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This book is dedicated to the memory of MARY H@'EWELL
BEIZER, whose achievement as cataloger in theUnited States
Public Documenis Office during the time whedthe Checklist
of United States Public Documents was be1§ repared and
the Document Catalog was being publishe@liis left all libra-
rians in her debt. In her will Mrs. r left a bequest to
the American Library Association t%e used “for the gen-
eral advancement of 11brary wOrk cgnnected with Federal
Government Publications.” Thestiequest was used in the

N

preparation of this manual. 3
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Preface \
e
Compiling a manual for the assistanc{e\of custodians of de~
pository collections of United States, government publi-
cations, as the Committee on Pubhc Documents required,
has some of the same difficultf@'s in execution as that
earlier directive to be all things to all men. In the first
place, federal publicationihre the complex product of a
complex organizationg t@aﬁ is and has been since its origin
in a state of continual growth and change. In the second
place, depository, ebllections are characteristically part of
the collections of\well-established libraries of widely dif-
ferent types, from the smaller public library to the large
research library either general or special. Each library
of each jcy)gé has its own policies and routines into which the
administration of its documents collection must fit. No
dogiiments collection is administered in a vacuum, and no
mandal on the administration of the collection can take into
account all the attendant conditions in every library, or
even in every class of library, that has a depository col-
lection,

Therefore, all this manual can hope to do is to de- ‘
scribe some of the constants that exist in handling govern-
ment documents: their origins and purposes, sources and
methods of acquisition, the characteristics of some of the

ix
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special types of documents, and the elements of federal
government document bibliography. Beyond that, it ven-
tures into the more difficult ground of describing some of
the different methods of organizing the collection and sys-
tems of classification and records, More space is devoted
to the organization of the separate collection than to the
collection distributed or assimilated into the general col-
lection of the library, not in order to give more impqr&lce

- to the former, but because the latter system must neces-
sarily follow the policies and routines established for the
library as a whole. General principles of catalog entry,
general acquisition routines, the application of techniques
and uses of equipment that are applicable~to the library as
a whole and not peculiar to the government documents col-
lection are each discussed in their pwn'large body of litera-
ture, and clearly outside the province of this manual.

Reference services and nsgs'ef government documents

" are not considered because the ¥xisting body of literature
on documents is mainly concerned with subject content. A
chapter on basic bibliographies and indexes is included at
the request of many librarians,

Partisan deba,!:g‘on controversial matters has been
avoided. A ma;%al‘of practice is not a proper recruiting
center for crusades, however laudable in purpose.

Certain'commercial agencies and services are listed
for the information of interested librarians, Thetr inclu-
sion @o@"not constitute an evaluation of their quality, and
omigsion carries no adverse implication.

{\Some matters of style and terminology require a note

":qu'explanation. The word “documents” has been used oc-

. casionally as a sort of shorthand term to mean “United
States government publications.” Technically this usage
may not be correct, but it is convenient and commonly ac-
cepted, and not likely to result in any confusion of meaning
as employed here. The question of how to refer to the
agency charged with the distribution of United States

~government depository publications is a difficult one. The
Monthly Catalog calls it “Documents Office,” the Library of
Congress uses the entry “U. 8, Superintendent of Docu-
:‘nen'ts,” and the letterhead of the office carries the legend

United States Government Printing Office, Division of
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Public Documents.” It is referred to here as the Docu-
ments Office, following the usage of its own bibliographies.

The interest and assistance of so many persons and
agencies have been enlisted in the compilation of this man-
ual that individual acknowledgment is impossible. It can
only be said that whatever good is in it is the product of the
combined efforts of all the members of the library profes-
sion and of other interested agencies who have responded: q
requests for information and opinion with gracious courtesy
and sincere interest. PR/

A few outstanding contributors to the work must ‘be
mentioned: the members of the Committee on Publi¢ Docu-
ments of the American Library Association, @er the
chairmanship of, successively, Mr. Carl HiMelinat and
Mr. L. H. Kirkpatrick; Mr, Carper W, Bgckley, the Super-
intendent of Documents, United States Gov€rnment Printing
Cffice; Miss Betty Jane Dillon, Documents Librarian, Uni-
versity of Pittsburgh; Mr. Edmon Low, Librarian, Okla-
homa Agricultural and Mechanical College; Mr. William L.
Pullen, Documents Librarian,sUniversity of North Carolina;
Miss Doreen M, Yorkston, Head, Documents Section, Uni-
versity of Illinois Library., )

Special acknowleggment is due Mr. Eugene H. Wilson,
Director of Librarigs'of the University of Colorado, for
making the time for work on this project available, as well
as for his many’other contributions to it; and to Mrs. J. Q.
Jackson, whc( stood by as always.

A final Warning: Readers expecting a routine to sim-
plify al\]:s}rocedures and solve all problems will be dis-
appoiiited. To hope to replace the necessity for diligence,
exjiérience, and intelligence on the part of the staff with
some magic formula of procedure would be to disparage
the importance and the value of the materials with which we
deal,
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chapter 1 Origins and purposes "
&
of United States

N
y \ o/ .
government publications
O

Any government documents librapja}i‘will often observe that
to the general public “the gove’mﬁfent” apparently is a
single amorphous entity that “piits out” publications (“pam-
phlets” is usually the word) on any conceivable matter that
the ingquirer happens to,{r’&t to know about, But the docu-
ments librarian and Mg\assistants must have a clear under-
standing of the origihs and characteristics of government
publications, Without this understanding they will not be
able to organizq'ihe collection properly or, it goes without
saying, use itintelligently,

Sevepal€éxcellent descriptions of the nature and content
of the pub)ications of the federal government are listed in
Section II of Chapter 9 of this manual. The United States

vernment Qvganization Manual, listed as Item 23 in
Chapter 9, furnishes a survey of the complex of agencies.
The chart of the executive branch issued by the Senate
Committee on Government Operations, frequently revised,
is a graphic presentation of the two thousand~odd agencies
of that branch, giving an effective picture of its extent and
organization.

Since at least several of these publications should be
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on the reference shelf of any government documents Ij-
brary, it is not necessary to include here any detailed de-
scription of the body of federal government publications.
But many of the problems of administering a government
documents collection arise out of the peculiarities of origin
and nature of the documents. A few of these character- :
istics are briefly mentioned here, ) i
A clear-cut definition of what constitutes a goverQ(nent :
publication presents difficulties. The Checklist (Item'24
in Chapter 9}, page vii, has this definition: AN -
Any publication printed at Governnké}i't‘.expense or
published by authority of Congress or any Government
publishing office, or of which an edition has been bought
by Congress or any Government, office for division
among Members of Congress Dbdistribution to Gov-
ernment officials or the publi¢, shall be considered a
public document. O

PR

Present publication pragtibe’s require the modification of
“printed” to “printed griprocessed” (produced by a dupli-
cating process otherthan ordinary printing}, but the essen-
tial point-remains.the same, that government documents are
publications issued or distributed under authority of a gov-
ernment agency. This fact has considerable bearing on the
characteristics both of content and of format of these publi-
cations,f :'i'hey' have their origin in some function that is
deezpqd\proper to whatever agency is responsible for their
isgwance. These functions may vary from the purely ar-
‘cp_i\'ral, which was the first reason for the existence of gov-

¢~ ernment documents, through all shades of the informational

y* from such reference compilations as the Statistical Ab-
Stract to the leaflets that tell the farm housewife how to
cook rabbit, Many documents are compiled primarily for
use as reference works, such as the Statistical Absivact

- just mentioned, but probably a greater proportion of them

are not issued specifically for the use of libraries, or with
the requirements and interests of libraries in mind. Con-
sequently, format and method of issue present numerous

problems, some of which are considered in succeeding
chapters of this manual,
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Some documents, like the Department of Agriculture
pam:phlets on cooking rabbit or making outdoor fireplaces,
are for wide dissemination to the general public of brief,
simply worded information about one small subject which
is a matter of interest to various individual citizens. Some
are manuals of instruction for government agencies, such
as the Fedeval Personnel Manual of the Civil Service
Commission. Some are the monumental records of the ac- \“
tivities of the diplomatic service, such as the Foreign Res N
lations series of the Department of State, or of the progeed>
ings of Congress, in its several series, or of the decisions
of the judicial and regulatory agencies. Some are 4l rec-
ords of the findings of the statistical services, %uah as the
decennial census publications. Some are thetecords of re-
search in the social or physical sciences, Itwould be dif-
ficult to think of a subject that might nojc.l?e’touched upon in
some publication of the United States.g@vernment, although
a few categories in which it is advigable to look elsewhere
will oceur to any documents Iibxjariah: the frivolous, such
as how to play a guitar; the religious or ethical contro-
versy, such as the merits ofbirth control or euthanasia;
certain fields of investigation that are covered by non-
governmenial agencies,.phch as the census of religious
bodies since 1936; and'the clearly impracticable, such as
exactly how many persons read the horoscope in their daily
newspaper. ~

However, &ide the coverage and various the form,
United Stateslgovernment publications have in common the
fact that-4hey are issued by some agency of the federal gov-
ernmeri‘t: for some purpose connected with the public inter-
est “The occasional controversies as to whether issuance
6f one or another specific publication is in the public inter-
esf are not significant against the background of the vast
resources of the publications of the government. Over the
lengthening years of the nation’s history they have come to
be an invaluable heritage, worthy of the best efforts of their
custodians to organize and make available their wealth of
information. In considering the proper organization and ad-
ministration of these diverse publications in a library, the
community of their origin and purpose is an important
factor,



chapter 2 The official deposii{(j}}
program for U{\uted States

government publications
§
Note: This official stategﬁé‘ﬁ{ was prepared in the Docu-
ments Office of the Unifed States Government Printing
Oifice for publicatioh‘here, Its Cumulative Instructions 1o

Deposiiory Libm(z?s should also be consulted about
matters pertaining to the depository program,

The listribution of publications to designated deposi-
tory libraties thronghout the United States was instituted by
Act of €ongress on February 5, 1859, and placed in charge
OKt 2"Secretary of the Interior. Under the general printing
_act of 1895, these functions were transferred to the Office
) of the Superintendent of Documents,

\\ The law provides for cne depository for each Con-
gressional District to be designated by the Member of Con-
gress represenfing the district whenever there is a vacancy.
It also provides for two depositories for each state at large
to be designated by the Senators representing the state
whenever there is a vacancy. A special provision of the
law provides that all state libraries and the libraries of

land~-grant colleges and universities shall be Federal de-
positories,

4
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in the beginning the depository libraries were deposi-
tory for all Government publications which were printed
and made available. However, in later years the laws
covering the appropriations for the depository program (be-
ginning with 87th Congress, Public Act 171, March 20, 1922)
contain a clause providing that libraries would only receive
such material that they had requested previous to the time _
of printing, This put the libraries on a selective basis, "\
Since then many libraries have continued to receive all”
series of publications available but the majority of hhrar-
ies are selective. The basis of selection of series obpub-
lications is the Classified List of U. 8. Governmént Publi-
cations, prepared by the Library in this Dnns{}t « The
latest revision of this list was published in.September 1950
and selections from it became effective ohy\November 27,
1950. This 1950 Revision of the Classified List was pub-
lished in card form so as to become(a semi-permanent list
which could be easily amended to Rrevide for new series of
publications, As new series are begun or are printed after
formerly being “processed,” @l libraries are furnished two
of these 3 x 5 item cards fpr the new series, one card {o
incinde in their set comprising the Classified List and the
other to be marked with their assigned library number and
returned to the Di%iglon of Public Documents Library, if
they wish to add the new series to their selections. Wher-
ever possible,(@,Sample copy of the first printed igsue is
also furnishéds

Only those Government publications, which are printed
through\\bhe facilities of the Government Printing Office, and
which) are not restricted in any way or administrative or
Rurely for official use, can be furnished to depositories,
Only one copy of any publication can be supplied, unless the
law provides for furnishing in both unbound and bound form,
as in the case of some Congressional documents and re-
ports, and the series into which it falls must have been se-
lected by the library in advance of its printing. Selections
are not retroactive, as the number of copies of a publi-
cation made available for depository distribution is deter-
mined by the number of libraries which have selected the
appropriate item number prior to the time the publication
is ordered printed, Depositories may amend their
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selections at any time, but such amendment covers only
publications issued after the date of the amended selection,

Under an amendment to law passed in the first session
of the 83d Congress, the Superintendent of Documents must
reimburse the Post Office Department for the cost of mail-
ing all publications he ships, As a result he is now forced
to make an annual postage charge to all depository librar--
ies under that section of the Code of Laws of the United N
States, which provides that designated depositories mﬂsﬁ.be
willing to pay the cost of transportation for all publications
they receive. Annual postage charges are based-on‘the
number and type of selections made by the libra}‘ie’s.

The depogitory collections are permangn}s 6nes, and
publications may not be disposed of exceptas the Superin-
tendent of Documents may direct. The.instructions cover-
ing disposition of publications providg'in general for dis-
posal by libraries of revised or sj.lberseded documents, and
those afterwards incorporated in tumulations or later dis-
tributed in bound form without\eequesting specific permis-
sion from the Superintendeqt\of Documents, For all others
specific permission is reguired.

In administering thedepository program, the Superin-
tendent of DocumentS dssigns a number to each library
which should be mientioned in all correspondence concern-
ing the progrand.)

To helpther depository libraries in the use of the Clas-
sified List; the Division of Public Documents prepares each
year a%djd‘istributes to all depositories a List of Classes in
the 1950 Revision of the Classified List showing the current
titles of series included and the publishing offices. At the
~game time a list of inactive and discontinued item numbers
\Jrom the Classified List is also furnished.

One shipment of publications is made each day to ali
depository libraries, and a Shipping List is enclosed show-
ing the item numbers from the Classified List under which
the publications are distributed. In those cases where a
library has not selected any of the items distributed on a
particular day, a copy of the Shipping List is sent so that
the libraries will know that they have not been omitted from
distribution,

Nonreceipt of depository publications distributed under
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item numbers previously selected by a library must be re-
ported to the Superintendent of Documents, postmarked
within ten days of receipt of Shipping List covering the
day’s shipment from which they were missing,

The type of binding in which Government publications
are furnished to depositories is determined by the type of
binding ordered by the issuing agency for the majority of
copies of the particular publication being printed. . &

Depository libraries are expected to keep depository N
publications in as clean, well-lighted, and well-kept a;‘eés}
as the rest of their collection, and to make them'free]&
available to the public, at least for reference use ™\

The law provides for inspection of depositoi:} ibraries
by the Superintendent of Documents. Since.if ig obviously
impossible for the Superintendent to personally visit all de-
positories each year they are required periodically to an-
swer questionnaires sent out by the §ui)e‘rintendent, and to
supply such reports as may be requived, in order that he
may have an accurate picture of the operation of the deposi-
tory program throughout the country,

Depository libraries haye the right to relinquish the
depository privilege at any time, and under the law it may
be terminated by the Supeérintendent of Documents for fail-
ure of the depository o’ comply with the standards required
by law and the regullécions established by the Superintendent
for administratien/of the program.

Due o siga(\:e limitations in many libraries, the Super- -
intendent hé'granted depositories permission to substitute
microfatsimile copies for any depository publications with
the stipulation that permission and instructions for the dis-
pogalef the original document be requested.

“\“The depository distribution and sales functions of the
Division of Public Documents are entirely separate pro-
grams which are paid for from different appropriations,
and which are not interchangeable.
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chapter 3 Non-depository sources

."x
The estimates of the number of federal documents that are
not given federal deposit{)ry distribution vary between one
half and three fourtchof the total issue, depending to some
extent upon whether the count is made by title or by indi-
vidual piece, "Fqking into account all field office publica-
tions and thbse not available for public distribution, the
actual perpértage of non-depository publications is proba-
bly about three fourths of all those published,

"\{

\,\\PIBLICATIONS INCLUDED

AN Types of publications not included in depository dis-
\\ + tribution are such items as administrative publications for
/ use only within the issuing agency; confidential publica-
tions; publications issued in small editions for special pur-

poses, as briefs on behalf of the United States filed in
courts; preprints and reprints (with some exceptions); and,
most commonly, publications not printed at the Government
Printing Office, This last group includes all processed
publications except those reproduced by the offset method
at the Government Printing Office; it includes separately

8



Non-depository sources . 9

issued maps and the publications of such agencies as the
Federal Deposit Insurance Corporation and the Federal
Reserve System Board of Governors. The Office of Indian
Affairs utilizes the print shops of its vocational schools to
issue many of its publications, and Federal Prison Indus-
tries, Inc., prints some of those of the Department of Jus-
tice, Other publications are excepted from depository dis-_
tribution for a variety of reasons. \\

Miss Nellie M. Bowman, Library Consultant at the A
Documents Office, has compiled a list, “Publications, Mips
and Chzrts Sold by U. S. Government Agencies Other™Than
the Superintendent of Documents,” which was published in
Special Libraries {Vol. 44, p.53-65, February 4853), and
reprinted by the Government Printing Office.:)t is a very
helpful guide to the acquisition of these kinds of documents,

Besides such general classes as tha\ones described
above, issues of series that normallyhave depository dis-
tribution occasionally are not available to the Documents
Office for this purpose. Certain\issues of Department of
State series are sometimes‘l;eipréduced by the Department
of State in its own field priznting plant and not enough copies
are made available to the Documents Oifice for depository
distribution., A similaf difficulty has also arigen in the
case of certain Deparfiment of Agriculture publications that
are reprints, without change in text, of publications already
furnished to depasitories, and that the department had
merely reissuéd in another series. Reprints without change
of text are’ndrmally not sent to depositories, since the law
providag"fdr sending only one copy of each depository pub-
licatigns" The Documents Office is aware, however, that de-
pogit,c}ry libraries prefer to have complete series, and tries

~wherever possible to secure copies of such issues for de-
pository distribution,

In some cases, for instance the Office of Edycation
Circulay, some issues of a series are printed by the Gov-
ernment Printing Office and others are processed by the
issuing office. For some of these series, although not for
all, the depository item card has the note: “0Only those
numbers in this series which are printed at U, S. Govern-
ment Printing Office will be furnished to Depository Li-
braries.” In still other cases, as in that of the periodical
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Problems of Communism of the United States Information
Agency, the first issues are processed or printed by the
issuing agency, and the depository shipping list notice of
new titles states that depository distribution starts with the
first issue printed through the facilities of the Government
Printing Office,

_ Reports of research by government officials are often
published in scientific or technical journals or other non=
governmental media. This form of publication places thiem
outside the category of government documents, bup-availa-
bility of the reports of much government sponsored re-
search in this form must not be overlooked. .\

N\

BIBLIOGRAPHICAL INFORMATION\\

s \/

The acquisition of non-depository‘})ublications is a
major problem for documents libPapians, because they are
not given the automatic distribution that depository items
have, but must be sought fromia variety of sources by a
variety of methods, some efithem a bit indirect and oh-
scure. A former Superidténdent of Documents, Mr. Roy B.
Eastin, had this to say(in 1953 about the bibliographical

difficulties of the Documents Office itself in connection with
these publicationgs, ™

A

AJe€ar that is sometimes expressed by those who
use tl{'QMontkly Cafalog is that much material issued
bydhe"various government agencies is too fugitive, de-

/Spite our vest efforts to include in the Monthly Catalog
N all United States government publications. The act
¢ which created the Office of the Superintendent of Docu-
" ments provided that all government departments, agen-
cies, and bureaus‘furnish the Superintendent of Docu-
?nents with one copy of every publication which they
issue. This directive was further amplified by the
Congressional Joint Committee on Printing in 1937, to
specifically include all processed material, as well as
printed, providing the documents were not confidential
or merely administrative in character. For the most
part, the major installations that comprise the national
government today comply with these directives, and the
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publications of more than 250 departments, bureaus,
and agencies of the government are regularly listed in
the Monthly Catalog., Many departments and agencies,
however, have within them divisions or oifices which
are separate publishers. Some of these activities are
created by an administrative order of a government
department. The people working in such offices have
usually never heard of the Superintendent of Docu-
ments, much less of the requirement for furnishing
him with a copy of all publications issuved. This sij;ii«x"
ation is most likely to prevail where small bureats or
offices are set up in the field, in areas far removed
from Washington, The Library of the Divisioh of Pub-

- Ilic Documents received for cataloging duri% the fiscal
year 1852 over 16,000 processed publications. Un-
gquestionably there were some that We&hd not receive;
it is impossible to estimate how.many."

Various special lists by issping"agencies, subject bibli-
ographies and bibliographical notices in the professional
and learred journals, etc. may be depended upon for refer-
ence to some of the titles,that elude the Documents Office,
but many of them are fugitive indeed, and apparently no
complete listing can be.hoped for, despite the combined
efforts of all interested agencies.

METHODSNOF ACQUISITION
"\n

The g\if"éilability of non-depository publications, like
their ligting, is a matter about which no simple set of prin-
ciplesitan be drawn up. In 1948 James L. McCamy said,
“DE;SPite the fact that government documents are theoreti-
cally for sale, most of them are given away. Only the un-
informed, the modest, the hurried, or the righteous buy
them; for by going to the issuing agencies or to Ccmgreszs
one apparently can usually by-pass the Printing Office.”

'Roy B. Eastin, “Central Indexing and Distribution of U, 8.
Government Documents,” College and Research Libraries 15:35
{Jan, 1954).

