailable
for reference. A brief description of the romins invohved is
pecessary if the probiema of the indexers and the filers aro to be

understood.

When the current fumber of a serial bs received, the asvstant
responudble for reading i glances throagh its contents and marky
the Items to be clipped.  The marked coples (remember the neoes-
sty for txo copies, to cope with important iterns which sppear
muppudwddaartbcumhnmmmpmedwmotbu
assistant who cuts ouf the items and mounts them on backing

M
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38 News Clipplngs and Indexes

The allocatlon of spedific subject beadings s however com-
paratively simple compared with the task of ensuring that adequate
cross-references are made, There are very few clippings which
do not need exteraive references if their full potentiahities are
to be exploited. For examplk, a report on a trade agreement
between two countries, in which certain commodities are ypecified,
will nced entries not only under the names of the countries
involved, but also under those of the principal commodities and,
perhaps, under those of the chiefl negotiatory, if the needs of the
research worker are to be served adequately  Amy biographial
stem—such as the appointment of a famons man from one post to
another—unot only needs filing under the subject which describes
the work in which that man is principally engaged, but abkso
entres under hit own name and under the ks of the orpand
satlons which he has left and to which he has been appointed
respectively  The most dificult and important example of this
Lind of entry Is that of the speeches of frominent pertons, whikh
will be constdered In moro detail later

It Is the practice of some newspaper librarfes to overcomo the
difBculty of deciding on maln headings and the appropnate
references by filing as many copies of the clipping as are
This eliminates time spent in referring from one heading to
another and simplifies the work of the dassfier to a certain
extent. On the other hand, it i expensive In terms of space
and—apart from newspanper librardes—in terms of buying multple
coples of the serials chipped.  Assumung, therefore, that added
cutries of this kind are impossible, the required references should
be made on blank mounts of & dustinctive colour which ¢an be
filed with the clippings on the ame subject. A separate sip b
preferable (or each reference and it will be found helpfil to the
reader to file clpings and references in separate but adhacent
sequences in chronologkal order with the latest uppermost, for
ouly In this way can the full development of a subyect be shown
natisfactonly diffcutties i Al "

a >

One of the preater 5
to news ltems fs the continual chanping of both names and move-

ments for Instance the development of the various security
pacts and organisations, their off-shoots and changes of name and

ties in the post war period tax all the fngenuity of the
lnduﬂ\homnsxdduﬂlr.emthnﬁnuuuhe(htrt}ww
pavian Defence Scheme Can properly be regarded ax part of the
North Atlantic Defence Pact, and 1o on. This means that the

haadh







& News Clippings and Indexes
of the slips, and a key to these abbreviations belng malntalned for
the benefit of both stafl and readers. Thus a gymbol such as
11.91 will represent & subject heading of perhaps alx words, and
yet it is sufficient to cnsure the return of the slip to fts correct
position should it become mislaid at any time.

The systems of filing in use aro generally two  pamphiet boves
and stee] filing cablnets  Steel filing cabinets are initially expen-
sive  thelrupkeepls however negligible and they last indeflsltely
Pamphlet boxes are § i they are obtainable in & widk
range of designs and prices, and they are moro manocuvrable.
“Their upkeep fa compartively expensive for they need frequent
replacement, they wear out quickly If they are constantly bandied,
and thelr general appearance is not as attractive. Manoegvrabilty
b nevertheless in many cases of parmmount importance and
should never bo overiooked.,

In a fookcap pamphlet box three or four bundies of mounted
tUppings, each tecured by a rubber band can be stored with ease.
The contents of the box should be given in detail Inside the cover
and in outlino on [ts spine  These boxes can be stored on tho most
Incxpenisive type of wooden racks with fixed shelving, adjustment
not belng necessary since the boxes are of uniform sizz. Itk
customary—apart from those boxes devoted to blographical
material—to start & new series of clipplngs cvery year  The boues
containing tho previous year's clippings are maintained In their
alphabetical or classified order a runnlng number is fixed to
the spine of each box, and they are then remaved to the stack
to roake room for the ncw year's sequence. The astignment of
& running number simplifics the work of the movers, and of the
asshstants who check from time to time the position of the boves
in their new stack.

Threo styles of steel vertical files are In general uso  fookcap,
quarto and shallow drawer cabincts, The shallow drawer fil
consists of & nest of shaliow drawers capable of holding 8 in by
5 in. envelopes. The arc filed horl ly In these
envelopes which are then labelied with the subject heading of

pumber To emsure sccuracy the flling must be
dmb’cxpcrkmcdpcnoﬂndornku(bodmdylupeﬂ'hcd.
and some librarics assign each filing asshitant to w specific sectfon
of!hoﬁluwthl(thcybccmlhorwthlyflmﬂhrﬂth the
contents of their section and gradually acqulro shced fn fifing and
erring to the dlipplngs.
'duhgn}cmmmfm«hemomkmnormﬁm
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62 News Clippines and Indexer

problem, In & peniodical the continuation of articks orver
several pages necossitates that those pages shall be carefully
removed and stapled together A folder of backing-paper can be
used when stapiing to provide a cover for the artile and thh
will provide more space for the marking of the file placingr.  Once
this stage {t reached, the articles can be treated In the normal way
and inserted in the files with the newspaper dipping.” But it
should be consldered whether the comreet place for frems of thh
nature is not in the vertical fils of pamphict materist, snd in any
case full catalogue entries should be nmade for afl {mportamt
articles which are not covered by the publithed indewes to
periodicats.

