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Preface

THE DEVELOPMENT of library cataloging has been both full and rapid
in the years that have intervened since the publication of the first edi-
tion of this book in 1930.* An attempt has been made in this new
edition to bring information up to date and to call attention to new
services in the field, especially those offered by the Library of Congress.
Changed practices and increased interest in the administrative side. of
cataloging are two of the reasons that have made it necessary o)revise
the text at many points, >

In keeping with the spmt of the times, some conmderanon has been
given to possible economies in cataloging, but studengy wataloger, and
administrator must be warned that economies need, tb ‘be studied very
carefully before they are adopted in an individua} hbrary

- Purpose.—~This book is not a manual of practice, although natu-

rally some definite rulings are stated. It is, as\the title states, an Intro-
duction to the subject and it attempts to»osient the student of library
science in the problems presented by books as well as in the means
used to make them of service to rea;glers While this book was written
primarily for students of library stience, the first edition has also been
used by the following groups; (1) instructors in library schools; (2)
members of the staff of catdleg departments; (8) new assistants who
wished to become proﬁcggt Jn cataloging and classification procedures;
{4) executives, when organization problems were at stake; and (5) li-
brary trustees who were’unfamiliar with the two subjects treated.
 Despite these varibus purposes the book may have served, it is in-

tended for studerhs who are beginning to study library science. It is
written with the’ realization that the course in cataloging and classifica-
tion is only'enie unit in a full curriculum and that, while such a course
may leadto specialization, it cannot be expected that all students will
chogse\t6 become catalogers. An attempt has been made to tell what
the catalog is, where it leads, and what service it can give; and there-
fore what it means to catalog and classify books. By covering principles,
the text seeks to reach not only those who will become catalogers, but
also those who may be executives or assistants in any part of the library
staff, Thus the mterpreters as well as the makers of the catalog have
been kept constantly in mind. Ny

Scope.~This is an explanatory text based on present-day Iibréi.fy

* Prepared as one of the Library Curriculum Studies under the direction of Dt.
W. W. Charters. .
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pracsice. No attempt has been-.m_gde to .give the h?story af Fataloging
and classification or to cover the cataloging of special collections (such
as documenfs, maps, pictures, rare books, and manuscripts}, .but t‘he
underlying principles herein expressed may guide one in dealing with
such material. The discussion is not limited to problems in a single
type of library, but reference is made to public, university, and special
libraries as thesc. types need emphasis. When small libraries require a
different treatment from that described, this is usually stated.

The chaice of matter to go into the book has been very carefully con-
sidered from the pedagogical point of view. Subjects have been “ifitto-
‘duced sometimes with only 2 sugestion as to their development, thus
inviting the student to inquire further into the matter. Thigshould be
especial'ly nseful to the advanced student, for advance@,'gtf:‘dies miust
grow out of basic courses. Some excerpts included ip; the' book miay
scern unnecessarily long when they have been ta}ceﬁ"from reference
books that are easily accessible, but these have hgen included so that
this text may be used for home study. One or gwe/chapters have no very
decided teaching value, but it seemed best to include them for the use
of students beginning their work in the Aeld.

The interest of the student is morg\easily sustained if the emphasis
of the course is placed on books and’ their potential readers, and if the
principles of cataloging and cigssiﬁcation precede the technique. Such
a presentation will show that cataloging and classification are two of
the fund‘am_ental-branchea&c':f library science. From the stress placed
upon principles in is¢book, the student learns, too, that he is pre-
paring for a professignal, not a clerical position.

IemL;b‘::i‘:-ti? %tfl,gim:ﬁThef study o.f these branches involves pr.ob-
oia de;ilnite tgﬁil:i Tgl nce of a definite duty as well as the creation
¢ thing. The student must, therefore, spend a carefully pro-

apzan:{;:\;ﬁpa%o oi his time in laboratorY. practice where he catalogs
chassiites books. Such laboratory practice makes clear the objective
o{ thecourse, “to fit for useful employment,” but should not be carried
.beyond\ the point of being a learning medium. In the laboratory the
stiident has an opportunity to show his desire and aptitude to cooper-
a}tle, to w0r1:: with consideration for others, to subordinate himsel? to
; ne;l z;cpompl.lshment 0? h_:s task, to do accurate and painstaking work,
0d to acquire that skill in execution which will make him a quick
discriminating assistant. quick and

This book attempts to obient the student” for his approach to this

Tactic i : .

E:vill _ze‘i\:;l;i, 1 chis method‘ of orientation is followed, the instructor

o %kl[ - “see :rr::le tc:blthet studg of books and their make-up, catalogs
s subjects an ir ramij i .

~ the actual ma : their ramifications, before beginning

king of catalog cards. During this time the laboratory
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practice will consist in handling types of books so that the student may
become familiar with them.

Code recommended.—The A.L.A. Catalog rules' is the code recom-
mended as a laboratory manual, While rules for catalog entries are
rarely repeated in this text, the value and necessity of following definite
directions are made apparent. Rules for entry have been officially ac-
cepied and adopted by libraries as the result of long discussion and study.

A second edition of Catalog rules is in course of preparation. It
should be more in line with Library of Congress practice than was the
first. Changed rulings in the second edition of the Catalog Code ghould
have little effect on this text, since it does not discuss rules in detail, In
any case, the author believes it wise for library schools ;\rj"r‘e‘lax the
rigor of the detailed method of studying rules alone, and\to substitute
a2 broader and perhaps more intercsting procedure. ™

Card form.—Library of Congress cards are err\xphasizcd. The unit
card form, which is recommended in this book, ¢ preferred in all but
exceptional cases, since it is recognized as most\'economical and most
satisfying. , N

Methods of presentation.—This text\only suggests methods of
study. Anyone is free to use the chaptets“as best judgment dictates. It
has been written with a convictiop.‘ﬂlﬁt more work can be covered,
more interest can be aroused, morelof value given, and better catalogers
and more discerning cxecutivessproduced, if the course in cataloging
and classification is built areund the whole book and iis subject as ex-
pressed in classification and in the card catalog. The author therefore
advocates the study oi\élassiﬁcation and cataloging in the same course.
The two subjects cah not, or should not, be entirely divorced in actual
practice in a lihr’a{}r',"and even if so divided the cataloger should know
the relation betwéen the two processes, and the classifier should undei-
stand how b@i@is are cataloged. There is a decided gain both to the
student ar@tb the library school if one catalogs and classifies at the
same tigd¢} as more work can be accomplished in the same length of
time 2\

These suggestions, representing the feeling of catalogers already in
the field, have resulted in the shaping of this text so as to prepare
students, in so far as possible, for practical work under existing condi-
tions. Sufficient time should be devoted to each chapter to master the
detail and to allow for the examination of illustrative material. =

* Catalog rules, author and title entries, compiled by committees of the American
Library Association and the (British) Library Associztion {American ed.; Chicago:
AL.A,, 1808), xvi, 88p.

Instructors will find an account of the author’s method of instruction in an
article entitled *Teaching of cataloging and dassification,” A.L.A. Bulletin, XXXI
(May 1937), 285-90.



Preface

Pkm.-The'introductory chapter gives some conception of what it
means to interpret books for library use. This is followed by an analy-
sis of the make-up of 2 book and the value its different parts may have
for the reader (Chapter II). Books are then examined in groups with
a view to finding some common basis for their classification and shielf
* arrangement (Ghapter IIT), a siudy which leads naturally to a discus-
sion of definite schedules of classification (Chapters IV and V) and of
the records necessary to maintain a specific scheme of classification and
to furnish symbols for shelving books (Chapter VI). Having shelved
the books by subject, the next step Is to catalog them so that they can
be found quickly. This means a discussion of the catalog: its flriction,
form, type and technique (Chapters VIL-XII). With these needs settled,
WE now turn to a study of duties as actually carried owt-in pracice
(Chapters XIII and X1V), followed by a considerationvof Library of
Congress apd Wilson printed cards {Chapters XV, ;nifd"XVI), The next
consideration is how best to organize and admiinister a department
which must care for the work as herein surve ed) together with a con-
sideration of supplies and equipment (Chapiérs XVII and XVIID.

viit

will, of course, determine the way inWhich the book can be made to
vield the greatest service. Some thé.'pters will be most effective if read
before the instructor begins a“discussion of the topic to be studied,
while others will be moye Helpful if read to summarize a discussion.
The chapters are correlatédyto make a whole; therefore no one chapter
should be read independently of others by those unfamiliar with the
subjects of cataloging“and’ classification,

P::acticn! quqm'om.—-Following each chapter is a list of questions
by which the stidént may test his knowledge of what he has just read
through a_pumber of Practical applications, These questions should
provoke disguission and add interest to the subject.

the end of most chapters.
ial needs of students, Read-

instructor may have greater y i
i ange from which to choose | i i
ments for further study. References and bromgc s B

date for the S e have been reviged and brought up to

Ne-w editions of number of woyksg
pl-.tbhshed.in the near futyye, A

inchuded in ¢he references will be
Szmple_ library cataloging, The s

mong them is the third edition of Akers’
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of the references as later editions of the titles in quesuon become available
to him.

Model cards.—Sets of model cards are still available from the Card
Division of the Library of Congress but the list of them, which was given
in the Appendix to the first edition, has not been repeated. Columbia
Library School has issued a pamphlet entitled Sample catalog cards®
which the student may find very helpful in providing forms for different
kinds of entry.

© Acknowledgmenis.—Acknowledgment for valuable information is
due, and is here gratefully made, to the libraries which have conttibuted
generously to the data collected for this text, to my co-workers who\helped '
in shaping this book, and to those who generously furnished constructive
criticism, by

The author wishes to pay tribute, also, to those who have ‘been responsi-
ble for the Catalogers’ and Classifiers’ Yearbook. Thesg eXcellent volumes
have done much to stimulate specialization in thetwo fields. They have
enriched our literature and set up standards for gthers to follow.

\‘ O MARGARET MANN

Ann Arbor, Michigan PNY;

October 24, 1942 \ I

* Columbia University. School of Llhrary Semce Sample catalog cards for use in
connection with syllabi for Library sew:ce 201 and 206. (N. Y.: Columbia Univ. pr.,
1937y, 80 L
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The Cataloger as an Interpreter
of Books

A
r~ B
1. The Study of Books 1. Book technique
. 2. Classification technique
IL The Purpose and Scope of 8. Cataloging technique
Cataloging . 4. Administration techniqueg N\
1. The purpose of cataloging R
2. Problems of cataloging . B/, Need for Instruction jin_the Use
3. The scope of cataloging of the Catalog "\
III. The Technique of Cataloging V. Compensations :’:.;
L {8 J

To those who have had their interest in library science quickened by a
love of books, and to those who have a desire €6 know books better and
make them known to others, there is no Hore satisfying work than the
handling of books as they come into a library. Here one turns his attention,
not to gratifying his own hunger for litéfature, but to the far broader task
of studying, recording and interp;etﬁg books so that they may reach the
thousands of readers who are in search of reading matter of various kinds
and for various purposes. -

A large collection of book:sz\brought together for public use raises many
questicns for the catalog\&r\who must organize it before it becomes usable.
He is confronted by, ﬁooks in quantity, for libraries are distributors of
many books and dfmuch information. The cataloger does not have the
time or opportuity to read according to his preference but must dip into
volume after ¥olume, passing from one author to another and from one
subject to‘another, making contacts with all minds of the world’s history
and er}tgi*ihg into the society of mental superiors and inferiors. Catalogers
find their work a realm as large as the universe. For them

the poets sing, the philosophers discourse, the historians unfold the wonderful
march of life, and the searchers of nature reveal the secrets and mysteries of crea-
tion. ... The only true equalizers in the world are books; the only treasure-house
open to all comers is a library; the only wealth which will not decay is knowledge
+» . to live in this equality, to share in these treasures, to possess this ‘wealth, and to
secure this jewel may be the happy lot of every onel

11, A Langford, The praise of books as said and sung by English authors (London:
- Cassell, [1880]), p.10-14, Quoted in Temple Scott's The friendship of books (N. Y.:
Macmillan, 1911), p.155. ' '



Cataloging and Classification

I. The Study of Books

It is the happy lot of the cataloger #ot only to dwell in this world of
books, but to study and examine them 50 that t.he re-aders who frr_fquent
libraries may have the benefit of the wisdom, mtelhgence: and ht'erary
talent of those whose works are on the library shel¥es. This analysis de-
mands a broad vision, a sympathetic outlook, and a determination 1o reafl
perseveringly, as well & a certain amount of sustained eﬁort and t::xpendl-
~ ture of brain tissue. Those who catalog may truly be called the “servants
" of the servants of literature,” for it is their task to examine, cuil, arrange
- and vecord the works of the writers of all generations. N\

The cataloger must act as a medium between writer and reade, -€n-
* deavoring to estimate justly the intention of the one and the nged of the
other. He must study books comparatively to detect differences”in style
and treatment in order to know what value they may haye for various
* types of readers. Fe must realize that the books intrusted\to his care must
. be examined and made ready for use in the same waythat any ather com-
.;__'modity is analyzed and studied, so that it may ser.vq\its purpose. To attain
this end, the cataloger must understand people, fatist envisage the needs of
the reader, and endeavor in every way to aake the location of books a

~ simple and natural procedure. He should adopt a neutral stand between the

. - reader and his books, giving emphasis,fo-what the auther intended to de-
seribe rather than to his own views,H€ must realize that the methods and
terms used to express subjects, as well as the other technicalities involved,
must be suited 10 the type of teader for whom the book was written. He
. muft _b@ aware that whatgﬁill’ please the advanced student will be unin-
telligible to the averageunan; what will furnish information to the uniniti-
ated will be useless to the specialist; what will interest and stimulate one
:_'eader will find 1ittle favor with another; what is written for the adult
f;:n‘;:,lge.““flﬁﬁm by the child, and conversely, what is prepared for
n.wlcs ;f {i\\:oo :glim?;ry E?r the adult. It is this understanding of the
o they\}ﬁ: beI;; :ea dwf ich must go mto‘;the successful study of books
AN aihs En Il)l é::;;z ndor the. use of a miscellaneous clientele. There
7 : special translations, revised editions, works

_ :;?1; 12ust}1;at10ns, compilations containing particular essays or stories,
ors whose pames they know but vaguel j i i
hors - ) sub

varlous interpretat : it e Tocate, ant x show

ions, histories of places di :

sand things which only a thinking pEbI;::S cad;‘fl‘{cl:'clltartlz.locate’ e n dow

_ Bc.ooks are valuable because they contribute to a certain subject or sub-

jects; btzi:use they have been written by a. certain person, oJr group of

g:{:don:; e;c.au;gbthe titles make an appeal; be e they have been com-

e ited by persons of authority; becausé they have been recom-
ed for a definite purpose; bi_&caus'e some one chapter contains the
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_ only thing on the subject in print; or because a new edition of an old book
has brought to light new inforniition. Books in a library are tools col-
lected for public use, They are usually chosen to serve the specific needs
of a definite group g of people. This group may be the inhabitants of a
limited community, a village, town or city; or it may be a student body,
as in colleges and universities. Again, the library may aim at serving a
group of specialists by building a collection restricted to one subject, as
art, engineering, or medicine. Books for any one of these are selected to
make a well-rounded collection by which the library may furnish informa-
tion, recreation, and stimulation according to the needs of the group'it is
designed to serve.

The applications to which books are put may vary as betweeﬂ*orle type
of library and, another. Accordingly, in a special hbrary a Book may be
cataloged and classified from a specialized point of view to'suit the needs
of the kind of reader using the hbrary Thus, a med1qal library may find
one use for a book, while an engmeermg hbrary mdy wish to use the same
book for quite a different purpose, It is surprisi gto find how many inter-
pretations may be given to one and the same £redtise. For example to a
medical library the value of books on occuﬁauonal diseases lies in the
irfformation they give about the cause arid)freatment of a disease; in the
technological library these books may bé ased to study the effect 2 certain
product may have on health; for thednsurance library they contribute to
the question of risks; in the leglsl‘auve or municipal reference library they
may provide an aspect of thedabor question; to the financial library they
give information about 1nye§t~mg in a business where a certain risk exists;
while in the public or uxkiversny library they may be used by readers seek-
ing the subject from ene or all of these vlewpomts/

\w /‘II Tl\1e Purpose and Scope of Cataloging

1. Th pose of cataloging.—To catalog is not merely to copy title.
pages. Singé\library boeks are acquired for definite purposes, the cataloger
must not only record the names of authors and the titles of their books,
but-he must also draw attention to the purpose of these publications, their
contents and their relation to other works.d Accordingly, he will bring
together those books which treat the same subject and arrange the whole
collection so that the books may be used comparativély. All the volumes
treating of art will be brought together on the shelves, while those on
astronomy, chemistry, drama, education, history, music, physics, religion
and soc1ology will be found in their separate groups. -

Thereader interested in seeing what books the library has in the field of
education, for example, will not want to go all over the library collecting
these books, The classifier must so assemble this information before the
request comes that the user of the collection can get his material quickly
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and effectively, Within each large field, the classifier wi]ll arrange the tgpoks
50 carefully that the searcher may be led from one topic to anoth.er. Fhus
the reader, beginning his search with general books on education, may
expect to find this subject covered by comparatively few works; but as he
proceeds, he is led on step by step through all the ramifications of the sub.
 ject, until be has covered the details of each branch of his theme. He finds
* baoks on teaching methods, school organization, curriculum making,
school discipline, etc., all of which help to map out for him the possibili-
ties of his field of work. ~
‘The purpose of cataloging is, therefore, to put order into a collection of
books so that the volumes may he lacated and used for referencegand circu-
lation, The classifier makes it possible for the books to be arfanged in an
orderly manner on the shelves, The cataloger must supplemerit that work
by listing books in the catalog under their author, title, absubjects to pro-
vide additional lines of approach for readers and staffthembers alike. _

2. Problems of cataloging.—Since every book\which comes inio a
library must be examined and studied beforeitvcan be placed on the
shelves with other books of like kind, the..%a’taloger encounters many
problems. The theme of many 2 book is;eltisive, and many a subject is
baffling. Sometimes a title appears to be'perfectly new; the title page may

even bear 2 recent date; Yet upon exgnitination the book will be found to
be merely a new edition '

_ fletermining the real subject{of. 4 book. This i
in the title do riot seem ambiguous, Such a simple title as Railroads would
seem o Present no vgal?\serious consideration, bug the cataloger knows
Sllat he.must 1mn1€dlately put the q.uestions: Daes this book treat of

he subject of rdilfoads in general; is only the economic side empha-
sized; or does itiedver merely the construction of railroads? If the point of

view i Cooni i
W is notﬁag gnized by the classifier, the man who s studying railroad
it is incorrectly

englneergtig\ ay miss a book covering his field because
classg:gjdwith the books on the economics of railroads,
lb'g‘i{f’; 21;1?0}?: . CﬂﬂeddSt?'nplzﬁEd School accounting comes oyer the cata-
ot e a,ccoumnst ecide whe.ther It is best to put such 4 book with
g andntlng Or to let it take jiq Place with books on school
e by o am- %anazgement. ".F‘he volume, Bgyg debis; a drama in one
before ég; et ;ssle Searle is 1o be placed with other dramas, but
writer, st , ber one th;: cataloger must know the nationality of the
the napfenes ' ary usually planaj, 10 arrange works of belles-lettres b
1ty of the author, Next 15 a translation of Jeffery Farnol’s Thz

broad highw, 2]
€} drodze), Will thig stand with

booke 120 ay into'PoIish (Na szerok
n the Polish languagé or with the English edition of the same
0oks which makes possible for

work? It is this carefy] grouping of
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much of the work with readers, and for readers, to be carried on effectively,
and it is the classifier who determines the relative location of books on
the shelves.

Unless books are correctly classified they are not ready for use. A new
branch library, for example, cannot function unless there are books on its
shelves marked and ready for circulation; nor can the reference librarian
answer as quickly the demands which come to his desk if he cannot go
directly to the shelves and find in one place books of like kind, He must
be able to pick out one book after another and use these comparatively.
‘The physical make-up of a book is such that even though the text treats
of two or more subjects the book itself can stand only in one subject group
on the shelves. A book on travel in France and Switzerland canbeShelved
with other books treating of France, but it cannot at the'sa:ﬁle time be
shelved with those on Switzerland. A key to the shelves must be provided
which will list this book not only under France but alsofinter Switzerland
and under the name of its author as well. This key.tg'the books is the card
catalog. It is made up of entries so arranged thatauthor headings, titles,
and subjects, and the books to which they refersmay be located quickly
and easily. The catalog functions whether théxbooks are on the shelves or
in circulation, and it is to this record that 9ne'must go to find what authors
. and subjects are represented by the bogks in the library, as well as to find
bibliographical details such as publishet, date of publication, illustrations
and other descriptive items. ™

The department of the lib;*afjr’where the catalog is compiled may be
likened to a laboratory in which the scientist analyzes his minerals. As the
assayer separates the pr%g)u’s metal from its alloys, preserving the choice
bits which are buriediin each piece of ore, so the cataloger analyzes each
book, not alone tosdiscover its major subject, but to find hidden bits of
information whicl:l‘\may be buried between its covers. Not only subjects
but names of a:u?hors as well are ferreted out. Authors furnish many en-
tanglement%which the cataloger must unravel before he can give the
rcader ajcorrect listing of all the books that crowd the library shelves,
Some @uthors are loath to divulge their names; others cover their identity
by an) assumed name; while some use names so brief that it is difficult to
prove their identity. '

It would seem to be a very simple matter to make an, alphabetical list of
authors and their books; in most cases the name of the author is on the
title page and the title is clearly set forth. But there are many complica-
tions when one begins to collect proper names. For one thing, every name
must be correctly designated. If, for example, ten different men by the
name of John Smith have written books, each should be linked with the
correct book. John Smith, who was born in 1880, has written the book of
mathematics, and John Smith, the scientist, has written the one on astron-
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omy, and so on, Each John Smith should be.given a fiistinguishing mark

~ to place him correctly for the reader and bring all his works together 1n
the catalog, The same difficulty is found with persons who have changed
cheir names. On one title page we find George A. Birmingham and we
‘enter the book tnder Birmingham; in a few weeks we find another book
written ‘by the same author, but the title page bears the name J. O.
Hannay. The two books should be grouped together, because we find on
investigation that Birmingham is only an assumed name sometimes used
by J. O. Hannay. -

It is a stimulating study to trace the elusive author who uses any ndme
which fancy dictates, Occasionally an author assumes a double persppality,
as did William Sharp. Here was 2 man who wrote a certain type of book
under his real name and quite a different type under the,pseudonym

~ Fiona Macleod. The identity of the assumed name never Became known

during the lifetime of the author, so well was it guardedd¥his publishers.

- Some writers have been known to use as many as twef{fjr or more pseudo-

. myms, but if the cataloger follows all of them, the works of one writer will

be scattered in twenty or more places in the cataldg. Rather than do this

the cataloger should choose one name, preféfably the real one, and make

* a reference from each of the others. These veferences make it possible for

the reader who may have remembered\dne of the pseudonyms, or who

may have found one from another catlog or bibliography, to be directed

to _thf name chosen. This system:c}f cross references pla)r; an important

part in any catalog and will beltreated in more detail as this text advances.
_ All the authc?rs who _cpllal;fe}ate in the writing of a book should be listed )
in the cata}og 1£.they.aré\hc!t 100 pumerous; authors of anonymous books 1}
::hrf;ld']}:le ‘de““ﬁefl. ‘f POSSlble;{ublications of societies should be listed |
s s, et s vl
partment, \Qx’gehu, or office from whiihl::l)ll: “;E;i:ieygome and th;: df- l
small puglic'libraries now have the nrobl . o rn THERY DL e !
S em of classif !
books inrlittle known languages for . ssitylng and cataloging |
tled 1B their community, Prg];er nagrzoupi Olfn foreign ‘reader? whct have set- !
problems of spelting, correct entry, © ot these lorelgn writers introduce |
as Greek. & : t Y a-nd cross references, and some, such ;
» Hebrew, and Russian, require transliterati -

Perhaps what has been said abo o

the st . - about preparing books in a library has led
Eo:;z uflent to a.sk .I:Iow are libraries able to culi this mass of 7 3 < |
ation and give it back to the of printed in- |

: . : rese i
1t tran form it, and add to it present generation so that they can use |

. 0 —~The task is ind i

o : ndeed col -
n of books is large, Nor can it difficulties be measu::cslaL;E ttllll: :i(i:let:f

mall collection may be made up of very diffi-

cult b ially in librari
c..oks,. especially in 11brar1§:s limited to one special field such as medi
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cine. While in general the task becomes more complex as the collection
increases, it is not always the number of pieces which makes the task over-
whelming; it is rather the ever present fact that inside the covers of each
book there is a condensation of thought which the cataloger must grasp
and disclose so that the user of the books will find what he is seeking.