*James L. McCamy, Government Publications for the Citizen
{New York, Columbia University Press, 1949), p.41.
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It appears, however, that free distribution is being in-
creasingly curtailed, and that requests for free copies of
sales publications are meeting with the reply that the title
is for sale at the Documents Office, or, if not printed by the
Government Printing Qffice, for sale by the issuing oifice.
Nevertheless, many publications are still distributed with-
out charge, as may be seen by an examination of the listings
of the Monthly Catalog and the announcements and lists ef\
the various agencies. K\

Current non-depository publications may be obtained
regularly through one of several ways, depending\upon the
method of distribution of the individual title: tl\mﬁgh the
sales program of the Documents Office, through the issuing
office, through request to a member of Congress, through
subscription to a commercial service, through subscription
to the Documents Expediting Projecty '9} through purchase
of 2 microcopy. Non-current pub,ﬁ«(iﬁtions that are in print
may be obtained from the Documents Office or the issuing
office in the same ways as cuctent publications; out-of-
print materials are sought.;through commercial dealers or

through the non-current duplicate exchange program of the
library, Q
A\

AY
Documents Office

A

Full ingtructions for ihe purchase of any sales publi-
cation from.the Documents Office are given in each issue of
the Moty Calalog, and in all the special lists of the
ageg@}”so that they need not be repeated here.

& Issuing Qifice

Distribution from the issuing office is accomplished in
several ways, depending upon the agency and the nature of
the publication. The usual ways are by purchase, free dis-
tribution, bureau depository, or exchange. As already indi-
cated, the Monthly Catalog lists as many as possible of the
documents for sale or free distribution by issuing offices.
Many offices issue periodic announcements of their own
publications, both free and for sale (see Chapter 9, Section
VI, Part 2). Several agencies have regional distribution
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centers from which their publications are available. The
Department of Commerce Field Service is an outstanding
example of this arrangement. Departmental and bureau
lists always contain detailed information about obtaining the
listed publications of the agency. It is frue, however, that
many field office publications are not regularly listed any- -
where, The best means of securing copies of those most
needed in the library is to establish friendly relations witl\{
the library or administrative office of the installations A\
themselves. A

Certain agencies have special depository programs to
insure the accessibility of their publications. Thé Program
of the Bureau of the Census is described in “ ThelIndexing
and Distribution of Census Publications,” bjMorris B.
Ullman, in College and Reseavch LibrarigstVol. 15, p.4l,
January 1954). The Public Health SeryiCe distributes its
publications to about 150 libraries, mostly medical; the
Atomic Energy Commission has a §ystem of regional de-
positories listed in each issue ofits Nuclear Science Ab-
stracts; and the Army Map Service had an extensive de-
pository program for distcibuting its maps, suspended in
1951, but possibly to be resumed.

The Department pf Agriculture has an extensive dis-
tribution system fmr\'ftsx publications through direct maili,
state extension services, and various other means,

Several agencies maintain current exchange relations
with universities and other agencies that have a publication
program of their own, sending certain of the publications of
the agenby-as issued in exchange for the publications of the
instiitton, just as the non-governmental institutions ex-
gp;m?ge publications with each other.

Members of Congress

It would seem to be a tradition among the citizens
of this country, librarians not excepted, that one easy way
of securing free government publications is by writing their
Congressman. The Monithly Catalog in its directions for
ordering explains that copies of bills and other current
Congressional publications of which there are no sales -
stock may be available from members of Congress, Since
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most of these publications are given depository distribu-
tion, the depository library will not need to use this ap-
proach except when additional copies are required. There
is also a well established procedure for the distribution of
certain Department of Agriculture publications to individual
citizens by members of Congress. Moest of these publica-
tions also are distributed to the depositories, and additional
copies can usually be secured from the issuing office ox{
from the Office of Information of the department as easily
as from a member of Congress. AN

Apparently there is no stated policy for the distribution
of other documents by members of Congress, except in
cases where a special provision of law makes{d certain
number of copies of a specific title available for such dis-
tribution. Requests to Congressmen for\a>publication of an
executive agency are usually forwarde;ﬁ\fb that agency, and
the Congressional endorsement mag\earry enough additional
weight to secure a free copy of a{priced publication, or one
of which only a small stock igavailable, In many cases,
however, a request directly6 the issuing office will pro-
duce the publication without the necessity for reference
through a Congressmams office, saving time and corre-
spondence for every.ol}é concerned.

¢, ™

Commercial Services

Since tl:u,; Documents Office has found it necessary to
discontinug accepting standing orders for serials that are
sales publications (it still accepts subscriptions to periodi-
cals}, commercial standing order services on all publica-
{ions and subscriptions available from the Government

_\Printing Office are available. Two of these are Bernan
Associates, Post Office Box 5664, Friendship Station,
Washington 16, D.C. and Documents Index, Box 453, Arling-
ton 10, Virginia, The latter also has a service for securing
publications distributed from the issuing offices,

Documents Expediting Project

The Documents Expediting Project has been organized
Dy cooperative effort of various libraries and library
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organizations to procure for the subscribing libraries
processed and field publications of federal government
agencies. It serves as a central ordering agency to regis-
ter requests of the member libraries to be placed on mail-
ing lists of the various agencies, and to secure for distri-
hution te the member libraries multiple copies of important
publications that do not have automatic distribution. It en- .
deavars to interest government agencies in establishing
distribution policies for their processed publications a,nd:
cooperates with the Documents Office and the Readex™
Microprint Corporation in making possible the mickoprint
edition of non-depository documents, by supplying\to the
Documents Office items suitable for inclusioni It also
works with University Microfilms in produging the non-
depository documents issued on microfilmy It has issued a
checklist of processed publications iseé& hapter ¢, Ttem

27, NS .

The Documents Expediting Projéct is housed in the
Library of Congress and operaté® under a contract between
the Library of Congress an;ijfﬁe Joint Committee on Gov-
ernment Publications of thesAssociation of Research Li-
braries, the American Library Association, the American
Association of Law Lit}aries, and the Special Libraries
Association. Undet. this contract, the project is established
as a section witHi the Exchange and Gift Division of the
Library of Coxgress. The joint committee reserves to it-
self the designation of participating libraries and priorities
of distr@’d‘on. The joint committee and the Librarian of
CongreSs' collaborate in the establishment of general poli-
cies@nd the appointment of the principal officer of the
project, the Documents Expediter.

Microcopies

The development of various forms of microreproduc-
tion of the printed word is of increasing importance in the
field of government documents, both of current issue and of
earlier publication. Some of the advantages of the medium
in its different forms are particularly apparent: the enor-
mous saving of space in reducing, for instance, the vast
bulk of the Congressional hearings to a few boxes of
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microprint or reeis of film; the availability of otherwise
unobtainable publications; the reduction in acquisition and
processing costs, The disadvantages of the medium are ag
apparent here as in its use for other types of printed
matter: reader resistance, loss of legibility in some cases
and the other complaints that fill the pages of discussion in
professional journals and the alr at professional meetings..
A list of federal documents available in microrepros>
duction appeared in the Library of Congress Information,
Bulletin of March 1, 1954, as an Appendix, “Microfihning
Clearing House Bulletin, No, 32”: A\
o °
Microcopies of U, S, Government Phblications.
Since World War II, librarians have 'shown an increas-
ing interest in the advantages of m@rocopies of U, 8.
Government publications. Not oily/are there advantages
in storage and preservation, bt many Government pub-
lications are available to libfaries only in microcopy
form. The following is a.;l’ist of Government publica-
tions presently availapiéﬁ in microreproduction;

L4

MICROFILM
1. U.S. Federal Register, 1936-1952. $469.
Copies availahle from National Archives, Washington
25, D.C. Igsues for 1953 to be microfilmed. (See also
under Migbocards)
2y \Daily Reporls, Foreign Radio Bvoadcasis,
195248110 per year. Copies available from Photo-
’@ﬁﬂ‘ication Service, Library of Congress, Washington
3 23, D.C,
~O° 3. U.S. Congress. 82d. Committee Prints.  $100
) if purchased separately, (See item 6) Copies available
from University Microfilms, Inc., Ann Arbor, Mich,
C.ommittee prints usually consist of reports or of spe-
cial studies relating to aspects of a subject being con-
sidered by a Congressional Committee. They are
printed in limited editions, mainly for the use of Com-
mittee members. The original publications from which
this microfilm is reproduced are collected by the co-
operative Documents Expediting Project located in the
Library of Congress. The film contains numerous
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other Congressional items of limited distribution in
addition to commitfee prints, and some Senate com-
mittee prints of the 81st Congress. Committee prints
of the 83d Congress will also be microfilmed. {(See
also item 1 under Microprints)

4. U. 5, Congress. 82d. Commitiee Repovis.
Being microfilmed by University Microfilms, Inc., Ana.
Arbor, Mich. N

5. U. S. Congress. 82d. Congressional Recordd “;:
{Permanent edition), $125, Copies available from {Uni-
versity Microfilms, Inc., Ann Arbor, Mich.

6. U. S. Congress. ‘82d. Heavings. $85Ei}\36pies
available from University Microfilms, Ingy™“Ann Arbor,
Mich. The Committee Prinis (item 3, abe¥e) may be
purchased with the Hearings, at $900 m\; the combined
set. The annual rate in the future wul‘ ‘be approxi-
mately $425.,

- 1. U.S. Laws, Statutes, etr: lels and veso-
lutions. 46th-55th Congress, (March 18, 1879—March 3,
1899). Copies available erm Photoduphcatmn Service,
Library of Congress, Washington 25, D.C. 436 rolls,

7 cents per foot. \\

8. Official Gagez‘te of the United States Pateni
Office. 1930-1€52y" Copies available from Microphoto,
Inc., 4614 Prospect Avenuse, Cleveland 3, Ohio. 1930-
1947 $35 a'yéar; 1948-1952, $50 a year. Currently
filmed on/&bi-monthly basis, at $50 a year. (See also
item ander Microcards)

8." Voice of Amevica Broadcast Scripts, 1953+
Mterofllmed by Library of Congress, Photoduplication
‘Serwce Copies $50 per year, estimated. This film

N fepresents a set of the basic scripts in English {from
which program scripts for overseas broadcasts in for-
eign languages are developed) prepared by the Broad-
casting Service of the International Information Agency.
Copies of evaluation reports and various special stud-
ies relating to the broadcast are included.

MICROCARDS
1. U. S. Federal Register. Vol. 15-17, 1950-52
(and currently). $50 a year. Copies available from
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Microcard Foundation, Middletown, Conn. (See also
item 1 under Microfilms)

2. U. S. Congress., The Debales and Proceed -
ings. .. (Amnals of Congress). 1st-14th Congress
{March 1, 1789—March 3, 1817) Copies available from
Microcard Foundation, Middletown, Conn. $53.60.

3. U. 8. Patent Office, Chemical Patents. July)
1952+ Copies available from Microcard Foundatjon}
Middletown, Conn. About $180 a year. M)

4. Official Gazelte of the United States Palent
Office. Vol. 630-665, 1950-52 (and currentdy),” De-
livered monthly, $80 a year. Available ££0rn the
Microeard Foundation, Middletown, Cefint (See also
item 8 under Microfilm) )

MICROPRINT N\

1. “Non-depository” itewis appearing in the
Monthly Catalog of the Uniled States Govevnment Publi-
cations, beginning with January, 1953. Copies available
from Readex Microprint*Corporation, 100 Fifth Avenue,
New York 11, N,Y.. Price: 1953, about $1,100; 1954
about $1,300, Ing@is set are reproduced about 12,000
“non—deposit,ggl’,’.’ documents of the approximately
20,000 documents listed annually in the Monthly Cata-
log, inclyding most of the Committee Prints of the 83d
Congress; 1st Session. {See item 3 under Microfilm)
Manyaf“the items are not available for distribution in
orinted form. Beginning with January 1955° the Micro-
(print edition is scheduled to include all publications

"\ »listed in the Monihly Catalog.

It will be noted that relatively little duplication cceurs
in these projects, The Federal Register and the Patent
Office Official Gazette are available in both microifilm
: anq microcard forms. The Congressional committee
prints are available separately on microfilm and also

appear in the microprint set of non-depository docu-
ments, '

*Later information has January, 1956,
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Matthew Bender and Company, 443 Fourth Avenue, New
York 16, New York, a law book publisher, issues the rec-
ords and briefs of the United States Supreme Court on

- miecrocards, and has announced a microcard edition of the
reports of decisions of the United States Attorney General,
the Commissioner of Patents, and the Court of Claims.

The Bureau of the Census has issued a microfilm copy
of its early census publications, 1790-1890, in forty-two |
reels. This is in distinction from the unpublished popula-, "~
tion schedules available from the National Archives. ¢\

The Microcard Foundation, Middletown, Connectiédt,
issues a microcard edition of all unclassified reporés of the
Atomic Energy Commission, and is extending its/@dition of
the proceedings of Congress to include the seri¢s following
the Annals of Congress. )

The number of titles available in somé&Jform of micro-
reproduction is constantly expanding;\m'erefore the preced-
ing listings can be taken only as reppesentative. The im-
portance of the medium has been rectgnized by the Docu-
ments Office, which permits the(substitution of a micro-
facsimile copy for any deposifory publication,

Besides the microcopies*of regularly published docu-
ments, the documents liBrary often has occasion to use the
services of various gevernment agencies that furnish
microfilm or photqpi*int reproductions of unpublished mate-
rial in their files,\as do the Library of Congress and the
National Archives, to name two outstanding ones.

Agencie§’that issue major subject bibliographies fre-
quently nigké the materials they list available in these
forms, \The Department of Agriculture Library will supply
o oxger a microfilm or photoprint copy of any item listed
ut'the’ Bibliography of Agriculture, and the Armed Forces
Medical Library has a photoduplication service described
in each issue of the Curvent List of Medical Litevature.
Many of the reports listed in the Bibliography of Technical
Reports of the Office of Technical Services are available on
microfilm or photostat through the Library of Congress
Photoduplication Service. The Atomic Energy Commission
depository libraries are under obligation to supply photo-
copy services for the reports in their collections that are
listed in Nuclear Science Abstvacis.
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These are only some of the outstanding examples of the
increasing availability to any library, or indeed to any indi-
vidual, of the great reservoir of information assembled in
the collections of federal government agencies. The re-
ports and lists of the agencies themselves should be studied
for information on specific types of material,

Dealers &

Some of the dealers in the out-of-print books thgtzhave
* stocks of government publications of varying size gnd na-
ture are listed alphabetically below, Inclusion jmithe list
implies no recommendation, nor does omissioyx\ca’rry any

unfavorable implication. o\
G. H. Arrow The Luther M. Cornwall Co.
218 South Fourth Street 261 Bfgadway

Philadelphia 6, Penusylvania Ngw; Work 7, New York

F. N. Bassett A¥ames C. Howgate,
722 North Orange Drive %\ Bookseller

Los Angeles 38, Californias 128 South Church Street

O\ Schenectady 1, New York
P. and H, Bliss  »\
Middletown, Configcticut W. H. Lowdermilk & Co.
N 1418 T Street, N.W.
The Book Stal™ Washington 4, D.C.
Post Officé Box 7002
Shirlingfar Station gzﬁgihzﬁhmw & Co.,
Arlington 6, Virgini
igton 6, Virginia 200 Canal Street
' J\S Canner & Co., Inc. New York 13, New York
{ Y46 Millmont Street Samuel Ward
Boston 19, Massachusetts LaPlata, Maryland

The Arthur H, Clark Co.
Box 230

Glendale 5, California

Zeitlin & VerBrugge
815 North LaCienega Blvd.
Los Angeles 46, California

Other firms that deal chiefly in one subject field very
gften stock documents as well as commercial publications
in their specialty, and should be kept in mind as possible
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sources. The latest edition of the American Book Trade
pirvectory should be consulted for further information.

Exchange

Many libraries are able to {ill gaps in their holdings of
earlier documents by means of non-current duplicate ex-
change with other libraries, either directly or through one* QO
of the exchange organizations, such as the Association of
College and Reference Libraries Duplicates Exchange, R\,
Union, or, for some items, the United States Book Exc‘hange.
There is no exchange organization that deals exclugively in
federal documents, but in libraries that subscrib %} either
of the organizations mentioned, particularly to_the Dupli-
cates Exchange Union, the possibilities of geeuring docu-
ments should be explored. D

The procedures for direct exch;mge depend upon the
organization of the individual hbrarg‘ Some libraries issue
separate exchange lists of government publications and
some include the documents in general lists. Whoever in
the library is responsible forthe acquisition of documents
shouid have the opportum\x to check all exchange lists that
include documents. The essential records for exchange
activities are described on page 61.
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_ A
government documents

A\
collection in the'library

N/
%

Two opposing systems of organization of the government
documents collection haveistrong adherents among estab-
lished libraries: the separate collection and the distributed
collection assimilated'into the general collection of the li-
brary. Both these &ystems have many gradations, from the
strict separatist’though the partially separated to the fully
distributed coll@etion, Each plan has its advantages and
disadvantages, Since there seems to be no possibility of
reconcilingthe opposing views, plans of organization for
both n@:fncluded here, and their advantages and disad-
van,@&s are discussed as objectively as possible.

ad
NS

" THE DISTRIBUTED COLLECTION

The entirely distributed collection is based upon the
theory that no distinction should be made between publi-
cations that bear a United States Government Printing
Office imprint and those that carry the emblem of a com-
mercial publishing house. The documents are classified
and cataloged by the same methods and shelved with the
rest of the library’s collections.

22
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The most effective argument for the distribuied collec-
tion is that it places government publications on various
gubjects with the other works in the library that treat of
those subjects. The student of the present economic situ-
ation of this nation, for instance, does not need to consult
the publications of the Twentieth Century Fund in one de-
partment and those of the United States Department of
Commerce in another. Under this method, government pub-
lications are clagsified and indexed in the same manner as N
the non-government publications with which they are ()
shelved, and the reader finds reference to both kinds ¢f)"
publications in the same general catalog. This is g.gon-

.venience, but in it is implicit one of the major Qisa\i-'
vantages of the distributed collection: It cannpt'take full
advantage of the coherence inherent in the Origin and nature
of federal government publications and of,the economies of
employing the considerable body of catalogs and indexes
issued by the Documents Office and :b}drari()us federal
agencies for their own publications. “The distributed sub-
ject arrangement takes cognizance of the content of indi-
vidual government publicatiopg~and not of their community
of origin and relationshipg, “For instance, the Stafistical
Abstract is a remarkabl€ compendium in itself, but its full
value for research canndt be realized unless the multitude
of government som:c'zg from which it draws and which it
serves as an analytical index are at hand to be used with it.
To take an example from life, a reader in a government
documents lifsidTy asked to consult the Statistical Abstract
for information about the national income. He went from it
to the Su'béy of Curvent Business and its supplements, the
Census\of Business, the Census of Manufactures with its
preliniinary releases of current information, and to the De-
pavtment of Agriculture’s Agriculfural Statistics. In a dis-
tributed collection, he might have found the Statistical Ab-
Stract in the general reference collection, the Survey of
Curvent Business and the Census of Manufactures in the
social sciences and business reading room, and Agvicul-
tural Statistics with the applied sciences. Some libraries
Separate the bound volumes of the Census of Manufactuves
from the preliminary releases. Such practices certainly do
not serve to unify the subject collection to as great an ex--
tent as does placing all government publications together.
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Libraries that use the distributed system may take
some advantage of the printed indexes, having them avail-
able in whatever public service division houses documents,
to be used as are printed indexes to periodicals and the
like. Under such an arrangement, many government pub-
lished serials are not analyzed in the card catalog, but are
represented only by the main entry and perhaps a subject
card. Analysis is accomplished, as it is for many serials
and composite works of nongovernmental origin, by refér-
ence to the printed indexes. D

In many libraries no separate staff organizatioh exists
for the fully distributed collection of documentgs Some
large research libraries may have a governm&t documents
specialist attached to one of the major publie service de-
partments, and in many libraries certain\niembers of the
technical processes staff are assignedte handle documents
exclusively. However, they function‘a¥ members of depart-
ments not exclusively devoted tq the handling of government
. publications, and the organization’of such departments is
properly the subject of the géneral staff manual of adminis-
tration and not of a manug;’ on government publications,

THE SEPARATE\COLLECTION

. ¢ o \‘ 3
The entirely Eéparate collection not only has the docu-
ments housed'and serviced separately from the rest of the
library, but €6mmonly uses a classification and record
systemﬁdﬁferent from those of the other collections. Clas-
sification and record systems are described in Chapters 5
and{B:" The classification is usually by issuing office in-
.gfead of by subject, and the basic record is usually a sim-
\plified holdings record or shelf list. The subject approach
10 documents using this arrangement is by means of the
printed indexes and bibliographies described in Chapter 9.
In libraries using this plan there is much to be said for
having both the technical processing and the public service
fgnct[ons centralized in the government documents division.
Since the classification and record system for the separate
collection differs from that of the rest of the library, the
pProcessing of documenis can best be carried on by a
specially trained staff whose functions are placed more
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logically under the supervision of the government documents

25

division than under that of the general division of technical
processes of the library. A government documents librar-
ian who supervises the handling of government publications

from the time they arrive in the mail until they are in a

reader’s hands has the opportunity to develop a much

clearer and more intimate knowledge of their origin, con- |

tent, and relationships than one who does not wrestle with, A\
_the intricacies of entry for reorganized bureaus, changad\)

titles, sub-sub series, and similar peculiarities of ths"jgubl

lications of the agencies of the government of the Unifed

States. It follows that the public services may profit from

being under the same organization as the technipal

processes in order to take advantage of the information ac-

quired in preparing the documents for use.,
The organization may he represgl"lt:édthus:
Director of Lib;:a;ries

3

)

Government Docifinents Librarian

3

. |
( Technical Procejgsg‘es) (Public Services)

Subprofessiona‘lzﬁ.sistant Reference Assistant

Ty;.!:ist: . \ “ ClJrks Pages
£ ’\50

OU‘I\I}\NE OF DUTIES
LGovernment documents librarian
\'\; ~/ Technical processes
Acquisition (by deposit, purchase, giit,
exchange)

Selects titles to be acquired.
Verifies bibliographical mformatmn
Dictates correspondence.
Supervises exchange procedures,

Processing

Revises classification and shelf listing.