So much for those newspapers and periodicals which ate to
be cut up and of which two coples are available for this purpose.
There #till remains the problem of thote serisls wfich are to be
filed permancntly or which are only availabls in singke coples.
For such ftems another solution must be found It bs true that
many specalist tems are indexed in published commercial and
profewional publ tut the of these Indewet b
too long delayed to mect the immediste requirements of most
Ubraries, and in & great many mstances librarians are obliged to
index their senals from the special points of view of thelr own
organisations.

One of the great advantages of the index over the news elipplngs
files i3 that while the news files, by reason of their ewenive bulk,
are maintained in separate units of ane or at the most, twa yeary,
the indet can be constructed ta cover 8 very much konger period.
A card Index on extra thin cards—such as those employed by the
Litrary of Congress for sts proof cants—can hold a thousand
cntrics comfortably mn n aingle standard-aize catalogue drawer
and a 5in. by 3 in. card can be made to hold several references
to the same subject on cach side

The main polnt to be kept 1n mind 15 the topwat and ephemeral
nature of the fndex. Speed of entry 1 the mamn requinte for 4 8
alwayy the news which s scarcely off the press which causes 80
much trouble to the librarian when he o dealing with an enquiry
The anrwer o the problem 13 a sysiem of temporary entry
followed by periodic revluon

As the catsloguer scans the senal to be wdewd, he should
make entries in 2y abbreviated form as posstble for sterm which
he regards as important. To these he should mswugn subject
headings In line with those which he has previously employed




Newr Clipphogy wnd Indexes &

them shioud have the work of co-ordmation and
headinps, xad of revision of the inde< from day to day
1 wifl be his duty to being the references Jo

fremu, a0 to chats up amy hemn which sppexr 1o have aa
wfiohthed bistory

“The entry shocid therefore comsist of subjoct-heading, reference
nd short descripion. For exampla, the constraction of a new

A,V 1T S5k SS
to be constrocted  est. cost to be srmopnced hater,
1

Bredbridgs
2 Nockar Power

In this eatry the indexer gives the mame of the new plnt, o
cderoce 1o e pame, voieme and pago wmbers of € periodial

Age v which & appam, and 1ho co-ortinator adds ar
the foot the “tracings™ 1o the references or a44ed entries he has
made. L the following heom are added on the or
afjacent cards e

Aomic Age,V 93 10 AgS3
Questows in H. of Common,

-ﬂd\m hr:uhw‘n‘h‘ﬂ“m-
o a In this
to tumn 10 Mz ), Lawis N, coonection, It s well

cwipaper Libravies
Ubrary Amocision, 1932, 76 apma) mia el
mccoun of the best ewspater practice aorfient
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of the Proceedings of the Fourteenth Conference of Adlib
1937 where the librarlans of The Times the New York Times, aod
the Jorkshire Post all describe the methods which they employ
In thelr respective librarie. 1t is noteworthy that The Tumes
employs stips—and not cards—for ity entriey, and that the Jord

*hire Post which uses cards transfers lts entrics at the end of te
year to typewritten foolscap sheets which are bound up b o
thousand page volumes. The work of news chipping at Reymolds
News is brfliantly described by Mr B, § G, Smythe In the Repent
of the Procecdings of the Twenty-third Conference of Askb
in 1949 from which tho guotations in this chapter are aken

and those who wish to gain a clear idea of modern systems should
visit tho press libraries of the Royal Institute of Internationst
Aflairs at Chatham House the British Broadeasting Corpoation,
and the Unlted States Information Service at Grosvenor Square.






&6 Pamphlets
The treatment of clasified but unczialogeed pamphicts b
dependent on the syztem for pamphicts which are wae Lept
perranently  Permanent ftems, whether they consist of 2 siagle
leaf or many pages, need full entaloguing If they are to be exploited
to the utmost.  From the pownt of view of the clawification, this
{mplies that croasreferences and anatytical entries must be made
whers necessary and that the clasyification must be oy specific
as postible. In this, pamphicts do not differ from books in thew
Thete logulng however gives riw to some
problema, It is the sare hiet which bas & ble o
short title or which has & strught forward suthorship, Most
pamphists have titkes which are much longer than that of the
averaps book, and although n this fashion they may describe
the contents more acturstely 1t ks very difficult to remember the
wording letely  The problem of authorship erses pantly
from tho fact that commercial publishers do not often indulge In
the expentive and usually uvnremunerative practsee of iaing
pamphliers  they are mote Hkely to havo been published by an
association, a soocty s fism or some other organisation which
warrants corporate author entry At the same time, the name
of the actual anthor ix quite often given, but s rarely remembered
since the istuing organisation (of which the author may b s
employee or & member) i the point which is more likely to remaln
in the reader s memory

To econombie on tme work, mpace and eypease, & form of
sclective cataloguing would appear desirable  Much of the
walue of any pamphiet ties [n ite being available as soon s possible
aficr publication, and there is linle point in making canlogue
entries which are unhikely 10 be uted. In this connection 1t §s
therefore well worth studying the treatment of pamahicts n the
fnses of Publle Affairs Information Service aad in the W
Wikion Company s }ervical Fue Index  In the firn, elabosate
subject cawloguing only §s awarded  reliance 1 placed eatuly
upon the reader’s being abke 10 discover the pamph et he nocdy
from its subject, and the subject references are so weit done that
It ix possible to Bnd the great myonty of pamphicts 1n this
eaveDent index with very fittlo rouble  The Wilson indet s abso
arranged by subject, dut provides an mdes of ttles. In netther
case is any form of author eolry made.

joned have been {uhed for

Tinth the Indexes fust



TeSetted mainty in the pamphiets it poblistes.