'The extent of the field often seems enormous, and perhaps no one has
summed it up as tersely as Agnes Repplier, who says:

With every century that rolls over the world there is an incalenlable increase of
knowledge. It ranges backward and forward, from the latest deciphering of an
Assyrian tablet to the latest settling of a Balkan boundary line; from a discoricert-
ing fossil dug out of its prehistoric mud to a new explosive warranted to destroy a
continent. Gbviously an educated man, even a very highly educated ma\ﬁ,“rni.tst be
content in the main with a modest and wise ignorance. Intelligence, energy,
opportunity—thege things are doled out to him in niggardly fashion, and with
his beggar's equipment he confronts the vastness of time and, space, the years the

.world has run, the forces which have sped her en her wa\y and the hoarded
thinking of humanity.?

Librarians are able to extract some of the "hoa;r\ééd thinking of human-
ity’" and make it known to readers because, ]‘ik'é:\ther specialists, they have
made a study of their particular problem.\Phey have applied themselves
to evolving the ways and means by whichprinted information can best be
made available. The methods are by.jie means perfect nor are all the de-
mands met which come to librarigs} but it must be said that there is a
technique and a science back gfall library work without which it would
be impossible to survey the field of knowledge as contained in books.

Libraries reach their readers through many channels: by personal con-
tact and through clubg,\story hours, extension service, schools, and lec-
tures, Not the least 6f’the means for furthering the use of books is the
work which is done'behind the scenes in a library where technical methods
are being evo{@‘d‘ and applied to the classifying and cataloging of books.
"This service(is fundamental since other duties are dependent on its per-
formance.\Wnless books are carefully and scientifically prepared for the
shelyesjaﬁd for circulation, the functions of a library cannot be efficiently
fulfilled. It is in the consideration of these methods that we come to the
technique of our subject.

ITI. The Technique of Cataloging

An effort has been made in the foregoing paragraphs to sketch briefly
the cataloger’s activities in their relation to books and readers without
going into the methods of keeping records; but it is in the making of the
records pertinent to cataloging and classification that one must apply the
technique peculiar to these two branches of library work.

2 Agnes Repplier, "Edﬁcation," Atlantic Monthly, CXXIX (April 1922), 487,
4 PP P
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+ art of knowing what to do;
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Every performance or duty carriles with it a teehrtult::'[mz1 P::;Iiljrr ;3;2:

special type of work to be accornp.hsl'led. There must be a ¢ o o
and skill of execution which may in itself be de:vmd of interest but which,
when fully understood and justly evaluated, will be accepted as an essen.
tial element in achieving the ultimate goal. Catalogers are surrounded
with details, and handling these details must be a challer'lge to tpc worker
to make the technique so perfect and so sane that the ultimate aims of the
work will be more forcibly brought into relief, .
. T'he student will want to apply himself to mastering the technigue of
ekbssification and cataloging so that he can arrive as soon as possi‘blc‘ at th.e
point at which familiarity with the minutiae will allow him La _&iijoy his
work with books. While he must become an adept in the hatidling of de-
tails, he must never lose sight of the broader side of the work. Technical
methods must furnish the means for accomplishing effeotive results. They
must not, however, be overemphasized and so blingl{lii‘n to the more im-
portant problems,

‘The art of knowing what to Ieave undone is gitite as important as the
and over and above all rules one must exercise a
large share of common sense and judgmem" which will lead to a considera-

ton of values and keep one from lapsing into fear of error,
1. Book technique.— ¥ book t’echiﬁque is meant the investigation of
“the physical makeup of a volupie 'as it comes from the press, Without
fa“ﬁliarity with the different paris of a printed book the cataloger cannot

describe a book satisfactorig. Therefore, the student of cataloging must

know the content worth(of"a book and in addition the bibliographical
make-up, which denotés the v

alue the book may have aside from its con-

tents, O

2. Classification technique.
philosophers, have worked over
thinkers suelnis Aristotle and Ba,
This apph ati classi
booksehal resulted in many pri hich have been used in
Libfavies, Some have become ob ;

“vished a basis for modern schemes. Tt is by means
that books are classified, and it is in the applica
the library book collection that th,
been developed,

€ study of classificai
ception of subjects, a new

of such a systemaric plan
tion of such a scheme to
¢ technique of bogk classification has

books, a knowledge of the
2ppreciation of logic which
ertaking which requires the appli-
udy comes a natural inclination to
Hence the person who applies him-

by baoeks, and an
ein any und
- From this gt
£W problem,

cannot fail 1o influence on
cation of system and order
analyze ang clarify each n

g



Cataloger as Interpreter of Books 9

self to this branch of library work will find that he is not anly equipped to
classify books, but that he has also gained a habit of thinking which can
be used to great advantage in any line of work.

3. Cataloging technique.—All catalog eniries must be prepared ac-
cording to codes of rules formulated by librarians after years of experi-
mentation. In these codes is found much of the technique which must be
studied if a reasonably consistent catalog is to be compiled. As the archi-
tect must make his drawings with an accuracy and nicety which will insure
perfect understanding of his plan, so the cataloger must prepare catalog
cards in such a way as to give a true description of the bibliographisal de-
tails of a book. The preparation of the catalog and other recofds, perti-
nent to its maintenance forms a very important part of the gataloger’s
work. Fortunately much of the actual duplication of the cpl:iy may now be
accomplished by mechanical means. A

4. Administration technique.—In those libraries which accumulate
thousands of volumes, the cataloger is confronted witly'definite administra-
tive problems. There are questions of sortingy storing, and mechanical
handling, and those questions of personnel'\which must be considered
when a staff of considerable size is working with a shifting and ever
changing commodity. The adjustmene, of the mental and mechanical
forces within such an organization rcqﬁ;zirés a knowledge of catalog depart-
ment administration. Recent deyelopments in- cooperation between ILi-
braries have introduced a new, ptoblem with a real bearing on technical
processes. K

IV. Need f01: fx%fruction in the Use of the Catalog

Catalogers are somgtirhes asked, and justly so, why the catalog cannot be
simpler, How car(it"be very simple when books are so complex and the
average reade'n‘:hés“ next to no knowledge of author, subject, and added
entries, or e@n ‘of the rules for alphabeting?

The catalog must answer many needs. It is made for all kinds of readers,
for mqsqwho want exhaustive information and for those who merely want
ligit yeading. It is difficult to combine in one tool entries which lead to
-every kind of book but which are to be used by people of various ages and
all degrees of intelligence. '

To meet this situation, an interpreter should be on hand to give first
aid. A few public libraries, most school libraries, and some college and
university libraries offer instruction in the use of the library, including the
use of the catalog. Readers who have been taught from childhood the
meaning of the catalog get a great deal more out of a library than those
who have had no such opportunities. If our purpose is to disseminate
knowledge and further the use of books, we should take every opportunity
to describe and interpret the catalog, which is the key to the books.
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Both formal and informal methods of instruction may be followcc‘l to
teach readers the value of the card catalog. Formal methods are best sult.ed
to school and college libraries, whereas public libraries must rely on in.

formal methods for the most part. Technical language should not be used

in explaining the catalog, and the directions given to readers should be
brief and as clear as possible. _ _

One effective way for letting a reader know the variety of intorm_amonl a
dictionary catalog provides is to give him a series of questions which will
enable him to discover the various features for himself. Students ofcata-
loging will find that answering such a set of questions at the outset of their
course will help to orient them in their work. The following lirie} list in-

dicates some. of the possibilities of this method. « \

1. What English translations of Goethe's Faust are in thig\Jibrary?
2. Has the library any of Gilbert Murray's translations?\, -
3. Are the names beginning with Mac and Mc arranged in the catalog as they

arc in the city telephone book? AN

4. What was O. Henry's real name? O

5. Has the library a copy of Robert Lonis &@\}nson’s short story “The Bottle
Imp"? O

6. If you look under Poetry in the catalog; will you find a list of every book of
© poetry in the library? N

- Does the library have any booky iliustrated by Frederic Remington?

- Is the thirteenth edition of the Encyclopaedia britannica in the library?

7
9. Under what subjects are Beoks on omithology entered in this catalog?
10. Who wrete The py:‘ra\ea.s} marries the page?

When questions oP'this kind have been answered, the reader or student

will know, for exdmple, that he can find information about pseudonyms
by comulting t.ge‘catalo » that added entries are made under the names
of translagors, and that the conients statement will sometimes help to locate
Items thatare not listed independent]y under an author’s name,

V. Compensations

nto the daily work Li
(e exportoner 526 2 . ¥ and lightens the burden as
Mr.-Fpl-'-;?scue, the schols
years at the British Museum,-aptly said:

Ls it not rather the peculiar feliciy

reading or study he ¥ of the Librarians calling that in whatsoever

may follow for his own sake, he is also adding steadily to his
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ability to carry out his daily duties? . . . Their reading may be wide and desultory,
fiction, science, history, any printed matier which comes first to hand; or they may
be among those most enviable of readers, who have taken up a hobby and culti-
vated a taste for the Hiad, the Kalevala, the river Amazon, the French Revolu-
tion, the manufacture of paper kites—it matters little what—and have learnt one
great secret of literature, the knowledge that to him who has made a subject his
own no book which gives him one new fact, or suggests one new theory, can be |
dull or barren. But to men and women engaged in other business reading is a
pastime only. It s outside the daily work; it cannot be built into the duties of the
camp, the court, the counting-honse. Not so with the librarian. No reading is
alien to his occupation or remote from his daily routine. No scrap of ‘added
knowledge, no page of unpractical lore is waste material to him. They ‘are the
reeds by the river to-day, but to-morrow they may write for him his mpst lastmg
memorial.? 3

ool
T
\
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dull, and the introduction, which frequently elucidates the whole text, is
disregarded in one's haste to scrutinize the first chapter.

It is very important that those whose duty it is to describe books, and to
facilitate their use, should be familiar with every detail of the author’s
and the publisher’s art. The cataloger must learn what to observe about
a volume so that he can put his finger on the essentials without waste of
time and effort. He must be able to discern the essence of the book, which
the author may have revealed in his preface or his introduction, and come
to realize that the “summary chapter” often discloses sufficient informa-
tion to make the reading of the book as 2 whole unnecessary for cataloging
purposes. \

Reading a book technically consists of examining those parts that are
auxlhary to the real text. The cataloger must be able to describe a book
in such a way that a reader can visualize the volume, its sizé, _date of pub-
lication, publisher, and all other details which go into(its’ composition.
This technical knowledge makes it possible for the cataloger to read rap-
idly, but adequately, the large numbers of books wtuch daily come to his
desk. \

This habit may seem superficial and dangerous to caltivate, but for thy
cataloger it is an economical measure whichéan be employed to great ad-
vantage. It is not recommended for the réader who must digest and under-
stand every small point treated by the‘author; nor is it advised for the
reader who has plenty of time Eo*iihger over a volume and enjoy every
whim of its writer; but for the\person whose work it is to make books
known to others it has comgtp'be a recognized practice. To a successful
cataloger it is usually morﬁ\l\nportant to make fifty books known to somle-
body else than to spend(time making a eritical study of one book.

The order of thisstudy of books will follow the order of the pages after
the cover title and\bmder s title have been described. Emphasis will be
given to pmn‘t{tﬁe cataloger will need to use later.

*

RN \ I1. Cover Title

. The over title is that printed on the original cover of a hook or let-
tered on the publisher’s binding, as distinguished from the title lettered
by the binder on the back of a particular copy of the book.

In general this title is unimportant for purposes of cataloging and may
be disregarded. If, however, it is a striking title and different from that
printed on the title page it should be noted because some reader may -
remember it or because some printed catalog may have listed it. In either
case the reader must know that the library has the book under this title.
If there is no title page in the book, as is often the case with pamphlets,

the cover title is accepted as the official title.
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. 1L Binder's Title .‘3

. The binder's title is the title lettered by the binder on the \?nc\_c of 2 3
book, as distinguished from the title on the publisher’s original hmdmg- or
covefIf the binder's title or the cover title varies from that on the title ;
page, it is often difficult for the reader and the library assistant to recog:
nize a hook on the shelves. The cataloger always lists the book for tpe ;
reader under the title as given on the title page becausc it is the pfﬁcnz'il :
title of the book and subject to less change than other titles. The binder's
t#le is only a whim of the binder and may be corrected when _th e \"Qlu'me
is rebound. It is necessary, however, to take notice of the banqcr s title
as well as of the cover title if either differs from that on the tile page.

The binder's title may be a common title for a set of volumed of it may
be a series title, \ o

,

\IV. Half Title s
The half title is a brief title without author’s nafeé or imprint, printed
on a leaf preceding the main title page; it is alsd called a bastard title

or foretitle. The half title may be of little o nb use for the reader or the

cataloger unless it is the only title in thédbbok or unless it gives indica-
“tion of the series. \J

_ V. Series Title

Publishers’ series.—A publisher's series may be defined as a number of
separate works usually related to one another by subject or form; the
volumes or parts makingup the series are issued in succession by the same

publisher in a uniforf'style and with a collective title.
bf;Ion?gmph serigh—A series of monographic works issued by a society
or institution afd in uniform style under a collective title is called a
monograph scrigs. Parts usually are related by subject and are designated
by number;, ot by volume and number, as are the “Johns Hopkins Uni-
versity Sfudies,” The collective series title generally appears at the head of
the title page, on the half title page, or on the cover of the book. “Mono

mg\,raph series” is the inchisive term covering publishers’ series as well.

<. ) Some unimportant publishers’ series have little value for the reader,
but publications issued in successive parts or intended to be read in
s€quence are very important. Series are usually
Frequently the editor who plans the series and brings its various parts
ilto a2 whoie should be gi\fen credit for his work by an enery in the catalog-
. ;‘1 Ec;:q; ;h?lfs :;ch a series is “Appletgn’s Transportation Series,” edited
Author serigs.
Austin Dobson’
Tannenbaunt's

known by name or title,

—An author’s works may be issued in a series of their own.
5 E.zghteemk c.:zn{ury vignettes, first-third series, and S. A.
Elizabethan bsbhogmphies illustrate this kind of series.
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VI. Title Page

~ The title page is a page at the front of the book which contains the full

title and usually gives author’s name, edition (if other than the first), pub-

lisher, place and date of publication.

The title page is an important key which the publisher gives us to the
book. We are not consulted as to the make-up or contents of the title
page; we must, however, interpret it for the reader who has perhaps never
seen it. This must be done in such a way as to give as clear a description
of the book as possible. The interpretation requires more than the ability
to copy what one finds printed on the title page. It often means (1) a selec-
tion and transcription of the matter t6 make the title clear; (2) a{change
in the form of the author’s name to conform to the standardued\pract:ces
used in a card catalog; and (3) the correct statement of the ed1t10n, the
publisher, and the place and date of publication, A

t 1. Title page title.—In the broad sense, this title 1s.‘thé distinguishing
name of any written production as given on the tiflé\page, mc]udmg the
name of the anthor, editor, translatot, the editiony etc. This is the intet-
pretation given the term by librarians and is th{ ene followed in this text.
in the narrow sense, the ritle does not mclude the name of the author,
editor, etc. g

- Official title.—The title on the r,xt}e ‘page is the essential captlon of
the book and s the one which shoyld ‘be accepted, in whole or in part, as
the official title by the cataloger, It¥s considered the true name of a work
and is used on all official and\pubhc records in the lbrary, and in trade
catalogs, such as publishery \lits, secondhand catalogs, etc.

Modification and qx}}lanatwn of the title.—The art of the cataloger
comes into play whemshe'is selecting words to be retained in a title which
is too long to be uged'in a catalog. Titles differ in length from one or two
words to 11teralky\hund.reds, and the cataloger must choose what is im-
portant and‘sqect the redundant or nonessential,

Those t,hmgs are 1mportant in the title which in any way explain (1) the
subj ecty {2) the point of view of the author, (3) the limits of time or period
- covéred, and (4) the type of reader for whom the book has been written.
The Nenessential things are the mottoes or quotations often printed as a
part of the title, and phrases which shed no light on the subject under dis-
cussion or on the author’s point of view,

(1) SusTiTLE—The subtitle is the secondary or explanatory iitle
following the main title, It has great importance to the reader because it
frequently explains the purpose of the book or shiows its limits. ‘The fol-
lowing titles will illustrate:

Thirty years of labor, 1859-1889. The dates in this case compose the subtitle and
fix the exact period covered. .
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Sckool management and methods of instruction; _with special rc,rc:rence. io
elementary schools. Without the last phrase the title would be nl.lsl:‘:;ldll:lg,
but as soon as we know it 15 limited to elementary schools, we can distinguish
it from other books on school management.

(2) ALTERNATIVE TITLE——The al'terna‘tive title is a subtitle ir‘:trc:-
duced by “or” or its equivalent, e.g., Fair maid of Perth; or, St. Valentine’s
dﬂ_}’« (3) Aiumcvous TITLES.——When the title is 50 vague as to he II}iSLln-
derstood, it may be amplified for the reader. Such titles as Res E&?‘?’(fc‘-!laﬂ of
our Lord [a dramg] and Fires [and other tales in verse) 1Ilustratf:,~t~13~1s type.
Brackets may be used in the title or the information may helgl¥én in a
note, this latter being the more common procedure. Titles made up of
personal names should be explained when they might ojthb‘rwise e con-
fused with biographies, as, General John Regan [2 #ovel] or Ahm..ham
Lincoln [a play). A foreign title with an English {eXt’'must be explained,
as, Le chevalier de Maison-Rouge [in English]; ofyan English title with a
- foreign text, as, Barnaby Rudge [in German]; (>

(4) CHANGED TITLES.——A changed tigl¢ js'a title in a later edition or
reprint of a book which differs from thé.sitle given when the book was-
originally printed,

Publishers occasionally change thetitle of a book to advance its sale, to
. elucidate its contents, or to adaptit better to an American or an English

market. One must be on thealert to discover such variations, which are
usually noted in publishg:{?.’,\circulars and in book reviews. Such a change
often occurs in fiction When a new reprint is issued; e.g,, the story by John
Buchan entitled Greay diamond pipe has also been published under the

title Prester Johgp(? Some readers will ask for the book under one title,
while some will.femember the other:

Chaqg titles often appéar

in revised and abridged editions, in which
case the, book is usually consi ;

dered as a new work. It must, however, be

‘the reader that it is sti]] the same work.
2. Author of the hogk

In a broad sense the author is the writer of
the book or the person or body § i

tho - Lorporate bodies, such
l{ ?‘s so.aetua:s, s ) » May be considered the authors of pub-

,:_Ecanons_ 1ssued in their name or by their authogit
th;l‘l::i t;:tle page frequ.ently he!ps in identifying ah author, The desire of
ey or to place hl.ms_elf with his readers and o prove his ability to
18 teXt as a specialist gives the cataloger a clew. For example, such

firms, institutions, ete,
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phrases as Ph. D. (Harvard); Professor of Physics, Yale University; Presi-
dent of the Bank of America; Member of the National Geographic Society
furnish valuable keys by which the author may be identified. With these
hints one may go to college catalogs, directories, and membership lisis of
societies and obtain full information as to the author’s real name and
identity.

Again, titles of other books written by the same author are often listed
after his name on the title page. These books may already be in the
library cataleg and the form of the author’s name may be at once idep\_ti-
fied and accepted. -

French authors often omit Christian names from the title page’an
merely use letters standing for titles, as, for example, M. for Mogsi¢ur, P,
for Pére and R. P. for Révérend pére. Unless one is famillar with this
practice, the letters may incorrectly be accepted as theauthor’s initials.

3. Edition.—The edition is usually designated O;Li]ie title page, but
not always. Sometimes the information is to be found\n the preface, intro-
duction, or cover title, or on the verso of the title page. Whercver it occurs,
it is an important characteristic of the book. & %

The dcfinition of edition as given in the .L.A. Catalog rules is “the
whole number of copies printed fromht«h.e" same set of types and issued
at the same time.” Holden says: N

Edition is not used in connection, fv(fith repeated printings unless there are
changes in the text, a revision, [ox} new matter added. . . . If it is a new printing
only, without changes, the texm-ghould be issue, impression or printing, or simply
a statement of the total nua{fir:r of copies printed to date

McKerrow makes thiSyeven more definite when he says:

We can define “ediion” as the whole number of copies of a book printed at any
time or times frq:l}'bne_g‘gtting&up of type (including copies printed from the
stereotype or, eleetrotype plates made from that setting-up of type), and “impres-
sion" as tl}eﬁw\hole number of copies printed at one time, i.¢. in ordinary circum-
stances the, total number of copies printed without removing the type or plates
fropt"the press.?

Thus, in the true sense the edition indicated is not a question of re-
printing, pure and simple, but of a reprinting carrying a certain number
of modifications, suppressions, or additions. The significant and important
thing for the reader to know is whether there has been a change in the
text of the book, and if so, what the change is. For example, a particular
edition may be demanded because it is the only edition which contains
notes; again, the third edition may be the one wanted becanse it has been
revised by an authoritative writer.

173. A, Holden, The bookman’s glossary {IN. ¥.: Bowker, 1925), p.44.
2R. B. McKerrow, An introduction to bibliography (Oxford: Clarendon, [1928]), p.175.
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| Cutter has recorded the reasons for giving the edition statemen:

The specification of edition is necessary: {1) for the student, who often wants a -
particular edition and cares no more for another than he. wo.uid for an entlr.ely ;
different work; (2) in the library service, to prevent th'e rejection O.E works ‘Wl'l.ld]. :
are not really duplicates. And the number of the edition is a fact in th(.’: l.1terary :
history of the author worth preserving under his name; under the subject it is some -

® gixarantee for the repute, if not for the value, of the work. Neverthtlzless it is not
warth while . . . to note 10th thous. or the like, which usually is simply an ad-
vertisement and does not imply any change in the work?

N\
\Reprints..—A reproduction of an earlier edition of a book wi'tlfout
alterations, except in outward form, made after one or mpr'a. editions
have already been printed from the same plates, is called a ?'eg}mr. A new
title page may be used with or without the addition or substitution of the
date of the reprint. Reproductions in facsimile, whether printed from
type or otherwise, are called facsimile reprints. .\
g Changes in content and form.—The originalbook as issued may be
#changed in content or form, and either of thgse\)herations may designate
¢ another or changed edition. The changes in\the content or text consist
¥ usually of revisions, enlargements, abridgments, expurgations, adapta--
¥ tions, or new supplementary material dp addition to the text.

(1) REVISED AND ENLARGED EDITIONs,——FEditions in which the text -
~ hasbeen changed by revisions, medifications, additions, or corrections that
» remedy faults in the preceding edition are called revised or enlarged edi-
. tions. These changed texts(are designated as 2d edition, 3d edition, 6.
**  Auflage, nouvelle édi%ug,uétc., according to the revision made.

: (2) ABRIGED EpITIONS. Errromes——Editions which reproduce only
Aragments of a compléte work, or which briefly summarize the original
text of the work)\ite called abridged editions. Such editions must be dis-
tinguished {rém: the large unabridged edition of the same work, so that
the readenwill get the edition he wants, -

b (3hE PUFGATED JEDITION.——An expurgated edition is one from which
objgetiohable parts in the original text have been deleted. These, like”
,ahg:dged editions, must be distinguished from other editions,

(4) ApAPTATIONS., DRrAMATIZATIONS An adaptation is an edition

st the text to a type of reader -
. : thor originally wrote: Lamb's Tales
from Shakespeare illustr ptation; also The Ig dy of the

Margaret Dakin and Miriam
Many adaptations,

i also called “retold storjes,” arg, written for children.

- A. Cutter, o '

o, 1904)._13.99'1‘ Rules for q dictionary catelogue (4th ed,;
“See . D. Fellows,

Fashington: Govt. print.

Cataloging rules (24 edi N. Y. H, w. Wilson, 1922), §162.
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Adventures of Odysseus; retold is an illustration, As juvenile books are
usually shelved in a room apart from the adult collection, the original
edition may be separated from the adaptation. '

(5) NEW MATERIAL SUPPLEMENTARY TO THE TEXT.—An edition hav-
ing no change in text, but having a different make-up because of new
material, which may be in the form of additional chapters, notes, an ap-
pendix, or introduction, should be considered a different edition.

In books of this kind, the value and importance of the material deter-

mines its treatment. If the material is of value to the reader, the book .

‘must be considered a separate work in order to distinguish it from the

same book without this supplementary matter. A volume of fiction, for .

example, which has been printed with a good biographical prefagé"is: mot
the same book as another copy without this preface. In this case\the book
is considered another edition so that the reader may call €6r the book
which will give him this special information about the apthor.