Classifies and shelf-lists difficult
entries.

'\
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Processing (contd.)

Selects enfries and prepares information
for general catalog and other infor-
mation files,

Supervises binding procedure.

Public services
Reference

Supervises reference and c1rcu1at1on\étaﬂ
through reference assistant., { )y

Gives reference service to rese”:lrch
readers. AN\

Maintenance O ?

Supervises arrangement. ‘ef collection.

Supervises equipmenti\v

Subprofessional assistant in techmcal processes

Acquisition

By deposit: chécits dally depository ship-
ping llsts «claims shorts, refers new
items; 1) hbrarlan for demsmn

By purchaSe verifies order information,
maihtains order records.

Byrekchange: maintains records, pre-

(" pares lists of items available for ex-
change, checks incoming exchange
lists against holdings, fills exchange

A

p. <& aorders.
N By gift: checks lists of available items
\:‘ against holdings.
O Processing
Enters serials in checking file,

Shelf~lists non-serial publications,

Routes special materials according to
procedures described in Chapter 7.

Maintains statistical records.

Collates and prepares volumes for
binding,

Clerk-t typist in technical processes
Secretary of division: types correspondence,

orders, requests for publications, labels,
ete,
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Clerk-typist in technical processes (contd.)
Opens mail, sorts, and stamps acquisitions
with ownership stamp.
Files special materials under direction of
subprofessional assistant.
Maintains binding records.

Letters bound volumes. . o, &
Page in technical processes (part time, shared with , N
" “public services) D)
Delivers incoming and outgoing mail and))
packages. AN\
Packs exchange shipments. D

Fetches and carries as neededy ,\
Reference agsistant in public services

Assists readers: gives reference service,
prepares bibliographies.

Supervises public seryices staff: maintains
schedules, makes ‘assignments of work,
keeps time necords for part-time as-
sistants. (L%

Maintains circtlation records: charge rec-
ords,{ine records, cash account.

Arranges.displays.

Supervises shelving, shelf reading.

Maintains statistics of circulation and use of

N\ reading room.

Pages, ‘¢lerks in public services
Q Assist at circulation desk.

N\ File circulation records.
NS v Shelve books,
\"; v Read shelves.

Type circulation notices, bibliographies, etc.

The assignment of duties varies according to the size
and capabilities of the staff. In the smaller library the
government documents librarian is likely to be his own
reference assistant, or perhaps his own assistant in tech-
nical processes; in the larger, several assistants, at least
one of professional rank in both technical processes and
public services, will have the outlined duties apportioned
among them.
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Another plan of staff organization which should be com-
pared with the one shown here has been prepared by Miss
Jeanne E. Hull and described in her “Obligations and Staff
Requirements of a Complete Federal Depository,” published
as part of “Federal Depository Libraries: a Symposium,”
in College and Research Libraries (Vol. 12, p.37-39, Janu-
ary 1951). o &

Many variations in the pattern of the organization'of\\
the separate documents division are found in establighed
libraries, depending upon the organization and res@urces of
the individual library and the degree of separatien‘of the
division from other departments, Some libra,riés have only
the technical processes separate, while the~general refer~
ence department or some other public séxvice division
makes the documents available to the xéader. It might be
noted in passing that libraries haying ¥ subject division of
reading rooms should take thought before assigning the en-

tire documents collection to ope Subject division. The De-
partment of Agriculture’s classic Special Repovt on Dis-
eases of the Horse would appear a bit out of place on the
shelves of the social sgiénces division, as would the bibli-
- ographies of the Mu.si\t,\Division of the Library of Congress
or the reports of Khe ‘National Advisory Commitiee for
Aeronautics, « = .

As to the advantages and disadvantages of the separate
collectioniff-contrast to the distributed collection, the
chief disadvantage is that the separate collection cuts
acro\s{ﬂl subjects, and makes it necessary for students in
mp{;t fields to consult two divisions of the library: one in
th&subject field, and the government documents division, It

~\usually requires the reader to accept a classification and
'system of records and indexes different from that of the
rest of the library, since issuing office rather than subject
is the usual basis of classification, and under the most eco-
nomical plan, at any rate, the holdings of the documents
collection are not listed in the general catalog., The sepa-
rate collection requires a stafi specially trained in the
handling of government publications. However, the special
staff can give more effective reference serviece than can a
general reference staff that must be responsible also for .
non-government materials., Full utilization of a
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classification notation and indexing service that are avail-
able without any cost for local preparation is made possi-
ble. Even large and well-financed libraries that have dis-
tributed collections are not able to catalog fully their entire
government documents collection. Those having a separate
collection, utilizing the available classification and indexes,
can make all documents equally available at minimum ex-
pense. Some librarians feel that time saved in processing \
must be used in reference services, because the public re-
quires more help in locating documents not classified@nd
cataloged with the other collections of the library. ~This
theory is not borne out by experience. The staff/ofsthe
documents division handling both technical precessing and
public services in some libraries is not solarge as either
the technical processes division or one ;ngjor public serv-
ice division of the rest of the hbrary\.,: & :

THE PARTIALLY DISTRIBU‘I‘;ED COLLECTION

Many libraries use a condbination of the separate and
the distributed collection, ©Only certain selected documents
are classified by subjectjfully cataloged, and shelved with
the subject classed collections of the library. The re-
mainder are left in 'a\separate documents collection. This
method has the advantages of the distributed collection for
the selected titlés so handled, and the economies of the
separate collertion for the remainder. Its chief weakness
is indicatéd)in the term “remainder.” Any system that re-
moves é8sential works from the collection leaves the sepa-
rate-collection a withered remnant, while it greatly lessens
the\use of the distributed titles by separating them from the
mass of supporting and related material to which many
major government publications refer,

A desirable solution to the problem of location of docu-
ments with other material on the same subject is, if funds
allow, to duplicate the government publications needed in
the subject divisions of the library, leaving the depository
copy with the separate collection. : _

These strictures need not apply in full to publications
that deal with a clearly limited special subject, as law or
aeronautical science. I the library system has separate
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departmental collections in such special fields, it is com-
monly accepted practice to place the publications of the
National Advisory Committee for Aeronautics in the tech-
nical library, for instance, and the official court reports
and the like in the law library. Even here, however, it
must be kept in mind that the whole body of issue of the
legislative branch of the government, which the law library,
may wish to have in its collection, is also of primary ima\
portance in any general collection of government docus™),
ments. The Congressional Record and the reports amd
documents of the Congress, as well as the Unifed Sidies
Code and the United States Statutes at Large, should be
duplicated in the law library if copies are required for it.
The depository copies should remain in the government
documents division, W

The organization of the partially distributed collection
need not vary essentially from that\f;ci'r the entirely sepa-
rate collection, Routines must he\established for the rout-
ing of materials to be forwarde@“o other departments, the
record system should providefor a list of the holdings out-
side the government documents division, and a clear under-
standing of the exact arTangements should be established
and codified in the gn;ahual of practice of the library.

CONCLUSION
A X
The lgiqid,' size, general arrangement, and resources of
the librarg“must be taken into account in deciding what
organization of the documents collection is best for the indi-
vidual'library, A relatively small public or college library
Jat'is a selective depository has a very different situation
from that of the large research library. The small library
does not have the problems that sheer bulk of printed mate-
rials create. It does not have the variety of abstruse and
“highly technical questions that the major research library
has, The smaller staff does not permit a high degree of
specialization, as the smaller collection does not permit a
high degree of departmentalization. The small, selective
library, then, is probably best served by the distributed
collection, the savings made in extensive utilization of the
printed indexes and Documents Office classification being
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outweighed by the fact that many of the items listed are not
" peceived and the fact that, with a small staff and a small
collection, a separate collection of government publications
may not be feasible. :

Larger libraries must consider many factors in-decid-
ing whether the distributed or the separate collection is
petter for their needs. These factors include not only the
general considerations mentioned here, the coherence and
cconomies of the separate collection versus the subjectﬁis\-
tribution of the distributed collection, but also the local
circumstances of the individual library. The specialre-
search library with its emphasis.on the limited sQ‘bjgect
fields of its province will logically carry the faphasis upon
subject distribution into its documents collétion. The gen-
eral library that serves many disciplineswill have to con-
sider other factors: stack and readingeom facilities, size
and qualifications of staff, funds avsgiiaﬁle for processing,
and types of readers served. &) }

The separate collection dgesinot take any greater total
space than the distributed, obviously, but it requires the
space to be available in oneblock. The depository collec-
tion may be expected torgrow by perhaps ten thousand items
per year, exclusive of Congressional bills and resolutions,
‘1 libraries that select most of the publications available.
The Documents Office estimates that a year’s receipts re-
quire approxirpately 1928 running feet of shelf space. Most
documents, collections include other government publica-
tions besidés the federal depository collection, and although
predictions of the rate of growth of library collections are
hazardous, it is within the range of possibility that a gen~

_efal Yibrary with even a moderately ambitious acquisition
program may double the size of its total documents collec-
tion within sixteen years, assuming that the collection at
the beginning of the period is of average size for a federal
depository with an additional collection of state and foreign
government publications. '

The separate collection requires a spectally trained
staff, but such a staff can give better service than one that
does not have the time or opportunity to devote adequate
attention to the intricacies of government publications. It
must be remembered, however, that the general reference
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or readers’ advisory staff must be sufficiently informed of
the resources of the government documents collection to
refer readers to it if it is housed and indexed separately
from the other collections of the library.

Processing costs for the separate collection are
clearly lower than for the distributed collection, because of
the utilization of the centralized classification and indexing
services of the Documents Office. '\

Advantages of centralized classification and 1ndeXm}
and specialized services must be balanced against 10\0*&.1
facilities, requirements, and background to produéé\,the
best arrangement for the individual library. '\\

N
X \\3



chapter 5 Classification \\

7

THE DISTRIBUTED COLLECTION

The system of classificafi:én’ used for the documents
collection that is distributé\d into the general collections of
the library is of coursg'tﬁe same as for those collections,
and is doubtless a sub}e\ct classification, most commonly
gither the Dewey detimal or the Library of Congress sys-
tem. The choiqe@f"system is determined by the character-
istics and requivéments of the individual library, and is -
based upon ¢hé”suitability of the system to the whole i~
brary, &%ﬁ’fer much discussed in the literature of library
CIassjii(;'a ion and beyond the scope of this manual.

~JDmust be borne in mind that the great majority of
téderal documents are issued in series, so that the classi-
fication problems inherent in this method of issue, by what-
ever agency, are greatly apparent in the classification of
documents. Many agencies issue a Bullelin which, in the
case of the Office of Education, for instance, covers in suc-
cessive issues “How Children Learn To Think,” A Di-
rectory of 2,002 16-mm. Film Libraries,” “UN Declaration
of Human Rights,” and “School Fire Safety.” The

33
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Department of Agriculture’s Farmevs’ Bulletin has an even
wider diversity: “Father-Son Farm Operating Agree-
ments,” “Cutting for Profit in Southern Pine Woodlands,”
“Drying Forage by Forced Ventilation.” Other series, such
ag the Smithsonian Miscellaneous Collections, as its name
implies, may encompass in one volume subjects that have
very little relation: “Long-range Effects of the Sun’s Vari-
ation on the Temperature of Washington, D.C.,” “The Meta:
morphosis of a Fly’s Head,” “Further Additions to the a
Birds of Panama and Colombia.” N

o .

It follows that many series must receive only a\general
subject classification, and the advocate of having;’all mate-
rial on the same subject together will have t he" content
with placing many of the document series under the general
subject in the subdivision provided for gowernment publi-
cations, for example, the Office of Edug%;t’ion series in
370.61 (Dewey) or L111 (Library of¢Gongress) and Depart-
ment of Agriculture series in 630{6%1 or S21.

The small or special library may prefer to classify
each issue of some monographic series separately, pro-
vided funds and time allowt3Some libraries select impor-
tant monographs for se}{ar:ite classification, leaving the
remainder in the series'file. This practice calls attention
to the selected itémh a8 a separate publication, but is in-
convenient for the searcher who has reference to it as an
issue of the,sériés and must seek it in a second location. It
weakens thé gtructure of the collection generally to have
~ key publications removed from it, as pointed out in the dis-
cussie}}\ni the partially distributed collection in Chapter 4.

R "Libraries having distributed collections find the Con-~
_gressional edition, usually called the Serial Set, difficult {0

place logically, Edith E. Clarke states that the logical
classification number for it in the Dewey decimal system i8
328.73 “Proceedings of legislative bodies,”' She suggests
that the extensive set need not be shelved with other works
of the class, hut may be represented by a dummy and
shelved elsewhere, This practice in effect recognizes the
unique character of the set, and implies special provision

1 N
'Edith E, Clarke, Guide to the Use of United States Government
Publications {Boston, Faxon, 191%), p.235-36.
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for its reference use. Libraries that depend upon the

printed jndexes of the Documents Oifice for analysis of
documents series find separate handling of the Serial Set
efficient and economical.

gome libraries remove certain types of publications

from the Serial Set and classify them separately, Among
these are certain of the early departmental reports that

were distributed in the Congressional edition up to 1908. . o~
This practice is discussed later in the section of this chaps \"
ter dealing with the separate collection and, since essen< W
tially the same principles are involved, is not considered”
here. Aside from these reports, many valuable monegraphs
appear in the Congressional edition, and those thaPocéupy a
whole serial volume may of course be classified separately.

As an alternative for current publications; the unbound

issues of Congressional reports and documents that appear

in advance of the bound serial editiop\méy'be classified
~geparately, leaving the bound edition’itrthe series. This also
solves the problem of separate c}assification for the publica-
tions bound together in single velumes of the serial set.

THE SEPARATE COI\JLECTION
AN

In planning a clag&ification for the separate documents
collection, the factunust be taken into consideration that
publications of gg\iernment agencies other than those of the
United States féderal government will probably also be in-
cluded. A system should be used for the United States.
documen\t%,\then, that can be correlated with a system for
publications of other governments: those of states of the
United States and of the smaller governmental units, those
¢ dthier nations, and probably those of official international
agencies. This requirement is not so formidable as it may
appear. The usual basis for classification of the geparate
documents collection is that of issuing office, which may be
applied to the publications of any government. Any other
arrangement nullifies the major reasons for having a sepa-
rate documents collection by destroying the coherence of
the body of work of the various agencies, and greatly
lessens the usefulness of the special indexes of government
documents, the major ones of which are based on this
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arrangement, If the principle of classification by issuing
office is accepted, the organization of the material is pre-
determined to a considerable extent, although variations in
subarrangement must be considered. The chief consider-
ation, however, is a notation system to translate the ar-
rangement into symbols, rather than a classification sys-
tem, R
) N
The Documents Office classification ':~'
The best known and most widely used classﬁmatmn _
notation based on arrangement by issuing offic is that of
the Documenis Office itself. The explanatio% 1ts struc-
tare that appears in its Lis? of Publicatiohs)df the Agricul-
ture Depavtment, 1862-1902 is include here, with the text

slightly abridged and altered to confor}n“to current organi-
zation, SO

The classification is kiy governmental authors:
First, by Departments_ or independent publishing
offices; second, by bureaus, offices, or divisions of
such Department,s\ or independent publishing offices.

Deparim ent.,s@n‘boz

The\ first letter of the distinctive word in the title
of each)of the ten Executive Departments is used to
-desi ate the Department, and is written as the first

@m in the “classification number,” as follows:
K ~. A-  Agriculture Department

's) C-  Commerce Department

D~  Defense Department

FS- Health, Education and Welfare Depart-
ment (This Department retains the
symbol assigned when it was the
Federal Security Agency, which was

-not ranked as an Executive Depart-
ment} -

I- Interior Department
J-  Justice Department
L-  Labor Department -
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P- Post-Office Department
S- State Department
T- Treasury Department
(W and N are the symbols for the
War and Navy Departments, suc-
ceeded first by the National Military
Establishment, symbol M, and then
by the Defense Department) R
In order that no conflict should arise between the. N
Executive Departments notation and that of any of the™) .
independent publishing offices, two letters are used.for

~

the latter, as: N
CS- Civil Service Commission /)
DC- District of Columbia O

GP- Government Printing Offies
IC- Interstate Commerce Gbrhmlssion
Ju- Judiciary (United tates courts, ete,)
Other symbols are X- Procee ings of Congress
Y-Miscellaneous publicationsof Congress; Z-Papers
of the revolutionary perlod md first fourteen Con-
gresses,

Bureau, office, ov digision symbol
¢ L\

A symbol ha:v}ng been supplied for the Depart-
ments and independent publishing offices, one for each
of the bureaus, offices, and divisions of such Depart-
ments or publishing offices was next considered.

Thedigure 1 following the Department or inde-
Pe{ldf@t publishing office symbol was fixed upon to rep-
resent the Secretary of the Department or the chief
sexecuhve officer of any of the independent publishing

\ offices, and is always used for such, thus--
Al- Agriculture Depariment, Secretary’s
Office
D1- Defense Department, Secretary’s Office
GP1- Government Printing Office, Public
Printer’s Office

Beginning with figure 2, the numbers are applied
in numerical order to the various publishing bureaus,
offices, and divisions, these having been arranged
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alphabetically when the classification was applied; new
offices to be added at the end of the list of a Depart-
ment and assigned the next number,

This of course does not provide for an alphabetical
arrangement of the bureaus, offices, etc., created after
the establishment of the classification, but does furnish
a distinctive symbol for each without limit. e

A point is placed after this second symbol to sepa-
rate the Department and bureau notation from the rest

o

of the “classification number.” QO

%
7 %3

Examples: ,xﬁ\\
Al.- Agriculture Department, Secretary’s
Office. X
A2 - Agriculture Departinent, Accounts
and Disbursements Division.
Ad.- Agricultur;ébe’partment, Agrostology
Division,
Ad4.-  Agriculture Department, Animal
Indugtry Bureau,
Agencig{\created after establishment of
clagsifigation:
Add.  Agriculture Department, Solicitor of
O Department of Agriculture.
MN@&34.-  Agriculture Department, Insecticide
22N and Fungicide Board.
)~ A35.-  Agriculture Department, Federal
Horticultural Board.

A88.-  Agriculture Department, Agricultural
Marketing Service {1953-).

Series symbol

Next fo be considered was a symbol for the numer-
ous series of publications which emanate from these
various publishing offices. As substantially every
Government publishing office issues an annual report,
this.annual repori is considered to be the most im-
portant series in the publications of every office, and
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figure 1 was therefore designated as the symbol for
“annual reports,” and written as the third term in a
«classification number,” following the point,

In like manner an arbitrary symbol, figure 2, is
assigned to the numerous publications of a miscellane- .
ous character which are not numbered or volumed in
any series. Such sporadic issues have been called
“general publications,” and their symbol, figure 2, is | o
written as the third term in a “classification number.”, "\

A majorily of the publishing offices issue their ¢\
publications numbered in series called “bulleting” ob “
“circulars” or both; the terms being applied withgat
any regularity as to size or character of the Works
thus numbered. The figure 3 for “bulleting®and the
figure 4 for “circulars” have been permanently as-
signed to these classes, to be written a5-the third term
in a “classification number.” A&

We now have figures 1, 2, 3.and 4, when written
after the point as the third term if a “classification
rnumber,” permanently assigji:ed‘ as symbols, as follows:

.1-  Annual repdrts.

.2-  General.publications.
.3-  Bullgfins,

.4-  Cirgculars.

From thisjpoint the various series are arranged
alphabeticallyyas far as possible, assigned the num-
bers follow.ij}\g' indefinitely, and all new series as they
come th}a\,rﬂ are given the next number to be applied
to a séries, under the office from which they emanate.

Should an office fail to issue any of the four
elasses of publications here described, the numbers
\'“;ar’e left blank, and the numbering of such series as
they may issue begins with figure 5.
Following the series symbol a colon is used to
separate the series figure or figures from the charac-
ters used as individual “book numbers” to follow.

Examples: ’
Al.- Agriculture Department, Secretary’s
Office,



40

Federal Documents

Al.1:-  Agriculiure Department, Secretary’s
Office, annual reports.

Al.2;~ Agriculture Department, Secretary’s
Office, general publications.

Al1.3:-  Agriculture Department, Secretary’s
Office, bulletins,

Al.4:~ Agriculture Department, Secretary’ 5
Office, circulars,

Al.5:~ Agriculture Department, Secretary\'s
Office, miscellaneous circularg,

Al,6;- Agriculture Department, Sec‘neta.ry 8
Office, special reports, \\ N\

Book numbey x\

An individual “book number”, i&all that is now
needed to complete the classifieation. The symbols for
this purpose are written after ﬁhé colon as the fourth
term in the “classificatio;yhmhber.” In the case of
annual or periodical publications the date is used as
the book number; for ':i'\'folumed series the volume
number is used, a.nd in a numbered series the number,
The works classﬂiéd as “general publications” being
without any of these distinctive features, it is found ad-
visable to arrange them in alphabetical order under the
most s1gmf1{:ant words of their titles, or under their
subjects) dnd the Cutter Author Table symbols for such
worgls\are used as “book numbers.”

i\ Examples

Al1.1:901- Agriculture Dept., Secy’s Office,
annual report, 1801,
A1.1:902-~  Same, 1902.