Wiea the pemphiet bay been nd clamited, the
chrsifierhon number shonld be wiltten on the top of the froat
comer Use fact that 1 Jm the pemphlet e 1hoold be entered

the shelf-Hist, and = b then resdy for fllag. I sy te

mumbent for b o

are
e coont ket thoss for tesapoTary It {n snother Bt s potalble
© fio them ol away in the sme sequenco without fer of

Are which are (2l
10 by abi to ke their place 0o the theivos afer some ight
ol Aamrda it and stapling.

Bet the mujority of pamphlets are oo fragie foc the
hetves berv they wowkd oaly become Lnd open
mmmmmwmmw“m“mhmmmm
m&-mwmwhﬁry Such kems a7y best tored
20w kind of cowed contad o vt the ot
type of bibeary ov nfi h bl o
ﬁ.h.k&o&nﬂhdmamh‘m“‘:"‘r“ﬁmk
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&6 Pamphlets
The treatment of closified but uncatslogued pomphlets i
dependent on the system for pamphlets which are 1o be hept
permanently  Permancnt Jtems, whether they consht of a singhe
!uforunnypummcdmucnmlomﬂnunhcyumwbemxkyhcd
to the utmost  From the polnt of view of the classification, this
Implies that cross-references and anatytical entrics must be made
where necessary and that the clanifieation must be as spedik
a3 possible, In this, pamphiets do not differ from books in thelr
Their catalogul pve rhe to tome
problems. It is the rre pamphlet which has a memorsblc of
shart titlke, or which has a straight forward authorship, Most
pamphlets have tiks which are much fonger than that of the
averags book, and although in this fashion they may descride
the contents more accurately It b very difficult to remermber the
ding ey prot of hip anses partly
from the fact that commercia! publishers do not oftsn indulge In
the expensive and wivally untemunerative pracixe of tning
pamphicts  they are more hiely to have been published by an
assocfation, & socety a firm or some other osganmation which
wRrAnis corporate author entry At the same time, the pame
of the actual author ks quite often given but & rarely remembered
since the frning organisation (of which the author may be an
employes or & member) 1 the polnt which is moro likely to remaln

in the reader ¢ memory

To cconoraiss on time work spece and expense & form of
wlcctive catalagulng would sppeac demrable  Much of the
value of any pamphlet lics in ts beang svasiabie ps s00n As possibe
after publication, snd there 13 hittle powmnt In making catslogue
entries which are unlikely to be uted. In this conneetion it Is
therefore well worth atudying the trestment of pam-hiets in the
fesves of Public Affalrs Informarion Service und i the 1T W
Wilson Company s }erncal File Iadex  In the 0, elaborate
fubject cataloguing only 13 awarded  rehance o plased entirely
upon the reader s being able 10 descover the pamph et he reeds
from its subject, and the subpect references are 10 well dune thrt
ft s possidle to find the great maonty of pamphlets i thh
excellent index with very Uit trouble  The Wilson wndex s slsa
arranged by subject, but provides ka mndex of titles. In neither
case is any form of suthor entry made.

Both the indexes st mentioned have been ertablished for




watnanted entry may well
b fora writen by & W, authoe of
mam of affz, of fox one heuod by an association whoss work i
oefiectad maksly tn the pampblets b

Witn the pemphict bas been ol

chaetficxtion monbes

e colowr ety are in
20d thons fof temporary fers ks another it b posdble
® e them all oway Jo the e squencs withoat fear of
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68 Pamphlets

to store the great majority of pamphbets side by side in two rowsln
each drawer ovenlze iters belng filed fore<dpe downwards na
separate sequence.  In this way very bLtthe space s watted and
adequate guiding can be provided by the use of stiff manila guides
bearing near their top edges the classification numbers ang the
subjects, ay well as any cross-references to other numbers. This
type of artangement Is the best since it brings together clotely
allied subjects and is paratiel to the sequence of books and other
material in the library

Other forms of contatner allow for the malntenance of the same
typo of ar while Ing varfom ad grs and
disadvantages concerning space handling and wear  They range
from the open-type fibre or steel holder which merely keeps the
pamphiets upright and provides space for a label, to the enclosed
box type elther of steel or of smooth buckram with relnforced

An i Ing and si v filo Is one
made of cardboard supplied In America in flat form, which iy
folded into thape only when required thm reducing sorape needs,
This type folds into an open box (which can be stored I deured
on the shelves, the claslfication number and subject belng
lettered on the baso or one of tho narrow sldes), two spring like
flaps holding the contents vertically in position and preventing thelr
1eantng and curling, the flaps folding nearer tho Inner sides of the
box as more material is added.

ht, 3 2

Temporary or permanent, need
and reconsideration il tho file s to ba kept live and useful, and
if tha filc is to bo kept within reasonable limits. With regard to
temporary material a good rubs is to make a thorough survey
of other pamphlets under the same heading each time & new item
Is sdded—very often one or more of the older iterns can be thrown
away A similar procedure should be (oflowed in the case of
the permancnt flles though littls can wsually be eliminated from
pmphkuwh}chhzwllrcadybccnthou;mmhyofrnnmymy
theless, & un:enry n(n:l;klnlfprwddu
opportunity of judging whether clanl on iy adequate
E:tmww{lmudwmmmdmlmwﬂmhu
been made. Regularly and at feast once & year the whols il
should be Inspected, to ensure that the system wsed {s adequate

for readers needs.
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TRADE CATALOGUES