(6) SPECIALLY ILLUSTRATED EDITIONs——If an edifion is unusual or
important for its illustrations, it should be distin@jshed from an unil-
lustrated edition. O

(7) AUTHOR’S EDITION. Publishers ofteidsue the collected or com-
plete works of an author uniformly bound 2nd with a collective title,
such as The writings in prose and versg'of ‘Rudyard Kipling, These are
commonly known as authors’ editions. $uch combinations of titles, each of
which the library may have in otherfﬁdiiions, introduce problems,

(8) OTHER EDITIONS.——Some, libraries may also want to distinguish
books having the same contents\but appearing in different form, as large
paper editions, popular eiski:tsiﬁns, folio editions, and editions of one or
more volumes. O

(9) Corres.—If f%0 books are exactly alike as far as the printing of
the text is concerned.and the change in other parts of the book is of little
or no value, no distinction is necessary. In that case the books are merely
considered q;}wb copies. Of course this rule frequently does not apply
to the firsg ji's.sue of the first edition which may have value, especially in
literary, Works, quite different from other issues of the same edition.

NG ﬁnprint.——The place, publisher’s name, and date of publication,
- ordinarily printed at the foot of the title page, are called the tmprint. The
copyright date often found on the verso (or reverse side) of the title page
. may also be a part of the imprint.

“Place of publication.—~This designates the location of the publishing
house from which the book emanated. It does not always signify, however,
whether the book is an American or foreign publication, for in this day
of branch publishing houses, that fact cannot always be taken for granted.
Sometimes an American house has a London office, and consequently both
New York and London appear on the title page.

o B
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The plilce of publication has weight for cel."tain classes of rcz'lderr;,; bat
for the popular public library it is rather unimportant. I.Iowcw er, if the
reader wishes to read a bogk treating of the birds o'f Amcrica, he may not,
want a book published in London or Berlin. He will SLt]ch.i he book pub-
lished in America, There are cases, however, where a scien “ﬁ{f l)nf)k onan -
American topic has, for reasons of economy, b:::en pul?llsllcd in France or
Germany but still represents the American point of view. .
* \ Publisher.—The publisher is the person, body, or firm responsible for
 the production, distribution, and first sale of a book.‘ ~
It is sometimes just as important to select a book issued by a gaud pub- -
lisher as it is to'select one written by an author of repute. The, dame 'of t'he |
publisher with a reputation for printing only high—dass,\:ﬂutIl{)rltatlYe |
works adds weight to the book and offers another guidg to 1he_ reader in )
making his selection when conffnted with many titles treating of the i
same subject. For example, a technical book published by McGraw-Hill
(arries more weight than another book on the gae subject published by -
Fa publisher who does not specialize in the §
" wish to purchase hooks it is conveni
publisher on the catalog card. PN o
« Date of publication.—The date \printed at the bottom of the title
page may generally be acceé:ted asithe date when the book in hand was

printed. It does not indics the date when the book was first printed if *

more than one edition has bechussued. The date changes with reprinting,
as was explained above under Edition. The title page date should always :
be compared with the cdpyright date Phe first copyright date may usually .
be accepted as belonginy to the first printing. _~

all books except fiction, and even in this class
1L 1s a conveniencé 1o know if the edition is modern, or to show the au-_/

_ thor’s “latest movel, Being one of the most important items about a book,

k __itl-a'mqst%e;i&i-ally be supplied when it i not on the tj
‘o be found ;

but $it cannot be cited o
¥4 _-Ofher catalops must be con:

Jof technology. If readers
ent fo;\ihem to find the name of the

The date is impottant in

%

. D treating his subject. Take for example a book on 4
modern history; if the text is broughyt

- down to 1914, the book must have.'-‘::'
b-een 1ssuef1 after that date, The cataloger can give the reader this informa-"
tion by using [1915?] as a pr te of publication. The brackets show
that the. date §
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Copyright date.—Copyright is a grant to an author by which the gov-
ernment assures protection against the use of his text by another, It gives.
the author, for a certain term of yeats, privatc and personal right to manu-
facture, print, and vend his own production. The copyright notice, usually
printed on the verso of the title page, is the date when the grant was given
to the author, The first date signifies the date of the first edition of a copy-
righted book and corresponds to the imprint date of the original edition.
1f several copyright dates are given, they signify either a change in the text
or a renewal of the copyright.

"When a book has gone through more than one edition, the copyxight
date is valuable in showing that the book under discussion is not thg first
issue, but that other and earlier editions have appeared. A\

2 ™

. VII .:Runniﬁg Title = N
The title repeated at the top of the page throughquf 2 book is called
the running title. i the title page is wanting, thif\iurining tide is very
useful and may be used by the cataloger in liey,of*the title on the title
page. It has no real value to czall to the attemlo(rof the reader unless it is
striking and will be remembered. \

VIIL Dedié;%tion

The dedication is an expressmn of, homage on the part of the author to
another person; it is usually brief and is placed at the front of the book
just before the preface. Unless}thls dedication has some real literary value
- apart from the book or isiaddtessed to a person of distinction, it need not
be called to the atientiom of the reader. Should the dedication be. a_poem
such as “To thc the Vlkmgs in Boyesen's M odern mkmgs, its presence
might well e recarded, since some reader may want to locate it.

The biographiéal value of a dedication is very real if one is collectmg
all the mforr&anon about a distinguished person. The fact that an author
has dedmated his work to such a person may reveal important information
to hl,s‘}alﬁbgrapher

IX. Preface

The preface is a discourse, or note, which precedes the text; it contains
" the explanations which the author judges necessary to give to his readers.
It may be written to present the author’s plan, to set forth the objects of
the book, to tell why it was written, to explain how the subject was de-
veloped, or to make acknowledgment for assistance received.

This foreword may be most useful to the cataloger in giving a brief
survey of the text, and in providing catch phrases which may reveal the
scope, purpose, and value of the text. Such phrases are: "Can be used by
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beginners”; “Requires a knowledge of mathematics”; “Considers the suh-
Ject in its application to the progressive development of industry”; “The
purpose ‘of this book is to bring together the fundamentals of the tech-
niques of teaching and to indicate their use in the teaching of industrial

subjects.” A these phrases help to place the book by giving a key to the

- subject, or by showing the point of view from which it has been treated,

Again, the preface may show that the material is not new, that the chap-
ters have already been given as lectures before some association or body
and have been issued in the “Proceedings” of that body. If the ““Progeed-

.ings” referred to are in the library, two copies of these Iectures ate thus
listed for use, \

‘The author in his preface may compare his book with oflicrs on the
same subject. This information tells the cataloger with :what group the
writer classes his own book and gives an excellent hi
this book with others of the same kind, '

"The preface is frequently very important in establishing the real author
of a book when the name has been omitted from the title page.

Certain prefaces have been real literary‘\fsﬁents. That which Renan
wrote for his Life of Christ may be cited, And also those in which Alexan-
der Dumas discusses his dramatic works.\Bernard Shaw has madec the pref-
aces to his plays of such interest th'atﬁi:jne cannot afford to pass them over,
‘The cataloger should acquaint thé’j-éader with such forewords, since they
‘have the same value as an indepétident book.

_In some books the preface Is written by a writer different from the au-

nt’#oaid in shelving
‘&

known the ?v;:f'gér"of the preface as well as he author of the book.,

- X. Table of Camtents

hist : g;may at once suggest further investi-

story of the subject,” “Conclusion * “Sum-

mary chapter,” Lo, ect, usion,” or *“Su
pter.” The last two usually give § digest of the author’s views and

often furnish the kernel of th b
jects to be analyzed in ghe cat:flogo.Ok' Some chapters may also suggest sub-

In collecti
- ctions, such a5 essays, plays, lectures, and speeches, if the title

the book, the catalog should list the
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seeking. Books in several volumes having a distinctive subtitle in each
volume should be treated in the same way.

The table of contents in most foreign language books is place:g at the
end rather than at the beginning of the volume, *

X]1. Introduction

The preliminary discoutse or note, usually following the table of con-
tents, is called the introduction. It sometimes forms the first chapter of
the book, and gives a more elaborate development of the author’s subject
than the preface does. Its object is to present some historical, literary, ‘or
scientific facts destined to facilitate a comprehension of the whale, work.
1t may have more value to the cataloger than the preface. AN\

It is 2 common practice for the introduction of a work to bewritten by
a person other than the author of the hook, in which case the introduction
has a value apart from the book itself; e.g., the introduttion to Sheridan’s
Rivals by Brander Matthews might be of great infefest and value to cer-
tain readers, and it may appear in the catalog urgdszyMatthews.

 XIL Tndexcy"

_ The index to a book may be defined asa detailed alphabetical list of
names and subjects treated in the te:xtlﬁwith exact page references.

The table of contents gives a systématic arrangement of the material
in the book while the index givessa more detailed alphabetical list. Usu-
ally the index to a book is mst consulted unless a specific topic is wanted;
however, the cataloger who glances through the index may be reminded
of subjects which differ from the main theme of the book. Take, for ex-
ample, a descriptive,bdok on South Africa, The question at once comes
to the mind of the Cataloger: What does this book describe aside from
the scenery, magners, and customs as revealed in the table of contents?
This questib(l"i‘s answered when, by perusing the index, one catches such
an entry.'ds “Diamond mines,” showing from twentyfive to fifty pages
given #o this subject. In this case the additional material should be brought
ouf_in"the catalog. )

1f*'works are made up of several volumes, of which one or more are 1n-
dex volumes, these index volumes should be indicated on the catalog card.

. XIII. Bibliographies
Cutter says that a bibliography is a list of books of a particular author,
printer, place, or period, or on any particular theme; it is the literature of
a subject. In a broader sense it may be made to include lists of patents,
artists’ productions, etc.
Bibliographies may be included at the beginning or end of chapters,
in footnotes, or at the end of the book. The references so listed may serve
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the cataloger'to place the book in hand with other books of Iik.e kind,
for in studying the titles in these bibliographies the catloger d:.scovers
the sources the author has used, or those he recommends contributing
to the subject under discussion. Every aid of this kind is usefu] in the
classification and grouping together of books that are sinilar in kind.
Bibliographies are also very important to the reader and should always
be called to his attention, If he is interested in some
always on the alert for new titles such as these bibliographies inay suggest,
The list of an author’s works adds value to a volume of litcrapy, criti-
cism or biography; bibliographical information found iu a list JLf\patents
cited in a technical book is of great importance to a scicnli{it’m?ﬂn; a list
of pictures painted by the artist under discussion will peklips give the
reader just what he most wants about a particular artist. ‘Iliese bibli-
ographies often have the same value as a separate bog:l{ and contain infor

mation not available in any other form, ')

spectal subject, he is

_ + XIV. Signature. Ga;ht?rings
“ ‘Signature’ is the 1

first leaf (and general

and its purpose is ma

gatherings.”"s

etter or other maxK to be found ay the foot of the
ly of.one or mareMollowing leaves) of a eathering,
nly to guide sh@ binder in the arrangenent of the

Gatherings are the printed sfibs of a book folded to the format of the
book a5 bound., Tt §s these Fql
AN

L ded sheets which require the cutting of leaves
In many hooks, N |
\\ .
| XV.*Books With No Title Page
If the title pagdiof an

The collation is t

umes, pages, iIIustrations,
constituting the hogk,
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The value of these items to users of a library is variable, depending
upon the type of reader using the books and the character of the book
collection. If one is making a comparative study of editions, all these
items may be useful, because they designate certain features which dif-
fcrentiate one book from another.

If the book collection is made up of rare hooks which have unusual
bibliographical worth, these details should be designated. For the average

“library the collation may be considered essential in some instances and
nonessential in others. The staff, as well as the readers, must be congid-
cred in determining the value of items in the collation.

L. Volume.—The term volume has two meanings, It is used'ta signify,
first, 2 bound or unbound book. This is considering 2 book 457 physical
unit. Second, the hibhographlcal meaning of volume connotes the divi-
sions an author or publisher gives to a specific work. Usually each definite
volume has its own title page. If two volumes are baumd in one cover this
fact must be designated on the catalog card.

The citation “2v. in 4” signifies that a treat%e‘ is in two parts called
volume one and volume two but the two have‘been bound in four binder’s
volumes. These are recorded for statlstica;]‘pur‘poses as four volumes since
cach physical unit is an entity. Theitation “4v.” indicates that the
author, publisher; and binder all 1ntended the work to be in four volumes.
The number of volumes shoulds a}ways be noted when there are more
than one, since the reader, when calling for a book, must know how many
pieces make up that work., \ '

The French use the e(ms “volume” and ‘tome”: “volume” to mean
the material or physigal pare of a work, “tome” to designate the author’s
division of his worky ot the binder's. :

2. Paginatipn> Paging may be defined as a system of signs or numbers
by which theedisecutive pages of a book are indicated. In a paged book
each leaf 1s§numbered on both sides, and each of these sides is called a
page. The right-hand page of an open book is the recto and the left-hand
page is\the verso. Half title, title page, preface, and table of contents, as
w8l as other preliminary matter not included in the main paging, are in
library practice called “preliminary leaves.”

The importance attached to details of paging when cataloging books is
measured by the character of the library. Very accurate paging must be
used when rare hooks are described or when very full cataloging is being
done as in university libraries. But a public library, circulating fiction
and popular books, does not need to do such meticulous work, The main
paging is sufficient to record and some libraries omit even this, especially
in works of fiction. For the large library the item has a rather important
use for the order and catalog departments in identifying editions. When
replacing books, assistants in these departments necd to verify the paging .
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to be sure that the edition ordered or received is a duplicatc of the one
w\_l/' gﬁ‘:lt:llstrations.—-ln a restricted but popular sensc, the term “illu.s-
trations” is used to cover all kinds of display matter l-l'lcllld{’.d. as frontis.
piece or inserted in the text of a book. The value of 1llustr:n10n‘s to the
reader is relative; to certain classes of books pictures add much interest;
in other cases they add nothing. Art books, travel boo'ks, books of. cos-
tumes, and nearly all books for children need illustratlon.s 1o eluqda-te
the text, and mathematical and engineering books need dingramyqo in-
terpret problems. Except in these cases where illustrations prea !})i‘(;{lllance
the value of books, the cataloger need not mention them panitulerly.

If one considers illustrations in 2 still more restrictcgl\s.c“mr, he may
class them as follows: plates, photographs, portraits, mziﬁs. plans, fac-

similes, tables, diagrams. Any or all of these details foay be of value to
" the reader depending again on the subject treated\anid the demunds made
upon each library, ) \\ -

* Plates.—Plates may be defined as full page(illistrations usually printed
on special (heavy) paper, one side of the I8, being normally blank. Plates

are not as a rule included in the pagination. They may be bound in the
book or loose in a portfolio, ON°

~ Photographs and portraits—Photographs and portraits contribute so
much to biographical books th:

at-the cataloger is justified in noting them,
but he would hardly be warganted in specifying them for all books in
other classes. .

7\

Maps, plans, facnﬁ\ilés; lables,

\ and diagrams.—These special illus-
trations do not need to be defined h

ere since they are well-known tcerms.
They are generally/used only in classes of books where the text needs
elucidation. Maps'add to the value o

D ¥ f history, geography, and travel books;
plans are lefrortant in architectural books;

> are ; facsimiles are necessary to the
student,'\o‘fx utographs and epigraphy; an
be noted ‘in

: d tables and diagrams should
cataloging statistical, mathe
.J\E.l,}\)ra:ies 5

matical, and engineering works.
ubjects, as well as large libraries,
¢ e fact that these details exist in
certain books, Small Iibr not find it necessary to

or by citing the number
gives a true piceure of the
k of three hundred pages
or these pages may have narrow

extent of the printed matger included. A boo
ma]}; be made up of small or large pages,
:;d ;‘o;jtin;rgms. Again, the: cover of a haok may be very high and very
- ,m o e 1;em ay contain only four or five Pages. To show the reader

ch reading matter he g getting m a certain book, both paging and
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height should be given, Small libraries should not spend the time to give
size, although many larger libraries will. Before deciding to omit this
item entirely, one must consider another aspect of the question, namely,
the shelving of books over a certain size. The large majority of books in
a library are octavo in size, not more than 25 cm. in height. Since this is
true, the shelves should be arranged for these books, and the books which
are quarto, or over, should be stored in specially arranged shelves which
are large enough to take all quartos and folios, or all books over 25 cm.
in height. All such books, known as oversize books, shelved apart from
the regular octave volumes, must be marked with a special symbol to

N\

show their location.® oA\

XVIIL. Summary

By means of this examination of the make-up of books the cataloger
(l) can discover facts which, when applied to the cataleg, assist the reader
in his choice of books, and (2) can gather suggestions” from books which
lead to investigations about the author as welbas to the correlation of
the individual book with other books. &

Certain items yielded by an examination™of the title page and other
features of the book, physical or bibliographical, are essential for the
identification of the book for any hbrary, whatever its size and character.
Other details are relatively important depending upon the character and
use of the collection. Items essential for any collection are author and title
{including edition); those gencrally desirable, and essential for most col-
lections, are place, publu{a'\;er, and date; those which vary with the library
are collation, contentshand other notes.

Uniformity in cataloging practice does not seem justified in all details;
there is nto reasorl )\r\hy the small library should keep repeating unneces-
sary minutiaeg which are seldom wanted. Certain bibliographical details
may be mdeensable for scholars, that is, for readers in university libraries
and for studems of rare books; but in the average llbrary there may be
many tiore telling ways of assisting the reader than in laboriously citing
defailéd information which he would use but rarely and which he could
obtain from the books themselves or from bibliographical reference books
if needed. In considering any omissions, however, one must always keep
in mind the probable growth of the library. It is better to record too much
rather than too little.

XVIIL Outline Form for Making a Catalog Card

As soon as the student begins courses in library science he will be called
upon to copy references and to compile bibliographies. It is, therefore,

& This designation is usually made a part of the call number sc that the book may
be quickly located, This is touched upon again on p.93.
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fy important for him to know the correct cataloging forms. I]l)lere is a
s i hich must be recog-
' a catalog entry whic
enerally accepted way of preparing st
Eized if);znifofmity is to be preserved, and the sooncer the swdent learng
it the better. N . .

A skeleton catalog card is pictured here to show the order .111(1,111‘(1@:1[103
followed in preparing a catalog entry. Words Such. as A”fff"r’ 1 z!l;e, an
Collation are to be replaced by these items. The items Titfe, Col‘c;th,
Notes and Conients are indented to subordinate them to the 511111101 1eah1
ing, buf if these run over two lines or more, these added lines taks\t.ﬁ
indention of the author so that a paragraph form for the wh‘o]c Gutry wi
be preserved. The only word now on the skeleton card whic

W v gver re-
"\
tained is the word Contents. All others are replaced.”

Ny

&
Call N4

‘ho.  Author's family nane,
birth end death. {
Title, including edition

publisher, date,

Chr‘is.tign names, dateg of
N

L I N A A )

n:oo'-vt-nttooo- PlaCE,
o)

Collation.ss s s rurnssrnsenans |

note.....'.-.....’;..'.......)

Series

NDteSIOONtovol-ctotolulto.oo.-col.-'o."
. 3

L
II.III.QW’\I..G..I!..‘-l...l
T

Conﬁe Sl...l.l..lQI..ll'..l.l'll.ll..’l..'

ou.cd',’a".’..-ootoo-o

O
o

7\
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of this might be useflul for catalogers and students of cataloging.

GarLanp, D. L. “On bibliographical terminology,” Catalogers’ and Classifiers’
Yearbook, I1 (1930}, 111-16.
Shows the importance of the edition and imprint items and, through,  the

use of illustrations, proves their importance to the reader. \
Horoew, J. A. The bookman’s glossary. 2d ed. rev. and enl. N.Y.: Bowker, 1581,
153p. \.

Includes terms used in producing books and in their dzstrib‘utlon

Peobie, R. A, Place names in imprints; an index to the Latm vand other forms

used on title pages. London: Grafton, 1952, 61 numlys j
An alphabetic list useful to all catalogers. Limited*to Europe; Slavonic
forms are excluded. \\‘

PiNTo, OLca. Termini d'uso nelle bibliografie dei\perlodid, saggio compilato in
38 lingue. Roma: Bardi, 1929. 89p. \9

Gives technical terms in thirty-cight, languages, including English, used
in connection with the blblmgraphlca,l listing of periodical Lterature. Very
useful for cataloging continuations.}

SwalN, OLivE. Notes used on catalog] mrds Chicago: A.L.A., 1540. 102p.

A pamphlet listing notcs used on Library of Congress and other catalog
cards, without regard to cosistency.

U.5. Government Printingg fice. Manual of foreign languages for the use of
printers and translatot} 3d ed., rev. and enl. Apr. 1936. By George T. von
Ostermann. Washipgton: [Govt. print, off.], 1936. 547p.

Style manual@bridged) Rev. ed. Jan. 1939, Washington: [Govt. print.
off.1, 1939, 195}3

WALTERS, F, Abbrevmuons and technical terms used in book catalogs and in
bibliogm}hles. Boston: Boston book co., [19171. 263p.

Alif)réviations and terms given in Danish-Norwegian, Dutch, English,
/Fsench, German, Italian, Latin, Spanish, and Swedish. Supplemented by
Woth's Technical terms.

Some Practical Questions

I. Sclect several books and analyze the items on the title page which you con-
sider useful for the reader,
2. Familiarize yourself with book technique by examining the following kinds
of books as assigned by the instructor:
a) A book in which the title page title differs from the binder’s title
by Three books showing a difference in fulness of the table of contents
¢) Two books listing bibliographies
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dy Two books written by the same author but having different forms of
personal name on the title page
£) A book in which two authors are mentioned on the title page
1) Several different editions of a well-known work
3. State in what way the following citations, which have been taken from actual
books, are inadequate:
a}-Ehamier's Life of & sailor, Preface to 2d ed., Chap. XVIII
b). Report of Acting.-Commodore Crease, Sept. 1, 1814; Niles, VII, supple-
ment, p.150
¢} Camphell's History of Virginia, quoted by Mr. Tyler, History of A@:ﬂ'—
can literature, vol. I1, p-261
4. How would you interpret the following designations if you found(them in a
-library catalog: N\
_ &) v.1-3. 191018 A
b) 2 pts. in 2v, 1913-14 o)
€} 2. ed. 4v. 185962 (¢
d) Contains facsimile of original title page, Leyden; 1638
£) 2. ed, Tewritten & enl. 2 pts. in 2v. 1918 \
f) Translated from the fourth German editiofy ™
g) Avec une introduction sur sa vie et ses;oUvrages, tirée de sa correspond-
ance inédite, par Victor Cousin = /\V
k) A new ed. rev,, cor,, and enl,, by Joshua Toulmin
£y lnp,ndl] )
_1)_ Londini, Sumptibus societatis; 1787
RY... 253 Tafeln in Farbendruck mit Textband . . . Miinchen, H. Schmidt
££1921-25] A
) Eéziléctiton eff;fctg&éﬁxﬁ’altprés la 2e édition russe (entiérement revue,
o complétee par I'auteur) par Léon Dlougatch
m) I.:t]alaﬁel‘d, Ei M [Pseud. of Edmée Elizaheth Monica De La Pasture]
5 co) on ni BIBber; comp. by H. [1] H. Botsford
- whri?h :r: a;}is‘g“'n Items Erom three Library of Congress printed catalog cards,
order ot G\ ed b}' the instructor, giving special attention to indention,
6 Secure'}h:ngl;s, Spacing, and capitalization,
e c_m:ﬁl‘::? of Congress card for this book Introduction to cataloging
NS cavton of books and analyze every item on the card.
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The organization of books into well-ordered groups eliminates for the
user of the library the necessity df%a fruitless examination of a great many
volumes when 2 definite subjéct is needed. Therefore, in this chapter we
shall study books as groups,in order to arrive at some of the underlying
principles governing their systematic arrapgement on the shelves. This
study will introduce Seme problems and principles of book arrangement
which should bexédlized before the study of a definite classification sched-
ule is undertaken:

While prifigiples of book classification will be introduced, these can be
treated odly briefly. The beginner is referred to an excellent textbook on
classiﬁ\c‘att’*ion by W. C. Berwick Sayers.! It should be read by anyone want-
ing-d.more exhaustive account of the subject.