Al.2:- Agriculture Dept., Secy’s Office,
general publications,
A1.2:P96- A comprehensive agricul-

tural program for

Puerto Rico.
Al,2:R26- Regional adjustments to

meetf war impacts.
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Superior letiers and figures

Two other very useful features of the classification
need some explanation, namely, the use of the superior
letter a (*), and the superior figures (%), etc.

The superior letier always designates excerpts
from the publication bearing the same notation without
the (2}, The name adopted for these excerpts is “sepa={"
rates,” and they are always designated by the superipr
(*). These “separates” are arranged in classes by{ ™)
themselves, immediately following the series fromy
which they are taken. N

The superior figures are used to differéfitiate be-
tween publications which may of necessity})e assigned
the same symbol in the alphabetical classification, and
also o distinguish between the Var’icﬁ"issues of the
same serial or numbered publicaten:

.
N/

Examples: AL
A12: Agrignlture Dept., Secy’s Office,
%) general publications,
Al1.2:B39'- . Special report on the beet-

AN sugar industry in the
W United States.
A1.2".B3§2— Progress in the beet-sugar
79N industry in the United
) States.

& JAT7.12:2%  Agriculture Dept., Agricultural

Q Research Administration,
R\ : Agricultural research, vol.
AN 2, no. 8,
\'\; v GP3.8:953'% Government Printing Office,
Documents Office, Monthly

catalog of United States gov~
ernment publications,
December 1953.

It will be seen that the system here presented is
expansive enough to cover any number of departments,
offices, series, or books, and that, too, in as concise a
form as possible. A long or intricate classification
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number is not only hard to apply to a book, but is diffi-
cult to remember in consulting the shelves, and it
should therefore be as short and simple as possible.
Certainly the numbers or symbols in the method herein
described express a great deal in a limited space, and
it is hard to conceive of a shorter method of expressing
such a phrase as “Interior Department, Geological and
Geographical Survey of the Territories (Hayden), Fin@
reports, Volume 9,” than by the accurate notation ,
118.5:9, which, when analyzed, exhibits a clear stite:
ment of the entire phrase: (I)Interior Departrdent;
(18) Geological and Geographical Survey of the, Terri-
tories (Hayden); (.5) Final reports; {:9) Vélume 9—
118.5:9.2 )

% 3
\

Whether the above observation would have been so
sanguine if the compiler had been face'thwvith the multiplicity
of agencies that began to appear in'the 1930’s is a matter
for conjecture. Here is an examplé:

¥3.N21'%2C76°2 . S. National Resources
\y Committee,

The consumer spends

O his income. June 193¢
™ [Reprint with changes,

N\ Pigest of Consumer in-
7 comes in the United
States, Aug. 1938 and
0 Consumer expenditures

’§w. _ in the United States,
N June 1939)

N

a3

- \\ ‘Both the advantages and disadvantages of the Docu-
\nents Office classification are generally recognized, The
greatest advantages are its correlation with Documents

Office lists and indexes and its immediate availability for

depository items without any local cost for compilation,
Each daily depository shipping list carries the Documents
Office classification number for each item. The number
may be quickly transcribed to the items themselves by a

%1U. 8. Documents Office, List of Publications of the Agricultuve
Depaviment, 1862-1902 (Washington, Govt. Print. Off., 1904. Bibli-

Og;af;ly of United States Public Documents. Department List no. 1),
p.9-15,



Clagsification 23

clerical assistant, and the classification of the day’s de-
' pository receipts is complete.

Classification of new non-depository titles cannot be
accomplished with such dispatch. It must await the listing
of the title in the Monthly Catalog (Item 31, Chapter 9).
Copies of processed publications and publications of field
offices may be slow in reaching the Documents Office for
listing, or may never be sent, and the individual Library "
may be faced with the problem of devising classification
numbers for the unlisted titles, This problem is difficgl{:, N
for two reasons: the devised number may conflict withyfu-
ture numbers assigned by the Documents Office, anfj the un-
listed titles, not being included in the customary indéxing
media, are likely to be lost to prospective readers, It is
possible to avoid to some exient the first-inentioned diffi-
culty by consistently assigning the Serig@ymbol 2 {general
publications) plus the Cutter number from the title, even to
serials, The Cutter number may bg\followed by a single or
double letter from a second word.oithe title to insure fur-
ther against conflict with Documtents Office numbers, which
only rarely use letters following the Cutter number. For
example, a library wishing'te continue shelving publications
of the Pan American Unfon with those classified by the
Documents Office in BA, may use the notation PA1.2:P19c’
for its Panovamas, Inter-Amevican Cultural Review, vol~
ume 1, number 2.

The assightént of Documents Office classification
numbers to Gldér publications presents some problems dif-
ferent frefm those mentioned in connection with the clagsi-
flcationoF ‘current items. The Checklist (Item 24, Chapter
9) is:the standard source for classification numbers for all
documents published up to the time of its compilation, For
decuments published between 1910 and 1924, when classi-
fication numbers first appeared in the Monthly Catalog, the
depository invoices are the only available complete listing
of numbers assigned, and they do not indicate exact Cuttelr
humbers or the modifying superior numbers to be used with
them. A list compiled at North Carolina State College Li-
brary® presents the schedule of classification to the date of

-2

*Mary Elizabeth Poole, Documents Office Classification (JAnn
Arhor, Edwards, 1946]), Ttem 25 in Chapter 9.
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its compilation (August 1945) but it does not list individual
non-serial titles in the “general publications” classifica-
tion,

The notation has not proved so uncomplicated in prac-
tice as was originally hoped, The point following the bureau
symbol may easily be misread as a decimal point, particu-
larly in libraries that use the Dewey decimal classification
for their other collections. The superior numbers are‘dif~
ficult to transcribe, and the virgule (shilling mark) substi-
tute used in the Monithly Catalog easily turns into a.sﬁuinber
1. The chronological arrangement of bureaus and series
that have come into being since the original co@ﬁilation af-
fords no sort of logical finding aid or mnemeni¢ device by
which titles may be located without reference to the Monihly
Calalog or some other index to the clasgitication,

Many other difficulties arise in gonnection with the
classification notation that are inhétent in the complicated
and constantly changing organizatibn of the issuing agencies,
and cannot be blamed upon thetBocuments Office classifi-
cation system, which only réflects the situation existing at
the time of issue of each.publication. When an agency is
transierred from one,department to another or reorgani-
zation within a deparfment takes place, the classification
changes with the‘agency. Office of Education publications
issued during the period when it was an agency of the De-
partment of the Interior bear the number 116, and those
issued aftqr its transfer to the Federal Security Agency
have thesnumber FS5. (An outstanding exception to the
pracja\'se of changing classification numbers at each re-
organization is the Documents Office decision to retain the

. FSdesignation for the Department of Health, Education and
Welfare that succeeded the Federal Security Agency.) The
usual practice of changing numbers results in breaking
serial and periodical files and compelling the reader to
look in two or more places for publications of the same
agency. The alternative of reclassifying older material
to the new number is expensive, presents many problems of
rearrangement of space, and may be very difficult in cases
where the bureau is not transferred in toio, but has its func-
tions distributed among several agencies. On the other
hand, attempting to ignore changing relationships and
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emphases by continuing to classify under old symbols de-
stroys much of the significance of the separate federal
documents collection as the representation of a living and
growing organism, the government of the United States,
Other difficulties arise in connection with the compli-
cated system of publication of certain documents, For in-
stance, in 1948 the Bureau of Naval Personnel issued an
apparently single-volume work entitled United States Navy
Chaplains, 1778-1945. The Bureau was then part of the "\
National Military Establishment, and this particular work™,
was given the Documents Office number M206.2:C367° 22
An explanatory note in the work itself indicated that it was
actually part of a contemplated larger work, but that the
other volumes of the projected work would not be ‘published .
as official documents. However, in 1949 anefiter volume,
designated volume 1 of The Hislory of the Chaplain Corps,
United States Navy, was issued by the Burgau of Naval Per-
gonnel, by that time under the De arithent of Defense, and
received the number D208.2:C36 :l,iln 1950, volume 2 was -
issued. In 1854, volume 4 appeared, containing supple-
mentary matter and correctionsito the first issued volume,
now designated volume 3, which was separated by a consid-
erable portion of the alplfabet from the rest of the set. The
depository shipping list_frio. 614 of January 8, 1954) that
lists volume 4 inclgd;% a note on the issuance of volume 3,
and the classifier. in’ the library would properly reclassify
it with the other¥olumes of the set, making reference from
the original,,g:}\aésiﬁcation number for the readers who find
the origixj[sxl.reference in the 1948 Monthly Catalog.
The'serial publications of the Department of State fur-
nish.classic examples of the complications of series num-
bére-sometimes encountered. In its European Series, num-
bers 1 through 7 were assigned retroactively to publications
issued before the series was established, Number 1 was
issued originally as Western Euvopean Series no. 1 and as-
signed the Documents Office classification number S1.28:1.
(The classification number for the European Series 15
$1.45.) Numbers 2 and 3 were unnumbered publications,
assigned classification numbers §1.2:Es8® and §1.2:Es8’.
Number 4 was originally European and British Common-
wealth Series no. 2 (S1.74:2), and that was a reprint of
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Eastern European Sevies no. 1(51.35:1). Numbers 5 and 6
were Eastern Euvopean Sevies nos. 2 and 3. Number 7 was
another unnumbered publication, The only way to maintain
continuity among the Department of State series is to check
the department’s own periodic list of publications and make
note of the dual personalities. recorded therein.

A different sort of problem is encountered in the publi-
cations for which issuing or sponsoring office differs fro
office of compilation. Publications of international quiés
that are distributed in this country by an agency of the.gov-
ernment are characteristic of this type of publication. An
example appears in the Monthly Catalog of September, 1950,
Item 19120, where the Inferim Report on Euvdpean Re-
covery Programme, volume 2, published in Paris by the
Organization for European Economic Co-pperation, is listed
and classified as a publication of the Egbriomic Cooperation
Administration under the number Y3.E€74°:18°.

The classification of the Congressional edition as a
whole need not present any pxjob;e'r'n to the library having a
separate documents collect::mii, ‘since it may simply be
shelved as a set, using the sérial numbers themselves as
classification numbers,. However, since in the nineteenth
and early twentieth centuries many executive reports and
monographic studieswere distributed in both the Congres-

- sional and depaxtmiental editions, many libraries having in-
complete departmiental editions classify the Congressional
edition of cerfdin executive publications under the depart-
mental g;,la?s"ification; or, on the other hand, deliberately
leave ,ggp's in their departmental collection and depend upon
the Okecklist to indicate the serial numbers in the Con-
grgséional edition of publications omitted from the depart-

“mental classification. This practice requires a thorough
knowledge on the part of the staff of the publication methods
of this period to avoid the misapprehension that a publi-
cation is missing from the library’s collection if it does not
have the edition first searched. This difficulty may be
avoided by leaving the serial volumes with the Congres-
sional edition and noting the serial numbers on the shelf-
list card for the departmental edition:

11.1: U. 8. Interior Dept,
Annual report
1868 serial 1366
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Departmental references, on the other hand, may be made
on the holdings record for the Congressional edition, but
the notation is necessarily more cumbersome,

The Monthly Catalog of June 1954 lists on pages ix-x
the classification numbers Y1.1: (Cutter number) for pro-
ceedings and reports of organizations, and ¥1.2: and Y1.3:
{Cutter number) for House and Senate Manuals, the Report
of the Secretary of the Senate, and the compilations of ..
prayers that are issued in the Congressional edition. An WM
accompanying note states that these classifications have
been established for the convenience of libraries that pre-
fer to classify these serials separately rather thmk*a:s' part
of the Congressional edition, D

In classifying and using the Cr:tngressiona‘l’édition,4 it
must be observed that the serial numbers fox\Congressional
reports and documents do not appear in’théMantkIy Cata-
Iog. This, clearly, is because the Sgﬁa;a’te reports and
documents are listed before the serialwolumes are made
up, and the numbering is not availablé until the Nwmerical
Lists (Item 35, Chapter 9) for the session of Congress dur-
ing which the publications appgar is issued. For earlier
publications, the serial numbers are most easily located in
the Checklist and the Dogument Catalog.

¢\

Other system$, .'

Some librATies shelve the documents collection without
benefit of cLa'géi:fication number, simply arranging by issu-
ing office.and title, For an extensive collection, this
method i# likely to result in difficulties that are more time
consumiing than the application of a classification notation.
Bécatise of the complexity of governmental organization, .
somie sort of marking of the filing word is necessary for the
guidance of the shelvers, whether the arrangement is by de-
partment and bureau or directly by bureau. In many cases,
the proper corporate eniry and series fitle do not appear
on the cover, and considerable lettering is necessary to in-
dicate the filing entry. Shelving by entry is slower than by

*The handling of unbound current Congressional publications is
discussed in Chapter T.
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classification number, because of the necessity for the eye
to locate and the mind to interpret the proper text. The
relationship between the documents themselves and the }i-
brary’s records of them are also more difficult to deter-
mine without classification numbers because of the neces-
sity of comparing long entries. Since each classification
number is unique, problems of identification are reduced to
a minimum by their use, : N\
Most libraries that have separate documents collée=
tions include in them government publications of states;
municipalities, other nations, and perhaps internaticnal
agencies, and consideration must be given to tl\é\é:lassiﬁ-
cation of these publications in a system that ds*correlated
with the classification of the United Stateg.documents.
Various notations that codify issuing office’ and title desig-
nations have been devised. One such s&sfem, devised by
Mr. Raynard Swank,® uses an arabi¢“tumber for the name
of the state or nation plus a Cuttér)number for the issuing
office, with publication numbersidssigned according to the
same general principles as, afi:e’ employed in the Documents
Office system. The 1953 Awnual Report of the Education
Department of New York State, for instance, has the classi-
fication number SOTEﬁB :
1:953
Another system developed at the Oklahoma Agricul-

tural and Meghanical College Library is intended for use in
classifyingthe’entive government documents collection of
publicatiéns of federal, state, municipal, foreign, and inter-
natioryg,:.égencies. It is based on the same principles of
arrangement by issuing office as the Documents Office and
the Swank systems, but uses an alternation of capital Ietters
~~and arabic numbers, permitting indefinite alphabetical in-

tercalation of agencies and titles to allow entirely alpha-

betical arrangement of the collection. Its arrangement is

that of the collection shelved by corporate author and title,

with the arrangement indicated by symbols (classification

nhumbers) to do away with the difficulties of trying to

7

*Raynard Swank,
cipal Documents,” Sp
cludes provisions for

“A Classifiecation for State, County, and Muni-
ecial Libravies 35:116-20 (April 1944). In-
ciassifying foreign government publications.
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arrange the collection without the use of a classification
notation., The director of the library states that it has
proven satisfactory over a period of approximately ten
years, The complete formulae for its construction are de-
scribed in A Nolation for a Public Documenis Classifica-
tion, by Ellen Jackson, Bulletin No. 8 of the Oklahoma Agri-
cultural and Mechanical College Library (Stillwater, Okla-
homa, 1946), . &

Local classification systems have been devised by N
some other libraries, The University of New Mexico, notas
bly, has placed its own system in use recently, but has"‘;ant
published the schedule,

o

) ;‘xs.
\ N/
\\



chapter 6 Records

O
THE SEPARATE COLLEGTION

The nature and extent'of the records to be made by the
individual library dep nd upon the organization of the gov-
ernment documents division and the arrangement and clas-
sification of the,collection. The minimum essential is the
record of holdings, without which no library can function
efficiently, sifiee it is impossible to administer or use a
collection’the’ exact extent of which is not easily ascertain-
able, g’fe‘practice of indicating holdings only by checking
printg’&\ ists or indexes is not recommended, because such
rec@rds are necessarily scattered and incoherent. One
~single card file that permits intercalation of new entries in

their proper order is the most elementary usable holdings
record. This, in its commonest form, is the conventional
library shelf list arranged in classification order.

The shelf list may be the only complete record of hold-
ings, including both serial and non-serial publications.
Certain auxiliary records are alsg necessary to the most
efficient operation. The majority of documents are serial
publications, and, besides the permanent record of holdings,

50
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a record of current receipts and a binding record are needed
for them, Acquisition records also are essential. '

The shelf list

The permanent shelf list is perhaps most commonly
kept on conventional library catalog cards of approximately
3 by 5 inches. Bome libraries purchase Library of Con- "
gress cards for both serial and non-serial titles for this '\
use; some use typed cards, usually in limited cataloging ¢
form. NS

A careful decision must be made as to the style of the
shelf-list card and the kinds and extent of the infprmation
to be included upon it. The system of entry of the"Library
of Congress varies in some essentials fromtite’present
system of the Documents Office as applied\in the Monthiy
Catalog. I Library of Congress cards aré used in con--
junction with the Documents Office indexes, a clear under-
standing of these differences and the\reasons for them is
essential if confusion between t’be’two systems is o be
avoided. Both systems emplog-ilie principle of corporate -
entry; that is, the government agency, not the individual
writer {or nominal writery as the secretary of an executive
department) is conside(’eh the author. The Monthly Catalog
makes no exception t this rule; the Library of Congress
entry does for a répert published by a government agency
but made by a person who is not an official of the agency,
and for scientifi¢ papers, addresses, etc. having individual
authors even)though the individuals are attached officially
to the agé‘lkjr. The Library of Congress uses form sub-
divisigh'for laws, treaties, constitutions, and the like; the
Docgiments Office enters under issuing office. The Library
of\Congress follows its general rule for periodical entry
under title for government-published periodicals; the Docu-
ments Office enters under issuing office. H issuing office
and office of compilation differ, the Library of Congress
enters under the latter, the Documents Office under the
former, In September, 1947, the Documents Office adopted
the principle of direct entry for the Monthly Calalog, that -
is, entry directly under bureau instead of under major de=’
partment subdivided by bureau. Before that date entry was

o
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made under major department with bureau subdivision,
The Library of Congress has followed the practice of direct
entry consistently, and frequently enters directly under a
smaller unit than the Documents Office does at present,
For instance, publications of the Communicable Diseasa
Center in Atlanta, Georgia, have the Library of Congress
entry U. 8. Communicable Disease Center, Atlanta, The
Monthly Catalog enters them under Public Health Servic L
The Library of Congress uses the latest form of the name
of agencies, or in case of transfer of publication of 4\title
from one agency to another, under the latest publishing
agency. The Documents Office enters under the(fiyme of
the agency at the time of issue of the specﬁigﬁhblication.
This is true not only of current listing in the Monthly Cata-
log but also of the arrangement of the retrespective Check-
list. Perhaps most conspicuous mnong\%ié differences be-
tween the two systems, the LibraryobCongress enters
under the abbreviation U. 8. subdivided by the name of the
issuing agency in direct order,fpr example: U. S. Office of
Education. The Documents Qffice uses inverted order:
Education Office.! ) :

The principles underljring these differences are clear
and easily wnderstandgble. The Library of Congress sys-
tem is planned to present an alphabetical listing by the au-
thor of the publigation cataloged, in the most logical and
consistent mapyer possible. The rules for its form of
entry have heen fully set forth by Mr. James B. Childs in
his Autho¥ Entry for Government Publications {Washington,
Govt. Print. Off., 1941) which forms the basis for the
American Library Association cataloging rules for author
entry of government publications.? The Documents Office
_ 'system of entry as it appears in the Monthly Catalog indi-

cates the office responsible for the issuance of the publi-
cation, not necessarily the agency or person that wrote the

" For a defense of its practice of inversion, see “The Question
of Inzversion” In its Monthiy Catalog, no, 210, June 1912, p.821-23.
American Library Association, Division of Cataloging and
Classification, A.Z 4, Cataloging Rules for Author and Title Eniries

(2d ed., ed, by Clara Beetle; Chicago, American Library Associ-
ation, 1949), p,126-48,
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text. (This information is included in the body of the entry

if it differs from the office of issue.} The entry is coordi-
nated with the Documents Office classification, and, for

shelf list arrangement by that system, presents a more
consistent appearance than the Library of Congress entries
do, because of these essential differences in the principles
governing the choice of entry. Of course a file can be ar-
ranged by classification number even though all entries '\\
under the same agency number do not indicate the same ¢
corporate author, but such arrangement may result m»Some
confusion, and if the collection is established on an ar=
rangement by issuing office, consistency in entry as well as
in classification is an aid in building up the proger concep-
tion of the structure of the collection.

The fullness of bibliographical detail {s the next matfer
requiring decision., I Library of Congréss cards are used,
some cards must be prepared by the\ngividual library for
titles for which Library of Congres§ gard are not obtaina-
ble. (The Monthly Catalog includes the Library of Congress
card numbers for items for wh’ich they are available at the
time of listing.) Consistenci requires that the Library of
Congress rules for entry/and form be followed for those
cards prepared in the ,hbrary, but the principles of limited
cataloging listed below ‘tay properly be applied even for
cards to be used inconjunction with the fuller form, Li-
braries that use(typed cards exclusively are likely to use a
limited catalofing form for all entries, restricting the in-
formation indluded to the minimum essentials, In either
case listeof volumes of serials, number of copies of non-
Serzals, and whatever information about holdings that the
general library sheli~listing practices embrace are added
o the cards by the technical processes staff.