Coitecrions of trude catalogues are of great value to manmy
different types of libtaries, for they often contaln Information asd
fMustrations which can be obtalned nowhere else. It will, for
instance, bo appreciated how necessary it s for a technieal Ubrary
to have up-to-date details of tho most modern machines and
instruments which are of interest to the organlsation which ft
serves, fust as the commercial library will equally valoe the
catalogues of products and samples and prices which aro the subject
of enquities every hour of the day  In addition, coliections of
old trads cotalogues have great historical valus for the research
worker  But the exploitation of such collections depends on a
very careful system of indexing and filing which will extract cvery
{tem of informatlon which is provided in theso catalogues.

It s necestary first to consider the peneral form which trade
catalognes usually take. Each is tho product of an Individml

f: or group of f: and fs designed to sl

the goods of that manufacturer without any reference to the
comparative merits and prices of the wares of any other merchant,
The grouping of the contents of the cataloguo will be designed
to meet the needs of possible purchasers who are In the habit of
dealing with that manufacturer or who are likely to become
his customer. But from the librarian or information officet ¢
polat of view the independ: of the {z er results In
catalogues which vary very much in arrangement and even more
in the amount of information they pve while thelr alzes range
throughout the possibilitres allowed by modern paper-making.
Itis to be hoped that the recommendations of the Dritish Standards
Institution for the standardisation of trado cutalogues (B.S 1311
1955) will be observed by an increasing sumber of manufacturers
In the Interests of the many advantages which uniformity of format
would provide and In this librarizns aro often in a position to
influcnce opinfon through their own organisations.

The future of trade ) Iy indicated by
in the United States, where many groups of manufacturers fssuo
their catalogoes in a staddard format, and whero specialist
publishers coltect snd bind up groups of catalogucs on the same
subject, {ndex them and sell of distributo them freely to organi-
satlons which are directly Interested in them. A similar trend Is

k.
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TRADE CATALOGUES

CoLLrcTions of trade catalogues are of great value to many
different types of librarles, for they often contaln information aad
illustrations which can bo obtalned nowhere else, It will, for
L be appreciated how v it s for a technical Hbaary
to have up-to-date details of the most modern machines and
struments which are of Interest to the organisation whkh it
serves, just as the commerclal lbrary will cqually valoe the
aatalogues of products and samiples aad prices which aco the eubject
of enquiries every hour of the day In addition collections of
old trade catalogues have great historical valve for tho research
worker  But the exploitation of such collections depends on &
very careful system of indexing and filing which will extract every
item of Information which is provided In these cataloguer.

It Is necessary first to consider the gencral form which trade
catalogues usually take. Each is the product of an indwidual
roanufacturer of group of manofacturers and is designed to &l
the goods of that manufacturer without any referenco to the
comparative merits and prices of the wares of any other merchaat,
The grouping of tho contents of the catalogue will be designed
to meet the needs of poxnible purchasers who aro in tho habit of
dealing with that manufacturer or who aro likely to become
his customers.  But from the Ubrarian or information officer’s
point of view the ind dence of the fesults fn
catalogues which vary very much in armangement and even more
in the amount of Information they give whle thelr sizes range
throughout the pousibilities allowed by modern paper-making.
It is to bo hoped that the recommendations of the British Standards

for the dardisation of trade (RS 1311
1955) will bo observed by an increasing number of manufscturens
in the Interests of the rmany advantages w hsch uniformity of format
would provide and in this brarians are often in a position to
influence opinlon through thelr own orgamsations.

The future of trade catal is indicated by
in the United States, where many groups of manufacturers Issuc
their catalogues in a atagdard format, and where specialist
publithers collest and bing pp grovps of catalogues on the same
subject, index them and sell or distribute them freely to organi-
sations which are dlrectly interested In them. A similar trend fs
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Trade Casalogwes b ]
Indstriol Coustraction File 1953 (sections 1-3), xod Sundard
Catilogoe's The Archireet's Siewdard Carologmrs, 12th
September 1953 (volume 1)

12
e TomFngdsdas 37 12
Hokty oncrits fracrta) 2% ¥ 3
(edtn) toc®ka T Wall and Floor
Ty JLAR LS
T Tokntos
Coarpostion
Floodng 76
TR Peim, ec e
#t will be seen that the mxctuucon of & boef of the
prodoct i ysamtial for diff