1. Introduction to Classification

1. Need for system in arranging books.—If one should study the ques-
tions which come to libraries it would not be difficult to realize the great
demands made on book collections both inside and outside the library
building. For example, in one of the large public libraries during one
year 27,222 questions were answered by the reference depariment of the
central lbrary alone and 1,807,377 volumes were circulated by this library

1'W, C. B. Sayers, An introduction to library classification, theoretical, historical and
practical (5th ed. rev.; London: Grafton, 1958), 351p.
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for home usc during the same period, The sclection ud handling of
books involved in answering such demands make apparenn (e need for
a very definite system of arrangement, o _
Inquiries come for books by certain authm:s ”“fl ?J)‘ SR l-flti iiiI(’S: bug
the majority come for a definite (sometimes indefinite) subjece. A single
book may satisfy the reader, and again a whole group ol hooks may hav.e
to be consulted and used comparatively before he cin be served. Tt is
more often a case of being unable to locate the right book (han of having
no book which answers the question. Therefore, it iy bmperarive thig the
library adopt a system for allocating its books which will make poss\ffale
prompt and effective service. Attention must be directed o piviig ‘quick
access to an individual book and also to groups of books. ¢
Fortunately there is a close connection between the w;ly.;}]ch write and
~the way men think, Therefore, thete are usually baoks geiddy 1o meet the

various requests; in other words, books naturally fa}l‘ju’to usable groups.
‘There are not only many books treating of the $amie subject, but there
are those on each

subject which are written in ways suitable for different
types of readers. The general book appeals to“the person who wants a
broad treatment of subject; the specialjzed treatise satisfics the scholar
in search of minute detail. Thus we find Béoks answering the demand of
the general reader and of the specialistas well. Further, we find textbooks
for the student; the simplified text for the child; poems, dramas, and essays
for the lover of literature; and eneyclopedias for the one in nced of first aid.

"This practical use is a hasis Q’r 4 convenient order,
As Dr. Richardson has.\sé;itl:

rib ther as 2 museum to exhibit what we have calleq the
ossils of knowledge, . \JThe books are coliected for use. They are administered
; ¢ for use; and it is use which is the motive of classifica-
tton. .., In ap niiclassified

g librar}r the baoks are classified over again every time
a man wmﬁso tse them, It i

8 a labor saving device to assemble them in classes

for all inste; 2

25 Factors in the arr
N\ . R
Aovan classification

tion,

~Books shoul
may be used in relation to sould be grouped so that they

X | €t go ta th,
books on one Subject together, : ¢ heves and find all he
. . ,
E. C. Richardson, Classification (2d ed; N. v, g W. Wilson 19303, p.26



The Grouping of Books ‘ 33

Related books in close proximity.—If every book takes its relative
location on the shelves, it will stand ncar others with which it can be
correlated. In this way one subject merges into another, related topics
bearing on a main class are brought into relief, and the reader is led from
one subject to the next most closely related.

Possibility of imertz'ng’f;ooks into the organized groups.—Demand
makes it desirable to have recent accessions available in their proper
places with other works of like kind. 'This means that the shelf arrange-
ment should be [lexible, so that volumes may be inserted in their proper
groups. The arrangement should permit continued moving of books f_rgm
shelf to shelf without destroying their logical order. Their location, must
not be fixed, but relative, “\

Books must be marked with en individual symbol.—éjsffnbol must
be provided for marking books so that they can be retuysied to their cor-
rect location on the shelves. This identifying symbol.{ﬁ&y then be made
to serve a variety of other library functions, such ag'the call and charging
systems. N

3. Group arrangement or classification.£If he is to realize an ar-
rangement that will take these factors inte'account, the Iibrarian has to
consider (a} the principles of group apjahg'emeht or book classification,
and (b) the function of book notatiom:\"

Definition of classiﬁcaﬁon.mgkaséfﬁcation is, in its simplest statement,
the putting together of similar_things, or, more fully described, it is the
arranging of things accordingto likeness and unlikeness. It is the sorting
and grouping of things, buf, in addition, classification of books is 2 knowl-
edge classification with Qd\fustments made necessary by the physical form
of books. Another defiition has been well given by Mr. Hawkes:

Book (or Bibliog: I;i?:al) Classification is an arrangement of books by which the
topics, subjects~and sciences of which they treat are associated together on the
shelves in amigre or less logical sequence of diminishing intimacy of purport or
purpose, oi;f in the absence of subject significance, by the form in which they are
cast: t};e{pu}pose of such arrangement being, primarily, to facilitate the discovery
of £nowledge in literature, and secondarily, to group together the books most
advatftageously consulted together.?

Adaptability of books to classification.—In looking for likeness in
books we are conscious at once that both form and content may be con-
sidered. It has already been observed that every book has both a physical
and a content value. Either of these elements might be used as a basis for
their arrangement. We might, for example, class all books by size, but by
adopting this plan we should get an accidental likeness of our object
which has no relation io its content, Such an arrangement would not

*A. J. Hawkes, “Form in classification,” The Librarian and Book World, XXVI
{October 19363, 32-33.
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answer the questions relative to subject, author, or title. {1 would defeat
our purpose in attempting to arrange books so that they may have the
greatest possible use. Books are not nsed because they are octavos or folios,
- but because, by giving a printed exposition of subjects, they provide the
- answers to specific questions. They are selected by readers because they

have a text which interests or gives information, and it is this information
along with use which must be considered in selecting a method of ar.
rangement,

When one begins to look within books for answers to the { our.réquire-

- ments mentioned above, the opportunities narrow down to anauthor or

a subject arrangement, R\
\5}21) AUTHOR ARRANGEMENT.— If arrangement by authotw'is udopted,
- books by the same writer will stand together irrespectitc of (he subject.
This is not a bad arrangement for those authors whose”works helong to
belles-lettres, since works falling into this class drb.seldom songht from
the subject side; they have more literary than.suabject value, These are
&eql_‘e"fﬂy grouped (1) by language or literature, the latter buing often
determined by the author’s nationality;\¥2}) y form, as poetry, drama,
cssays, etc:; and (8) by the name of the adthor. By this method all English
postry, for example, is brought togeligt and the individual books within
that group are arranged alphabetically by author. Such books belong to
What m_cal.led n library parlangthe “literature class.” Author arrange-
ment within this class meets(@wreal demand which no principles of classi-
fication can afforq to ignore: N
byot;lleﬁllia::;:a(')fh Eg’\xgks hf“finé deddt‘d. subject value are arranged
subject content, ;he " ﬁersonsmg]r:l\ig;ge? without con51df':rat10n of the
Gothic archit r:u're, for example. wil 0 see what the library has on
shelves, Al'l’iizggemem ) amll?l » Wiki not find these books together on the
(L) Has.Q{e’ iibmy a bgok b 0: us“al_l}' answers one of two questions:
k“".“fs?:and (2) What books hzve ::)ertmn ?‘uthor whose name the reader
'}amﬁ ‘the reader knowsp Such an CEN written by a certain author whose
<backs on the same subject. Use :Err anement vould not bring together
(annor approach, and while there s 3 desigg ann s 77100 © @0
(and most classification schemeg ra ':imded r}et‘:.d fol‘: such an appr.oach
means of the catalog and not thepc;) vide fo'r 1t in Literature), it is by
found from the author sig asstfication that books are generally
(2) Susjrcr ARm
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ment. It is the contents within the books which must be classified in order
to bring together information contributing to one and the same subject.
Books on art, birds, history, religion, or science are wanted for the subject
matter they contain, regardless of size, title, or even authors.

4. Policies of classification.—It is in the study of resemblances that
one finds differences. It is the adjustment of these differences in books
when treated in groups which adds complications to the problems of classi-
fication. Nor do the problems rest with the classification of one book; it
is the placing of a book in its proper relation to others, and the correla-
tion of groups of books in a logical whole, which require study.

It is not difficult to determine the classification of books whiclbelong
to the large classes, or even the large divisions of these clasg€s*Books on
chemistry are easily separated from those on botany, an:;l hlStOI’lES of the
United States are not readily confused with those treatlng of the history
of Germany. Difficulties are encountered when closglyrélated topics must
be differentiated. Subjects overlap and blend sojthat it becomes difficult
to know where one ends and the other begins,\For example, when does
a book on railroads belong to the economim\'g“roup and when to the engi-
neering group? Again, should the booksen heredlty be kept with evolu-
tion or with physiology, or should they, he kept in a group by themselves,
thus taking important books away ftem these two large classes?

Groups of books devoted to oné field must be kept as intact as possible,
but the classifier will realize that'some sacrifices have to be made for rea-
sons of library policy. For e{ample, if it has been deemed best to classify
archeology with histor{t tmust be understood that some good material
on this subject is going™o be kept out of the architecture group and so
weaken that section, Likewise, if volumes treating of gold mining in South

- Africa are classed® Wwith the other mining books of that country, the group
treating of gQId\mmmg in general will be deprived of some excellent con-
tributory ﬁ{gtter

The puxpose of the library is a determining factor in formulating poli-
cies pf elassification. The special library, limiting its collection to one
fi€ldy will tend to focus all books on the one subject in which the library
is spec:ahzmg For example, in an engineering library each book will be
examined to detect its value to-the engineer. The books on railroads will
naturally be crowded into the technical rather than the economics group
even if it is necessary to stretch a point.

The general library, which is not providing books for one special type
of reader, will distribute its railroad books, shelvmg some In economics,
some in transportation, and some in engineering. When it becomes neces-
sary to choose between such classes, a general library will often be guided
by the purpose of the individual book.

‘The university library may be in more of a2 quandary than the other
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The departments of economics and engineering may cach want Lh(;
twoi(s n raifl)roads for their departmental libraries, whereas the gcr.}e.ra
bo? rsoity library must attempt to serve the reader who is not 5|1(_!c1:.11111ng
o i ' find these books in one
in ei tion but who wants to fin :

. in either phase of the ques : d thes 10 one
lace undEr transportation, If one group is kc?t cgmplu.t.,ldll f;Fil_u’bdmmua-
| Euffer The sacrifice comes in this case in not finding all the v I(;d e
terial together on the shelves; instead, the reader mmust turn o the ¢
catalog to find a listing of all the material on th.:u topic, e
- 5. Some terms with definitions.—The following terms are introdug
before beginning a study of a definite group of books:

N
g j
A
ficati i in clas - divisions withotit recog-
Broad classification—The grouping of books in classes or div s
nizing the more minute subdivisions. . N\ e s
< | Close classification—An arrangement of subjects in detailed suflivivions u
class or division, Close classification is minute ClaSSlﬁ(‘.ﬂLl‘t?l’l: ‘ o e
Division of a subject—Subjects or topics subordinate o wlehss. For exunple,
gradation in classification may be expressed as fo

llaws:
oUad
Class—History S
Division—North America PAY;
Section—United States L ™
" Subsections—Givil War ™

N

{followed by any degref;..fgqu'ired)

More minute subdivisions may befg'i'ven in each of these groups as I"‘-‘i“”'“d_‘ .

Fixed location—A system of marking and arranging books by shell and bu.o"
marks so that their absolyte. position in a room, or tier, and on the shelves Is
always the same, ThisSistem is almost entirely outmoded. )

Flexible cIassiﬁcation—A assification which will allow of the intercalation of
new subjects without- destroying the seguence or logic of arrangement. _

Form—The manaénin which the text is organized. Such books may have subject
value, as a_dietonary of music, or they may be literary works in the form of
drama, fg fry fiction, etc, Classification schemes provide special divisions and
subdiy{sions for them,

RelatifeMocation—An arran
08 anothei and Tegardles
Relative location, like a

books may be moved 1o

bers or disturbing the subject sequence of the gro

gement of books according to their relationship to
s of the shelves or rooms where they are then placed.

card catalog, admits of indefinite intercalation; the

other shelves or rooms without altering the call num-

up.
II. The Grouping of Architectural Books:

*In order to give 3 practical demonstration of |,

tend to-fall into 2 natural group arrangement and
of the Principles of classification,

used as a type study,
nishes good examples
Let us assume that

A Type Study

ow books in one class
also to illustrate some

we have
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which are to be thrown into main groups and that a second grouping
within the main one may be necessary. By looking first of all for the like-
nesses in books we shall discover their differences and group them in such
a way as to show the gradation of subjects within these groups. Book titles
illustrative of the points to be made will be introduced so that the prob-
lem may be made as practical as possible. No attempt will be made to con-
form to any set classification now in use.

1. First group—General books.—Such a book is H. H. Statham’s
Architecture for general readers which covers several phases of architec-
ture in a general way. The book is not limited to construction, period$‘ef
architecture, types of buildings, or architectural details. It cannogy, thiere-
fore, be confined within any one subdivision of the main topic; iL\ié‘ﬁerely
a gzneral book on architecture. M

A book is said to be gencral when it treats a subject broadly without
giving undue emphasis to any one aspect of the subjeck ‘o when it treats
of three or more aspects. This type of book is commoR o all classes, divi-
sions, and even te some of the subdivisions and s&ctions; therefore, it is
a type which must be provided for in any clasgification plan. Because the
contents of general books cover a field inclusi\'e\ly, they are logically placed
at the beginning of the large class or divisien on the shelves. Thus, we
begin each large group with the bookgthat give us what we may call a
bird's-eye view of the subject,

& Form books—Within this gr(jt’ip'arc architectural dictionaries, man-
uals, periodicals, essays, historigal treatises, etc., which are also general in
their treatment but do nqt"cbnstitute a subject subdivision of the large
class. It is a convenience ¥o\have these form books in their own subgroups,
differentiated from the*general books but in close proximity to them. By
such a plan all archi{éciural dictionaries, for example, will be together on
the shelves, P\ _

As the suQ{éétB for books in these groups are the same as for general
works we ndtist seck some other difference which will set them apart, and
we find ¢hat difference in the form of treatment. Such books organize their
ma'tesi\h‘]\'in special ways, rather than in the style of the general treatise;
or they may be written to show the history of a subject. A mode of pres-
entation has been adopted to give them a specialized use. For example,
dictionaries have been written for ready reference and to answer briefly
a multitude of questions; manuals are condensed treatises; periodicals are
miscellaneous in content and are useful {or recent information. Their
use demands that they stand apart from the general books, They are called
form books.

One of the most important methods of treating a subject is the histori-
cal, James Fergusson’s History of architecture in all countries is a book
treating the subject of architecture in such a way as to show its historical
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trend. We find in our next book, The historical monumenis of France,
by J. F. Hunnewell, a work written according to the same historical
method but limited by place. Now we have two books written in the same
form but with the difference that one gives an exposition of the historical
trend of architecture in general, and the other presents archtteetural his-
tory as limited to France. All general histories of a subject should stand
together and should precede histories of the same subject Iimited to a
special place.

‘We now have three types of general books: (1) the book whicl is not
limited to any subdivision of architecture, but treats the whole sgbject
broadly; (2) the general book which is limited by form; and (3y'the gen-
eral book which is limited by form and place, N\

- Two subjects in one book—Another type of book contaifis two sub-
jects that are treated together. T. P. Bennett's The relation’ of sculpture
to architecture illustrates this type. Such a book could\b¥ classificd either
with sculpture or with architecture. The decision whéther to pluce it with
one topic or the other may depend on a variety'of factors. It might nat-
urally be classified with the first topic mentidried, namely sculpture. On
th_f,: other hand, it might go with the other Books on architecture if it were
written from an architectural point of ‘vi'ew, or if in a university it must
be located in the departmental library of the school of architecture. A

book of this type proves at once, that the shelves alone will not reveal a

hb.rarys c?mPlete resources in’aﬁy particular subject, because a book,
- being an individual unit,

X cn be in only one place even though it treat
of two or more subjects, ()

Similar s1tuat:'fons a;ta\e}lcountered with books that deal with two aspects
of the same subject.(A’b

who build themadet : ook like W, A, Starrett’s Skyscrapers and the men
! emisof interest both to the architect and to the construction
it;gclﬁeer. Tk}ﬁ\rblume cannot be split in order to put one part under
aspec‘tt:.:i}ri) ar?t(:il';l:timher part under Building construction, yet the two
gives-Bitbre emphasis ;:; to two groups of equal importance. If the book
shélved with others in Architect, the architectural side, then it must be
“the work of the b ildi itecture; b“_t if greater emphasis is given to
book o Dulding constructor, it will have to stand with other
$ on hu:ldmg.

This example reveals g
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necessary because in sorting the books we find a certain number treating
very definitely of architectural details. Many of these volumes consist of
drawings and designs showing such details as windows, doors, and arches.
These details may be treated as chapters in one book, or a whole book
may be given to one topic only, as doors. '

Broad wversus close classification.—In a case of this kind the classifi-
cation may be broad or close depending on the size and kind of library.
1f broad classification is followed, all books on architectural details will
be together on the shelves, but all books about doors will not be in 2
subgroup by themselves. If close classification is adopted, the gemeral
books will stand first, followed by the books treating of specia] details
grouped separately. RAY.

The very small library that has few books on architecture witDfind it un-
nccessary to subdivide them into small groups. The medigm:sized library
might need only one subgroup into which all books Qn“‘ architectural de-
tails will go without further differentiation; while thg" large library will
subdivide farther, providing 2 subdivision for each' specific detail, such
as doors, windows, or arches. The special li,b’rﬁy, limited to books on
architecture, may well carry this pracess stilNarther and provide not just
one number for doors but a series of nitmbers for the various kinds of
- doors, such as iron doors, wooden dqgr's', revolving doors, etc.

8. Third group—Styles of architecture.—Such books as 4n investiga-
tion of the principles of Atheniaprarchitecture, by F. C. Penrose, Roman-
esque architecture in Francg edited by Julius Baum, and 4 guide to
Gothic architecture, by T\F Bumpus, make a third group necessary.
These books should not be shelved with the books on general architec-
ture; neither should they go with the group on architectural details. ‘They
are different becauséthey introduce an entirely new phase of the subject,
namely the stplgsef architecture. Here a period arrangement seems the
Tost logic@‘inUQduce because definite styles were created during cer-
tain epoq}im he Middle Ages gave us Byzantine, Moorish, Romanesque,
Normagand Gothic architecture, and it is logical that these styles should
bgostjlaied together. Another division can be made for modern architec-
tube/in which we shall find the Renaissance, Baroque, Greek revival,

Elizabethan and other types.

" By this method of arrangement the reader will find books on these sub-
jects arranged in such an order as to show the historical development of
architectural style. He will also be able to sce all the books on one style
together. The Byzantine group will precede the Romanesque; the Roman-
esque will precede the Norman and the Gothic, and so onr, and each of
these divisions will be complete in itself.

Intent of the author—Considering the book entitled Romanesque
architecture in France, one is immediately conscious that this will appeal
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to two different groups of readers: it will interest the person who is mak.
ing a study of architecture in France, and it will likewise appeal to the
student seeking information about the Romanesque style of architecture,
- Should we classify the book with the style of architeaiure or with the
history of architecture in France? In answering this ¢uaostion, the classi-
fier will take into account the intent of the author and also ask himself
whether there is more demand for these books from the point of view of
style or country. If the author, in his preface or introduction, tells us that
he is writing a serfes of books on architecture in France and that rhis is
one of that series, it may be wise to keep the book with other aredficec
tural books treating of France rather than lose the continuity of }Iyscries
by classifying the book with the style treated. But if the widmis“inten-
tion is to study and interpret the Romanesque style, using IJI,L':;I‘I'HmﬂmeﬂtS
of France merely as an illustration, he has given us a_paok’on style. A
 history of architceture in France would not be limitedh (o one style but
would have to include many styles. This illustrates the imint made in the
second chapter, the value of the preface and intreduction to the classifier.
Th’e author’s idea of the mcaning of his bogk, will often point the way
to 1ts correct classification. PN
. 4, Fourth group~Special classes ofy Bﬁildings._'l‘}-ln-s ol bhuildings
_ torm‘a fourth group which may be illystrated by such books as Municipal
fj”:fhlt"-’cmfe in Boston, from designﬁt{b); E. M. Wheelwright; Healtliy hos
préals: observations on some points connected with hospital construction,

.?Zafirbn?;ﬂlg;a;s' Galton; anl\The cathedrals and churches of novthern
¥, by L. ¥, Bumpus. THiglerou o fi.
nite kinds of bui]diDEIS,\} group can naturally be subdivided into de

uch as government buildings, hospitals, and

;};I:JI‘C}LIES&."\:’(E 1y go.gven farther in our subdivisions if necessary and

Cial_{l gb 1T11d1.V1du‘a 1 bifildings of a certain place together, such as commer-

oy hualvemgsfé{l\Ne'w York City; and if we wish to be more specific, we
WBIOUD given up to books treatin ST

as the Wedhworth building, g only of one building, such

Thevatalo

S

§ must supplement the classification.—The reader will fre

definite topi o :
ihg/"This type of question 5 aac \OPIC such as an individual build:
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allows us to survey a whole field of knowledge; while the alphabetical
catalog, discarding logic, allows us to make a dircct approach to the one
thing we have in mind, regardless of its place in any logical scheme.

Subject versus regional classification.—Some classifiers prefer to class
books on individual buildings with Local history. Thus the book on the
Woolworth building would stand on the shelves with other books descrip-
tive of New York City, Such an arrangement makes the collection of books
about New York City more complete although the Architecture shelves
are then less complete. Consideration must be given not only to the xalue
of an individual book, but also to the value of the relative lacatioghof a
group of books. In the architectural library there is no questiceihbut in
a general library the same book might be more useful if classedywith other
books on New York City. On the other hand, a compro;mse ‘plan might
be adopted whercby some of the books might be classifiedNn’ Architecture
and some with Local history. Those that are congetned primarily with
architectural plans and designs would then be séparated from those that
are general descrlpuons or histories. Use shoulQ\detenmne the policy to
be followed in a case like this, NS

5. Fifth group—Architectural designiand decoration.—~When we find
two books such as (1) Bankart’s Art of the plasterer; an account of the
decorative development of the craft and (2) Colling’s Examples of English
medieval foliage and coloured dgecemtzon, taken from buildings of the
twelfth to the fifteenth century,'we can see that another group is neces-
sary. Thesc books are hmlt@ fo the subject of decoration and consider
problems of constructipnistyle, or historical development only as they
deal with decoration.applied to buildings.

Classify by application.—These books fall into a group which we
shall call architectural design and decoration. They treat a definite sub-
ject in its apphcz}fmn to another definite subject. It is decoration limited to
archxtecturit{otnamentatmn On the other hand, design and decoration
are sublects\that have a bearing on many other forms of art. Thus, there
are boqks on interior decoration which treat the subject quite apart from
an§ architectural bearing. Such books discuss furniture, carpets, tapestries,
wall paper, and all the movable ornaments which serve to decorate the
house after it has been constructed. Decoration from the architectural point
of view is fixed; it is a part of the permanent structure, as decoration of
ceilings, window tracery, decorative brick and terra cotta, woodwork, or
ironwork. This subdivision of Architecture shows that one must know
subjects to the extent of realizing how the application may determine their -
logical grouping,.

6. Sixth group—Miscellaneons.—Some books always baffle the classi-
fier. Either they do not seem to fit into any one of the natural groups, or
they treat the subject from such a highly specialized standpoint that one
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is puzzled to know just where the bhook wil'l be mosi l!?[if_‘fl‘l,l'. i"][‘h::nma;n
. subject may be architecture, but the author’s method of treatment may
its grouping difficult. o
maHk:eIIE gtathimi Architecture among the pocts is_ a book of [h‘lS kind.
It is a collection of quotations containing allusions to .‘n'('lntcctl:lre,
selected from English poetry, with a commentary by Mr. Stathan, a writer
on architectural subjects. Should the volume appear on onr .‘.i}](']\'(’.s t"«'lth
other books on English poetry, or should it take its place w:uh ;n‘cluu.tc-
tural books? The book was evidently compiled for the architect, and its
interest is centered on architecture; therefore, if we follow (he milc to
consider subject before form, the book would be classificd with, Q}..hcrs on
architecture, The fact that the compiler added his commeityigives an-
other reason for classifying the book here. AN\ _
It is impossible to formulate definite rules for classifging hooks of this
type. One must use his judgment after considering theSubject treated, the
intent of the author, the form in which the subjéch has been presented,
and, above all, its probable use to the reader.
7. Seventh group—Books for special cla%es of readers—
Children’s books.—Books written for ghildren may be classified broadly
by the same scheme that is used for the\regular collection, but since they
are to be.used by an entirely different class of readers, they should be

shelved separately, These books ghould receive a symbol, such as J pre-
fixed to the class number '

] » by which they may be distinguished from books
“written for adults, K
~ Books for the blind{Books in embossed type for the blind are of use
to only a very definite class of readers. They may be classified by the same
System as that used for the general book collection but are better shelved
apart from the Printed hooks,

Books fov’other groups.- Here we
the use on;iecial

ot

shall consider books adapted for.
professional groups,

( or for classes of people, such as
women,{fdreigners, etc. peop

A W0tk on mathematics for architects will i

) will illustrate the first type. Here
Ahe abthor treats hi fo o Setp

on architecture. If a subject
2 its use shifts from the main subject
a8 I this instance, the whole subject cannot
will find iupfliﬂa{)i;o;me Jpe of reader. The architect, for
e in s s g 3 ¢ essential mathematical materjal for
terest in architectuye wi].i nl:)tt tb: mta' tlgel('iﬁatmlan e 25 o ey be
2 satisfied.
followed in classifying such , book as ;rc::f?:c::gea:ezs

to its application because,
be treated in a book

oning may be
profession for
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women. Here the subject of architecture is not definitely covered; the
topic treated is woman's adaptability to a certain kind of work and the
aptitude she must possess to follow this proiession. The volume must,
therefore, take its place with others treating of vocations for women.