The information included in the body of the card may
well conform to the applicable Library of Congress pro-
visions for limited cataloging, whether the Library of Con-
gress or Documents Office system of author entry is fol-
lowed. These provisions, adapted from the Library of
Congress Processing Department’s Cataloging Sevvice Bul-
letin 1-23 of May, 1951, are as follows:
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Descripfive Datu

(1) Title page. The title statement and edition
are to be transcribed in accordance with the Rules
for Descriptive Cataloging. S Imprint daie only is
essential for Government Printing Office publi-
cations, following the Monthly Calalog practice of
omitting place and publisher unless it is other than
“Washington, U.S. Govt. Print. Off.”

(2) Collation. Collation is to consist of: £

(a) The last numbered page or leaf, of the vol-
ume, or of each of the severdl major sec-
tions of the volume, or théutamber of vol-
umes if more than onés \

(b) If a work in one volume has complicated
or irregular pa irjé;write “«1v.” Hitis
unpaged, write» apaged” unless the num-
ber is so supail'tha.t it can be determined
at a glanc€;dn which case, the number of
pages shall be supplied. If the paging in-
dicates‘that the work is part of a larger
um‘\t} inclusive paging shall be given.

{c} ¢ ThHe qualification “loose-leaf” as in full

‘Q ’\Cataloging.

~4d} The general specification of parts when
N> this cannot be given as volumes; e.§.,

N 3

o > 23p. and porifolio.
%w‘ -{e) Size and illustration information to be
R\ omitted.,
AN (3) Notes. Only the following notes shall be used:
\‘ (a) Series designation not used as title under

which publication is listed.

(b) At head of title note, but only if it char-
acterizes the work, amplifies the title, OF
indicates the author in a form varying
significantly {rom the author heading.

5 .
U. 8. Library of Congress, Descriptive Cataloging Division,
Rules for Descriptive Calaloging in the Library of Congress {(Adoptet

by the American Library Association) {Washin Govi. Print.
Off.] 1949). ) (Washington [Govt.
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(¢) Notes of imperfections.
(d) The incompleteness of serials shall be
noted in the holdings statement.
(e} “Bound with” note,
() Notes to describe photocopies and micro-
print reproductions.
{g) Contents notes, in general, are not to be
made. “
N
An additional rule must be included for libraries that)
follow the Documents Office practice of entering undex";
issuing office at time of publication: Reference shall be
made to classification number and entry for portions’of
serial publications issued by predecessor or_sfictessor
agencies. As an example of this usage, the\kibrary of
Congress {orm for an open-entry serial i&gs follows:

U. S. Bureau of the Censys.

...Statistical abstratt of the United States
...First-  numbet,'1878-  Washington,
U. 8. Govt, print:\0fi., 1879-19

v. tables. 23 1/2em.

Subtitkg\;varies. 1879-1902.

1st-25th no., 1878-1802, issued by the
Burealtof statistics (Treasury dept.); 26th-
34th(ne., 1903-1911, by the Bureau of statis-
tice (Dept. of commerce and labor); 35th no.,

#1912, by the Bureau of foreign and domestic
(\tommerce (Dept. of commerce and labor )3
" 36th-59th no., 1913-1937, by the Bureau of

N\ \ foreign and domestic commerce {Dept. of
~O commerce); 60th-  no., 1938- Dy the
N/ Bureau of the census.
7th and 8th numbers issued as one
volume.

4 -18089 (rev. '40)

The library that follows the Documents Office gystem
of entry requires four shelf-list cards for this series (only
those portions of card essential to the illustration are
shown )
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T37.10: U. 8, Treasury Dept. Statistics Bureau,
Statistical abstract of the United States,,.
First—twenty-~fifth no., 1878-1902...,

Continued by same title issued by U, §,
Commerce and Labor Dept, Statistics Bureau
(C14.16:)

.\\'\

C14.16: U. S, Commerce and Labor Dept. Stapistics
Bureau, A7
Statistical abstract of the Upited States...
Twenty - sixth—thirty -fourth ngf ¥903-1911....
Continued from same«ifle issued by U, 8.
Treasury Dept. Statistie&Bureau (T3 7.10:)
Continued by saim@)title issued by U, 8.
Commerce Dept. Ec’ir.bign and Domestic Com-
merce Bureau (C18.14:)

~ S 3
LN

LR Y
g

C18.14: U, 8. Con{mei-ce Dept. Foreign and Domestic
Comymierce Bureau.

(Statistical abstract of the United States...
Thirty-fifth—fifty-ninth no., 1912-1937....
\\ 35th no., 1912, issued by Commerce and
* ’ Labor Dept. Foreign and Domestic Commerce

,§w‘ Bureau,
R\ Continued from same title issued by U. S.
NN Commerce and Labor Dept. Statistics Bureau
Q~ (C14.16:)

4 ' Continued by same title issued by U. S.
Commerce Dept. Census Bureau (C3.134:)

o~

C3.134: U. 8. Commerce Dept. Census Bureau.

Statistical abstract of the United States...
Sixtieth- no., 1938-
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Continued from same title issued by U. 8.
Commerce Dept. Foreign and Domestic Com-
merce Bureau (C18.14:)

Libraries using direct entry omit department except
where necessary to distinpguish between two bureaus of the
same name, and enter directly as U, S, Statistics Bureau
(Treasury Dept,), U. 5. Statistics Bureau {Commerce and . A
Labor Dept.), U. S. Foreign and Domestic Commerce
Bureau (the distinction between Commerce Departmentéand
Commerce and Labor Department is not necessary in\the
heading hecause no change in call number is invo].{‘ed), and
U. 8. Census Bureau, Library of Congress unif‘¢ards may
be adapted to the Documents Office usage by tybing in the
changed headings above the printed entry, ang adding neces-
sary infermation to the body of the card; '\\J

If the Documents Office classifi atidn system is used,
any consolidation of files under an earlier or later number
than that of date of issue should ke indicated by cross ref-
erence. U the Slalistical Abstxact in the example above,
for instance, is all classifiedyhder the Census Bureau,
reference cards should read:

O
T37.19;¢{ U, 8. Treasury Dept. Statistics
p ureau. Statistical abstract. See
C3.184: U. 8. Commerce Dept. Census
K. N\ Bureau. Statistical abstract.
§ C14.16; U. S. Commerce and Labor Dept.
R\ Statistics Bureau. Statistical ab-
AN stract. See :
\'“; C3.134: U, 8. Commerce Dept. Census
Bureau. Statistical abstract.

C18.14: U. §. Commerce Dept. Foreign and
Domestic Commerce Bureau. Sta-
tistical abstract. See

C3.134: U. 8, Commerce Dept. Census
Bureau. Statistical abstract.
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The curr;ent checking file

As a matter of convenience and efficiency, a current
temporary checking file for serials appearing twice a year
or more frequently is a desirable auxiliary to the perma-
nent shelf list of holdings, The current checking file may
be arranged alphabetically, either by department subdi
by bureau or directly by bureaw. A separate file of peri-
adicals by title may be maintaired, but if the staff. dsdc-
customed to think in terms of issuing office as em;ry, the
one file by corporate author is more efficienty sifce all
types of serials may be entered in it without; rther sort-
ing. It is easier to locate entries in the albhé.betical ar-
rangement than the classified, except forndepository items
in libraries using the Documents Offic¢e’classification,
which appears on the Documents Office daily shipping list,
Even these libraries have non- dep051tory serials to enter,
and will doubtless find the alpha’betlca.l arrangement more
satisfactory,

Some form of v151ble i‘ndex is usually considered the
most efficient equipmentfor serials checking records, but
any of a namber of s\\zes and styles of cards and f111ng
cases may be used without affecting the essential practices
of recording gov ment serials. Because of the variety of

types of serials to be recorded, at least two basic forms of
N \

FSS«-Z@ \U. 8. Health, Education, and Welfare Depte

% Education Office.
& Circular.
s g
. e - a Y
{0: EE] EF az L1 oz 7= =
J o= a3 a3 sa an w3 n2 =
fos 2 sa P e s - o
1‘05 x5 an == en S L) ¥
!Ou ag
-

“n L =5 74} B

4R s s kL na ae

ARAARRARR]

a
A

a
EL]
]




Records 59

checking cards are needed. First, a card is needed where-
on can be entered a single series of numbers. A card
printed with ten columns of ten numbers each can be used
as the base for this type of card, with the appropriate digits
added to the left of the base numbers for numbers above
one hundred.

The other essential form provides space for serials
that have two or more parts to their issue number, such ag\
volume and number or year and month.

l
\ N

GE3.8: U. S. Government Printing Office. Doczm@%&
K¢,

Office.
Monthly cataleg of United States\government
publications. .

AN,
gea.p_.mo.l._yem{ma. year__mn._year_]_m -lfmv WO Fesrl mo.—
953 g _f1_9.5‘3 F lids¥| 2 "\ |
S 0 R B 4.3 ,i‘,_:___ R
A 3 N I I 2 N —
B Y 72 -

— |l 22 AN i
— e Tnd. -
gl St | g C _I
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The reqo\rd may be transferred to the permanent shelf
list as yolumes are bound, or as a checking card is filled if
the ser‘iﬁ remains unbound. Some libraries simplify their
recﬁ?‘ds to the extent of using checking cards in the perma-

flentrecord, either confining bibliographical information to
\the entry at the top of the card or using the checking cards
in combination with either a Library of Congress or a typed
card giving fuller bibliographical information, I the shelf
list is looked upon essentially as a holdings record, with .
the printed Documents Office indexes as the major source
of bibliographical information, this plan not only saves time
and expense but is entirely workable.

In whatever manner the record may be transferred

from the current checking file to the shelf list, some
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symbol must be employed in the shelf list to indicate that
the record of current issues is kept in the current checking
file., A dummy card, giving only classification number,
author and title, and the note referring to current checking
file may be inserted in the shelf list until the first volume
of the serial is completed. After holdings have been
entered in the shelf list, a note, “For current holdings seg
current checking file,” may be added to the sheli-list card,
or simply a penciled “cci” in an upper corner of the card
may be used if the record is consulted chiefly by staif
members who are aware of the significance of the Bymbol.

7o
O

Acdquisition records are essential to\any library. As
shown in Chapters 2 and 3, federal d,oc\aments are most
commonly acquired as depomtory\matenal from the Docu-
ments Office; as special deposit( or autright gift from the
issuing agency; as gifts from wther sources; or by ex-
change, either direct current exchange or non-current
duplicate exchange. A certain number of documents must
be purchased, particularly in libraries that require dupli-
cate copies of many.ti}ies. Each of these methods of ac-
quiring documents vequires some record, although care
should be taken not to multiply files beyond the point of
usefulness. N\

The dep‘omtory card record furnished by the Docu-
ments Office (its Classified List of U. S. Government Publi-
cali s) is adequate for the depository collection, since
aftér'the initial request is sent to the Documents Office
rece;pt is automatic. A list of serials regularly received
by gift and current exchange may be combined with the de-
pository file, maintained separately, or simply noted on the
checking cards for current receipts, This last practice is
particularly useful in libraries that keep a statistical rec-
ord of additions by source, since the count may be made as
issues are entered, without reference to a seccmd file.

Requests for non-serial titles solicited as gifts need
not be recorded unless the library requires a memorandum
of its need for certain titles in order to employ other
means of acquisition for those not available as gifts. Such

Acquisition records
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records as are needed may be of the same form and kept in
the same file as the record of purchase orders, with the
notation that the items are requested as gifts rather than
purchased. As to the form for requesting gifts, many li-
praries use a form postal card for requesting free mate-
rial, and usually the same form may be used for documents
as for other kinds of publications.

It is not ordinarily necessary to maintain records of "
titles requested from non-current exchange lists, although "\
it may be desirable to have a record of outstanding requests
by name of library. Most libraries do keep an account of "
the number of items sent to and received from each}.ip‘rdry
or other agency with which they have exchange rel tions. If
documents exchanges are handled separately, tl}{ govern-
ment documents division keeps its own file gicthe number of
documents sent to and received from each{ibrary, but a
permanent record of titles and issue numpers received on
non-current exchange is not essential{lpder ordinary cir-
cumstances. In libraries having a cehtralized exchange de-
partment, documents exchanges may be recorded there
according to the prescribed pt:bf:eiiures of the depariment,
or they may be forwarded Q! the government documents di-
vision for handling apart from other exchanges. The latier
practice is usually more satisfactory in libraries having 2
separate governmeht.documents division, since it avoids
the necessity for/ransmitting records through another de-
partment, sawing;time and lessening the risk of error and
misunderstanding.

Purchase records are best kept in a separate file be-
cause gare and attention are needed to separate the docu-
mentg\that are purchased from those received by deposit,
.gﬁt;Q’and exchange, Means of identifying purchases upon
radeipt are discussed in Chapter 8, and special provision
$hould be made for their handling to insure proper clearing
of records. H orders are sent directly from the govern=
ment documents division, a single order card file, showing
the usual bibliographical information, date ordered, cost,
and method of payment, is sufficient. The order may be
typed from the order card onto the deposit account blank
furnished by the Documents Office for orders on deposit
account, or into an order letter if payment is by coupons or
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other means. Full information for ordering appears in
every issue of the Monthly Catalog. If documents orders
are forwarded through the general order department of the
library, the order department may enter them in its files in
the same manner as other orders, I the government docu-
ments division receives its own mail directly, it should
also have a copy of the order record so that the order des
partment may be notified of the receipt of purchased dpc‘&
ments, which otherwise may not be distinguished from.)y
other receipts. A suggested routine for opening arid)Sort-
ing documents mail is included in Chapter 8. \

O\ °

7

Binding records N

.

As for binding records, a separate.reécord of the bind-
ing instructions and dates of dispateh.and return of volumes
saves space on the main holdings:~reéord and furnishes an
easy means of surveying the bindifig procedures to be sure
that they are up to date. Singg*documents binding is
customarily sent through {he binding department of the Li-
brary along with the binding from other divisions of the
library, the binding policies and records of the government
documents divisip(should be carefully coordinated with
those of the rest of the library.

Qther #eeords
SO

Other auxiliary records may be maintained as dictated
by the‘resources in time and money available, and by the
special requirements of the individual library. If Library

“\of Congress cards are used in the shelf list, but are ar-

ranged by Documents Office classification number, a sec-
ond card may be ordered for each entry at small additional
expense and filed in alphabetical arrangement by the
Library of Congress author entry. This gives the library .
both the Documents Office and the Library of Congress
corporate author approach, and affords an author and title
list in one alphabetical file, saving considerable time
otherwise required to search the series of volumes of
printed indexes for entries if the date of issue is not
known. A copy of the United States section of the Library
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of Congress author catalog (Item 32, Chapter 9} kept at
hand offers a partial substitute for this file, but many
United States government publications are not entered in
this section, and of course Documents Office classification
numbers are not included,

Special subject lists of documents of particular interest
" to the library and of new titles before they appear in the
printed indexes are always helpful, compiled according to\\
the reguirements and resources of the library.

The Documents Index Service, Box 453, Arhngton‘lﬁ
Virginia {originally the Andriot Index Serv1ce) furmshes on
subscription 3 by 5 inch cards, beginning January, 1953,
listing all new Documents 0ff1ce classﬂacatms&numbers and
discontinued series, as this information appears in the
Monthly Cafalog. It also furnishes historyyeards for all
United States government agencies, and has proposed a
further expansion of the service to, mclude all classifi-
cation numbers that have been assigned. The entries for
both the individual titles — showing'new classification num-
bers and discontinuances — andithe history cards are avail-
able in either the inverted.Pecuments Office form or the
Library of Congress form,

OO

Entry in main ’C‘éifaxlog

Some of the’ larger research libraries limit the records
of the documénts collection to those maintained in the gov-
ernment decuments division, on the principle that the spe-
cial nam\re and the ava1lab1e printed index system of fed-
eral government publications make of this body of material
a remrd group that can most logically be handled without
being entered in the main card catalog. Libraries that
mention such factors as pressure of cataloging costs, the
increasing volume of receipts over the amount that can be
fully cataloged by the library, and the sheer bulk of cards
in the dictionary catalog, agree, generally speaking, that in
considering possible means of reducing the cataloging load,
United States government publications are a first choice for
omission from the regular cataloging process,

Other libraries enter all series in the main catalog,
but do not make any analytic entries, feeling that the printed
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indexes and bibliographies are adequate for this purpose.
Some libraries select what they consider the most impor-
tant publications for entry, others maintain that such se-
lective cataloging confuses the reader by leading to the as-
sumption that all government publications are entered in the
main catalog and the consequent conclusion that the library
lacks many publications that are actually among its hold-
ings. N

Some libraries place only information cards in thé,
main catalog, stating under the corporate entry foreach
agency that its publications are shelved in the gavernment
documents division. Subject cards for the majer Subjecis
covered by documents are similarly used, béaring some
such legend as: “Other material on this subject is available
in the Government Documents Division\ €onsult the Li-
brarian of that Division,” The legend €8ee Government
Documents Division” has not been tgcommended since one
library found in its {iles the entr‘_,r; “Feehle- minded--See
Government Documents DivisiGn.”

Many libraries that hayE ‘a separate government docu-
ments division have certaint titles and duplicate copies of
certain other titles logated in departmental libraries or
subject divisional réading rooms. The departmental li-
braries usually prefer to have their copies classified and
cataloged in the'same manner as the rest of their collec-
tions. If thesé/copies are entered in the main catalog, a
note shoyld\be added to all cards for the titles that are
dupli aiiéS of holdings of the government documents divi-
sion/giving classitication number of the government docu-
n}ngts division copy and note of its location in that division.

~ gbnversely, the government documents division should have
in its shelf list a record of all documents holdings of the
library system, with location of those outside the division,
whether they are duplicates of the division’s holdings or the
only copy in the system,

THE DISTRIBUTED COLLECTION
The library having its documents collection distributed

into its general collection, classified and cataloged as are
its other holdings, uses its general technical processes
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organization and applies its general policies and practices
to the recording of its holdings in documents. These poli-
cies and practices are part of the over-all administrative
policies of the library and beyond the scope of a manual
dealing with only one division. If such libraries maintain a
separate serials file for decumentis, or assign their
processing to certain specially trained staff members
within the technical processing division, many of the mat- .
ters discussed in connection with the description of the |
separate collection will be found applicable to the handline)
of documents under the distributed method. W
The major special problem of libraries havin a~d15-
tributed collection is the extent to which serials ghould be
analyzed. Many libraries having this arrangen‘ént do not
analyze serials extensively, considering the printed indexes
adequate. The policy depends upon the snie “and nature of
the library. The larger research hb{a.rles seem least
likely to employ extensive analysis,(the smaller libraries
whose readers are made up of thel pubhc at large feel the
necessity of analytics, or even»of ‘tataloging and classify-
ing issues of some monographxc series as separate publi-
cations,

~

WO

Note: For another diSeussion of this subject, with an ex-
tensive bibliography,‘see Library Recovds for Government
Publications, bysAnne Ethelyn Markley (Berkeley, Univer-
sity of Camo,r\zgiipress, 1951).
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chapter 7 Documents requlrmg

special handllng‘

The publications of the United Srtates government are the
records of a vital and complex organization that is in
process of continual change. Some of the publications are
the permanent recordssofpast activities, but others are
notices of current rplég and procedures, recommendations
or information thatare subject to frequent change and are
intended to repr:esent -only the immediate situation, or pre-
liminary statements of findings that are hurried into print
{or more oi{en into some reproduction of a typewritten
original)“imorder to make the information contained in them
avai &E to the public at the earliest possible time. Special
knowll,edge and attention are required in the handling of such
LDbtblications, in either separate or distributed collections.
\The location of the material does not make a great deal of
difference in the requirements, since they are inherent in
the characteristics of the publications themselves.
Some processed’ releases are preliminary issue of

. !The term “processed” has been used by the Documents Office
~ since September, 1935, to indicate publications reproduced outgide
the Government Printing Office by duplicating processes other than

66
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information soon reproduced in more permanent form;
some appear only in the one form, are only summarized
later, or are later expanded,

Revision of rules or report of new information is ac-
complished in some publications by the issue of revisions
sheets, in others by reissue of the entire publication.

There are also cumulations of reports first issued sepa-
rately. The whole body of current legislative publications
presents a variety of methods of reporting. Some are later\
issued in bound volumes in the same form, some in rev}sed
form, and some are not reissued in any form, £

Besides these types of special publications, which have
their origin in the necessity for reporting curre:nt\\trans-
actions and recording an ever-changing situation, there are
other types: those that create problems bepause of their
very number and form, such as Congressienal committee
hearings; those that pose such bibliogrgphical problems as
the ones arising from collaboration hetween government
and non-government agencies; thosé the form of which is
their chief distinctlon, such as ma,ps and posters; and those
that require special handling | beca.use of their content, such
as reports bearing a m111tar3z security classification.

Special forms such ag'maps and posters and restricted
publications are usualbrhndled separately from the gov-
ernment documents eollection, and their problems are con-
sidered from the point of view of form or nature rather than
of source, placmig; them outside the scope of this manual.
The other type;s mentioned are considered in turn below.