“ Trode Catslogucs
editlon of a catalogue fs recelved, lta contents are carefully
checked with the index in the relevant file, references e
corrected and pew jtems Inserted, Unuhokmmnrdum
alterations arc extensive, The items in the card subpect fodet
remain unchanged, bot new jtems are added where necestary
Whero a prodoct fs discontinued the fem can be deleted frem
both file index and subject index with the minimum of work.
The practices of two well-known publishers of coltectiom of
manofacturers catalogues are well worth studying here. Both
Sweet 3 Catalog Service, an American product, and the Standard
Catalogve Company an English publisher e bornd vokumes
of catalogues n classified form. Here are extracts from the

alphabetical subject indexes of cach
Sweet £ Catalog Senice Stawdkord Cotalogwe Compam
Combustion Conerol Corkwood Sec. M p 37
(sew alm Drafr—repsietion) Cornices
Cuh, A W Co. 10{/Cs paper coro Sec. 19 p 1
Systeros Sec. D pp 4 16
Alec Lansing Com, 1 Al Corrected Lighting
13Dy (see Refievton)
Executone Inc, 12/Ex  Cotrupated S it p ¥
Hallkrafters Co. 12j/Ha Ayl Sheets Sec 34 p 55
(ser also Pumps—rolan) Recorders Sec, l671 x;'f'
A
sre Compressors—refrigeration
Centrifmgal
Chicago Blower Corp - $b/Ch
Trane Co.

loeTr
Westinghouse Ekectre 126 W e
The symbois used by the Sweet senvice are a combination of 2
elansification number and the first two letters of the manu
facturer's name  Thus, N ind d Mechanical Equ
{nstruments and coatrols, while 12 stands for Plant Utilitkes
communkation, The Standard Catalogue Service uses a broader
dassification but indicates the cxact page
One of the most valuable Jterm of information which a trade
catalogue can provide bs the name of the firm wsing a particular
trade-name—an clusive point, especially tn Britain wbere published
{ndexes of trade-names Bre Very faadequate, A separate fife of
irade-names should be maintained and agamst each trade name
shounld be placed some indication of the type of product  The
following cxampits ure, ke those gbove (alen from Sweets




Cinbrx's Arckitre's 12th
Sepermber 1953 (volmoe 1)
Swtt 3 Cambop
Naltsricen, wlery §30  Than L, e 3 3
Hlwls (renciiton) cBe Tm porinkloy
2% Tt Coopremion jolety 39 23
(b)) 10t T Wall and Floor
Thea 1518
T Jokdew
Composision
Fiooring LTSNS
TK Patox, e Fal)

it will be sern that the incionon of & briel description of the
Trodnct i exserial for dfferentlanng between tho i beating
the

I AAme,

Siitly in the case of trade-marks 1t bs very osefnl to constroct
0 index wnder the games of the min charscteristic, with added
e for scondary charscterbnes B they are sufficlemtly
Ttominent, thts.

OAK TREE and ttile GRANTLEY

STILE and cak e GRANTLEY

tndeeam 1 yomenmes the teverse of the pame of the mano-



7% Trade Catalogwes
shelves of the library  The entries in the manufacturery 1oy
subject Indexes of the trade catalogucs coliection can eusily i
made to inclnde the contents of these ax well, If the locaton o
tho volomes on the libmrys shelves is indicated against the
cntries.

Floally many trade mmogua are issued without p:m: num~
bers  wherever this h ) should be ser

ped so that accurate refmncu may be given, Catslopoes
should not be paged consecutively since the ssuc of revision
and sopplkements may throw the scquence out. And tracanp
should always be included on the index cards, so that revishoms
and withdrawals of entries can be made whenever necesian




MAPS

e problems frrvoired aTe negligibie, for the pasiton and copienty
of each hem are well known to all the staff and they are hardly
fkely 1o orerlook [t e bn dealing with readers enquiricy. Bt
when the womber of cap begim to Increase, nd when most of
them #re owed only kstermittently B becomes necessary to exuablish
1 mlactony method of flirg and handling them
they &1t to play their foll part b the work of the hbrary o
forzation servce.

Mapt are very defferent from books and perlodicah - the modern
tye have no author and sometimes they have oo real tide—a

hater en will pot b uncﬂmdcmd,‘ ntities of maps
° o K72
the stmpicr syviem i tee. Dbraran P

There erv some spectal Theanes tho

bk



6 Trade Catalopues

shelves of the hbrary The entries in the manofacturers aod
wubject Indexes of the trade catalogoes collection can easlly e
made to include the contents of thete ar well, if the location of
thomzlumu on the libmry’s sheives i3 indicated apainut e
on!

Finally many trade catalognes are issued withow page pooe
bers  wh thish each catalogue shoukd be separaihy
paged 50 that accurate reflerences may be given.  Catzlofues
should not be paged consecutively since the issue of revivas
and supplements may throw the sequence out, Amd tracings
should alwoyy be incinded on the index cards, so that revisions
and withdrawals of entries can be made whenever necesary




104 2o reader will wish t0 know move of what soch & poblither
B peoduced, beyond what bs grven i the Hists of it publicatioms.
Thw cmertia{ fremsy, bt the body of th ataloge extry foc a
£53p shonld contatn are thre
(a) the tie, i any- If thers b pooe, @ winabio tite shovdd be
mpoted which adequately descnibes the coatenty of the
ap. The servet.
(5) the placs of pubbication, the beoing body and the
l&tmmmmﬁwm pepllcber

tats of srvey and date &f revinon, f known, md i
dafferern from the date of publication



78 Maps

majority of readers is in the subject of the map at which they are
looking, and this subject consists of two parts first of all, the
part of the world depleted on the map, and secondly the type of
information given about that arca, Thus one map may show
tho physical features of Africa, another itv political divisiom,
whilo a third may be entirely devoted to communications, One
map may be very useful for Identifying landmarks, bat may be
useless for measuring distances accurately Such defalls
reader who is sccstomed to maps and their use may
atcertain for himsell by examining the actual map but
Iibrarian can givo him these details in advance he will be hetpiog
him considerably and at the same time he will be performing 2
vatuable servics for the untralned reader to whom a map bt
“ just &« map *