8. Summary.—The result of this type study has revealed: (1) that
books lend themselves to subject arrangement; (2) that even a small group,
like Architecture, may have at least six major subdivisions; (3) that these
subdivisions may be divided again into smaller groups; (4) that certain
rules may be formulated for arranging books so that similar kinds-will
fall together; (5) that related books may be classed in close proxithity;
and (6) that books, when systematically arranged, may be used ‘compara-
tively. O

The student has, through this study of one small topie,\doubtless be-
come conscious of what it would mean if the libraridh were forced to
work out, without any definite guide, a plan for the arrangement of books
in a library covering all fields of knowledge. Such.a colossal task would
discourage many from attempting to fathom );h?}silbj ect of book arrange-
ment or classification, Fortunately this is notnecessary; such schemes have
already been prepared and it only remdins for the student to study a
definite system of classification and learh how to apply it to his own needs.

quéimces
References covering this chaptex z‘iiﬂe'listed at the end of Chapters IV and V.

Sggné* Practical Questions

1. Summarize, in the forr}t\bf"rules for classifying, the points covered by the type
study in this chapter.)

2. Explain why inf an nnclassified library books would have to be classified every
time a readepgranted to use them.

3. What is theallvantage of classification in an open-shelf room?

4. What iy ~§e"advantage of having general books arranged before hooks treating
of specific topics of the same subject?

5. THnK of some book you have read recently and explain under how many and

{whit subjects it would be valuable io the reader.

6. What is the advantage of having children's books segregated from those for
aduits?

7. Would your policy be to adopt a close or broad classification for a small library?

8. Show the divisions and subdivisions of any one of the following subjects, ar-
ranging them to show gradation of subjects. Do not consult a definite system
of classification, but use any general books or bibliographies on these subjecis:

Indians of North America
Labor
- Sporis
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1. A Classification Schedule. Notation 3. Nowion. Analysis of numnbers
1. Definition 4. Relative index ~
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3. Limitations of a schedule on architecture: a typ€ stady
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~

1. AClassiﬁcatio;’}"Si:hedule. Notation

'.111 the last chapter it was seehow a collection of books can be arranged
1n groups or classes. If these\groups were worked out systematically, they
could be converted info‘a“classification scheme but not until a scries of
§ymbols had been developed to represent each class. The next step, thew,
18 to examine a.classification schedule, to see how it should function for
~ggihe CIaSSiﬁCﬂtiO{l,.OE books in a library, and io discover a convenient set

got symbols to be used in conjunction with it.

L Defintition.—A system for the classification of books is a schedule

R ichoataps out the fields of knowledge To ways that are suitable for
Yary purposes;

\ 2 main classes are foliowed by divisions and subdivisions |
jthese classes; and the gradation of subjects is so arranged that specific
f ]ECtS Erow out of gengral SUbjeCtS.

2.' Notation.—The symbol which stands for the classes and their sub-

sions is called_ the notation of that scheme; or, as Sayers has defined
A book-notation. , .is g shorth

arld Slgn Sta.tldlllg .EDI tll name
v 13 g . . g 2
I m and f()t mMINgE a Coll"enlent means Of Iefel CnCe 1o th.e arrangent
I CIaSSlﬁcatlﬁ n. :

Notation j i "
_ \_15 an lmportant addition to any classification schedule; it has
1W. C. B. Sayers, 4 maq

nual if - . i
don: Grafron, 1925), P87, at of classification for librarians and bibliographers (Lon
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in no way determined its logic, scope or development. It furnishes only
a convenicnt symbol for arrangement. The symbol is not assigned until
after the schedule has been worked out and has no more bearing on the
preparation ot the logic of a classification than the chapter numbers of a
book Liave had in fixing the themes of those chapters.

In most book classifications the notation is a symbol that stands for
either the subject of the book or the style of writing. Since the notation is'a
sign translation of the classification, it usually insures, when it is added to
the backs of books, a book arrangement which repeats the order of the
schedule. O

N
. - - - - - O. \5

Pure notation—The notation is called pure if one consistent kind of symbal; such
as figurcs alone or letters alone, is used. « N\

Mixed notation—The notation is called mixed if two or more, Kinds of symbols
are used, such as letters and figures, O

Flexible notation—Notation is ﬂ_gxib]e when it expandiWwith the classification.
Since provision must be made Tor the addition of velumes to any class, the
symbol for marking these must be on a sliding scale. A decimal notation i3 a
flexible notation. $ \

N

3. Limitations of a schedule.—Any ptinted classification schedule will
have its limitations. A schedule madg ‘wenty years ago does not provide a
place for classifying many of the baoks of today. New ideas, discoveries,
and inventions have changed the point of view of writers. Libraries con-
tainn the old and the new; the%é show, through books, subjects in all their
changes. These changes Qié&afffect the classification scheme greatly, as, for
example, when subjectsshift from onc field of knowledge to another, This
was the case with gegtinautics, which not so many years ago was a branch
of physics but which today takes its place as an applied science. Not only
must aviatior,have a major place in the applied science group, but a new
subdivision%inét be made in the transportation group for books about
travelingy b:y air, a subject bardly thought of when the first American sys-
tem of Classification was prepared.

Spebial changes create new uses for books, and a different method of
approach dernands a different grouping of subjects. Books which combine
ethics with sports and handwork with ideals are now wriiten for Boy
Scouts. This is 2 new blending of subjects for the classifier to deal with,
and yet no maker of a classification system could foresee such a problem.

Mr. Dewey, the genius who created the first American plan of classifi-
cation to receive any universal recognition, said in 1876:

Long study of the subject makes it clear that a classification satisfactory in theory
is, in the nature of things, an impossibility, and that a scheme can be satisfactory
in use only to those whe realize these inherent difficulties and are satished because
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of their knowledge that a plan free from annoying difficultics is wholly unat.
o tainahle.®

In approaching a classification schcm?, ’orlu: rnus.;t keep t.lh’wf fllcl. ;ntrf&nd
and not expect the impossible, The unm;nated frequenty fee ‘[ a k.ey
_can improve a scheme by changing certain group arrangenicnts, making
" additions here or canceling there, but such hopeful aspirants should be
discouraged. A distorted system is quite as bad as or worsc th;u} no system
- at all. One change made in a plan in which logic is the basic principle may
- throw the whole scheme into disorder. If, on the other hand, L.hc~p1an
-~ provides for expansion {and any good system will be built with 1'11\1:5 a3 one
of its important features), the skilled classificr can add new slgp_pzcts, such
as are opened up by current books, to their proper divi510n§ aprd keep the
- system up to date. To do this requires a knowledge of 51(1’)‘_]«(:15‘33 well as
a conception of some of the underlying principles of dlassification.

Miss Kelley in The classification of books,® says) " Tu inscert or nf)t
to insert new numbers, to expand or not'to expahd the tables wher} in
dire need, those are the questions”; and she goégon to say: “Few librarians
have sufficient knowledge to organize a whole field of knowledge which
would be necessary before individual su])jé,ct’s can be placed in satisfactory
relationship with other subjects. Furthermore, once such changes are made
and used, the adoption of the more'official expansions which appear from
time to time is precluded.” 4%

. To build an entirely origihal system for the classification of books is
. quite out of the questiorz,;uh{ess one be a Bacon, a Spencer, or a Dewey. It

is also a very expensiveand tedious task to change from one classification
- to another, and the sérvice to the readers will inevitably suffer during such
a transition. In £a

Gt the change is 5o serious that few librarians have either
tI}e money orthekourage to attempt it. 1t is therefore incumbent on every
new ]ibra.ry;@wen the smallest, to give much consideration to the systcm to
be a('i.qgtéd.“A small library today may be a large one tomorrow, and the
class}ﬁ@ti_on base must be broad enough to allow for the developrents of :
Jogny years. It is always possible to begin with large groups, as we saw in
arrangu'lg t'he Architecture group, and subdivide as the collection in- °
Creases n size, but the foundation of any plan must be one which will
require as fev:r chan.ges as possible with the growth of the library.
e :. :\Togkmg with a schedule,—A cl.assiﬁcation schedule will display
entire field of human knowledge with such clarity that one may see
sul:‘ujt':cts in their rel'atlve values. It will show the extent of subjects, their
v_grymg aspects, thejr interrelation, their sequence and theip gradation. It
2 i e ; ;
231-1\;;‘1\?11_ Dewey, “The Amberst classification,” Library Journal, In1 (August 1878),
$G..0, Kelley, Th

e classificati ooks v apiyns .
(N.Y.: K. W. Wilson, 19?73)‘? ;?’;g.m °F baoks; an inquiry into its usefuiness to the reader
il x _

A
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will offer innumerable suggestions when one is studying subjects and their
relationships. :

The classifier must grasp the final intent of the author of each book
and give to each its proper location in the book collection the library is
building. The act of classification involves matching the book and the
classification schedule. The schedule functions only after the classifier
has determined the subject of the book. Therefore, the method of classi-
fying must be to work from the book to the classification system and not
vice versa. The schedule can aid the classifier, but it cannot classify the
book. ' A

%, Value of the schedule to staff and readers.—A_knowledge of ‘the
classification schedule is necessary not to the classifier alone, but 16 albwho
work in a library. Since its order is the order of the books on the shelves,
no one can use the books effectively unless he knows how to use this key.

It opens up a great vista by which the librarian can‘girvey his book
resources, He can scé the possibilities for the developpient of his book col-
lection, the balance to be kept, and the weakness_agd' strength. of certain
classes. He will be reminded of gaps which need%’be filled and of over-
crowded classes which need to be weeded. Th?oﬁgh a study of a definite
classification system he will discover a meafis)of thinking in terms of order

" and system. N

A classification schedule has real yalue to others than those who serye
in a library, in furnishing facts, stipgestions, and subject _outlines, and in
helping to classify information{The student who is preparing a theme or
thesis may often find his subjeet outlined in the classification schedule. In
the literature schedules he'\may find an outline of the literary movergents
in various countries with a list of the important writers in each epoch. In
the history schedule there may be found 2 chronological outline of the his-
tory of each country with dates and a list of important events. A student
wanting an oufline of the principal events in the Civil War, for example,
will find af“excellent outline under the American history group in the
Decimal. glassification, and the Library of Congress scheme for History is a
co:jlpqhaium of exact information. Those studying library science will
find\a’/ very satisfactory review of their courses in the 020 classification in
Dewey and in the Z classification of the Library of Congress scheme.

6. Points stressed in a classification system.—A summary of the points
that a classification system should stress may be stated in this way:

. It should be systematic, proceeding from the general to the special.

. It should be as complete as possible, that is, cover the entire field of a subject.

It should be sufficiently detailed to represent all degrees of generality.

Tt should atlow for the combination of ideas and for classifying from several
points of view.

5. It should be logical, that is, show a sequence of ideas.

P
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6. It should be explicit, but condise. ._
7. It should furnish a notation easy 10 write and to remember, which shali -
serve as a symbol for the books and determine their arrungement on the
shelves. ' v

8. It should be expansive and flexible in boih plan and neration,

9, It should furnish a class for general books, and also provide for bnoks treat-
ing subjects in any class or divisions of classes in a general way.

10. Xt should have an alphabetic index to facilitate its use.

11. It should be printed in a form which will give one a quick survey of the held -
covered by the system.

Q"
II. The Decimal Classification O\

_ 1. Growth and acceptance.—Melvil Dewey, the author of The Decimal
-, classification, was'a student at Amherst College in 1873&3¢licn he con-
- ceived the idea of building a classification scheme for fe irungement of
subjects dealt with in books. The first edition of his¢Décimal classification
. was printed in 1876 with a total of 42 pages in anédition of 1000 copies.
The system since 1876 has been extended an&\pcrfcmcd by many edi
-Lrons, and, aidjeg:_l__\_by a great number of spe;ci}lists in the various scicnces,
fias been increased by adding many new sitbjects. The sixth edition, issued
in 1899, had grown to 511 pages; the faurteenth edition, printed in 1942,

volume of 1927 pages. N
al; C System was quickly accepted and is now in use in most of the school
il.};d public libraries. in the United States, in some of the large reference
12:gza$fi Eﬁﬁiﬁiiitm?i]‘*l}? :Crfm Library in Chicago, and in many cob
countries. The Afneri;?nlei.' ¢ has also -beten adopted in many foreign
2 ibrary Association has adopted it for The

gz::gz;t and foz“\clla'ssiffying the books in the 4.L.4. catalog. The Decimal
Lion was)also followed {ex i :
pansion wag Bred) {except in the 600's where the Brussels ex-

Pittsbu@\g "This b;’;kﬂg:tcllam{ﬁed catal.og of the Carnegie Library of
cause, ithcontains mod {f 0% 1s suggestive to the classifier not only be-
also\Because the ti 10 ern titles and Decimal dassification numbers, but

< 'g""ﬁlélining the conltt € are annotated, Annotations are a valuable aid in
L e o ments ;Jf;. hook .and may serve to justify its classification.
fore the student IEOF:EIr 0'; : De.u mal classification scheme should be be-
however, he sho] ucidate this explanation. Before studying the book,

» he should notice the use of “simplified” spelling. The index to

the f Iteenﬂl dl on a da d Il ] but th.e rest Of
QU ediil U5es st

. Tables.—The sy Y
. t . .
used to show the stZ;j;;l sl,;};n gge ?E.H]Sl‘?, by a serics of summary tables
. - velo
the more specific subject, pment of classes from the general to
*Pitlsburgh Carnewt e .
. gie Libvary, Clagss
burgh, 18951916 (Pittsburgn, 1Ygo7(féaﬁs)s";§f catalogue of the Carnegie library of Pills- .
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The first table gives the ten large classes into which the Decimal system
divides the field of knowledge, These are:

General works, . . . . . . . . . . 000 e
Philosophy . . . - . . . . . . . 100~
Religion . . . . . . . . . . . . 200~

Social sdences . . . - < . . - . . 300
Philolegy . . . .. .« . - . . - 4040

Pure science . . . + - .« . - . . . b5oO®

Useful arts, applied scicnce . . . .. . 600

Finearts . . . o+ .« + « .« . . . . 700
Literature, belles-leftres . . . . . . - 800 N
History, biography . . . . . . . . 900

. N .
The second summary gives the ten “divisions” in each of {ltese ten
classcs. The third summary,’ composed of ten tables, gives tl}é.‘ sections”
under each of the ten divisions. Next are the complete tablés, ncluding all
the classes, divisions, sections, and subsections. The s bje.:ts in the frst
table form the base for the whole scheme. Therefors, 2hy book must be-
fong in one of these groups, but it may ultimgt\{l}( be located in a very: =

small subsection within that group. \
SEconD SummarY TABLE SHOWING DIVISIQNS or THE TEN MAIN CLASSES
000 General works 2’50 Homiletics
010 Bibliography ~260 The church
020 Yibrary science 270 Church history«
030  General encyclop.dias . & 280  Denominations
0440 General collected essaxs'\’ - 290 Non-Christian religions
050  General periodicals . ) 800 Social sciences
060  General societies, Tuseums 310 Statistics
070 Journalism, ncwSpapers 820 Political science
089 Polygraphyagéietal collections 330  Economics
090 Rare books ) 340 Law
100 Philosoph; '\" 850  Administration
110.  Metdphysics 360  Associations and institutions
120 Sp{:&'i metaphysical topics 370 Education
130 . Mind and body 580  Commerce, communication
140,.. { Bhilosophical systems - 540 Manners and customs
150, ) Psychology 400 Philology -
160 Logic 410  Comparative philology
170 Ethics 420 English
180  Ancient and medieval philos- 430  German
] ophy 440 French
190 Modern philosophy 450 Ttalian )
200 Religion 460 ° Spanish, Portugues
210 Natural theology : 470 Latin o
220 Bible N : 480 -  Greek
© 280 " Doctrinal theology 490 Other languages
-240 Devotional literature 500 Pure science

5See p.[713-[80] of the fourteenth edition of Dewey./ ;.
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310 4 Mathematics 760  Engraving
520" Astronomy 770 Phot'ography
.+ B30 Physics 780 Music
* . 540  Chemistry . 790  Amusements
. 5500 Geology 800 Literature
s 560 Paleontology 810 American
570  Biology, anthropology 820  English
580  Botany . 830  German
590  Zoblogy _ ¥ 840  French
600 Useful arts : 850  Italian )
610  Medicine 860  Spanish, Portuguesc N\
+620  Engineering - 870  Latin A
630 Agriculture ' 880  Greek’ <\
640 = Home economics 890  Other literatures {
650  Communication, business 900 History AN
660  Chemical technology 910 Geography, description and
. 870 Manufactures travel L ¢
680  Trades 920  Biography
630 Building - 930  Anciend ‘history
700 Fine arts, amusements 040 Eutope
‘710 Yandscape gardening 950 . Asis
720 Architecture 960 M \Africa
130  Sculpture 970\ North America

740 Drawing, decoration, design 980

N : South America
RS L' Painting

990  Oceania and the polar regions
it General works are provided forin each class, division, section, and sub-
#section if neckssary, Thus a bBook treating of arithmetic, algebra, and ge-
+ rometry would be classified35°510 Mathematics, but should another book
treat of geometry alone;it-would be a general book limited to that subject
and be classified in(533 Geometry. A book on conic sections, which is
a division of_Gf{cmetry, would classify in 518.22, This is again a general
work because it ean be subdivided into' 513.23 ]ﬂlipse, 513.24 Hyperbola,

and 518.25 Parabola, Books in these three numb i ]
) - . ers, belonging to subjects
% that caniiot'well be subdivided, may be called specific., o J

_ lgooﬂn divisions.—Nine divisions, usually called form divisions, are
f??“ 1 to all .classes apd ‘o many divisions, ‘These vhry only as the sub-
L l‘:m';'a}' recessitate a different application. A full expansion of these form

- ¢rs 15 given in Table g nd of the fourteenth edition of the -

1 2 ag
Decimal classification, Since umbers recur under the various .
0'and their use explained.

classes, the main forms are herg
- 0F Theory - |
An L) . ’ s .
c;:(c)ll)os}uon of the subject treated. from ‘the theoretical hilosophical, or
psychological point of view, such as ¥ M. Ogden has i f s b :
psychology of arg, 701, T ueed in s book The
02 Coml?ends, manuals, outlines -
A subject treated hrie
and modern history,

+

m)!;i oi];‘::?bouﬂme only, as Epitome of ancient, medieval
PLied by Carl Ploetz, which takes the number 902.

5%
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03 Dictionaries, encyclopedias .
The subject treated in brief, through definitions, or more broadly in 2 pano-
yamic style. This form number is illustrated by the Dictionary of architecture,
edited by Russell Sturgis, which goes in 720.3. '

04 Estays, lectures .
A book in which the subject is treated in detached chapters rather than as 2
continuous treatise, such as Brander Matthews' Essays on English, which Is
classificd in 420.4.

05 Periodicals
Serial publications of a literary nature or in which the subject is treated\in
articles, papers, etc. The drchitectural record, 720.5, iltustrates this. Periodicals
not limited to subject, as the Atlantic monthly, are classified in 050, 6

(6 Societies O
The official publications of societies, such as reports and prgqé;dings, as the
Transactions of the Royal Institute of British Architects, 7204, \General learned
societies are classified in 060. S

07 Study and teaching WV
Books on how to study and how to teach a subject-that is, methads of study-
ing and teaching--such as R. M. Pearson’s The.ng}v art education, 707, Text-
books are not classified here, but with the ger}er?al\class or as 02 (as, for example,
in 550.2). O

08 Polygraphy, collections A, :
Books very miscellaneous in style and treatment, anthologies, chrestomathies,
or collected works of an author when it is desirable to keep these together.
“The Harvard Classics” would go inl 080 and The Oxford book of English verse
in 821,08, This form numbex has been interpreted to include special collections
in some of the classes; %t.\fﬁbs has beéh used for patents and 708 for art gal-
leries and museums. .

0% History P . _
Books in which £hé-history of the subject s told, such as Fletcher’s History of

architecture, '?2‘0.9. This form number can be divided geographicall?', and is
used not ox{iy’for the history of a subject, bue also for the local consideration
ola suhjét}, even when descriptive rather than historical.

< \i‘tﬁdy the subjects inchuled under classes.—In learning the first ten
cla%ses into which Dewey divides all knowledge, the student becomes fe.l-
miliar with the main class in which every book must be Tocated, but this
is only the beginning. The ramifications come later when the system
spreads out in innumerable lines that test his ability to follow the intrica-
cies of the subdiyisions, and keep the main thread of the step-by-step pro-
cedure from the classes through the divisions, subdivisions, and sectlomj,.
Accordingly, the student needs to be thoroughly familiar with the classt-
fication scheme before he attempts to use it. In classifying books attention
has to be focused on appreciating their subject value; attention must not
be diverted to finding a way through an unfamiliar schedule. Flence, each
~of the ten main classes must be carefully scrutinized, so that the clagsifier

- .
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-_may become familiar with the topics in each and may form some ic.lea of
the importance of related topics within each main class and within the
© scheme as a whole, ‘ '
'$. Notation, Analysis of npumbers.—In the Decimal classilication we
" are confronted with a system which has a symbol so co:r.nuonly known t%lat
+ its meaning can be easily translated. By accepting arabic ﬁgurcs and using
them as whole numbers and decimals we get a pure notation ard one in
“ which the nambers expand with the subjects. This gives a compar‘atively
short symbol for general books that lengthens with the subdivisions of

- subjects, . . \

Exampre 1. 700 . . Fine arts AN
720 .. . Architecture N\
721 .. . . Architectural construction.”
7218 . . . . . Openings and thefk fbings
72181 . . . . . . Doors ‘&Y

Fxaumrpre 11 351 .. Labor and laborers \(\°
3311 .+ . Relations of capitad and labor
331.11 Lahor comr%fs in general

831.11% Classi'fv'\éation of work and workers

- . Broad classification should not be allowéd\to affect the meaning of the
‘third figure of the classification numbey. -For example, if a library has
~only a few books on architecture they shibuld not for that reason be placed
~in a single group 720, but should die Bistributed under 721, 722, 723, etc.,
. according to their contents. Thesé numbers are no longer than 720, but
they have a more specific me{ining. Also, when a collection grows to the
_point of needing sub '@io’ns, the expansion can be accomplished by
- merely adding decimals fo 721, 722, etc.; whereas if these books are nun-
»bered 720, the thirdyfigtre would also need to be changed.
The Decimal.(élﬁssiﬁcation possesses the important advantage that 2
small library,ggi\ use it to classify broadly, using short numbers, and, as

the Iibrar%gm’ws, can classify more and more closely by merely adding fig-
a library can classify broadly, with

ures takén Yrom the fyll tables. Also,
jects on which it has few books, and can classify

short mumbers, for sub

,r;tbg'e closely, to any degree‘desired, for subjects in which it has enough
o’cl)"l;: to make closer classification advisable.
o wl-iet :c;taélon n Dewey-is as simple as can be expected. Figures are casy
e nd to Iemeil?ber.-They have a universal meaning and therefore
o ]%mlt the cla_ssﬁcauon scheme to the use of any one language or
langur;ag ;tzéf\a;{ird:;n an index in French, German, Italian, or any other

0 € 5 . . N
for example: me number, and the subject is quickly located, as

Atmospheric electricit

i,
Electricita atmosphérique - - . 5374
Luftelektrizigit ; o 5874

5374
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The arrangement of numbers on the shelves is strictly by the decimal
system. The filing is digit by digit, not by whole numbers. Thus, 721 and
all its decimals precede 722 and all its decimals, and so on:

720 - )
721 —
7211~
721.2
721.27"
721.3-
722
722.1- p
723 \

It will be noted that zero has its normal value. Hence, the number 720
is class 7, division 2, but no section; i.e., it relates to division 72 imperieral,
However, the zero is always added after the first two ﬁgure’s‘,igf\a general
number and is used in its full significance, e.g., 720, not :72.{3

Memory features or mnemonics.—The memary feawuTe in the nota-
iion is an assei to the system. Each of the ten digits, 43 whi¢se are used to des-
ignate the ten main classes, appears as the first figure/in the number for its
own class. A person interested in art, for examﬁle, soon learns that all the
material on that subject is in the 700’s. He carvtherefore go directly to this
large class on the shelves as soon as he kuoWs the first figare for it Afeer
the first figure he will find it is easy b memorize the second. Hence, the
person who wishes books on archgteliture and knows that all books in this
division are shelved in the 720s.cah immediately find the books relating
to that subhject. AN '

Bayers defines mnemo is':cl;aracteristics as “the use of symbols in suc
manner that they havea,mbre or less constant meaning when applied any,
wherc in the _sdi'e'rﬁQ**'?":Wllile mnemonic features appear in many classe
of the D. C.;8 thefdre especially useful in 400 Philolo y, 800 Literature,
and 900 ¥History,™'Thus the figure two.stands for England in each of the
following Q&Bcrs: 420 English language, 820 English literature, and 942
English History. Also form divisions and subivisions provide a memory
devige{as, for example, the number 65 for periodicals in 050, 105, and
851505 _

Analysis of numbers.—As every digit stands for a class, division, sec-
tion, ctc., cach number can be analyzed after it is chosen to prove its
acéuracy. For instance, the number for doors is 721.81 and’ may be anal-
yzed as in Example 1 on page 52. _

If, by an error in copying, the student should write this number as
721.71 and should then analyze it, he would find:

% The exception to this rule is 920, which in some libraries is wrilten as Q2.