PREES RELEASES

Many bureaus and probably all major departments
1ssue mimeographed sheets containing information prima-
rily intended for distribution as press releases. Some-
times extremely important information appears in this
form, and is not reissued in full, but in many cases it is

ordinary printing, e.g., mimeograph, multigraph, planograph, roto-
print, muitilith, The term is not used for publications reproduced
by the offset method by the Government Printing Office and carrying
its imprint,
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soon reprinted in more permanent media, Addresses on
foreign policy by any ranking official of the Department of
State or other agency of the executive branch appear in the
Deparitment of State Bulletin. All addresses before either
house of Congress are printed in the Congressional Record,
and many delivered elsewhere are included in the daily edi-
tion. (Until the second session of the Eighty-third Congress,
such material was included in the appendix of both the

and permanent editions, See page 75.) Major addressesg-of
whatever nature are printed in the New York Timeg. AU
administrative regulations, orders, and notices affécting
the public or describing organization, practice.0r procedure
and all Presidential proclamations and execu(ive orders
must be published in the Fedeval Regisled;land press an-
nouncements of them are useful only fox possible interpre-
tative information accompanying the te%t.’ Releases in the
nature of reports or statements of policy are perhaps least
likely to be reprinted verbatim. A’ brief period of experi-
ence in handling the various kifids of releases that are sent
to libraries, and a comparigdn of their content with such
other sources as those mentioned, will familiarize the
documents librarian wi{h the possible alternatives to main-
taining files of pregs?eleases, and he can with considera-
ble confidence establish categories for permanent and tem-
porary retentiom\and for discard.

Beginning'with the issue of August, 1954, the Monthly
Catalog iq{ts’ “Semiannual List of Periodicals, Releases,
and Statistical Statements” has under each agency where
appropr iate the subdivision Releases. Titles included in
these listings are those that are retained only temporarily

.b}i“the library of the Documents Office, furnishing a very
Belpful guide for retention by other libraries.

Listings of titles included in the categories of press

releases and preliminary reports, with recommendations

as to retention, have been made by the Special Libraries
Association, the latest in 1942.2

“Special Libraries Association, Washington, D.C., Chapter,

United States Government Periodic Publicalions (New York; Special
Libraries Association, 1942),
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PROCESSED REPORTS

The various releases of the Bureau of the Census are
typical of the series of processed reports the chief purpose
of which is to present current information, usually statisti-
cal, as soon after compilation as possible., Much of the in-
formation in the Bureaw’s Current Population Reports, for
instance, never appears in full in any other form. On the .
other hand, each major census report is preceded by a se<
ries of preliminary reports that are properly discarded ™"/
upon receipt of the final report. The Bureau of the Census
has an excellent system of indicating in its Catalog of
United States Census Publications (Item 42, C p%r 9} the
status of such reports. Other ageuncies that j€sue lists of
their publications usually glve some indication of the nature
and relationships of their preliminary pu}hfcati_ons, although
often not in such definite form as thapef the lists of the
Bureau of the Census. O

Reports and releases of thegse;t;}pes, whether of tempo-
rary or permanent importan(;g’,fai‘e probably most easily
housed in vertical files rathet than in their regular places .
on the shelves. They are-usually brief and unbound, and
often, though not always,\ﬁn an inferior grade of paper, In-
formation cards in the'shelf list and catalog records should
indicate their locatioh and the retention policy for each
series, oY

Since ma.njp\of these publications partake of the nature
of ephemera their bibliographical history is often difficult
to establish-in full, requiring an expenditure of time which
may not'be justified by their importance to the library. In
ma{ly;czises a simplified holdings record is all that is nec-
€8bary. A large number of the elusive and ephemeral pub-
litations of the period 1934 through 1945, the years of the
depression and World War II, are included in the lists
compiled by Mr. Jerome K. Wilcox which are described
in Chapter 9.

Processed material covers a wide variety of other
types: regularly numbered series, periodicals, bibliogra-
phies, reports of investigations, and so on, which the issu-
ing offices publish in this form for reasons of economy or
promptness of issue. Many of these publications are of
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permanent value and are best handled along with printed
documents, making no distinction on account of the me-
chanical process by which the text is produced. For librar-
ies that depend upon the printed indexes of the Documents
Office for bibliographical reference to these documents, the
problem arises that some of the material has not been
listed in these indexes; however, an increasingly large pros
portion is being listed. The securing of copies of these A\
publications is a problem also because they are not deposi-
tory material and must be acquired from the issuingjafﬁ'ce
in one of the ways described in Chapter 3 for the.acquisition
of non-depository publications. X A\

\N

X 3

REVISIONS

O .

Revisions take many forms: rex{is’e} editions of a whole
work or an issue of a series, looseﬁléaf revigsion sheets,
amendment sheets, and supplemerite both cumulative and
noncumulative. The revised e;iiﬁons may supersede the
earlier editions completely,~a8 in the case of most Favmers’
Bulletins. Sometimes the-garlier editions are of consider-
able historical significdnice, as in the case of the Children’s
Bureau’s famous Infgﬂ} Care, through the successive edi-
tions of which changes in recommended practice can be
traced. Revisiohs of compilations of laws or regulations of
a certain agency or on a certain subject, to take ancther ex-
ample, ofFRfL“ornit those no longer in force, These earlier
laws or segulations may usually be traced through the
UnitedStates Statutes at Large and the Fedeval Register,
but ¢he convenience of a collected presentation is great

 enaugh to warrant preservation of the earlier editions of
Such compilations. Similarly, although the Code of Fedeval
Regulations codifies the permanently applicable material of
the daily Federal Register, any regulation or notice super-
seded at the time of compilation is not included in the Code.
Before discarding any publication, careful evaluation of the
historical factor should be made.

The arrangement of revisions of series is often
troublesome. If the files of the Farmers’ Bulletin are
bound, it is not feasible to withdraw superseded editions of
individual bulletins as later editions appear. On the other
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hand, so extensive and much used a file is unwieldy if left
unbound. A workable solution is to file the unhound later
editions immediately following the bound volume that con-
tains the original issue. Only certain issues are frequently
revised, and the unbound revised issues can easily be with-
drawn as they in turn are superseded. Edition dates may

be penciled on the checking card so that they can be easily
changed as old issues are withdrawn and new ones added. "\
Some libraries prefer not to bind any of the file in perma<®\
nent form, but to tie the series in groups of perhaps fifty\ ~
numbers, between protective manila or other heavy paper
covers, from which separate issues may be remox\ed' at

will, L&

Some series do not assign to revisions.the same issue
number as that carried by the original edition. The Na-
tional Bureau of Standards Circulavs arg @n outstanding ex-
ample of this practice. The Bureau’s${Own list of publica-
tions (Ttem 44, Chapter 9} indicates the issue numbers of
successive revisions, and the library should either transfer
this information to its own recgrds or use the Bureau’'s list
as a guide to the use of. its pitblications.

Occasionally the handling of revisions is complicated
by a change of issuing agency in a series subject to con-
stant revision, ThelCommercial Standards, for instance,
were originally isgued by the National Bureau of Standards,
but later by the Bureau of Forelgn and Domestic Commerce
and the Busing§s and Defense Services Administration, in
turn. In suellcases, even libraries that customarily clas-
sify by agbncy at time of issue do well to reclassify the en-
tire saries under the currently issuing agency in order to
facilitiite the removal of superseded material and to keep
darrént files intact.

Many publications of a regulatory nature are issued in
loose-leaf form, with revision sheets of the leaves affected
by changes issued as the changes occur, as in the Handbook
of Occupational Groups and Sevies of Classes and the Fed-
eval Personnel Manual of the Civil Service Commission, the
Sailing Directions of the Hydrographic Office, etc. Eac:’:h set
of revision sheets is usually accompanied by a transmittal
notice of some sort giving detailed instructions for the re-
moval of obsolete leaves and their replacement by the
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revised text. If many of these publications are maintained
by the library, the process of removing and filing these
leaves becomes quite time consuming. Furthermore, many
of them are distributed without binders, which must he
provided by the library. Each library should therefore
determine very carefully whether its use of the material
justifies the time and expense required to maintain the p
lications in proper order, and acquire only those which ifts
can justifiably maintain. )

Similar to the revision sheets are amendment sheets,
which do not supersede leaves of the original isgue; but
must be filed with it and consulted in conjunctidn with it.
The Army Regulations employ a combinationof amendments
and revisions, issuing so-called “changeg?\o the various
numbered regulations and revisions thaf\supersede both the
earlier issue of the regulation and it§ Accompanying
changes. The methods and problems’of maintenance of a
amendment sheets are guite similir to those of revision
sheets. The library’s records“should indicate these forms
of issue, but usually a notej?f’képt to date by revision sheets
(or amendment sheets)”, is sufficient without attempting the
difficult task of recording the separate sheets. Many publi-
cations of this nature furnish a self-recording tabulation of
changes to be included with the file.

COOPERATIVE PUBLICATIONS
I

Int feasingly, there is cooperation in the compilation
and publication of information between agencies of the fed-
eral Zovernment and nongovernmental agencies, The in~
~diistrial and scientific research reports are prominent in
this category, but there are, and have been since the begin-
ning of the publishing activities of the federal government,
+ . many other examples of this type of publication, The choice
of those to be classified as public documents in libraries
having a separate documents collection requires a clear
decision on policy that may have to be arbitrary in some
respects, since the line of distinction is not always clearly
drawn, The easiest solution is to accept the decision of the
Documents Office, where recorded, and treat as documents
the titles listed and classified in its indexes. This does not
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solve the problem of such publications as Wrilings on
American History, some volumes of which have appeared

as volumes of the Annual Report of the American Historical
Association, others as supplements to that publication, and
others as independent publications, under such varying im-
prints (besides the United States Government Printing Of-
fice) as the Library Book Store of Princeton, New Jersey, . .
the Carnegie Institution of Washington, the Macmillan Com-\
pany, and the Yale University Press. Certainly this serj¢s,
should be treated as a unit, under whatever arrangement is
pest for the individual library, and explanatory noteg\ made
on the records for the Annual Report of the Amepican His-
torical Association of the location of the volumgg‘of Wri-
ings on American History that are designated as part of
that series, The handling of other public@gns presenting
similar problems should be decided onghe merits of each,
in the best interests of the individuallibrary. Definitely
commercial editions of material of ‘official origin do not
fall into this category. Confusiodbetween autharship and
publication results in many coﬁiplications, and it must be
remembered that the commenly accepted definition of a
government document ig-a publication published or dis-
tributed under the anthority of a government agency. Docu-
ments usually are cohlj)iled by the agency of issue, but they
need not be, and fany publications the content of which is
partly or everdwholly of official origin are not officially
published ox ‘distributed, :

CQﬁEﬁESSIONAL PUBLICATIONS

~(The published output of a Congress of the United States
1s,0f impressive bulk, There are usually an estimated
12,000 bills and 6,000 hearings, reports of committees, and
documents of the two houses. There are also the slip laws,
the daily issue of the Congressional Record, and committee
prints, The nature and content of these series and their in-
dexes and reference uses are fully described in Chapter IV
of United States Government Publications, by Miss Anne
Morris Boyd and Miss Rae Elizabeth Rips (Item 4, Chapter
9). To be considered here are various methods of handling
the current receipts of these publications.
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The bills and resolutions Present difficulties because
of their size (approximately 75 by 11 inches) and the fact
that most of them are composed of only a few easily-torn .
leaves, Their sheer numbers make for a formidable filing
problem, and, if recorded separately, with following amend-
ments and later prints, are a heavy drain on the time of the
technical processing staff. It is essential that they be \\"
promptly filed in order, but many libraries do not findait
necessary to record them separately. How they arg:ffiled
and housed depends upon the library’s retention polidy. It
they are not retained beyond the period require(’by the
Documents Office (one year after the close o{tﬁe Con-
gress), a simple and effective way of handMng them is to
place them flat on shelves, tied in packs ©f'a hundred, all
prints and amendments of each bill tqgét\l’e r. They may
with equal facility be placed in ver{icai files. Libraries
that retain the bills for historical(teSearch purposes usu-
ally file those for the current Géngress in some such man-
ner as that just described, and dfter the adjournment of the
Congress, either tie the u;xbbﬁnd sheets in cardboard backed
packages for permanent~ghelving, or bind them by one of the
cheaper methods of pavsi§binding or by the use of a plastic
adhesive. The records of the completed files may be of
minimum detailjshowing only inclusive numbering of the
series for each Gongress,

The re{qfts and documents and slip laws are much
more easilgrcared for than the bills, being of a size that
fits neatly into open topped filing boxes such as Gaylord
pampbléet files (No. 901), in which they are arranged in
order by house, series, and number. No problem of re-
‘tention is involved because the reports and documents® are
reissued in the bound Congressional edition {“Serial Set”)
and the slip laws in the United Stafes Statutes at Large. As
with bills, the unbound issues may be recorded as received
if time permits and the library considers it necessary, but
they are entirely usable without records if they are housed
in suitable containers, filed in proper order, and serviced
by competent refeience assistants,

a PR
For use of this issue of the reports and documents as sepa-
rately classifled monographs, see page 35.
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Except for the slip laws, the publications so far dis-
cussed — the bills and resolutions, reports and documents —
do not have classification numbers assigned by the Docu-
ments Office in the same manner as other documents, but
are referred to by Congress, session, house, series, and
isgue number. This necessiltates a separate section for
these publications and for their records in libraries using
the Documents Office classification, unless the documents'\\
librarian’s urge for coherence leads him to invent a clagsj-
fication number to integrate them into the rest of the edl-~
lection, Because of the distinct and temporary natu;'é“bf
these publications, the separate section seems p\&ré‘.logical
than the integrated. RS

The Congressional Recovd before the $ee¢ond session
of the Eighty-third Congress presented few special prob-
lems, The chief one was that a permaneht bound edition
superseded the daily edition except 61 the occasional re-
search student who wished to compare the text of the more
fully edited permanent edition with ‘the daily edition. It was
therefore necessary for each,l;bfary to decide whether this
occasional use justified the,’r’etention of the daily edition
after the permanent editiobn was received. However, begin-
ning with the session méntioned, the appendix volumes of
the permanent editign ‘Were discontinued. The “Exiension
of Remarks” section at the end of each day’s proceedings
in the permanept;eédition includes speeches of members
printed in the\appendix of the daily edition. Such extrane-
ous matter~i¢ newspaper and magazine articles are
omitted{rbin the permanent edition unless incorporaied
in theéé speeches. Material not reprinted is indexed in
the'pstmanent edition, making retention of the daily edition
negessary in libraries that want the complete record.

The problem of committee prints is chiefly one of
acquisition, since they are not customarity depository ma-
terial and are usually issued in limited editions. They are
printed for the use of the issuing committee, from which
copies of most of them may be obtained. Many early com-
mittee prints are nat listed in the Documents Office in-
dexes, but listing and distribution are becoming more ex-
tensive. Many publications issued as committee prints ar‘e
also issued as house or senate documents, and so are avail-
able to depository libraries in that form.
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The transcripts of the proceedings at Congressional
committee hearings are among the types of documents most
often mentioned as presenting problems in the library.
They are numerous, and the hearings on each bill or sub-
ject considered by each committee are for the most part
issued as separate publications, sometimes in several vol-
umes. The Documents Office classification arranges heays
ings by commiitee and catchword subject. Some commitx\
tees assign serial numbers to all or part of their hearings,
and the Documents Office follows this numbering wha it
exists. A\

Some libraries prefer to bind hearings ir}tg)\\eo'mposite
volumes rather than to classify each one squ&tely. The
arrangement of the hearings of each comntittee as a con-
tinuing series is preferable to binding th;hearings of all
committees of one Congress as a unit, because the subject
matter of the hearings of a committes has considerable
continuity, at least in many imqutant instances, such as
the hearings on appropriationills, Indian affairs, and
public lands, to name only a-few.

Comgposite binding of‘Hiéarings calls for analytic cata-
loging, but whether thedibrary binds its hearings or shelves
them unbound by Documents Office classification number or
by some other arrangement, a simplified limited cataloging
form for the listiug of hearings has been found adequate by
many librarieg, The form may be as follows:

IN”
(Y (eall U.8. Congress. House. [or Senate.]
A

< no.) Committee on
N [Title as at head of title page.]
O Hearings...--th Cong. --sess. on
\ ) Bill no, --, date.
[Final paging or number of
volumes. ]
PAMPHLETS

The subject file of pamphlets, either in vertical files
Or in pamphlet boxes, often includes pamphlets from the
government documents collection, particularly in libraries
that distribute the collection. Non- depository materials
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may be disposed of in whatever manner the library sees fit,
but precautions should be observed with depository materials
to make sure that, in weeding pamphlet files, nothing is dig~
carded except in accordance with the instructions to deposi-
tory libraries issued by the Documents Office.
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Each library’s routines aré peculiar to itself in many re-
spects, depending upon the\ type and size of the library, the
number and abilities of staff members, and other local fac-
tors. However, inaduiinistering the government documents
collection, the nafure of the material, the manner of its re-
ceipt, and the @xigencies of its format make for a certain
constancy jn’some of the routines of its handling, regard-
less of loda} conditions. Keeping this fact in mind, a few
basic :irtoiu}lnes are suggested here to supplement the con-
sideration of the organization, classification, and recording

- of the collection (see Chapters 4-T), to be modified by each

Aibrary to fit its particular needs,

) Y
\;
4

RECEIVING

The person who opens the documents mail must be
trained to distinguish the different acquisition categories
and handle each package accordingly. Depository shipments
are plainly so marked, and all items from each package
should be kept together with the accompanying daily deposi-
tory shipping list until all information required from the

8
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list has been noted by the technical processes staff, Non-
depository new items, with the exception of separately
ordered purchases, may be handled together in the prelimi-
nary sorting. Materials separately ordered from the Docu~
ments Cifice are easily distinguished before the package is
opened if the library has sent the order on one of the blanks
supplied by the Documents Office that include a return ad-
dress label to be filled out when the order is made, ¥ this$
type of label is not on the package, orders can be identified
upon opening the packages by the enclosures of the D,ocfu-“‘ g
ments Office that clearly indicate their status. Purchases
should be handled separately until the order recotds de-
scribed in Chapter 6 have been cleared. Items feceived on
non-current exchange are easily recognized\and must be
handled separately until the exchange recgtds have been
made, acknowledgment sent, and postage’refunded for those
packages received by mail. OY

After the mail has been opened and sorted, the li-
brary’s marks of ownership may-bé applied. Whatever
marks of ownership are used f6r the library’s other col-
lections may also be used £§» documents, A rubber stamp
bearing the name of the.diyvision of the library and the date
of receipt, applied to the flyleaf of bound volumes and the
upper right corneriof. the cover of unbound serials and
pamphlets (takinghcare not to obscure essential information),
is very useful, fiot only as a means of indicating ownership
but as 2 devide)for demonstrating to impatient readers that
certain pyblications are not received the day after the last
date copexed in their contents.

Dépository shipping lists are then checked for missing
items, which are claimed on forms provided by the Docu-
marits Office; order records for purchases and exchange
récords are completed; and the day’s receipts are dis-
tributed to the members of the technical processes staff
for entry on the library’s records, or, in the case of spe-
cial materials that are filed without entry of separate -
items, routed to the proper department or staff member
for filing.
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PROCESSING

The technical processes of classifying and recording
government documents in the library are described in
Chapters 5-7. A few suggestions on minor routine matters
are added here. _

In Miss Markley’s study, Library Recovds for Govern;
ment Publications, noted at the end of Chapter 6, a directive
form to accompany new serials, indicating to the subz(),
professional or ¢lerical assistant the proper procegures
for entering them, is shown on pages 65 and 66. Anadap-
tation of it, giving classification, essential bih}Mographical
information, entries to be made, retention polity, and bind-
ing instructions, would be useful in any libtary.

Claims for lacking issues of non—d@ository documents
present some problems, although mosgtief them are common
to all irregular serials regardless'of origin. Missing is-
sues of periodicals may be noted iay the same routine as for
non-governmenial periodical’s;.fby listing gaps when (and if)
the next following issue is received, or by reading the
checking file at regular infervals. Many numbered series
do not appear in exact iequence, and it is not only futile but
is also wasteful of bOtjt the library’s and the issuing office’s
time to send frequent inquiries about recent gaps in such
serials as the Bireau of Mines Reporis of Inves tigations or
the NationahAdvisory Commission for Aeronautics Tech-
nical Notes, A periodic check of the holdings record to
note gapSythat have remained unfilled for an unduly long
time,/8ay six months, is probably the best solution to this
problem.

-0 Marking the call number on each item as it is received
i5 a time-consmming process if it is done by a specially
trained letterer. Time is saved if the assistants who enter
the items on the records copy the classification numbers in
ink on the covers of unbound items as they enter them.
This practice does require care to insure legibility, but
much the same care should be exercised if the call number
is penciled by the assistant for copying by the letterer,

The cover marking is most easily done with black or blue-
black permanent fountain pen ink. Small white paper labels
may be pasted in the proper spot on covers that are too
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dark or too ornate for the call number in black ink to be
legible.

Bound volumes require permanent marking with the
classification number. For those that are received in a
publisher’s binding, the marking is usually done in white
ink coated with shellac or transparent lguid plastic on dark
bindings, and in black india ink on light colored bindings.
Volumes bound by the library may have the classification _ '\
number put on at the bindery along with the binder’s title;\)
or may be hand lettered, depending upon the general lib"g‘a.rji
policy. : AN

D

CIRCULATION o\

The circulation policy for documents,g@specially un-
bound pamphlets, is a matter that troublés“many libraries.
It is essentially a matter for decisio;ﬁm’ the basis of local
conditions, but experience indicates that unbound documents
can be circulated without loss or{damage great enough to
outweigh the satisfaction a liberal circulation policy gives
readers, with consequent increase of interest in and ap-
preciation of the resourcgs, of government documents. Cir- -
culation records may, bé_very simple. The use of book
cards for brief unbou'n} pamphlets is obviously not satis-
factory because thé :book pockets cannot be attached to
them, and in anjn&vent many of them are not of a nature to
circulate freqg@iently enough to justify preparing a book card
and pocket\in mdvance. A slip showing complete classifi-
cation number, issuing agency, title, and borrower’s name
and address (or whatever identification the library re-
quires) has been found adequate for all requirements.