Tt is I therefore to catalogus maps, and to adapt th
existing codo for book catalogning to suit the needs of the readét
It is cxsentlal, too, to eatalogue each map except where it is part
of & recognised series which can bo adequately deait with as ¢
whole thus, a complete set of the 1 inch Ordnance Survey mapt
for Great Britain would como within this category—w hile at the
same time not precluding tho making of analytical entries for
ndividual maps wherever they were of particular importance 10
the lbrary concerned.  On the other hand, a library
only odd Items of the Survey s series would probably catalogee
cach y It I also to 1 atlasey—
especially those devoted 1o a single continent, country of rubjecl.
The question of making analytical entries for maps In books and
periodicals fa ono which can only bo decdded in refation to tw0
points first, the work of the particular Iibrary concerned, and
secondly the individual importance of each map Thus the
publication In the Geograpkical Journal of a map delineating pant
of the frontiers of a South American country with more detall
and nccuracy than any previous map would warrant spechl
attention by libraries haviog a partlenlar Interest in that part of
South Americr.  Such entnes should, however be restricted 10
oatstanding ftems, If staff and readery are to appreciate that the
presence of such an entry implies the existence of material which
should not be overlooked

The caln entry for an atlas or & map should bo made under
the name of the geographical arca which ft represents 1t iy troe
that many maps show special subjects, such 23 the distribation
of coalfields, the utilsation of land or the direction of currenty,

ke







&80 Afaps
Thos a typleat entry would

Iodla and Burma. Wash Nationa! Geographic Mapa

rne, 1946,

1 6000000

71 by 38 em.  Albers Conital Equat Area projection, Shett

map, Insets of Bombay and Cakeutia on scake | $00,000
* Potitical subdivision of India ™ on reverse side.
Added entries should not be made in a mechanical fasblon  they
aro only Justified whers it i3 felt that they will be of defimiz
service to the reader and decisions of this kind can only be ke
ilnrchﬁontothoxpcdal work of the libeary and the peeds of
ts uvers.

Whether the catalogue catries should be filed in the mai
tibrary ! orina map fs 2 question
which must be setiled after detailed consideration of the woek
of the individoal library  Where maps play an important pant
in that work and where their entries would not swap those for
books and periodicals, 1t would bo of definite advantsge t0
amaigamate ther with the catalogue catries for other types of
printed matennl for a map has o powerful illustrative vafue
which & of definite suppost fo facts and statistics, 1§ they ane
amaigamated in this way each entry for s map should aiher b
made on a distinctively-colaured card or slip, or marked in such
a way that 1t 1 immediately obvious—without the necessity for
reading the contents of the entry —that it tepecsents a map.

Even if the entties are arranged in the muain sequence of the
general i it 18 not pr or kal (o Gle mapt
with the literature to which they refate. It Is true that maps
cxa be folded placed in pamphict boxes and shelved in the book
sequence  But folding doex not improve maps or extend thelr
lives, and it [s unbecessanly wasteful of space, so that separate
storage and sequences gm0 advisable.  The amangement of maps
should be made according to a scicatfic system, and it 1s unlidely
that most Hbraries mil find the Dewey or UDC scheduly
adequate for this purpose.  The main requisite i to use & sy1em
which srranges maps in such a way that contiguows areay are
beought closc together 1 the filing scquence and for this purpose
S W Dogpsand D C. Lewns have devised u detasked classifieation
which is fully described In o work mentioned at the end of thiv
chapier  Roughly speaking, thewr system allows for generat
maps covering the whols world at the beqanning of the sequence
and it then gives main divistom for farge land~and water anreas,
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Art Messl Comstraction Ca.

Map Cabinet

strong springs attached to metal rods which move backwards and
forward on ballbearings along grooves in the sides of the metal
cabinct. The compression exerted by tho springs ensures that
the roanila pockets and their contents are held flat and at the
samo time enables reference to be made with eare toany particular
file or map, Where it is necetsary to fils several series of maps
of varylng sires in the same cabinct, smaller manila folders can
bo used and filed In parallel sequences. The cabinet is lined
throughout with asbestos, and the insido of the i{d s Mited with
2 key to the contents. A third type of case consts of a metal
cabinet in which the maps are suspended by strong holders attached
to thelr upper edges, the holdens belng suspended from two pain
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b ctoa sold metal e shaped (o arcs of wform fadm.
One of each paur of arme 1 fiued to the Lussde back of the cabmet.
The cther Two arms more with the hinped fromt pancl wioch,
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86 Afaps
their maps are of the greatest assistance in Identification, ad
also in the work of estimating future space requirements, etc.

But the best book on the eataloguing and classification of maps
is Boggs and Lewis 8 Classification and Cataloging of Maps end
Atkases issued in New York by the Special Librarles Assoclation
in 1943 which is the result of a survey not only of American
but lso of British mcthods. In this book every problem which
the cataloguer and the classifler Is likely to meet in his work with
maps s fully discussed, and a code is given which should ensure
that is ad {or & collection of any slre. Readenn
aro advised to make certain that they havo the four pages of
errata which were bisued with this work.