TW. C. B. Sayers, Introduction to library classification (2d ed.; London: Grafton,
1822), p. 76.

5D C. will frequently be wsed for Decimal classification.

«
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700 . . . . TFinearts
20 . : . . . Architecture
1 .. . . . . Architecural canstenclion
F . . . . . .« . Ceilings
: 1. . . .« . . . . Woad
4
. 70170 . . . . . . Wood ccilings

e

4 By this method of analysis the error would be caught the moment the
", fourth figure is reached.

.A mistake made in copying numbers is very serious because it, eans
"r’i}'lat all books, records, and catalog cards will bear the incorrect miark,
‘and, what is far more serious, the book will probably be she}féd‘with a
class to which it bears no relation. This habit of analyzing'the number
after it is' copied will save the classifier from many _Qiembarrassing
blunder. ' & )

4. Relative index.—There are naturally many $ubjects which cannot
be quickly located in the tables, since the 1ibrar'@n cannot possibly know
their logical place in the scheme. An alpha fj}ai index to the Decimal
classification has been added at the endéf)the scheme to obviate this
difficulty. $,

The index attempts to include tclpi_.i;g’jfpund in the complete tables, to-

gether with any correspondifiz syiionyms. It does not include names of
countries, towns, animals, plants,etc., except when these are mentioned

in the tables. The referengé §s not to a definite page but to the class
number. ' »

" :
- The index is relativ%\}n the sense that each phase of a subject 1s noted.

If a topic is treated in two or more clasies, the number it takes in each
group is given, fI‘he foliowing extract will illustrate the plan:

'.,l‘)&“ling '
\ / criminal taw . ., | | \
AN ethies . L, L . §$37
R\ N legal antiquities . ., .. |, |, | ' 340.3
miliey life . . . L L 3ssis
<) - social eustoms . |, | L 394.8
student life . , | L ‘

giv?ili;::rifgr a m{mber may be made by turning directly to the réla-
topic in the 1 Y g o an appropriate schedule and looking for the
be. The lattg ait;:i Iih:;-e, chordmg to the theory of the system, it should
and time consuening, und and sure method, though it may be laborious

The use of this index is

not limited ta lacati .. L
has equal value in locati ¢ topi Atng topics in the tables; it
_____ ti 5 P A€ tables, -
key t6 the SHell Trran DE.1OpicTOn the shelves, and is in fact the readexr’s

arrangement in every library m whi
der wishes to study the a o e the Dewey systcr

dulteration of drugs, for example,

is used, If a rea



Classification and the Decimal Classification 55

he looks up this topic in the index, where he finds the number 614.35. He
then has only to go to the shelves where the books fitarked with.this num-
ber are to be found. _

5. Application of Dewey to books on architecture: a type study.—
Having taken a rapid survey of the plan of this system, the student will
find it interesting to go back to the tables and see how the architectural
hooks, which were grouped in the previous chapter without any specific
system in mind, will fit into the Decimal classification.

a) General works——In the large class 700, which is Fine arts, Architecturg
is one of the ten main divisions, and to it the number 720 has been assigned,
This number has been reserved for general books. Qur next question is todocate
the architectural dictionaries and other form books. =\ ~

b} Form divisions—The note under the general heading ArchiteCture in-
troduces nine subdivisiens that provide for the arrangement of héoks according
to form of treatment, and the architectural dictionary takes tl}e(nutnber 720.3.

¢} Subjects divided by locality—Can the bouk Hisibribal monuments of
France be classified logically with other histories of architéeture in France? The
phrase “Divided geographically like 940-999” found /@ftér the form number .9
under 720 gives us this oppertunity. Taking the gumber 720.9, we find that the
¢ (meaning History) is already a part of the nuribe¥; so by adding 44 (France) we
have 720.944, which is the history of architecgie in France.

d}) Architectural details——The secp{id hrchitectural group we called archi-
tectural details because the books treated the details which go to make up a
building. Books covering this subjest mitist be elassified either in 721 Architectaral
construction, or in 729 Architcg@ral design and decoration. If we peruse the
section 721, we find our beoks.in accord with the topics included here, A sub-
‘'section is given to books E&%ng with doors, gates, grilles, and windows. This
number s 721.8. This hag’again been subdivided to provide for wooden doors
721.81, glass doors 72{:8?6, etc, .

¢) Styles of a¥ghitecture——The third group, styles of architecl:u-re, is treated
in Dewey u & three sections: 722 Ancient and -Oriental architecture; 723
Medieval, GRristian, and Mohammecdan; and 794 Modern, By this arrangement
the books fqi’q style will be arranged first by period and second by style. A book
trea;ting' g}:veral styles in any of these periods would probably take the numl.)er
722 \This is an exception to the rule, which can be genelfal'l?' followed, of C_lﬂSSﬂY'
ing a book treating subjects included ‘h}n two or three divisions or gubsections of
the D. C. in the number for the large group embracing these subjects.

1) Special classes of buildings——These make up oor fourth group of books.
Dewey has included classes of buildings under four divisions with the mfmbers
795, 796, 727, and 728. These have been subdivided again, making it possible to
classify more closely if desirable.

Wheelwright's M unicipal architecture in Bosion wi'll take the number 725.1.
This number is satisfactory only in part. 1f the Hbrary wishes to have: 3_.11_ tlhe hooks
on municipal architecture together, regardless of city,l the number 15 sau:v.facmry;
but if there is need to keep all the municipal buildings of Boston, Chicago, ot
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New York grouped by these cities, the number does not answer the demand. ‘The
large library would probably want Lo subdivide by place (72510897441, but the
average and the small library would certainly not think of using so long a number,

Sir Douglas Galton's Healthy hospitals takes the munnber 720.5. Hospitals are
here considered as a subdivision of public buildings. Muvagement and govern-
ment of a hospital would be dlassified in 362. "Fhe student should consult the
relative index under the word Hospitals 10 see the virtous phases of this subject.

The book by T. F. Bumpus, The cathedrals and churches of northern Ialy,
takes the number 726, and furnishes a good example of the difficulty of uying
to classify a book from its title. In this case, should the librartan want to scparate
church architecture from cathedral architecture, it would be necessiny lob Rih to
examine the book carefully. As a matter of fact, only large Hibrarics wi{u‘lq find it
necessary to divide the books on ecclesiastical and religious architecade by ypes.
The average library would use 726 for all such books, since the gyiup will be
comparatively small. N

The item about the Woolworth building would take the gidither 72523087471
if very close classification were to be followed. Should 4tb¥ desirable 1o clussify
this book with others descriptive of New York City, thevhumber would hecome
917471, e\

g) Miscellaneous books~—THere we encountgr the limitations which are to
be met in any classification scheme, Architectu:mtar;wng the ports can he classified
with the general books an architecture, 720 'or.'720.88. An alternative is to elassify
it with anthologies of English poetry in 82R08. Mathematics for architects goes in
the general number 720 unless we gi,ife: it the form number for manuals 720.2.
Architecture as a profession for Euoﬁe'n will fall in the class 3866.5 or, following
the note under this number, e ‘may classify it more closely and use 396.572.

When a number ending in £6x0 is added to another number, the zcro is alwavs
dropped; thus, instead ok 306.5720, we use 396.572.

6. Variations in\some of the main classes—

‘ General works006.—The zeromfaé"for books too general to be
lu:nited to ggy‘\ehe of the other nine classes. Some subjects, such as 020
P:brary gb’\enCe, 069 Museums, 070 Journalism, and 090 Rare books, are
mcludpgl along with classes for many form books. It will be noted that
manyef the forms given here as major topics become form divisions and
,{'O‘r;n subdivisions elsewhere in the classification,

.Library science students will be intereste
gwer;] ;nld;er 010 Bibliography and 020 Liy

ilology 400.—Form divisi i i

ar Desvey usage. Under 410 e o o e ORI 0 Ko
lg;ﬁggs: ;:xe;eoﬁppl.}r to t}-le genex:a}, comparative, and historical study of
guagesgb Y-the Stz:;r;gdtthis,. p.rovxsz(.)n_ is made for dividing various fan-
grammar, prosody, dialc::it;s. ::Ezlhtrelg,r Etgmﬂiogy’ .dicﬁonaries’ Synonyms,
English language is the only division S (1):\ aring ﬂf_lﬂ e

up the numbers in 4340y, (. n. wor od out on this basis. To build

» the classifier must turn b he 420's £
urn back to the 420's for

din following the subdivisions
Tary science,

divisions common to zll lan-
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the adjustment of the notation. Thus the number for a German grammar
435 is formed by borrowing the 5 from 425 English grammar and adding
it to 430, the only number given in the schedules for the German language.
The subdivisions under English language accordingly constitute a mne-
monic feature, since the third figure in each language number always
stands for the same topic.

The second figure of the Janguage numbers represents a mnemonic fea-
ture of wider application. These figures are used elsewhere in the scheme
where subdivision by language or literature is desired, They are to be
found particularly in the zeros and the 800's. The student should™also
notice their similarity to the country numbers in the 900’s. A

The caption for 428 is somewhat broad. The class really cansisss of ele-
mentary texts for learning the language. Some librarics may prefer to
classify these books in the 370’s; normal schools may fifd that more con-
venient.. The note under 428 “For other works see litefature of the lan-
guage, 820" refers to books concerned with the philological study of an
author’s writings. Edwin A. Abbott’s Shakespearean grammar illustrates
the kind of book that most libraries would Qr&er to classify in Literature
rather than in 428.8. O

The student should examine the lahghage numbers in 480-499 since
these are used in forming numbers in the 890's.

x.v--""'I.,_iteramre 800.—Miss Petteeran Merrill’s Code for classifiers, states
¢he limitations of the Literature\elass in this way:

As a general rule, a work qf.prose, whatever its claims to literary style, if it can
be classed under a speci c'\fopic, has no place in literature. This restricts the class
literature to (1) Literdxy ctiticism, (2) literay history and biography, and (3} works
of the imagination/thet fall under the various Literary forms,—fiction, poetry,
prose, etc.? A\

The DX{I}.&} classification provides for these two distinct types of ma-|
terial, bgoks about literature and works of literature. In the first group;
the subiject is paramount, but in the second the author is the important;
g@@éiﬁeration. Both these types require a primary arrangement by lan-
guage or nationality.

(1) Booxs aBQut, LITERATURE——Books which deal with the subject
of general literature, that is, literature not limited by language, such as
English, French, etc., are classified in 800-809 where the usual form divi-
sions determine the second grouping. These same form numbers may be
used for the literature of any country, as 820.9 for the history of English
literature or 830.7 for the study and teaching of German literature, Prob-
ably the most used of these form divisions are 8 Coliections and 9 History.

(2) CorLECTIONS.—Bocks which are classified in Literature as col-

" W. 8. Merrill, Code for classifiers (2d ed.; Chicago: AL.A., 1039), p.118.
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lecrions are not subject books, but are compilations of the wcfrks of‘sev-
eral authors. Thus 2 collection, which is a book of literature, is classified
between books about literature, since it falls between 7 Study and teach-
ing and 9 History. The student should examine the groups under 808
carefully, . o

(8) HistoRy AnD cRiricisM.——Literary history and criticism take the
form number 9, On the other hand, criticism of an individual author is
classified with his works: e.g., a criticism of Tennyson would be classified
where his poetry is.

A cross-section of the class may be described by an illustration. Essays
will be used: '

N

7 '\ A

804  Essays about litevature in general, e.g., Brander Ma,tthas'
The historical novel, and other esiays .
8084 On the technique of essay writing, eg., NormafizFoerster's
Outlines and summaries; o handbook for tha, analysis of
expository essays y
808.84 Collections of essays taken from various, literatures, e.g.,
D. J. Brewer's The world’s best essayd />
8204 FEssays about English literaturepegy, Frederic Harrison's
Studies in early Victorian literattixe
824 An essay or essays not limitedito"any subject, written by an
English anthor, e.g., Thomas Carlyle's Critical and miscel-
laneous essays &Y
It may be well to repeat here that essays contributing to a definite
subject are classified in that'subject, not in Literature. For example, a
collection of phﬂologim{\e&%ays would be classified in 404,
(4) INprvIDUAL ADTHORS.——The D, C. provides for a period division
under forms of litgrature, and within these periods a place is assigned to
the most promisient authors of the time.

"The most-common modification made by libraries using the D. C. is

to disreg\ar\\l the period divisions and arrange the works of individual au-

thors ﬁphabetically under each form of literature, This gives the follow-
ingdhain groupings:

Languages
Farms of literature
Authors (individual warks)
(5 Na ITY OF THE AUTHOR——Sin ionality i

of this class, it follows that the dassifier mustci:;::i?lzhlgtiiz:x};;i?eﬂ;o;s
;auth.or b.efore h‘f can classify that author's works. ‘This often mean ‘;earch-
ing in bmgraph.}cal Qictionaries, book reviews, and other referenci. books
o{ﬁet?ie;gigicmmﬁ{quemly adopted by public libraries is the filing

English literature together. 810 and its subdivisions may
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be disregarded entirely, ot 810 may be kept for works about American
literature only. .

(6) FicTioN.———In fiction also we have books about this form of lit-
erature as well as the novels themselves. The great majority of libraries
arrange American and English fiction alphabetically by author combined
in one file without a class number; the designation used on the label is
usually F (Fiction), or if book numbers are used, the F may be omitted.
If this plan is adopted the number 823 can be used for books about Amer-
ican and English fiction.

In some public libraries fiction printed in foreign languages is classified
with the literature of that language. For example, German fictiopais ¢lassi-
fied in 833 and is arranged alphabetically by author; French ‘iction is
cdassified in 843, and Italian in 853. Fiction translated inte’ a.foreign

_language may be classified with the literature into which tyis transtated.
For example, a copy of Robinson Grusoe printed in{French could be
cassified with French fiction in 848. Other libtagies prefer to use 2
language symbol in place of the class number, a8F for French, and thus
reserve the number 843 for books about fictigh.” '

Foreign fiction translated into English{s sually shelved in a public
library with other fiction in the English language. A translation of Dumas
into English, for example, would tak&its place with English fiction. This
may scem illogical, but here agajf]; wse makes such an arrangement de-
sirable. The English reader does Hot want to be deprived of reading good
transiations and will want t6.ind them with fiction in English. The cata-
log will, of course, contdin an author card for each book no matter in
what language it is wricten, By this means the reader can see just what
translations of a definite author are in the library. In other words, the
catalog supplements the classification in this case.

In universityiibraries all editions of fiction are usually shelved together
and are artanged under the original language. All copies of Dumas would
be classjﬁje& in 848 no matter what might be the language of the text.

(R ¥TRANSLATIONS ggﬂy“%_mcnom..——ln general it is most useful to

- hd¥e the transiations of all nonfiction that classifies in Literature stand
with the original work. This scheme brings all editions of the same work
together, regardiéss of the language of the text. To accomplish this the
cataloger must always take the book number from the name of the author
of the origingt work. An exception is made to this plan if the class number
already stands for that author. ¥or example, in the case of 883.1 the cldss
number means Homer. Here a special scheme may be used to avoid dupli-
cating the class mark in the book number, :

(8) BOoKs FOR FOREXGNERS.—-~-Public libraries buying books for the
use of the for}ign born may want to classify all these volumes by language.
This can be done in any of three ways: (1) by choosing the: broad Lan-
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as 491.7 Russian) regardless of subject; (2) by using the
%ﬁﬁ%ﬁfmﬁaerﬁyﬁqg@pf __t__hc\Lgngl.lage number (as 891.7 for ‘Rus-"‘
g;a;;:a(gfgycl sifying under subject just as other books au clam?ed,
" but preﬁxinghé{'l-etter designating the langu:'ige_bcfore Lh_c class m‘i‘m Jer,
as Y540 for a general chemistry written in Yiddish, If capital l?ttcu, have
already been used as prefixes, or if it is desirable to have all these books
together, the letter L meaning Language may be used foIIortved by t'he
initial of the language, as LY Yiddish. These are then shelved in a sp\emal
place for foreign language books. o '

(9) LiteraTurg OF MINOR LANGUAGES 890.—Subdivis long dor minor
languages are built up on the basis of 490-499, The § for Literature takes
the place of the 4 for Philology, This literature number
vided by 1 Poetry, 2 Drama, 8 Fiction, etc, \

Table for languages and literatures,—A greag..zfid in building the
Literature numbers is the alphabeti :
Table 3 of the fourteenth edition of the

7. Peints to observe in the schedule
Points to be observeqd when studying the

cantien be di-

~Thé following are some of the
Decimal classification;

- 1ts printed form

4. The index to the introdu;pion )

5. The introduction {do BOINTY to vead it g)] ap one time)

6. The table of contentsy \,)

7. The absence of Rag&iiumbers except for the intmductory pages and the
Index pages 9,

+ The tables making up the thirg Summary

- The use okfoi‘m divisions under va
Iine djyiszons under 300 or 550; 415

10. The i} expansion, of some sub

940:3:040.4 the firs World War

11, The use of seq also references, as lustrateq under 301

4 12\; Phe use of the note “Divide like the classiﬁcation," as in 330.19

foreign language dictionaries under 423

I4. The use of English ag 5 model for the division o

note with 480.489
I5. The use of the phrase "Preferably classed,”
16. The note under 887,92

17. The - Summary"

[T=T - -]

rious elasses, 45 iltustrated by the first
© by the subdivisions under 720

jects, as, for example, 677 Textiles and

f other languages. See the

as in 533.8 ‘&

20, 0. Use of the note “Divide fie 980.999" as illusizated by 3909
1€ wse of the note “Divided 20 i i o s
under 31451 : g 8taphically like 940.999" 45 illustrated
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¢]. Geographical division of subjecss, as illustrated under 581.91

22. Repetition of three or four topics in both a division and its subdivisions,
as in 624

23. The note indicating a subdivision like another division, as illustrated under
541.6

24, The note under 658

25. 708 as an exception to the usual form class

96. The last part of the note under 730

27. The note at the beginning of the Literature class 800

98. Inclusion of the names of writers, with dates of birth and death, in gT1.888

99, The full notes given under 860 Spanish literature A

30, The note under 890 R\,

31. The division of history both by period and by geographical di¥isions

89. The note under 920 Biography. All notes in the 920's aresipportant

33. 040.3-040.4 as the number for the first World War ar\zd::940.53—9‘1-0.54 as the

aumber for the second World War 'S

., The notes used in the History schedules, as illustrated under §71.4 and 977.8

. The explanatory note to the relative index;x}&:i]%&-]]%

. The notes at the hottom of cach page of rﬁj& relative index

. The geographic table on p.1876-1879 AV

. The table of form subdivisions, p.1884-1887

. 'The combined langnage and 1iter:5§ture table on p.1888-1880

. The table of philalogical su!gdfr;:?isions on p.1891-1892

&
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8. Editions.—The edigfon of Dewey described in this text is the four-
104919 It is notably different from previous editions,
inga “siandard edition,” that
ses are meither. overde-
ere made for the four-

teenth, published in
for it takes a numbeg O\Bsteps towards becom
is, one less subjeet t8 change and one where clas
veloped nor underdeveloped. Such expansions as w
teenth editi.on‘}.r"e given in “standard edition” fulness. On the other hand,
classes such ds 069, which were formerly given in too much detail: are
reduceghin scope. The fifteenth edition is projected as 2 standard edition
thrqughout. '

< For “small and slowly growing libraries” an Abridged decimal classifi-
cation is published. The sixth edition of this abridged version has been
prepared to agree with the fourteenth edition of the main work. A small
library can adopt this shorter notation at the beginning and change to full
class numbergby adding exira figures when it has reached a size where
subdivision is desirable, Miss Fellows, the former editor of the Decimal
classification said: “The question whether the abridged classification i
adequate for small libraries is a difficult one. The ideal plan is to have
both editions, using the abridged as 2 guide for length of numbers, and

10 Melvil Dewey, Decimal classificetion and relative index (14th ed., Tev. and enl;

Lake Placid: Forest pr., 1642) 1927p.
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the complete edition as a reference book fO,I: locating topics and a guide for
extending numbers to fit individual needs.”1! . onal d
9. Universal decimal classification.—The Instm'lt Internatio-na e
Bibliographie at Brussels, now known as the Inte':rnat.lonal cheratlon for
Documentation, adopted the Decimal classification in 1895 fo‘r the p;lxr
Pose of classifying its universal subject biinograp.hy }<ept on cards. As 1; is
- bibliography was to include subject cards for pt?t‘lOdlC&% articles as we ' lias
‘books in all languages, the Decimal classification, as it -stood, naturally
proved inadequate, especially in the field of SFiEnCE. Melwl Dewey aeeord-
ingly granted permission to expand and print spemal'ly ac?apt'e‘d\ biibles,
The new scheme, commonly known as the Brussels cla551ﬁcat1q£r,~appeared
in French in 1899-1905. The second French edition was issued in 1927-
331 In 1934 a German edition began publication, and thisiwvas regarded
as the third international edision.’s An English versioh,)regarded as the
fourth internationa) edition, began Publication in\936.14 The schedule
for 680 Botany from this English version is repriited at the end of the
fourteenth edition of Dewey. ) N '
The principal changes in the Brussels or-Bniversal decimal classifica-
tion were in providing more minuyte subdivisions than Dewey contained
and in introducing a variety of symbols'to
subjects,  These symbols are explained' ;
\Cdption “Bibliographic modifications.”
The student should note that the scheme was developed not as a book
classification but as a means{of arrangi

“18 an enormous card bibliography.
The Engineering Sociesied Library in New York Is one of the few libraries
making use of this scheme for regular library purposes. In that library,
broad classification fa used dor the books on the shelves, and a very close

ings.-—SinQ:hI“QB{} Decimal classificati
lower righthand corner of many Library of Congress printed cards.1s The
Claﬁ{fzgatlon of books for this PUrpose was begun jn April, 1930, for an
cXperimental period of three , under the auspices of the American
V. D. Fellows, “Classification prop),
Yearbook, 1 (1929), g9, ?ro o

f smal] libraries,” Catalbgers’ and Classifiers’
12 Internationa] Federatin

“15 Miss Julia C, Pressey, wha is. in charge of 1 i
. L.C, cards, hag Provided the inf, H seatiny. Of addi

: ng Dewey numbers to
Ormation for this section,
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Library Association. On July I, 1933, the work was taken over by the
Library of Congress, and the former A.L.A. Office for D. C. Numbers on
L. C. Cards became the D. C. Numbers Scction of the Card Division. A
year later, when the Co-operative Cataloging and Classification Service
was organized, the section became the Decimal Classification Section of
that Division, It is now the Decimal Classification Section of the Subject
Cataloging Division of the Library of Congress. _

The Section assigns D. C. numbers to books that are being cataloged
and classified by the Library of Congress. Certain classes of books are,
however, passed by without adding the Dewey numbers. For thé faost
part, these arc: (1) books which present little or no problem in glassifica-
tion for maost libraries, but which would take much time for the\’Section
to classify because of their quantity, such as English and A[ngrféan fiction;
(2) books which are cwned by few libraries, such as rare b(?olfs arid manu-
scripts; and (8) material which, because of its form, is ot cataloged regu-
larly at the Library of Congress and often receives special handling in
other libraries, as, for example, sheet music and maps. Occasionally D. C.
‘numbers are assigned to books being recatai&g’e& by the Library of Con-
gress. It follows, therefore, that a classifiesmay reasonably expect to find
D. C. numbers on L. C. cards printed since April, 1930, with the excep-
tions alrcady noted. As of June 30, j%?; the Section had assigned Dewey
numbers to some four hundred thq’ué;ind titles.

Adapting the munbers to the local library.—In making use of Deci-
mal classification numbers off L. C. cards, it should be kept in mind, first,
that these numbers are cartied out to extremely close classification to ex-
press the content of the\book in terms of the Decimal classification, and
second, that they aresdssigned without regard to the particular circum-
stances of any individual library. Each number, therefore, should be anal-
yzed by the qlassiﬂcr, and compared with the library’s official, annotated
copy of Deweyspossibly with the shelf list also; before it is accepted for use.