SHELVING

Maintaining order and neatness in the shelves of the
government documents collection is a considerable prob-
lem if many files are retained unbound. Some libraries
distribute the collection on the basis of separation of bound
and unbound materials, and thus restrict the struggle with
limp and odd-sized publications to one place, but, as men-
tioned in Chapter 4, there are disadvantages to dividing the
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collection in this manner. The use of binders, pamphlet
boxes, pad-binding, and such devices reduces the difficulty--
at least so far as appearance goes-- in libraries that can
afford them. However, if extensive files are handled inthis
manner, supplies and maintenance may become a consider-
able item of expense. A carefully trained and supervised
shelving staff can maintain order among unbound serials ~
even without the use of binders and pamphlet boxes. In "\
fact, documents can be lost in such containers with at least
as great facility as on open shelves, although they n;air pre-
sent a better appearance if the disorder is concealedin a
cover of some sort. AN 3

For libraries that want to survey the deyicés for filing,
labeling, marking, mending, and other proCesses of main-
tenance, the buying guide published annually in the Library
Jouynal is a helpful introduction to the izé'sources of the

u\\
trade. \§\;
W
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chapter 9 Bibliographies N

» 3\
and indexes (¢

L
\
L

It can well be said that of making' bibliographies of govern-
ment documents there is no efid; nor can there be so long
as the documents continue.tobe published.® Because of the |
increasing tendency tow;{gd depending upon printed bibli-
ographies as guides to'the contents of government docu-~
ments, it is essentiai%at any librarian who aspires to
competence in the fikld must be informed about the re-
sources of the ¥arious types of these guides and aids. Even
in libraries that enter their document collections in the
card cata}({g}}huch information is located through the use
of Specj@i\bibliographical tools that cannot be made availa-
ble by-aieans of the card catalog. :
miItv’is not a purpose of this manual to discuss reference
Precedures or the subject matter of the government docu-
ments collection. However, as a matter of convenience, a

. 'See, for a survey of the extent of part of the field: United Na-
tions Educational, Scientific, and Cultural Organization. Manuel
des échanges internationaux de publications ([Paris] UNESCO, 1950),

- Annexe I: Liste des biblicgraphies de publications officielles.

United States of America, p.153-57.
83
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list of outstanding guides and aids to the use of documents,
the major bibliographical apparatus of the Documents Of-
fice, other general compilations, and examples of outstand-
ing speecial lists is given here. The documents librarian
should study carefully the descriptions of bibliographies
and indexes included in the publications listed in Sections I
and II below. Because of the availability of these authori-
tative studies, this list is confined to an elementary survey™
of the general field, the minimum essentials for initial ,
acquaintance with the subject of government documents )
bibliography. O

N/

Section I: BIBLIOGRAPHIES OF BIBLIOGR%PHIES

1. Childs, James G. Government Document Bibli-
ography in the United States am\\Elsewhere 3a
ed. Washington, Govt, PI‘]Q‘t.\ , 1942,

2, Wilcox, Jerome K. “Gugxles to the Use of Ameri-
can Government Publzcatlons Federal Publi-
cations,” Amemcmﬁvcszst 12:71-74 (Jan. 1949).

3, — "New Guidés and Aids to Public Documents Use,
1949-1953: \R eral,” Special Libravies 45:32-34
(Tan. 1959).

Bection II.\GUIDES AND AIDS,
7>" NONGOVERNMENTAL

Ps& 1: Comprehensive

AN
\\3 ~4.  Boyd, Anne Morris. TUnited States Government
Publications. 3d ed., rev. by Rae Elizabeth Rips.
New York, Wilson, 1949 [i.e. 1950],
The standard basic introduction v the study of govern-
ment publications, Treats of the nature, printing, and
distribution of government publications and their cata-
logs and indexes, then considers each branch of the
federal government in turn, discussing its history,
organization and duties, followed by a list and descrip-
tion of important and typical publications of each agency.
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5. Brown, Everett 8. Manual of Government Publi-
cations, United States and Foreign. New York,
Appleton- Century-Crofts [1950].

The author is a professor of political science, and his

book is written for the guidance of students in that dis- -

cipline, with emphasis on legislative, judicial, and
diplomatic documents.

6. Hirshberg, Herbert 8. Subject Guide to United ¢\
States Government Publications, by Herbert S.
Hirshberg and Carl H, Melinat, Chicago, Amernj=
can Library Association, 1947, 7\

“Designed to provide a starting-point for fmdxhg oy

subject only) significant United States government pub-

lications for reference or informational. Dse.... A se-
lection of those books and pamphlets, fnost of them

published during the past twenty yes}s [before 1947]

believed to be most generally usefu:l in libraries.”

T. lLeidy, W, Philip, A Pop‘nlar Guide to Government
Publications. New York, Columbia University
Press, 1953.

“In this compﬂatmn. @ }&r Leidy has attempted to

bring together all fetent government publications,

popuiar in naturé ,whlch should be of first interest o

the public.” A</

Pubhcatxons of popular and informational nature
which apgeared (with a few exceptions) during the
period {9 f%l{] 1950, Arranged by broad subjects, with
deta\led subject index,

‘& McCamy, James L. Government Publications for
the Citizen. New York, Columbia Un1vers1ty
Press, 1949,

One of the « peripheral studies” of the Public lerary

Inquiry, Examines the character, distribution, and
uses in librarjes of government publications,

®Statements enclosed in quotation marks are taken irom the pub-
lication being described.
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9. Melinat, Carl H. “United States Government Pub-
lications,” in Les publications officielles et la
documeniation infernationale; Travaux de la Con-
férence de Documentation véunie & Pavis le 29 jan-
viey 1951. [ Paris, Carnegie Endowment for Inter-
national Peace, 1952, p.52-66,

10. Merritt, LeRoy Charles. The United States Goyss
ernment as Publisher. Chicago, University of N
Chicago Press [1943), )

“It is the objective of [this] study to discover {he scope

of the subject content of the present output,ef the pub-

lishing offices of the United States goveriment and to
trace the trend of subject emphasis ingovernment pub-
lication since the turn of the centurp=>

o

11. Schmeckebier, Laurence F.{ Government Publi-
cations and Their Use, ffdfz’*ev. ed. Washington,
Brookings Institution, 1939. (The Institute for
Government Researchiof the Brookings Institution,
Studies in Administration, no. 33.)

“The purpose of thisswolume is to describe the guides

that have been provided, to indicate the limitations and

uses of the inde\'}@s, to explain the systems of numbering
and methods‘aftitling, to call attention to some out-
standing cgmpilations or series of publications in
severahfi¢lds. . ,.”

Althbugh many changes in government organization
h{\ée‘}taken place since its compilation, the value of

t{u ‘work as a guide to older material is unimpaired.

&

'12. Temple, Phillips. Federal Services to Libraries.

Chicago, American Library Association, 1854.

13. Tompkins, Dorothy C. Materials for the Study of
Federal Government, Chicago, Public Adminis-
tration Service, 1948.

Compiled in the Bureau of Public Administration of the

University of California for the use of students of gov-

ernment, “to provide a guide to materials for the study

of selected, domestic aspects of the federal
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government.... Some...early sources have been in-
cluded but the emphasis has been placed on the period
1940-1947.”

14. Winchell, Constance M. Guide to Reference Books.
Tth ed, Chicago, American Library Association,
1951,

Section F, Government Documenis, p. 105-07, lists

“some of the most important general guides and in- \\‘

dexes for the United States.” Indexes and bibliogra-

phies relating to special subjects are listed under *' v

those subjects. \J

%
~

s

T

— -~— Supplement, 1950-1952, by Con t.‘i&)\c:\e M.
Winchell and Olive A. Johnson. Chichgd, Ameri-
can Library Association, 1854. p.{&-lg.
. '\ o/
Part 2: Special periods and subjects ’
{ W
Many of the manuals and bibliegraphical guides in spe-
cial subject fields and bibliographical notices in learned
and professional journals inchude extensive references to
government publications. @ply a few outstanding examples
of major compilations deyoted exclusively to federal gov-
ernment publicationsidre listed here.

15. Hasse, Anblaide R. Index to United States Docu-
ments :B?elating to Foreign Affairs, 1828-1861.
Wa.Shhgton, Carnegie Institution of Washington,
1%1#21. 3v. {Carnegie Institution of Washington.

‘.}Publication no. 185.)

'\

\\‘16 Hauser, Philip M., ed. Government Statistics for
Business Use; ed. by Philip M. Hauser and
William R. Leonard, New York, Wiley [1946].

For later information see U. 5. Bureau of the Budget,
Statistical Sevvices of the United Slates Government,
rev. ed,, June 1952, [Washington, Govt. Print. Off.,
1952]; and U. S. Congress, Joint Committee on the
Economic Report, Economic Statistics, Hearings before
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the Subcommitice on Economic Statistics ... 83d Con-
gress, 2d sess, ... Washington, Govt. Print, Off., 1954,

1.

18.

19.

20,

Leland, Waldo G., comp. Introduction to the
American Official Sources for the Economic and
Social History of the World War; comp. by Waldo
G. Leland and Newton D, Mereness. New Haven,
Yale University Press, 1926.

Scudder, Robert E. “World War II and the Index—-\\
ing, Distribution, Restrictions on Distributiofi and
Discontinuance of U. 8. Government Pubhc%a.tions »
In American Library Association. Co }ttee on
Public Documents. Public Documents' and Wovld
War II. Chicago, American Librapy )&ssomatmn,
1942, p.7-41,

Wilcox, Jerome K. Guide {0¢Hé Official Publi-
cations of the New Deal Adwiinistrations. Chicago,
American Library Assa‘eiétion, 1934,

— ———Supplement{ﬁj April 15, 1934—January 1,
1837, - Chicago, American lerary Assoctation,
1936-37. 2v, >

— Offiqial\\Var Publications; Guide to State, Fed-
eral, and Canadian Publications, Berkeley, Calif.,
Bundatl of Public Administration, University of
California, 1941-45. 9v.

Fl,I{Qt ~olume and first supplement [vol. 2] have title:
Official Defense Publications,

Y NG
‘.\ 3

Covers approximately the period {rom Jupe 1940

“ through 1944,

21.

—- Unemployment Relief Documents; Guide to the
Official Publications and Releases of F.E.R.A. and

the 48 State Relief Agencies. New York, Wilson,
1938.

Mr. Wilcox’s guides are particularly important for

their listing of processed publications of the periods
covered,
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Section III: MANUAILS OF GOVERNMENT
ORGANIZATION

22. U. 5. Congress. Oificial Congressional Directory.
Washington, Govt. Print, Off,
At present, one issue for each session of Congress.
Earlier revised more frequently. L N
Personnel, organization, and duties of legislative,, N
executive, and judicial branches, plus a great deal of: \ )\
special information about the organization and mem=" ~
bership of Congress. A\
O
23. U. 8. Federal Register Division. United\States
Government Organization Manual, Washington,
Govt. Print, Off, ' PN
The official organization handbook of the federal gov-
ernment, at present issued annusiil\ly.‘

Section IV: CHECKLISTS AND SCHEDULES
OF CLASSIFICATION

24, U, 8, Documents{&ffice. Checklist of United States
Public Documents, 1789-1900. 3d ed., rev. and
enl. Vol. [ nl}mt of Congressional and Depart-
mental Publications, Washington, Govt. Print.
Off., 19041/

Volume 1/gnly published; a proposed index has never

been i*sé*;uéii.

JIhis is actually a shelf list of the Documents

Office library, with much valuable information 2s to

~the history of agencies, exact bibliographical infor-
Nmation on issues of series and variant editions of
many publications, It lists first the Americar State

Papers and the Congressional edition of the Fifteenth

through the Sixtieth Congresses, with serial nun_al?ers.

For composite volumes of the Congressional edition,

usually the title of the largest document in each vol-

ume only is included, although all documents_ are listed
by number. Following the Congressional 'edltlc_m, de-
partmental publications are listed according to the
order of the Documents Office classification. Serial
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numbers are given for departmental publications is-
sued also in the Congressional edition. Miscellaneous
publications of Congress and papers of the Revolution-
ary period and first fourteen Congresses follow the de-
partmental lists.

A brief errata list was printed in the Monthiy
Catalog, no. 209 (May 1912) p.720-21.

The Checklist has been reprinted by the Joint * (
Committee on the Reproduction of Bibliographic and
Reference Works (c/o J.W. Bdwards, Pubhsher, ‘In“c’
Ann Arbor, Michigan).

}
~
-3
s

25. Poole, Mary Elizabeth, Documents ﬁ“\ce Classi-
fication. [Ann Arbor, Mich., Edwafds, 1946.]

A schedule of the Documents Oﬂlce clagsification

through August 1945 issued in loo,se\\lea;f form., May be

kept to date by addition of new mrmbers as they are

listed in the Monthly Catalog.( )"

26. U. 5. Documents Office List of Classes in 1950
Revision of ClassxSied List of United States Gov-
ernment Publications by Departments and Bureaus;
rev. October. 15 1954. Washington, Division of
Public Dagiments, Govt. Print. Off. [1954).

— Inac¢tive and Discontined Items from the 1950
Revisitn of the Classified List; rev. October 15,
'19554 [Washington, Govt, Prmt Off., 1954.]

N

§\ —-“Government Author Index to the 1950 Revision

" of the Classified List of United States Government
Q Publications available for Selection by Depository
\ i‘ébrarles in Monthly Cafalog, March 1951, p. 113-
Revised lists of classes and of discontinued items are
issued about once a year, and are supplemented by
notices of new items in the daily depository shipping
lists, _
As explained in Chapter 2, the 1950 revision of the
Classified List was published in card form, with an
additional card for each new item as it is published.
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27, Documents Expediting Project. Classified Check-
list of United States Government Processed Publi-
cations. Prelim. ed. Washington, Documents
Expediting Project, 1951.

—— —- Supplement A-B., August 1, 1951—December
31, 1953. [Washington, 1952-53.]
Serves as a supplement to the Classified List (Ttem 26),2°
including non-depository publications available to the, N
Project. Gives Documents Office classification num*.)
ber when available, but lists many titles for which o
number had been assigned at the time of publigation.
Available only to subscribers to the Pr\ofe}t.'-

Section V: GENERAL LISTS AND INDEXES,
GOVERNMENT ISSUE /.

28. Poore, Benjamin Perley. A\BéSc:riptive Catalogue
of the Government Publications of the United
States, September 5, 1174—March 4, 1881. Wash-
ington, Govt. Print.,Off., 1885. (48th Cong., 2d
sess. Senate misc. doc. no. 67.)

A chronological ligfeith alphabetical index of subjects,

personal authors;\"gévernment agencies, The Checklist

says of it, “ityha’s been of immense service, in spite of
the fact that-itis unwieldy, incomplete, difficult to con-
sult, and sometimes inaccurate.”

Regrinted by the Joint Committee on the Repro-
ductien-of Bibliographic and Reference Works.

,29" Ames, John G, Comprehensive Index to the Publi-
“\™ cations of the United States Government, 1881-
1893. Washington, Govt. Print, Off., 1905. 2v,
(58th Cong., 2d sess, House doc. no. 754.)
Covers period between Poore’s Descriptive Catalogue
and the Document Catalog. Alphabetical arrangen}ent '
by subject (usually catchword from inversion of title) in
a center column, flanked on the left by 2 f:olumn show-
ing author or issuing agency and on the right by one
showing Congressional document number if the publi-
cation is in the Congressional edition. Personal name
index.
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Reprinted by the Joint Commitiee on the Repro-
duction of Bibliographic and Reference Works.

30, U. 8. Documents QOffice, Catalog of the Public
Documents of . .. Congress and of All Departments
of the Government of the United States for the
Period from March 4, 1893 to December 31, 1940,
Washington, Govt. Print, Oif., 1896-1945, 25 v, A

Usually cited by its binder’s title: Document Catalog N

(Catalogue to Vol. 21), R,
The great permanent and complete d1ct10na1‘y ‘cata-

log of federal government publications of the period

covered, D
Fxcept for vol, 2 and 3, which covexy t\e 1st and 2d

sessions of the 54th Congress, respectively, each vol-

ume prior to vol., 22, for the T3d Conﬁress lists the
publications of one Congress and, t.he ‘departmental pub-
lications of two fiscal years endmg June 30. Because

of the change of the date of the assembling of Congress,

vol. 22 covers the 73d Congress and departmental pub-

lications issued between. July, 1933, and December,

1934. Volumes 23 through 25 cover the 74th, 75th, and

76th Congresses rgspectively, and each lists the de-

partmental pubhgsﬂons of the two corresponding calen-
dar years.
Specialfedtures to be noted are the Congressional
document$,Msts and the tables of government authors.
Vplﬁrﬁes 20 through 25 include the processed pub-
1ica‘t{uﬁs available to the Documents Office for listing,
H as the printed documents of the period.

A

N
, ¢

\'\;~31. U. 8. Documenis Office. Monthly Catalog of United
States Government Publications, Jan, 1895-
Washington, Govt. Print. Off., 1895-
Title varies.

—~ — Supplement 1941-1942, 1943-1944, 1945-1946.
Washington, Govt. Print. Off,, 1947-48. 3v.

— - Decennial Cumulative Index, 1941-1950.
Washington, Govt. Prini. Off., 1953.
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Since the discontinuance of the Document Catalog, the
only current comprehensive list of federal government
publications issued by the Documents Office.

For descriptions of its contents and policies gee
Boyd, (Item 4) p.42-43, and “Report by the Chairman of
the Public Documents Committee of the Ameriecan Li-
brary Assoclation [Jerome K, Wilcox] Concerning the
Cataloging and Indexing Programs of the Division of - <
Public Documents,” Monthly Catalog no. 632 (Sept. »
1947), p.iii-vi. RS

£ 3
32. A Catalog of Books Represented by Librar 7 of

Congress Printed Cards Issued to July 3‘i§1942.

U. S. Entries. Ann Arbor, Mich,, Edwards, 1947,
4v, ’

~— Supplement, Cards Issued August 1, 1942-De-

cember 31, 1947 and 1948-2052, Ann Arbor, Mich,,

Edwards, 1948, 1953. U. 8. entries in v. 38-39 of

supplement for 1942-47 and v. 21-22 of 1948-52.

Title varies. N '
Currently continued by Library of Congress Cafalog —
Books: Authors (mor(hly with quarterly and annual
cumulations), iss;ugd;by the Library of Congress.

~
<

Section VI: SPECIAL LISTS AND INDEXES,
' SGOVERNMENT ISSUE

N

Part IKC';,dngressional publications

3. ('h"eely, Adolphus Washington. Public Documents
(O of the First Fourteen Congresses, 1789-1817.

N\ ) Papers Relating to Early Congressional Docu-
ments. Washington, Govt, Print. Off., 1900. (56th
Cong., 1st sess., Senate doc. no. 428.) .

Arranged chronologically by Congress, with name- in-
dex. Introduction contains valuable information on
methods of publication and indexing of the early docu-
ments, :

—— — [Supplement] Washington, Govt. Print. Off.,
1904, :
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Reprinted from the Annual Report of the American
Historical Association, 1903, Vol, 1, p.343-406,

34. U. 8, Documents Office. Index to the Reports and
Documents of the 54th Congress, lst session—72d
Congress, 2d session, December 2, 1895--March
4, 1933. Washington, Govt. Print. Off., 1897-1933.

43v. &

Title varies. .\
Usually called the Document Index. Largely supef—~ )
seded by the Document Catalog. Its numerical lists and
schedule of volumes of the Congressional SeRa'l Set are

continued in Item 35. \ @

35. U. 8. Documents Oifice. Numerical Lists and
Schedule of Volumes of the Repb}ts and Documents
of the 7T3d- Congress, Wakshmgton [Govt. Print,
Off.] 1934- . C

Previously included in the Dooument Index, which

ceased publication with the, volume for the 724 Con-

gress. Beginning withithe 77th Congress, it is the only
source for the serial numbers of the Congressional
edition, which Wem\xp to that time listed also in the

Document Catgkg .

36. U. S./Pecuments Office. Tables of and Annotated
Index to the Congressional Series of United States
Public Documents, Washington, Govt. Print. Oif.,

\1902

‘C‘Q\ers the Congressional edition (Serial Set) from its

-Deginning through the 52d Congress, including general

references to the American State Papers of the first

- fourteen Congresses which have been assigned the

serial numbers 01-038 in order to associate them with

the main Serial Set beginning with the 15th Congress.