‘The Library of Congress s Rudes for Dexcriptive Cataloping
(Washington, 1949) contains an important tection on maps.
relief models, plobes and atlases, on pages 67 to 73 My, Clare
Le Gear's work on the Care of Maps and Atlases is also exsential
reading for the map librarlan. In addition, there {3 a very
valuable article on thls subject by Mr G R. Crone, Libearian to
the Royal Geographical Soclety in the Library Assockarion
Record for 1936 and ‘The storage and conservation of maps 2
report prepared by a commlttee of the Royal Geographical

™ (Geographical Jowrnal, June 1955 ~ also fssued separately
by tho R.QS. In April 1955 gives the latest information
availal
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36

their maps are of the greatest amdstance in identifcation, and

also in the work of estimating future space requirements, ete.
But the best book on the cataloguing and dassification of maps

is Bogps and Lewis s Classification and Catalosing q’ﬂlm;

the catnloguer and the classifier is likely to meet in hiy work with
maps s fully ducussed, and a code is given which should ensare
that treatment 1s adequate for a collection of any size.  Readens
are advised to make certain that they have the four pages of
ermata which were ksued with this work.

The Library of Congress s Rules for Descriptive Cataloging
(Washington, 1949) contains an important section on mapt
relicf models, globes and atlases, on pages 67 to 73 Mn. Qare
Le Gear's work on tho Care of Maps and Atlases Is also essentlal
reading for the map lbrarian. In additfon, there is 2 very
valuable article on this subject by Me G R. Crone, Librarian to
the Royal Geographical Soclety in the Lidvarr Asiociatien
Record for 1936 and “The storags and conservation of maps &
report preparcd by o committeo of the Roys! Geographical
Soclety” (Geographieal Joxrnal Juno 1955 — also issued separately
by the R.GS. in April 1959 gives the latest Information
avallable



Flrs ]
(n)%dmmnﬂbt:tmmt
oo, e, tacindi=g ocaticn f wearet frony O £ 1o



88 Flims
subject heading, supplying & working-title In square brackets,

Apart from additional entries and refe made under the
subject or subfects of the film, added entries should be considered
for those of the following people responsible for its edstence
(the possibility of using sensitised Index cards to reproduce the
titles, credits, etc., photographically should be borne in mind)

A. Producer Assistant art director
Associate producer Musical composer
Dlrector Muskeal director
Assistant director Musical conductor
Original author Orchestra
Screen and script writers  Solo arthsts
Cameraman Dance band
Anhtant cameraman and any others to whom credit
Sound supervisor s piven
Recordiat
Art drrector B. The cast (individually)

but only If such entries are of definite assistance to the users of
the library—in the case of technical films, it will be found that
such entries are unnccessary cxcept perhaps where the reader
may remember the film by the name of its prodocer or that of
one of the principal members of the cast  Discretion st there-
fore be used, if each entry Is to be really worth while.

The body of the main entry should constst of the following
lterns, in this order

(a) Titke

(&) Such details of production and cast as aro of deflnite use

(¢) The name of the organt or person respomible for its
existence  company distribator or individual producer

{d) Country of onipin

(e) Year of reiease

{f) Format (16 mm., ctc.)

(2) Length-—aumber of reels, if more than one  length Ia feet,
if one reel or part of & recl

(k) Playing time

(f) Positive of pegative

(/) Colour If other than black and white

() Type—sound of silent

{7y Source and date of nf‘q\?iﬂdon

() Material—(nft




bewt somves i the Jowrnel of tie Society of Afotiow Fictre Exgi-
arees and Tekevision, which bxd publithed severa] good articles on
thiy sobject—gummarics of which can be read i the Eagincering

48 Pgts 333 0 336). The second part of = Good B 1
User volume $ ﬁmylmmmmd'::
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of the MNatiows! Pt Library (3rd edhtion,
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Uesthiute, 7 flim Brithh Fitm
: Febrmry 1951, £, 5 pags) David Grenfedy
Wrnwym Film o FIim Library
{ Jowrsd, Sammer 1933, Pages 26 to XN giva
o« O e Thatincal own account
of the kandhog of tus speciabised



90 Films

mend it the containers are fireproof and keep the recls together
while their (usually) square shape eliminates the problems of
filing clrcular reels.  This system will not cope with largs numbens
of films, and hete the type of storags indicated above will be
needed allowance being made for adequate ventilation to prevent
the deterloration of the film. Regular imspection of the films
should bo mado so that any signs of decomposition may be
detected before the damage becomes widespread,

The unstable nature of films, and especnally the inflammability
and Inberent chemical instability of nitrate film baso items, needs
to be kept in mind. A vety clear and Interesting account of the
dangers and thelr preventior is given in a wellllustrated articke
on the  Probkms of Stoting Film for Archive Purposes ™ by
H. G Brown (Brisish Kinemotagraphy volume 20, No. & paget
2to 14 May 1952) in which the 1ype of storage med by the
Natlonal Film Archive is fully descnbed. In addition, the
United States National Bureau of Standards Swimary Report of
Reseorth at the National Bereaw of Standards on the Stabiliry and
Preserration of Records on Photographic Film, 1939 i well worth
careful study  The wsual everyday method is to keep the films
well away from sudden changea of temperature and from strong
light, and to store them in & cool place with a recommended
humidity of between 50 and 35 per cent—which can bo achicved
by the inchulon of a safe and odourkewt chemical compound
housed in the basa of the container or catanet.