Consid(-:}f:ﬁor example, the number assigned to a book on the history of
art 113 Florence, 709.455. This can be analyzed as follows:

\ s

700 Fine arts

06 No subject division
9 History
A Europe
7 Italy
13 Tuscany

If books on the history of art are to be kept together on the she.lves .with-
out dividing by place, the number may be cut to 709, If all histories of
European art are to be kept together, near to, but scparate from general
histories of att, then 709.4 may be used. 709.45 would group books on the
history of art in Italy together; while the use of 709.455 would separate
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the books on art in Tuscany from books on art in other parts of Ttaly.
Each library should decide, on the basis of the size of its collection and
the use made of its books, how far to divide its histories of art, A noie of
such decisions should be made in the official copy of the Decimal classifi-
cation,

Sometimes more than one D. C, number appears on a Library of Con-
gress card, If the additional number is enclosed in square brackets, it is
suggested as an alternative which some libraries may prefer o the first
number. If the additional number is enclosed in curves, it is the nuaber
for the series of which the book is a part; that number may be wsed in-
stead of the number for the specific volume by libraries desirigiglto keep
the series together on the shelves. A number preceded by {a) hyphen is
sometimes found on a card originally printed in 1904¢%% “"earlicr; this
indicates that the number has been revised since _]anugfy' 1, 1936.
~ Since 1934 Notes and decisions on the applicationiof the Decimal classi-
fication has been published by the Decimal Cla siffeltion Section, At first
published irregularly, it is now a quarterly. It §gpves both as a supplement

to the printed tables of the Decimal classifitation and as a record of deci-

sions made by the Section, It is compilédin close cooperation with the

editors of the Decimal classiﬁcation,,.wﬁose offices are located in the same
building. A second series of theseWNotes and decisions, begun in July
1942, relates to the fourteenth edition of Dewey.

D. C. numbers in Sears>Decimal classification numbers are given

with the headings used jm'the fourth edition of Sears' Lis¢ of subject
headings.16 The object of giving these numbers is “to aid the inexpe-

the subi may all be necessary,
P € subject treated, The headin “Cost and
standard of living” ig given two numbers, 331,83 and 338.5. gln this case,

331.83 i preferred, a note may be made in

the official €opy of Dewey or in the shelf |

used; for Cost of living see 331.83.” st under 3385 to read: “Not
The class numbers in the Sears i
. I3 list .
Library of Congress cards 1st are shurter_hthan those appearing on

EM. E, Seats, List of subi, ¢ ; ;
tion of dectpr f subjec Readings for small fibraries, 44, ed., vev,

lassificati » with the addi-
1939) 516, On numbers, by Tsabel Stevenson Monro, (N. v,

: H, W, Wilsan,
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3. What are the advantages and disadvantages of bringing books about places
together on the shelvest
. How many and what phases are there to the transportation question?
. Would you classify bird flight in the same group with human flight? Why?
. Is education a sociological question in your mind? Explain?
What is the difference between a general and a special periodical? Give an
example.
8. Why is it necessary always to have a place in the classification system for
general books?
9. Explain what kind of books you would classify in 136.7 ‘Child study anthin
870.15 Educational psychology. N
10. Where would you classify a book on Spanish literature and one o Spanish
American literature? O
11. In what ways does the classification of books save time for.the Tibrary staff
and the readers? e\
12. Into what general class would you put a book called How to beautify the
college campus? \/
13. What is the difference betwéen chemistry and cheipical technology?
14. What is the difference between the fncr]lcmrin{x books from the viewpoint of .
classification: O
a) How to write poetry
b) A collection of poems by ten diffexent authors
¢) Poems about birds N
d) Complete works of Tennyson
e Miles Standish, by Longfellow
15, Check the correct class nuinber for the following books:
The Barretts of Wr'\n's:éefe Street; a comedy by Rudolf Besier

e =2 B

827 822 5 82291 812

History of English’ and dmerican literature
9108 (8109 820.9 809

- Public sp\e@kfng for executives
815\\J 805 8085 804 807

16. What s the difference between a book on Spanish architecture and one on
theéfﬁhﬁeemre of Spain? o

17%¢here would you classify the following book: Hispanic anthology; poems

Nifanslated from the Spanish by English and American poets? ]

18. What is the difference between a book of music and one about music?

16. Assign D. C. numbers to the following: _ .
o) 4 book of Danish verse, . - - selected and annotated by Oluf Friis
b) A book of lullabies, compiled by Elva S. Smith
¢) Laughing Anne & One day more; two plays by Joseph Conrar:l '
d) Critical studies of the works of Charles Ds’ckiﬁs, by George Gissing
e) A study of the modern drama, by B. H. Clar
f)) Twent;ﬁ{)e short plays, in tematg:mal, selected and edited by Frank Shay

g} Punch and Judy & other essays, by Maurice Baring
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The Cutter Expansive and the
Library of Congress Classi-
fication Systems
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L Expansive Classification of C. A, 3. 'Aids in the use of the\classifica-
Cutter tion \

4. Use of the clasgifibation by

II. Library of Congress Glassification libraries 7

1, Intmduct_ion 5, GovernmentxeCognition insures
2. Explanation of the system the classifitation
o N y
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I. Expansive Claésiﬁ’cation of C. A. Cutter

X Many critics have considergd this classification the most scholarly of the
: 00}1-(1 clgsuﬁcatmns. It vxza?xa‘rawn up for the collection of 170,600 volumes
in the Boston Athenaduin, of which Mr. Cutter was the librarian, and it

?sf;n t{) tap%ear{;:nprint in 1891. The death of the author lefr the work
omplete, but fgreunately some classes ay w i .
precmplete o maly under way were edited and pub

) who also addeq SOME new material, Manv of
tf’{e best feavures of (his scl incorporated in thag of ythﬁ
lerary.of;Congress Its in

. The Plan.~The scheme envisve sorme knowledge of the plan,

s >~ SVen separate schedules, each
ailed than the Preceding one, ang cach heing designed to
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serve libraries of different size from the very small to the large. The first
table is one of few classes and no subdivisions and is for the use of a very
small library. The scheme is developed by gradually increasing the num-
ber of classes and sub-classés and bringing additional letters into the nota-
tion. The seventh table was to contain the full tables necessary to classify
a very large collection. It was from this adaptation to growth that the
system received the title “Expansive.” :

The basc of the plan is twenty-six large classes, each divided into twenty-
six parts, with further subdivisions into smaller groups, giving a.total
capacity of more than eighteen thousand class numbers. With the\arge
basc of twenty-six classes, there is room for almost indefinite E3pansion
by the addition of new divisions within the classes. "\ i

N

Mr. Cutter tells us that: A\

The expansive classification follows the evolutionary idea throughout, in
natural history putting the parts of each subject in the order which that theory
assigns to their appearance in creation. its science prdoceeds from the molecular
to the molar, from number and space, through, matter and force, to matter and
life; its botany going up from cryptogams te; p:hﬂherogams; its zoology from the
protozoa to the primates, ending with anghxopoiogy. The book arts follow the
history of the book from its prnduction’~(b§r authorship, writing, printing, and
binding), through its distribution (hy:ijublishing and bookselling), to its storage
and use in libraries public and ptivate, ending with its description, that is,
bibliography, suitably divided, ihto general, national, subject, and selective,
Economics, too, have a natur;q cider--population, production, distribution of the
things produced, distrihutiéﬁ of the returns, property, consumption. Fine arts
are grouped into the afty of solid—the landscape gardening, architecture, sc_ulp-
ture, casting; and the :zrrts of the plane—painting, engraving, etc; and the mixed
arts, being the sipallér decorative and semi-industrial arts. _

Similar examples: of logical; or, if you please, patural arrangement, are: Putting
Bible betwefn Tudaism—to which the first part, the Old T estar.nent, belongs_——
and Chrigty "ity, whose sacred book forms the second part; putiing Church his-
tory between Christian theology and history; putting statistics bet\vefen geogra-
phy(and economics, since it might have gone in either; putting music between
4he)recreative arts and the fine arts. There are many such transitions, parts of
them, at leaét. novel in classification. They are not merely ingenuitles' pleasing
only to their contriver; they have a certain practical value, since they bring books
together which one may wish to use at the same time

The system was designed not as 2 classification of knowledge, but of
boaks, although the author said: “I believe . . . that the maker of a
scheme for book arrangement is most likely to producvf:- a wf)rk of perma-
nent value if he keeps always before his mind 2 classification of kaowl-
edge.”

! International Library Cenference, London, 1897, Transactions and proceedsng;
(London, 1898), p.86-87. ' .
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Notation.—The main classes are represented by capital letters, and
subdivisions by small capitals added to the letters of the main classes; for
example, F stands for History and Fv for Heraldry. No figures are intro.
duced to designate a subdivision of subjects, but the use of figures for
countries i3 a special feature of the scheme. A geographical table, called
the “Local list,” is printed apart from the main classification. The figures
in this Local list may be added to any letter combination to express the
- regional division of any subject. For example, no matter where the num-
ber 45 occurs, it always means England. Thus, by adding that numb\er to
Fv, we have Fv4} which is the Heraldry of England. The local retation
is a very useful and simple method for designating geographic4l’siibdivi-
sions, and because figures are used only for place and form,\’while letters

are reserved for all other subjects, a distinctive and excellent mnemonic
feature is given to the scheme, o
"The Local list may also be used to group together. élf’material under a
‘country by using the number first and affixing thevietcers standing for
subjects, as 45F for English history and 45w $orEnglish art. The same
list is used to designate the literature and Yitérary history of a country,
Y and Zy standing for these subjects. Bin adding the number 25, which
stands for Italy, we have Y34 Ttalian literature and Zv35 History of Italian
literature. ON°
Indexes.—~An index for the fitse six classifications was printed in one

aIPha})et. Each completed part ok the seventh classification was equipped
with its own index. 8

justly, In libraries Where it has been

ready to affirm «Hgp it i an excellent
pered by the fget'that it hag not been

§~ IL. Library of Congress Classification
1..: 'I‘mroduction.—-The L. C. schem

ater, in 1814, the ¢

apitol, which housed the-
the collection was a :
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knowledge. It called fo: the arrangement of the books in forty-four groups.
A catalog of this collection was compiled in which the Jefferson group
headings were retained, but the books were arranged alphabetically within
the groups. A supplement, following the same arrangement, was issued
in 1827. -

The classification thus inaugurated was retained with rome changes and
a good many additions. Changes were supervised by A. R. Spofford, librar-
ian of Congress from 1860 to 1897, who believed the aim of the classifier
should not be to establish a logical syster but to bring about a convenient
arrangement of books. Although he found the Baconian system of &ldssi-
fication “a worse than Procrustean bed,” he did not abandon it¢fer an-
other of his own making but simply modified it. He avoided close ‘elassi-
fication altogether because he believed it involved notation that was too
complicated. He abhorred book numbers, and in later year§when the new
classification was under discussion he was inexorable oK éne point: there
must be no decimals, \

In 1897 the Catalog Division assumed charge of the development of a
new system of classification under the directi ABf the chief of the Divi-
sion, J. C. M. Hanson, who, with Charles Maitel, began the task of evolv-
ing both notation and schedules. In 1859 Dr! Herbert Putnam became the
librarian:. His plans for the reorgani'zat'ilm of the Iibrary gave impetus to
.the development of the new scheme™

It was found that much prelitiinary research and comparative study
were necessary to determine the best scheme to apply to this great library,
The question whether tp fake an existing scheme or to work out 2 new
one was carefully consi‘déjéd, with the result that it was decided to make
use of the best featuges.in all existing classifications and to construct from
these a classification“Broader than any then in print, This was necessary
in order to reclgsify the collection of more than two million books and
pamphlets Wi(icf) has now grown to more than six million. The plan most
closely folibwed was the Expansive system of C. A. Cutter, but many fea-
tures ofthe Brunet, Decimal, and Brussels schemes, as well as others, were
intg6aviced. Many suggestions were also taken from printed catalogs and
biblitgraphies. _ )

Slowly, and in the face of almost insurmountable difficulties, a great
scheme of classification has been evolved to care for the volumes already
in the collection as well as those to be added in the years to come. I't was
ot expected that the system would be used to any extent l?y otl}er libras-
les and no consideration was given by its makers to such Ifbrarles. How-
ever, many libraries have already taken advantage of the printed schedul'es
and are benefiting by the work done by the Library of Congress for its
own colicction. g

The system is essentially 2 book classification, for the books in each .
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class were arranged and studied before the scheme was made, Probably
no better opportunity has ever been offered for developing a classification
based on the actual handling of books.

2. Explanation of the system.—Fortunately the former Chief Assist.
ant Librarian, Mr. M, A, Roberts, has prepared for scholars and librarians
a most readable, terse, and clear account of this system as it is used in
the Library of Congress today. The following quotation is included here
for the benefit of students of classification:

The classification is at once the extension and the complement of the cachlog;
it is in"effect a method 'o“f"_éit'ai-(')'ginig by subject accomplished by tHe jctual
arrangement of the books on the shelves, When such an arrangement gah be 578
tematically and thoroughly carried out the accruing advantages sl the searcher
are enotmous. He can go directly to the shelves for his materiakhot only to the
larger groups (eg., “Philosophy and Religion”, class B; “Chendistry”, class QD)
but to the actual topic of his consideration {e.g., “"Perseverance of the Saints”,
BT768; “Sulphoxides”, QD341.86), without the interposition of any catalog, bibli-
ography, or list. It i only within comparatively mo em\times that the concentra-
tion and diversification of material, which made s.u& an atrangement important
and desirable, also permitted its execution on afiy)considerable scale. The scheme
of classification adopted hy the Library of Gbpgi-ess in the years following 1899
-was elaborated by its own experts, for itéian use, benefiting from a previous
century of trial and error, Its virtues aze: (1) Comprehensiveness {every phase of
human activity is accounted for: there'ss no “miscellanzous” residue), (2) particu-
larity {topics are logical subdivisions,8f general subjects; not lumped within them),
(3) expansiveness {new subject§ find their places by logical coordination within
the existi.ng scheme), (4) Ad«ihilir  (the matural and economjcal arrangement of
.wholly ldlﬂferent Classes of'materfal, and of material in small and large quantities
15 pr_owdel.i flor}, _(5)‘13{1’:%55}11‘??12‘;}! {the system iz not based solely upon a philo-
sophical classificatiof ‘of knowledge and does not force the material into arbitrary
i?ll;lm;ifft:ieﬁ: sﬁf‘é’fﬁ;‘f lig_itc‘)» (6) ?'t];fuianon {cognate classes are at once related
schedules) .(é)\smfcgs;tﬂ?nﬁat- v necessary notes and cross r_eferences in th_e

'y L1y 101 35 expressive and uncomplicated), (8) indi-

vic?ualj_}y. {the scheme s that of the Library of Congress with its responsibility
prim{lfl;@‘ to the Congress, and consequently arranges the material from that
polmt bf view), and (9) adaptability (in spite of it individuality the scheme is
easily adapt?d t0 the use 6f other large or Special libraries, American or foreign).

Tl.le clamﬁcatl'on a5 projected is substantially complete, but is undergoing a
continuous amplification ip felds in which material is concentrated. The sched-
ules have been printed and from ¢ i d as this am-piiﬁcation has
worth of the ctagefenror L he disposal of other librarics. The bibliothecal

1ts convenience of application have been attested

er libraries, American and foreign, and by its

he secret itish M i
the only adequante scho pnbinly: retary of the British Muscum Library, as

shelves, by subject,
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the classification offers two advantages. (1) The shelflist (the inventorial catalog
which records the books in the exact order in which they are classified) becomes a
class-catalog or catalogue raisonné of the classified collections. There is now being
developed a elassed catalog on cards supplemental to the shelf-list, {2) The classi-
fication, as a logical development of related subjects, uses a terminology somewhat
different from that employed by the catalog, where each subject stands by itself
in merely alphabeiic order. The varying viewpoints taken in the two processes
furnish approaches to the material supplementary to each other.

The application of the classification is to the general collections of books, the
collections of the Divisions of Music, Smithsonjan, Slavic, and Aeronautics; AQ
the book vollections of the Divisions of Maps and Fine Arts, The classifications of
the Law Library and of the Periodical Division have not been reduced, t\c] mota-
tion. The collections of the Division of Manuscripts are classified only by type
of collection. The prints of the Division of Fine Arts are arrangeflhl.qf’(l) school,
(2) petiod, and (3) artist. The Chinese coliections are arranged.decording to the
method known as the Ssi-k'uch'iian which divides the mate;:ié!iﬁto four groups
according with four great divisions of knowledge. Maps dx&\atranged topograph-
Ically, with a final chronological order. Semitica are arQnged alphabetically only
within large major divisions.2 4D

No critical estimate of the system is attemptéd here, An effort has been
made to show only the main plan, and through examples to demonstrate
some practical policies. R\ -

The plan.—The outline schq;ﬁe of main classes and the portion of
the National Library classifiedzin 1941 under the new classification, con-
taining in round numbers 3,982,400 volumes, is distributed as follows:2

Class \ \\ Volumes
A Polygmaphy . . . . . . . . . . . 164400
B-B]  Philotophy .
BLBX Ré&lgion . . . . . . - . o . . . 186,400
C-D {History (except Amcrican), Genealogy . . . 309,500

. . . . . . 2558600

EF {\Amercan history . . . 44,900

G 23" Geography, Anthropology Coe
LR Social, economic and political science . . - 679,800
C)F Education : . 163,000
M Music (literature) 76,000
N TFine arts . . . 78100
3 Language and literature Coe e 37’2,838
PZ Fiction and juvenile literature in English . . 15251300
Q Science . . . . 4 . e et 222,100
R Medicine . . . . . - e e e ew %34’800
8 Agriculture . . . . . . oot 268l800
T Technology e e e e )

‘M. A Roberts, The Library of Congress in relation to research ([Washington]:
Cost. print, off., 1939), p.33-34, "
_tUs. Library of CQn];Tess_ Annual report of the tibrarlan of Congress, 1941 (Wash
Ington: Govt, print. off., 1942), p.234,
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U Military science . . . . . . . . . K2,300
v Naval science . . ., . . . . . . . 36,600
YA Bibliography . 172,700
Imcunabula . . . . . . . . . . . . ., . 1,500

In this outline of twenty-one groups it will be observed that the letters
I, O, W, X, and Y have not yet been used, allowing for the development
of at least five main classes. An outline of the classes,* showing some sub-
divisions, has been printed separately. It should be owned by any one who
is studying the classification. ~

The study of any new classification system will be simplified q it is
comparative, The Decimal classification is based on a very defipife plan
and the same general principles appear in each class throughgtit'the sched-
ules; it is, thereforé, a good system to use as a basis for co;nparatix-'e study.
Students should be familiar with this classification before dttempting to
understand that of the Library of Congress. Taking~thé’ scheme with the
larger base, which is that of the Library of Congressy the student will find
it enlightening to apply the Decimal notation fo'edch main class in order
to become acquainted with the differences in he main grouping of classes,
Such a comparative chart will furnish a very-good basis for discussion.

No attempt has been made to have the¢ main classes gradate into one
another in the Library of Congress §cheme, This would be unnecessary
in such a large collection, but i, will be noted that related subjects have
often been combined in the same group, as Language and Literature;
Geography and Anthropolégy; and Philosophy and Religion. The in-
ab‘ility of the reader to}gss’from one class to another without being cor-
scious of a break in the quence may be serious in a small book collection.

I.t has., }%owever, lirtle.real significance in practical use in a library of over
six million volumésy, :

The schédules and tables.

‘nute groglgng of subjects. A m
in the ¢as

—The schedules provide for the most mi-
arking for individual titles is even supplied
ons of prolific authors, Such examples will

Congress classification., Rev.':lim;l lgflc.teg??t!o‘g(i)ng e schon,4line of the e

[Govt. print. off), 1042), 2ap, Ve wbem of dlases” (Washington:
The Literature schednle i described briefly on .77
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sponding to a table of contents. The main divisions are given in some of
the larger classes, such as D Universal and old world history. A second
synopsis precedes the larger divisions and shows how these are subdivided.
The student should begin his study of any specific class by reading the
preface to that class, then the synopsis, and lastly the complete tables. The
. beginner should choose a small class for his study. JV Immigration is a
good group because it brings out telling features of the classification.

(2) COMPLETF. TABLES OR MAIN CLASSES.—The term “complete tables”
is used to designatc the schedules which make-up a class. They constitute
the main part of the classification. O

(@) Forms—~—The first grouping of books within a class is by form
as follows: periodicals, societies, congresses, collections, yearbdaks, dic-
tionarics, terminology and nomenclature, encyclopedic works, study and
teaching, theory, method, etc. These follow very closcly the Dewey plan
but are more detailed and have no mnemonic features{ &

These forms may differ in various groups, depeiding on whether the
subject lends itsclf to such treatment. For example, the form division
Terminology and nomenclaiure may not be..Q'ee}led in Fine arts, but is

X

necessary in Philosophy. N

(b) General works——Following the fefms under each large class are
the general works, often divided by giafé %so that the earlier material may
be separated from the more recent.(The date 1800 is most frequently used
for demarcation purposes, but dther dates and even centuries are used
where such grouping is bette{a’dapted to the subject. -

General books lending fh#rmselves to geographical treatment are fre-
quently divided by co‘u§n y, state, or city, cither by means of special
numbers or by an alphabetical arrangement under one number. Such an
arrangement is to/he’found in NAB3-60 Architecture. Differentiation is
often made between general and “general special” works. The latter term
18 used for bﬁxiké’ treating of the general subject but having a special bear-
ing; they mjb\noncomprehensive. H. H. Statham’s Architecture among the
poets i;;m'émeI& o

References are generously made in the schedule to related .topics and
to vafious phases of the same topic which may be included in another
class. This is illustrated under NA100 and also under NA205.

Explanations of certain terms greatly facilitate the use of the scheme,
For examples of this see N8215 Literary subjects and HF5386 Success
literature,

{3) SurvEy or TWO CLASSES— -

(@) Class D History——One of the most interesting classes in the
scheme is D Universal and old world history. The following extract taken
from the preface of that class will serve to show not only the theory which
formed the basis for formulating this schedule, but also the wisdom needed
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by the makers of the scheme to develop classes, correlate topics, and inter-
ject references so that a systematic whole could be evalved.

The philosophy that underlics the classification of history may be briefly out.
lined. First stands the most universally inclusive literature, subdivided in the
more important countries into periodicals and societies, sources and documents,
and the collected writings, such as monographs, essays, lectures, etc., of several
and individual authors. Upon this follows a grouping of gazetteers, dictionaries,
and guidebooks, which leads to the systematic comprehensive treatises comnptis-
ing both history and description, or works on the topography and gcograplg{of
a given country. Physical geography, however, is classed in GB.

Now foliow the several components of the foregoing, namely, description’and
travel, sodial life and customs (including civilization and culture), . dntiquitics,
and ethnography and races. . . . Literature, however, dealing withwsocial con-
ditions from a sociological point of view is classed in HN, that dealing with the
theory of civilization in CB, works on the economic situation in HC, those of a
strictly anthropological character in GN, and artistic archeology in N,

Just as a knowledge of the geography of a country if\eéssential to the under-
standing of its history, so, too, the biographies and\znémoirs of the men and
women who are the chief actors in the daily drama\'Q{' social, palitical, and diplo-

matic life give to history life and warmth, andw\iet infrequently the memoirs of
a statesman or court favorite throw more 1

ght'en an historical situation than do
volumes of political theory. Collective biograbhy, accordingly, precedes the gen-

eral works on the histery of a country.[8ee, for example, DA531.1], while indi-
vidual biography, including memeits; recoliections, correspondence, etc, is
classed with the particular periodrar reign during which the person in question
was Fspedally Prominent {as i\DA565]. Genealogy, however, is classed in CS.
.It will be observed thas tlﬁ{igqﬁence of subdivisions under coilective biography
15 not uniform for al] countries. The final form used, for instance, in DL [See
DL44] is an advange.pyér the one first adopted as, for instanée, in DD {cf
DDs8s, I)‘DIOU and LBI58], but because of the mass of material involved, it was
deemed Inexpediedt’to strive for absolute uniformity at present, particularly as
the change Js ot of essential significance,
‘ The gggs:(.l works, which in the more important countries are subdivided
into tf{oss, written before 1800 ang those since, are as a rule followed by the
so-called general special [See DP10T and DPI03], which might well be termed
hehminor or pamphlet material of general import.
_ eral the special topics of military, naval, political and
dlpl?matlc hls.tory com:es next, but the moI;e special matr;-ial is clasP;ed with the
Eeru?ent‘v\}aenod or reixgn or event, the treatment varying with the individual
country. orks on political and constitutional history are, however, classed in J,
m;emz;uonal law in _[X, and military and naya] science in U and ’V
dep";n‘ﬂ;gﬁi‘;fi“;npgéofmgmsions.there is .considerable freedom of treatment,
of the historical sitzation u']l.:l‘ltﬁcs}'f lge'r.ature me}lved at.ld now on th? signiﬁcal'fce
stance, biography ang r - Obtains also'm the individual reigns. For in-
after the sonces et moirs have in some instances been placed immediately
otuments [See DK219); in others and more generally in
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the later schemes, at the extreme end of the pertinent reign or period, where, by
reason of their magnitude and miscellaneous character, they constitute a better
group than immediately preceding systematic treatises. .