‘The Tables and Index, as it is usually known, is chiefly

useful for its index, since the tables are superseded by

those in the Checklist,

37. U. 8. Congress. Senate. Library., Index of Con-
gressional Committee Hearings (Not Confidential
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in Character) Prior to January 3, 1935 in the
United States Senate Library., Washington, Govt,
Print. Off., 1935,

— -— [Supplement] for 74th- Congresses. Wash-
ington, Govt. Print. Off., 1941-
Permanent supplements are issued every ten Vears,
with temporary advance supplements (at present) for . A
each Congress, N
The Housge library has also issued indexes of the
kearings in its holdings, and the Legislative Reference
Service of the Library of Congress is zssu1ng§ta‘ Séries
of checklists of hearings before major commit ees
through the 67th Congress. o '

Part 2: Departmental and bureau lis(s%\.and indexes

Many departments and bureaus haﬂfe issued lists of
their own publications. Some of the ;most useful of these .
are listed here. For a survey g‘s'{ﬁ 1942, see Childs
(Xtem 1) p.5-10. For a surveﬁ"of the indexing activities of
the executive departments as'of 1853, see “Central Indexing
and Distribution of U. S{Government Documents,” by Roy
B. Bastin, in Collegeantl Reseavch Libraries 15:35-36
(Jan. 1854), RN

Departmenf\bngﬁcuZture
’\»

(8. Documents Office, List of Pubhcatmns of
\ﬁ‘le Agriculture Department, 1862-1902. Wash-
AY “ington, Govt. Print. Off., 1904. (Bibliography of
“\»  United States Public Documents Department List

vV no, 1.}

39. U. 8. Dept. of Agriculture, Office of Information.
Index to Publications of the United States Depart-
ment of Agriculture, 1901-1940. Washington, Govt.

Print, Off., 1932-43. 4v.

Other lists of early publications are mentioned in
Childs. A current list of available publications is
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issued in the Department’s Miscellaneous Publication
no. 60, which is frequently revised, and there is also a
Monthly List of Publications and Motion Pictures,

Depaviment of Commerce

40. U. S. Dept. of Commerce, United States Depart- ..
ment of Commerce Publications. Washmgton \\
Govt, Print. Off., 1952, O

Selected list of publicatmns issued from 1790 tQ “

October, 1950,

oo
~— -~ Supplement 1951-52- Washington, Govt.
Print. Off., 1954- . \%

Annual cumulatmn of its weekly Buswess Sevvice Check

Lis?, omitting news releases and dihilar material,

K%

41. U. S. Bureau of the Census. Catalog of United
States Census Publmatmns 1780-1945. Washing-
ton, Govt. Print. Off., 41050.

Comprehenswe listing.@f all material issued by the

Bureau of the Censug and its predecessor organiza-

tions,

¢ '\,.‘

&
42, ~— Cataleg of United States Census Publications,
1946< (2, " Washington, Govt. Print, Off., 1947-
Title ¥aries.
Quarterly {cumulative to anmual) with monthly supple-
meq "“Some of the annual volumes have important
ial appendixes, such as the 25-page index of the
\fmal reports of the 1945 Census of Agriculture in the
1947 annual volume,

43. U. 8, Civil Aeronautics Administration. List of
Publications.

Processed; revised frequently.

44. U. S, National Bureau of Standards. Publications
of the National Bureau of Standards, 1901 to June
30, 1947, Washington, Govt. Print. Off 1948,
(Natmnal Bureau of Standards. Clrcular 460.)
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—- —— Supplementary List, July 1, 1947 to June 30,
1952, Washington, Govt. Prmt Off 1952,
Processed supplementary lists are 1ssued frequently.

Department of Health, Education and Welfare

45. U. 5. Office of Education, List of Publications of .
the United States Bureau of Education, 1867-1910. \\
(Reprinted 1940) Washington, Govt. Print. Off., A\
1940. (U. S. Bureau of Education, Bulletin, 191?0
no. 3.) \

~
e
7 %G

46. —- List of Publications of the Office o E&cation,
191041936, Including Those of the Fafmer Federal
Board for Vocational Education for\2917-1933.
Washington, Govt, Print. Off., 1937 (U. 8. Office
of Education. Bulletin, 1937,m0,:32.)

A separate index to the Report of the Commissioner of

Education, 1867-1907, was 1ssued as Bulletin, 1909

no, 7.

Processed lists of ¢ major publications” have been
issued occasionally in-recent years, but no compre-
hensive supplement. tu\the lists mentioned here has
appeared. ¢ \\

Department Qf the Interior

47. U. ‘S;,\B“oard on Geographic Names. Catalog qf
ications and Indexes to Decisions. Washing-

tsn, Dept. of the Interior, 1953,

48 U. S. Geological Survey. Publications of the Geo-
\ logical Survey, May 1953, Washington, Govt.
Print. Off., 1953.
“A complete list, to date, of the book publications of .
the Geological Survey.... Many of the maps and
charts published by the Geological Survey are de-
scribed. ... The Survey’s topographic quadrangle
maps are not listed here.
“This publication will be revised and reprinted
every 5 years. In the intervening period, yearly sup-
Plements will be issued to bring the data up date.”
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New Publications of the Geological Survey is is-
sued monthly, and frequently revised index sheets of
the topographic quadrangles and other map series serve
as a guide to their use as well as an acquisitions list.

49. U, S. Bureau of Mines. List of Publications of the
Bureau of Mines, July 1, 1910-January 1, 1954,
Washington, Govt. Print. Off., 1950, 1855. 2v.

Kept to date by annual supplements and monthly list:\\

New Publications. (\J

& W3
. L

No/

50. U. S. Bureau of Reclamation. A\

The Bureau of Reclamation has issued occﬁgidnal lists:

Publications Available for Sale, Publicgiions Available

fov Free Distribution, and Index of Laboratory Reports,

but no recent comprehensive listse N/

L &

Department of Labor i"\‘s‘:

5§1. TU. S. Dept. of Labors Division of Publications and
Supplies. Publications of the Department of Labor,
January 1, 1948.°{Washington, Govt. Print. Oif.,
1948.] N\

"“‘The object of Ahj)s pamphlet is to acquaint the general

public with ;he\title, size, date of issue, and ways of
securing copies of these publications.”
Mimgdgraphed supplementary lists are issued
occasjorially.
52\ U. S, Bureau of Labor Statistics. Publications of
' the Bureau of Labor Statistics: Bulletins, Re-
leases, Monthly Labor Review Articles and Re-
prints, Items in Progress. Jan. 1946-  [Wash-
ington, U. 8. Department of Labor, Bureau of
Labor Statistics, 1947-
Title varies. First issue covers Jan, 1946—April 1947;

succeeding issues are monthly, with semiannual cumu-
lations.

Department of State

53. U. 8. Dept. of State. Publications of the
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Department of State, October 1, 1920— January 1,
1953. [Washington, Govt. Print. Off., 1954.]
Supplemented by cumulative semiannual lists.

Independent Agencies

54. U. 8. National Advisory Committee for Aero-
nautics. Index of NACA Technical Publications,

1915-1949; 1948—May 1951; June 1951—May 1953; N

June 1953—May 1954, Washington, 1949-54. 4%\
Author index to 1915-1949 volume issued separatély.
Special lists and indexes also published, \.

O *

55. Smithsonian Institution. Classified Lisbof Smith-
sonian Publications Available for Digtribution
May 1, 1952, Washington, Smithsonian Institution,
1952, A

56, U. 5. Bureau of Americanx]*é:‘thnology. List of Pub-
lications of the Bureaw O0f*American Ethnology,
with Index to Authorgiand Titles. -Rev. to July 30,
1949, Washington, Govt, Print, Off., 1949.

'\

57. U. 8, Nation (ﬂ[}lseum. A List and Index of the
Publications\of the United States National Museum
(1875-1946), Washington, Govt. Print. Off., 1947,
{Bulletin-193.)

o
58. U.S. Tariff Commission, Publications of the
~~.’\'T‘ariff Commission. Washington, 1939,

NS

— List of Publications of the Tariff Commission,
January 1940 to December 1952, Washington, U. 8.
Tarifl Commission, 1953,

59, U. S. Veterans Administration. Index to Veterans
Administration Publications: a Complete Anal.yt.l—
cal Subject Index of Contents of All VA Directive
and Regulatory Publications. [Washington, Govt.
Print. Off.] o

Issued quarterly, each issue superseding all previous

lists.

~
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Part 3: Special subjects

The Documents Office issues, free of charge, price
lists on a variety of current topics from Animal Industry
to Weather, Astronomy, and Meteovology. Besides their
primary use as sales lists, they are excellent subject bib-
liographies. Many special announcements and lists of pub-
lications are also issued. The biweekly Selected DUnited N
States Government Publications is useful for notices" Jout-
standing new titles. ANy

Many important pericdical bibliographical publications
are issued by various government agencies, as ihe Depart-
ment of Agriculture’s Bibliography of Agw‘q{liﬁre (monthly),
the Atomic Energy Commission’s Nuclear Soience Ab-
stracts (semimonthly), the Armed Forcss' Medical Library’s
Currvent List of Medical Liferature (m(;)nthly), and the Of-
fice of Technical Services’ Bibliography of Technical Re-
ports {monthly), The coverage of stich periodicals is not
confined to federal government publications, but they usuy-
ally do include a very comprehénsive {isting of the govern-
ment documents in their paxticular fieids.

There are also such continuing bibliographies as the
Geological Survey’s Aunofated Bibliography of Novth
American Geology,(and the many Library of Congress sub-
Ject bibliographies) to mention outstanding examples, which
are always fruitfdl sources of references to important
government/documents,

Not ptoperly bibliographies, but indispensable aids to
the use\el’the publications to which they furnish the key,
are such seli-indexes as the sessional index of the Con-
greasional Recovd, with its full analysis of the contents of
“the’publication and its “History of Bills and Resolutions”;
the “General Index [to the] Annual Reports of the Bureau of
American Ethnology, Vols, 1-48 (1879- 1931)” in Volume 48
of the series; and the cumulative ndex of Federal Specifi-
cations and Standavds of the Federal Supply Service,

These are only a few examples of the seemingly endless
resources of these kinds of special hibliographical aids.
'The documents librarian will find that a careful study of
such resources will be repaid many times in increased effi-
ciency in bibliographical searching, He must also keep in
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mind, however, that much of the great body of information

gvailable in the publications of agencies of the United States

government, particularly of the nineteenth century, is not

adequately indexed; and, furthermore, that no index, how-

ever analytic, can take the place of wide acquaintance with

the resources of the collection on the part of the library

staff, ~

N

Section VI: COMMERCIAL REFERENCE AND O

\

INDEXING SERVICES O

y W
L 3

Part 1; Services devoted exclusively to age,nc«'ﬁsh'of
the federal government \

Congressional Index, Commercg,Elearing House,
Inc., 522 Fifth Avenue, New York 18, N.Y,
Loose leaf weekly service, indq’fin'g by “topic, author -
and bill number ., .. all [Congressional] measures of
general interest.” Also includes information on mem-
bers of Congress, Congréssional committees, etc.
Congressional Quarterly, Congressional Quarterly
News Featurés, 1156 Nineteenth Street, N.W.,
Washington 6, D.C. .
Includes CQ,Weekly Report and Congressional Quarterly
Almanac {apmual).
IN
) fotuments Digest, Documents Digest, Box 453,
Ayli}gton 10, Va. Weekly abstracting service, each
_8sue containing abstracts of twenty or more of “the
“\\tnore important reports, studies, and publications
N released during the week.”

Federal Publications Guide, Congressional Intelli-
gence, Inc,, Ten Independence Avenue, Washington
4, D.C.
Weekly mimeographed list of «publications, releases,
rulings of Federal agencies, bills introduced, Com-
mittee reports in Congress, decisions of Suprem.e
Court, ete.” Particularly useful for references 10
processed releases.
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Various specialized services in the fields of science,
economics, labor relations, etc. Examples are:

Social Legislative Information Service, Inc., 1346
Connecticut Avenue, N.W., Washington 6, D.C,
“Reports impartially on federal social legislation and
the activities of federal agencies affecting family life,
children, and community services in the areas of"
health, educatlon welfare, housing, employment a.nd
recreation,” A
Technical Information Service, 732 Woodward
Building, 15th and H Streets, N WS »lashlngton 5,
b, C.
Monthly, semiannual, and annual, 1ﬁaexes to U. S. Gov-
ernment Research Reporis, 1ssued by the Office of
Technical Services,

PR

Part 2: General indexing\services

The standard periedical and general indexing services
must not be overloqud\as guides to federal documents, not
only for analysis(of the contents of periodicals, which is not
found in many of tite government issued bibliographical pub-
lications, but also for what may be called the popular ap-
proach; thaf i8S, the layman’s {(or more probably the journal-
ist’s) name for Congressional committees, important laws,
Presidential commissions, and so on, which often give no
clug\to the official titles under which they are properly re-
) ier‘red to in the government issued bibliographies.

W™ Coverage of government documents in these commercial
indexing services varies from time to time; accordingly,

a list of titles indexed may not be valid over any consider-
able number of years. In general, the documents librarian
should be aware at least of the resources of the Readers’
Guide, the Industrial Avits Index, the Agricultuval Index, the
Education Index, the Bulletin of the Public Affairs Infor-
mation Service, and the Engineering Index. A recent state-
ment from the H. W. Wilson Company, publishers of the
first four of these, indicates that its future policy, as de-
cided by its subscribers, will probably be to continue
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indexing government document periodicals, but to omit such
serials as Farmers’ Bulletins, Bureau of Lahor Statistics
and Office of Education Bulletins, and Smithsanian Insti-
tution Annual Reporis. These were formerly listed in the
Readevs’ Guide, but are now omitted on the ground that they
are adequately covered by the Monthly Catalog. Since the
Monthly Catalog does not analyze periodicals, the Wilson
publications will continue to include certain ones. The |
Readers’ Guide, for instance, will index Américas, the N
Monthly Laboy Review, Sckool Life, and the Depa?tmemqf
State Bulletin, When decisions as to exact tittes to b ‘m-
cluded in the other indexes are made, it is very likely “that
the same principle of indexing certain perlodlc,al,rband ex-

cluding other serials will be followed. AN
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Acquisition: categories, 78-79;
costs, 16; records, 60-62
Agriculture, Dept. of
photoduplication service, 19
publications: distributedd
members of Congress\14
distribution syste,m,\\13 re-
prints, 9 \
Amendment sheets\72
Analysis of serla}s 24, 63-65
Army Map Serc(xce 13
Atomic Energy’ Commission:
photeduplication service, 19;
reglonal depositories, 13; re-
~orts in microcard edition, 19
Bender, Matthew, and Co., 19
grnan Associates, 14
Bills, Congressional, see Con-
gressional bills
Binding: by Documents Office, T;
Congressional bills, 74; Con-
gressional committee hear-
ings, 76; records of, 62; of
revisions, 71
Bowman, Nellie M., cifed, 9
Boyd, Anne Morris, cifed, '13

\\‘

Bui‘eau depository, 13

. Catalog, entry in, 63-64

Cata.logmg. limited, 53-55; of
Congressional committee
hearings, 76; selective, 29, 64

Censug, Bureau of: depository
program, 13; processed re-
ports, 69; publications on
mierofilm, 19

Checking cards, forms, 58-59

Childs, James B., cited, 52

Circulation policy, 81

Clarke, Edith E., cited, 34

Classification; by issuing office,
35-36, 46; by subject, 33-35;
Congreasional publications,
75-76; cooperative publica-
tions, 72-73; Documents Of-
fice system, 36-47; lettering
of numbers, 80; notation sys-
tems, 36, 48-49; selective,
29; Serial set, 34-35, 46-47

Classified List of U.S. Govern-
ment Publications, 5, 60

List of Classes in, 6
Code of Fedeval Regulations, T0

105
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Commercial editions, 73

Commercial services, 14

Confidential publications, 8, 67

Congress, members of, distribu-
tion of publications, 13-14

Congressional bills, 73-74;
availability, 13; microfilm,
17

Congressional committee hear-
ings, 76

Congressional committee prints,
75

Index

Direct entry, 51-52, 57

Distributed collection: classifi-
cation, 33-35; organization,
22-24; records, 64-65

Divisional libraries: location of
documents collection in, 28;
records, G4

Document, defined, viii. See also
Government publications

Documents Expediting Project
14-15

Documents Index Serque, 14 63

Congressmnal edition, se¢ Serial Documents Office, wilizix; catalog

set

Congressional publications, 73-
76; classification, 34-35, 47,
75; depository distribution,
5; distribution by members
of Congress, 13-14; micro-
cards, 18-19; microfilm, 16-
17

Congressional Record, T5; in
Law library, 30; m1crof11m ™
17 \

Cooperative publications, 72—73

Corporate entry, 51, 58 /4

Costs: acquisition, 165 p cess-
ing, 16, 29, 32 ¢ \

Current checkmg record, 58-60

Dealers, 20 > N

Department, ‘séename of depart-
ment, ihverted form

Depart. collections, 30;

%rds 64

Deposx Ty inveice, 43

Depository numher,

“ﬁepomtory Privilege, relinquish-

\ ment, 7

Depository publications: acquisi-
tion record, 60; disposal, 6;
dlstrlbut:lon 5, 9-10; micro-
copies, 18- 19 non-receipt,
6-7; number, 31; selection,
5-6

Depository shipping list, 6, 42, 79

Dewey decimal classmcatmn 33-
34

entry, 51- 53335-57 classi-
fication systém, 36-47, 57;
sales fanetion, 7, 12

Duplicate eopies, 29-30, 64

Eastin, Boy'B., cited, 10-11

Exchangie's acquisition record

\bf 60-61; non-current du-

. \blicate, 21; with issuing of-

%" fice, 13

Executive departments, reports
in Serial set, 46

Farmers' Bulletin, T0-T71

Federal Register: contents, 68,
70; microcards, 17; micro-
film, 16

Field ofﬁce publications, 11, 13;
classification, 43

Forms: for Congressional com-
mittee hearings, 76; for
serial records, 58-59

Free distribution, 12

Gifts, acquisition record, 60-61

Government publications: char-
acteristics, 2-3; definition,
2, 73; origin, 2. See also
Depository publications;
_ Non-depository publications

Holdings record, 59, 59, 64; for
Congressional publications,
74; for processed reports,
69; for revisions, 71-72

Housing of documents collection,
7, 31

Hull, Jeanne E., cited, 28

"
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Information cards, 64, 69

Inspection of depository libraries, Press releases., 67-68

i

Inverted entry, 52

Issuing office: change of, 52, 55-
57, 71; classification by, 35-
36, 46; distribution by, 12-
13; entry under, 51-53, 58

Law library, documents in, 28-30

Library of Conpress catalog
cards, 51-55, 57, 62

Library of Congress clasgsifica-
tion, 33-34

Library of Congress photodupli-
cation service, 16, 17, 19

Limited cataloging, see Catalog-
ing: limited

McCamy, James L., cifed, 11

Maps, 6, 67

Markley, Anne Ethelyn, cifed, 65,

80

Micrecopies, T, 15-20

Monographs; classification, 34;
in Serial set, 35, 46

National Archives, microfilm
available from, 16, 19 'g

Non-current publications, 2,

Non-depository publicat.idq\sz ae-
auisition, 11-21, 80; bibliog-
raphy, 10-11; el@ssification,
43; microprint edition, 18;
number, 8; brocessed, 70
types,8£9)”

Ckiahomsa ricultural and Me-
chanical College Library

. elassification system, 48-49

Oﬁt’:lpr-’print publications, 12

Pamphlets, 76-77

Partially distributed collection,
organization, 28-30

Pericdicals: catalog entry, 51;
classification, 44; current
record, 58

Poale, Mary Elizabeth, cifed, 43
(note)

Pogtage charges, 6

Posters, 67

107
Preprints, 8

Processed publications, 2, 5, 8-
11, 15, 69-70; classifica-
tion, 43; definition, 66-67
{note) '

Processing costs, 16, 29, 32

Public documentis, se¢ Govern-
ment publications

Public Health Service, d'ep.ositofy’\\_

system, 13 ,
Public services, 24-28 = .\ ™~
Purchase records, 61-62. Se¢

also Sales publica.t@né'
Rate of growth, 31 )
Readex Microprint-Cerporation,

15, 18 v
Receiving stamp, 79
Reclassiﬁoat}on, 44-45
Recordpdioldings, see Holdings

rdcard '
Reglations, revision of, 71-72
Reprints, 8, 9

. Research reports, 10, 72
“& Retention policy: Congressional

bills, T4; Congressional
Record, 75; Congressional
reports, 74; pamphlets, 77;
press releases, 68; revi-
sions, T0

Revisions, 70-72

Rips, Rae Elizabeth, cifed, 73

Saleg publications, 9, 12

Seiection, depository, amend-
ment of, 5-6 .

Selective cataloging, 29, 64

Selective depositories, 5, 30

Separate collection: clagsifica-
tion, 35-49; housing, 31;
grganization, 24-29; records,
50-64; staff, 31

Serial set, ciassification, 34-35,
46-47

Serials: analysis, 24, 63-65;
clagsification, 33-34, 44
eniry in main catalog, 63-64;
records, 51, 55-80, 65, 80

3
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Series, certain issues not deposi-
tory, 9

Series, monographic, clasgifica-
tion, 34

Shelf list, 50-57

Shelving, 81-82; by entry word,
4'7-48

Shipping list, depository, 6

Slip laws, 74-75

Small libraries: catalog records,
65; organization, 30-31

Special libraries, 31

Staff: organization, 24-28; size,
29

Standing orders, 14

State, Dept. of: field printing
plant, 9; serial publications,
45-46

States, classification of publica-
tions of, 35, 48

Index

Statistical Abstract, 23

Statistical record, 60

Subject approach, 24, 33-35, 63-
64

Superintendent of Documents, Of-
fice of, see Documents Qffice

Swank, Raynard, cifed, 48

Technical processes, 24-28

Ullman, Morris B., cited, 13 O\

United States government agen
cies, see name of aggnc.y,,
inverted form

University Microf:lms JInc., 15-
17

Unpublished ma.gx\al photo-—
copies ofy1

Wilcox, Jerome K., cited, 69

Wntmgs.@,Amencan History,

72{\
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