Except where films are being preserved as an histoncal record—
in which case their place is in a muscum and not in a {ibrary—they
are intended for use and this meam that some practical method
of hsuing them and controlling their handling must be devised.
In addition to the risks of fire or beat film are liable to extensive
damage through careless of ummtructed use, or through fualty
or I-kept machines. The issue of Alma should therefore be made
dependent on the reader » undertaking to make good any damage
occurring while the films are in his When & film fs
returped, It should be inspected carefully and any damage noted
I e e e ooat he has sectved the Al i pood

slip a, t c n
sy - ty belng glven him for camining the (itm
tn his tem If he wishes—and when he has retumed the fitm and
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Further reading

I am indebted to the Kodak R h Library for the folloning
references to the collecting, cataloguing and filing of photograph
and films,

Adams, E. L., aod Lambert M Photographic Section of the
Library of Congresy, Library Journal 7J 108137 Na. 15,
Scptember 1946,

Negatives are classified a9 to size and an & in. by 10 in. fle peint
Is made from cach. Code pumbers are assigned and a control
card is made out contalning a brief record of the subject, the
h her 8 name the negative size, and some additional
data, Prints are sorted into lots and catalogued, Finally the
prints are mounted on grey sheets, the captions are added, and
the entire sheet is photographed on microfilm.

Strain, P M (Libraran, U.S, Naval Phot. Interpeetation Center
“Washington, D C) Photographs In Scientific and Technical
17.17:;.:15. Special Libraries, 39 No. 3 March 1943 pp.

Negative and print preservation.  Captioning.  Cataloguing.
Classifying.  Accession records.

Horowitz, I  Army Air Forces Keep Pictorial Record, Lidrary
Jowrnal 71 1751-84, No. 22, December 15 1946,

U.S. Army Alr Forces Photographic Libmry Prints are
mounted in loose-leaf binders stacked vertically in steel shelves
and numbered according to the arbitmry peographical theatres.
Negatives are filed numerically

Lawton, k. B.  Army Pictorial.  Radio Aews 31 130, 147 312,
314 316, February (U.S. Army Signal Corps Issue) 1934
Pictures taken by the Army Pictorial Service are filed - cross-
indexed by mbject matter location, personahtics, campaigns,
and serial numbers.
Downes, B.  The Muscum of Modemn Art s Photography Center
Pop Photographr 14 24 30, 83-6, February 1944

Shell, M Filing and classification methods of photographic and
Tustrative matenal. 1 Operations and methods of vanons
photographic depaniments 1T Simple systems appicable
to the clanification of medical material,  J Blolr Photor
A, 19 No. 3 Avpust, 1951 pp. 129-134 and Mo 4
November 1951 pp 153-160.
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kod, Sarlcy  Some standardh for £im bibliographics
Arericax L. Assn Ball, 43 Drc. 1949 pp. 366367

Howe,C.  Film Library-Orgaedraion, Phote Desters’ Anoc, /.
P 21, 23 May-Jaoe, 1945
Orpaniration and

are dheumed,
g, M) Gpier Fim Filtag,  Setonce Aews Letrer 47
39 No. 23, Juoe 9 1938
catal

torty, Eschitmiskryedtoa

Badky ) G, Wartme Catdoguing of Mothon-Picture Fllm.
JSor_MvLﬂa..Dt-.a.""” March, 1944
The coocerned.

lnh:dSnm.b!fuldeﬂm.Duu’bdm&hbg\:Dh
Ruh(«dumpm\ motion pactres and f#m
stnpr. Ind prefoweary od 13 pp, B

4 pe mhington, Library of

Litrary Fowrnat T4 “a. 6, 15 Mazch, 1949 (Andio-Visral Nymber)



GENERAL BIBLIOGRAPHY

The Aslid Handbook of Speclal Librarlanskip and Information
Thork  Aslib, 1955

“The cataloguing of films and flimstrips  Unesco proposale”
Unesco Bulletin for Libraries May June 1955 pages 93-101

Daughtry Bessie. Cataloging arranvement and storage of motion
pletwres film strips and 2" X 2 slides  Rochester NY., Unk
venlty of Rochester Press, for the Associatlon of College and
Reference Librarics, 1954 iif 81 leaves. (ACRL Microcard
Scries, no 20)

Doe, Janet, Lditor A Haxdbook of Medical Library Practice
Chicago American Library Association 1943  x, 609 pages.
(BEspecially Chapter VI pages 220-55)

Jackson Ludlke, Editor Technical Libraries Thelr Orpanisation
and Management  New York, Special Librarles Association,
1951 vill, 202 pages.

Planning the Library London, Ronco 1950 935 pages.
(Includes very helpful illustrations).

Bibliography ir ar Age of Science by Louls N Ridenour Ralph
R.Shawand A G Hill Urbana 1, Unlvensity of Iilinols
Press, 1951 90 pages.

Rider Fremont. Compact Book Storage New York Hadham
Press, 1949 94 pages.

Standingford O WV  Filieg and Indexing London Office
Management Assocation, 1951 (Issued In connexion with
a one-day Conference held by the Associntion at Caxton MHall
Westminster on Tuesday 20th March, 1951)

well D H., Lditor  The Technical Report New York, Refnhold
Publshing Corporntion, 1954 xk, 435 pages. (Especlally
Part IV pages 259-370)

N.B —Ncw ideas and equipment are desenibed frequently in the
pages of the ALA Dullerin and of the Library Jowrnal  The
Ploneer a Journal issued pertodically by Remington Rand, is
devoted to the planning of librancs, and gves excellent illus-
trations of layout equipment, ctc.
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