At the end of each country division are placed the component provinces and
districts, rivers, lakes, mountains, cities, towns, etc, [See, for example, DD701-9011,
Here is classified everything within the scope of history and description having
distinctly local interest. Only when it has a more general bearing does a local
event go with the general period or reign, while colonial history as a whole is
regularly classed in JV. :

Other details have been incorporated in the index, where it is felt that the
average user of the scheme will look for guidance, and which has been constructgh,
from the viewpoint that it is an integral part of the scheme of classificatioh.?

(b) Class P Language and literature~—This group is one of the ost
extensive in the entire classification. It is divided into different schedules

S

as follows: .

P-PA Comparative philology; classical philology and literature
PB.PH Moedern European languages ’
PJ-PM Languages and literatures of Asfa, Aftita, Oceania, Amer-
ica; artificial languages ¢

PN,PR,PS,PZ English and American literat e; fiction in English;
juvenile literature a\

PO opt. 1 French literature o\ ¢

PQ pt. 2 Ttalian, Spanish, and Poertuguese literature
PT pt. 1 German literature &

PT pt, 2 Dutch and Scandinavian liceratures

One of the most interesting\and amazing schedules in the whole classi-
fication is PA Classics. Tfpresents an alphabetical listing of Greek and
Latin authors, down to’the very minor ones, with dates of each where at
all possible. The arrgfigement is based on the traditional Latin form of
the writer's name,, Litles of works are listed, even when only fragments
or merely the titlés’have survived. The schedule includes 2 list of authori-
ties Comu“,ed%" the course of its preparation.

The othen schedules contain lists of authors, but not in the same full-
ness. The)student should pay particular attention to the various tables
that gy be used for individual authors. '

Fiction in English is classified in PZ3, Other literary forms are not sepa-
rated as they are in Dewey, a feature which is found to be very satisfac-
tory in the college and university libraries that use the scheme. Such
libraries generally desire to have all the works of an author and all the
books about him grouped together.

(4) NoTaTioN.—The notation is mixed, that is,
and numbers. Capital letters are used singly and in com

‘Washington: [Govt. prinf. oft.].

made up of letters
bination to sig-

lgzg:si,_if;i?mry of Congress, Clgssification; class D (
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nify subjects. The topics or divisions under these subjects are expressed
by arabic numerals arranged consecutively within a group. For cxample,
Fine arts is N, Architecture is NA, and within both of thesc groups is a
series of mumbers beginning with one and running in sequence. Many
gaps have been left in the numbering, making it possible to expand by
adding whole blocks of unused numbers,

Numbers already used can be expanded by the use of decimals, as in
DAB6. The use of decimals does not mean that the Library eof Congress
scheme is a decimal system, nor do the decimals always imply su barrang\-
ment, ‘They are used because o whole number is available at thatpar-
ticular place. .Al to .A6 or .Al to .A8 are frequently used to grofip, ‘one
phase of a subject immediately before another. For example, unde™\DD156
Houses of Hapsburg and Luxemburg, .A2 stands for Sourcey and docu-

ments, while General works are arranged alphabetically by author under
ASZ. A\
Mr. Martel says:

N\

The practically unlimited flexibility and expansilQi.t}\bf the Library of Con-
gress classification, the variety of notation deviges for subdividing subjccts by
form, local, or subject subdivisions without résbriing to excessively long and
complicated marks or symbols, permits not only the addition and incorporation
of new subjects in the schedules wherevex\desired but would make it possible

with a threeletter symbol to substitute ;gir:'ldual]y class by class an entirely new
set .of schedufes.? N

* (a) Form and geogmpbi@"&
come first under each major s
collections, dictionarieq, “offici
as the geographical,di'\figions,
fies their use. In 4fe. geograph
Ineaning, foﬁrﬁeparate tabl

divisions——The general form divisions
subject and consist of periodicals, societies,
al records, etc, These form divisions, as well
¢ repeated under every topic which justi-
ical tables the letters do not have a constant

Yacs " A es .A8 may mean Australia or Arkansas. In
placing: these, geogr 2phical and form divisions at the beginning of each

fflea:sj c;hf‘ Classifiers have rendered the dividing line between the classes
ojlf;,\igmct& To. some classifiers there may be a distinct advantage in
Ez:th B ng Uneer a country al fhe subdivisions of a subject in logical order
er than with the theoretical works; but, in comparison with other

syst . e .
ystems, the lack of form ang geographical divisions makes it seem as if

there is a great enlargement of the tables in the Library of Congress

i . Lt 1 nt
features of an ideal system o » two of the importa
mnemonic value,

are lacking in thj
{(5) SercraL s e,

TABLES AND SPECIAL ARRANGEMENTS UNDE

7 Charles Marte] “The Libra
" of G
Putnem (New Haven: Yale unry 10

R SUBJECTS.——

: sress classification,” 1
V. pr,, 1920), p3gg.ag ¢ Los4s offered to Herbert
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Special tables contain directions for subdividing a class more minutely
than in the general tables. Many of these are definitely devised to cover
the one subject to which they apply and are seldom suitable for any other
topic. It is by means of these tables that logical and minute expansion
can: be accomplished. They appear either at the end of the class or are
incorporated in the body of the schedules, A reference is made in the
schedules to the tables to be used in each case where special arrangement
is desirable,

The beginner will find the use of the special tables difficult. It is to be
regretted that more explicit directions are not printed to explain’their
use. The following interpretation of the tables, accompanied by exdmples,
may help the inexperienced. "\

Since the regional subdivision of topics relates more often to the United
States than to other countries, a table covering this coupty is frequently
given in detail in the body of the schedules. A supplémentary table for
other countries, to be used if desired, is added at thé\end of the schedules,

Geographical subdivisions are designated in.seyeral ways: by a series
of numbers assigned to a place in the reguldrsequence of numbers; by -
a decimal number attached to the primarysumber; or by Cutter numbers.

The minuteness of the geographical division is dependent upon the
subject to be divided. In some casegithe continents alone suffice, or per-
haps the nations of the world; inlothers it may be necessary to classify
down to the smallest geographical division as is often the case in class D.
Descriptive books are verylclosely classified. For example, under DQ
Switzerland one finds the@wmmber 841 assigned to regions, pea.ks_, etc., w1tI-1 _
_provision made for @ividing this subject again alphabetically by indi-
vidual peaks by means of Cutter numbers; e.g., books treating of the
Jungfrau (Cutter(J8Y would be marked DQ841.J8. -

Emphasis is-offen given to one city of a country by assigning a whole.”
block of nyders to it, while other cities of the same country ar¢ cc[vered
by includi,f;g them under one number and arranging them alphabetmall'y.
For cxamiple, the symbol DF has been assigned 1o Greece, and under this,
Athenis obviously needs special treatment. Accordingly the numbers 915-
985 are assigned to Athens, and other cities of Greece are arranged alpha-
betically under the one number 951, Books about Thebes take the symbol
DF951.T3. o .

(@) Geographical tables in H Social sciences——This class. has been
chosen as an illustration because it contains “floating” geog:raphlcal .tables
which may be used to divide subjects not otherwise provided for in the
classification. These include tables for American cities and states, and a
table of foreign countries. ' lained

The “Table of geographical divisions” in class H may be best exp aine
by analyzing a symbol. Taking the subject, Labor literature and history
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tlater) for France, we begin with HDS8101.8940, vrvhich is the group QI-
numbers assigned for countries other than the United Sl:.ates. Table VIIT
is indicated. Turning to this we find France has been assigned the twent
numbers beginning with the 321st and going through the $40th. Of.the
series of numbers 8101-8940, assigned to countries other than the United
States, the 321st number through the 340th belong to France; that is, 8491
through 8440. The table of subject subdivisions assigns the tenth number
to Labor literature and history (later). The tenth number is 8430, There-
fore the mumber for Labor literature and history (later) for Trange, is
HD8g430. A

(b) Subject sybdivision tables——An example of such a tablevigigiven
in J Political science. We find a table of subject subdivisions apder states
in JK2700-9501. This table can be applied as follows to cldssity the jour-
nal of the New Hampshire Constitutional Convention of2918. The num-
bers for New Hampshire are 2901-3000, and the table" gives history by
period {(date of constitution or constitutional treatisg) as 25, or the twenty-
fifth number in the group of numbers 2901—3000’\}‘1&ich is 2925, Since this
publication is issued in the form of a journalNA95, taken from the sub-
division of the table, is added. The whole:s}nmbol, therefore, becomes

JK  Constitutional history-—I58.
2925 New Hampshire constitlitional history (by period)
A918  Date A\,

-A25  Journal 2

Ny

{¢} Form division tab!s:gh\——-o

1hlés, ne of the most general tables for forms
is that in AS General Works,

Societies. Here the simple notation is as

follows: K
£ : N Al Periodicals
> A2 Yearbooks
\J A3- A4 Congresses
\§ A5 History, handbooks
N A Local
e A7 Directories, lists

A7 Individual societies

be ad 1y subdivisions under country in AS
& Is assigned in the schedules, Tt will be noted that

. ¢ applied to any class is
,-of the Library of Congress, as follows:

Uncller many subjects it js advisable 1o
beginning of the class, and the notation
fectly feasible, as the PToportion of surp

Place certain forms of material at the
is manipulated to this end, This is per-
ames beginning with A is smail, .Al to
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AS or Al to .A8 may always be reserved when needed, and authors’ surnames
beginning with that letter find room under .A7 to .A® alone if .A1-.A8 has been
set aside for other purposes.®

Fixed tables are illustrated by Z5001-8000 Subject bibliography. Three
tables to be used with the various subjects are given; the one to be fol-
lowed in cach case is indicated by a symbol before the subject.

Ceneral works ., . . . 7i6l

Early works . . . . . 7182 ~ -
Periodicals . . . . . . 7163 \
Topics . . . . . . . 7i64 O\
Tocal . . . . . . . 7185 K™
Catalogs . . . . . . 7166 l,\

Special Lopics, 27164, is divided by subject and a ta]'ﬁlé“is given with
the Cutter number for each. {\*

ExampLe: Massachusetts. Bureau of statistics.\Jabor bibliography.
Z Bibliography e \\d
7164 Political and social sciences. Spedial topics
L1 is the number given in théstable for Labor
M4 is the Cutter number for Massachusetts

Regarding the tables Miss Laws, jé’ai@:

No table should be slavishly followed, but shouid be amplified or modified as_
exigencics arise. As books are M0t screws, turned out by machinery, according to
2 mathematical formula, hut ﬁresent infinite variety as to form and content, an
orderly arrangement rciglités the comstant exercise of ingenuity and common
sense. An example iHustrating this point may be taken from the Literature
schedule (PN—PR—PS{PZ‘). In Table VIIIa the literary forms of an author’s works
are placed in t iﬁolloxving order: 1. Novels, 2. Essays, 3. Poems, 4. Pl?fl}'ﬁ. If an
author is pre-epdifiently a novelist, his novels take precedence. If he is a play-
wright par eesilence the dramas would take first position and the novels be
relegatedito fourth place, and so on. If the author has written nothling but
POEY{Y»;iS: it necessary merely for the sake of uniformity to crowd all his works
1@@16 third section and waste the others?®
ar with the tables is to
se, buy the Library of
which are printed
mbers will fur-

The hest way for the student to become famili
select certain books which will illustrate their u
Congress cards for them, and analyze the call numbers
on the cards, The following Library of Congress order nu
nish the student with printed cards giving examples:

8-1444 14-18604 9911012
9.1497 16-24609 29.20511
12-17232 17-21830 9522065

" U8, Library of Congress. Classification Division. Author notation ir; the Library of
Congress, by Anna C. Laws (Washington: Govt. print. oft., 1920, p-13-14.
FOp. cit,, p.as.
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The advanced student will want to examine Miss Grout's explanation

of the tables.1¢

Editions of the schedules.—The schedules have been issued in a pam.
phlet edition, Each main class has been printed separately with its own
title page, imprint, and independent paging. The size of the schedules
varies from sixty-three to more than six hundred pages, and the price
ranges from ten cents to several dollars. Several classes have already heen
revised and printed in second and third editions. The schedules are sold
by the Superintendent of Documents in Washington. The Library ofQon-
gress supplies stips containing additions and changes in the clagsification
schedules. These slips may be obtained on application. S

Indexes—As each class is completed, an alphabeticaly index to the
class becomes an integral part of the schedule. While this4ndex is relative
(that is, it refers to all aspects of the subject), it doeg not give all refer-
ences to the same topic appearing in another maitgldss. This is not pos-
sible since the schedules are printed at different tintes.

The indexes are very full, including geogra;%i&l' entries, personal names
when used as subjects, names of battles, aid other topics frequently omit-
ted from such lsts. References are madéfrom different forms of names
and attention is sometimes directed i related subjects, as, for example,

Bohemia, see also Czechoslovak Republic. A sample of the index in N
Fine arts may be cited. N\ '
Religious agt{ N7790-8190
Architeeture NA4600-6113
Monumeénts NB1750

Pg}lrit.ing ND1439
\ I:mi'ts NE1675, 1712, 1722, 1732
\.“Scu]pture NB1910
té&

The pr&éd:list of subject headings of the Library of Congress has been
mafle to g but it is naturally limited to those terms

However, this list does locate ma
in the indexes printed with each schedude, It is probable that a complete
be issued as soon as ali schedules have been

Advantages and disadvantages of the scheme.

2 library finds in using the L, . ~—The advantages that

classification are:

1. Class numbers are printed on 1. C. cards
2. The notation is elastic. ‘

°C. W. Grout, dn f i .
Congress clasgf explanation of the ables used in the schedules of the L.

i ; 1 ibrary of
ation. (N. Y.: School of Library Service, Columbia univ., ¢l 10

940), 108p.
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3, Each class is printed as a separate unit which may be
(a) shelved in the stacks by subject
(b) shelved in a departmental library
(c) shelved in classrooms
(d) used as desk copies by classifiers.
4. Country and local subdivisions fit particular subjects and are not applied
uniformly throughout.
5. The L. G. list of subject headings can be used as a relative index.
6. It was developed by competent classifiers for actual application to a very
large collection of books. ) ~
7. The subdivisions are minute. '
. It is fostered by the National Library. O\
9. It is an effective and economical scheme to maintain since it emanates from
a growing library. A
10. It contains valuable bibliographical information, especially, fn P Literature,
11. The scheme has many features that fit in with the organigagion and needs of
university libraries, O

o

Among the disadvantages are: : K7\
e

1. There are no directions for its use. 2\

2. There is as yet no complete index. o )

3. It lacks mnemonic features. o

4. The scheme is of such magnitude.}: ¢

3. Aids in the use of the ,c{ilssiﬁcaﬁou.—L. C. call numbers are printed
on the cards in all cases wQ‘er’e the schedules have been completed. Some
libraries follow these mﬁbers as printed, in some Cases accepting the
haok numbers as welbas the class numbers. While these printed numhbers
are considered an a:ti\vantage to classifiers, they are not always a decidi.ng
factor in determaifing the adoption of the L. C. classification by li.branes.
They are sigﬁﬂy’ another, though important, advantage to b-e gained by
using thf—" G}iStCm. They have proved a great economy to classifiers and of
materigl gssistance in deciding difficult questions, even when another sys-
tenfofclassification is being followed. N

Classifiers depending on L. G. catalog cards must guard against :jlccept-
ing 2 symbol which does not fit the needs or practice of 2 local library.
This applies particularly in a university library where faculty and depart-
mental library considerations may have to be taken into account.

4. Use of the classification by libraries.—More than iwo hunfh‘Ed and
thirty libraries in this country and abroad have adopted the Lll?rary_ of
Congress classification in whole or in part.}! They include university,
special, and governmental libraries. Very few public libraries use the

2 The dnnual report of the Library of Congress for 1986/57 conteins a Tt of libraries
Sing the classification. The subsequent reports have added new names to the list.
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scheme: one is the reference department of the Boston Public Library.

College and university libraries have adopted the scheme in consider-
able numbers. Professors and students commonly want their books classi.
fied closely, and they find that the plan of the L. C. classification is in
accordance with their needs.

The large library will probably find the L. C. scheme more satisfactory
than will the small library, unless the book collection of the latter is lim.
ited to a special field; in that case the L. C. classification may be the hest
yet printed, For example, a special music library would doubtless find the
Music schedule 2 most satisfactory scheme to adopt. It was worked eu by
O. G. Sonneck and embodies the results of classifying a represequative
music collection. Mr. Sonneck says in his preface: AN\
A dassifier of fair talen and skifl could without much difficulty [ﬂ@gfésco;;e" our
scheme into a suitable instrument for any collection of any size, by cunceling
unnecessary subdivisions, by substituting subdivisions neededifér his special pur-
poses, and by rearranging at his convenience the sequencd BE tertain entries,

This statement is probably true of many classes,Put only the classifier of
at least “fair talent” should undertake such changes,

5. Government recognition insures the elassification.—The fact that
the schedules are printed as government ’qlo'cnments and may be purchased
at low price brings the L. C. system within the reach of most libraries and
many individuals, With the Natignap Library behind the enterprisc we
may be reasonably assured that thevclassification will be kept up to date.

Q) :
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Thus far in our study we have tracedg.h’é:books to the shelves where they
are grouped by subject. There is yet no secondary arrangement by which
a given book can be identified, This secondary arrangement will be dis-

cussed in this chapter, togethérwith the shelf records that are consulted
when book numbers arei@ghed.

\ I. Book Numbhers!

qe ~RBefore beginning a discussion of the marking of books
so that theY{l;?Y' be easily located or replaced on the shelves, the student

should .ha\:}(é\l mind the following definitions based on Cutter’s Rules
for a dictionary catalog.
N©

1. Definitions:

Cldss number or closs mark—One or more characters showihg the class to which
a book belongs, In 3 . -

elative location thi h
book on the shelves, Y | s number also shows the place of the

! Bertha R, Barden_'s Book

N numb, '
nection with the first part of o7s {Chi

. ago: A.L.A., 1937) sheald be studied in con-
this chapter,
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In the following example, 820.7 is the class mark and R74 the hook
number; together they form the call number.

The same call number at the)
right will appear in this form
on the catalog and shelf cards,

8207 The voluM& number, omitted 890.7

R74  here, will appear in the colla- tpoy

v.5% tion on the catalog card; the
+shelf card will have volume
and copy numbers noted after
the title.

The call number at the right
will appear on the back of the
book if the work is in more
than one volume.

2. Author arrangement under subject.—An .alphabetical atrangement
of authors is usually adopted under each class or subject Hecause it is a .
convenient means of locating books and because it enahles all the works
of one anthor who has written a number of books e ene subject to be
brought together. The books are then arranged, o‘n ‘the shelves in this
order: (1) subject, (2) anthor, and (3) title.

3. Symbols for marking books— PN

Markmg wzth class number tme —If \tbra.nes use no book numbers
the person shelving the books. If t.he authors name, which s to furnish
the secondary arrangement, does) ‘ot appear on the back of the book,
what name is to be selected frdn the title page? If the author has written
under two or more names as did Birmingham, are the books to be ar-
ranged under the twqgnﬁmes and thus become separated? When two
names are mentioned;, which name will be chosen? How are books to be
shelved which have'wo author, that is anonymous books? What will hap-
pen if there arg §€veral editions of the same book, perhaps with different
title pages? Wall'these be kept together so that they can be found quickly
to serve Q@’a‘eader who may want the fourth edition and will take no
other? {\

Thése and many other questions will arise in the mind of the person
'who wishes to replace a book after he has used it; and the assistant whose
duty it is to keep the shelves in order will meet the same difficulties.
Libraries which use no book numbers commonly write the author’s name
(often with white ink) on the spine of the book if it is not already printed
there, If several names have been printed there, which frequently hap-
pens, the author’s name is underscored.

If no individual symbol is given to a book, there is no short-cat refer-
ence for the call system, and the reader is forced to copy the author and
title each time he uses the catalog.

If no symbol is used, less difficulty is encountered in shelving fiction
than in shelving classed books. The arrangement of fiction is not so im-
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portant; there is less confusion with other namcs, such as editors ;%nd _
illustracors; and readers of fiction do not expect the same exact service,
Many public libraries omit the book number from these books and find
the plan very satisfactory. There may be, however, some confusion on the
part of the reader when ke finds no call number on the catalog cards for
fiction. All cards, other than fiction, have a symbol by which the reader
asks for the books. The words “Copy auther and title,” or the word
“Fictlon,” stamped where the call number usually appears, might solve
the difficulty. N\
Marking with the call number.—The second method of locating Wocks
on the shelves, that of adding a distinctive symbol to each bookymay re-
quire more work in the catalog department, but it will ddubtless save
both time and effort at some other point along the line ing¥Bich the bock
travels. Time may be saved in getting books ready for, the shelves by the
first method but it may be wasted in finding thethThe book number
itemizes a work completely and provides it with asorthand designation
which can be used in place of the author an@ititle; less thought is re-
quircd of the assistant who shelves the hooksy a mechanical sign is fur-
nished which is sure to place the book @ 5ts proper pigeon hole; the
work is done once for all because the mumber is assigned when the book
passes through the catalog departmg’:ili.’ No matier how many times it is
handled thereafter, its location omihe shelves is clearly indicated even if
someone has considered the author to be Gilbert Murray instead of
Euripides, <\
L 3
I%QEP_IP_E?I}O_F{S ha\’_le__s_?_ Cﬁg\ﬁdvoqtﬁs. Some libraries feel that book nura-
bers are altogéther sqpq?ﬂiibu'é;' that while exact order m ay not always be
maintained on theghelves, especially where readers have direct access to
the books, this jdconvenience js slight compared to the work involved in
assigning themd.{The point is also made that time is saved when the book
number 15 .th written on hook cards, catalog cards,"znd other records.
Thosp who favor the use of book numbers are convinced that the time
saveddayithe catalog department in not assigning them is more than offset
_ by f_hé hours lost in hunting for books misplaced on the shelves and by
- the"Inconvenience of having no complete symbol for the charging system
and other records. The reader, whe has little time to copy authors and

titles and specify editions, usually appreciates call numbers, He has a far
better chance of getting what he asks for.
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made by those libraries which are anxious to try the no-book-number
‘plar and are not yet wholly convinced of its advantages. Some libraries,
after discarding book numbers for nonfiction, found the results wnsatis-
factory and have gone back to them.

4. Cutter numbers.—C. A. Cutter, who furnished many aids to cata-
logers, worked out the first set of tables for assigning these numbers. The
author’s last name is matched with the letter combinations in the tables.
The initial letter of his surname is retained for the book number but the
rest of the letters are replaced by the appropriate numbers taken from. the
table. If we look up the name W. J. Rolfe in the section of the table of
book numbers here reprinted, we find that it is represented by R747,since
W. Rolfe will come after M. Rolfe but will precede Roli. Rolleéfon would
be R751, and Romanes would be 758 because it falls between,Romau and.
Romano, O

Rol L)
Role 43
Rolf 4 \746

_ Rolfe, ML/ 747
Section from the Rgli‘ k 748

Cutter-Sanborn R4 49
three-figure table: Rolles 751

+\ Rollo 755
«\% Roman 758
%", Romano 759

The table usuaily recoquended today is the Cutter-Sanborn_three-
ﬁgure alphabetzc t;a.h&, which i an ifidépendent scheme, not an en.large-
ment of the Cutter two-figure table. Full directions for its use are sent
with each set of tablc&. The Cutter two-ligure alphabetic order table is
suitabie for librar{es of less than five thousand yolumes but should not be
purchased for lar@er braries. If, however, the two-figure table has already
been in use\n the library and an extension is needed, a Cutter three-
figure tabIe, which is an enlargement of the two-figure, is available.

Thesstadent should assign numbers to actual books in order to under-
stald Wow the symbol is selected. The Cutter numbers have been worked
out t2 meet the requirements of brevity, simplicity, and utility (i.e., capac-
ity to serve some purpose besides that of an arbitrary mark).

Length of the number.—Book numbers based on the Gutter-Sanborn
table may be shortened by using one letter and two figures in all classes
except fiction and individual biography. The symbol for W. J. Rolfe then
becomes R74 instead of R747, The number of books by authors whose
names begin with the same letter and whose publications classify in ex-
actly the same place is too small to make three figures necessary except in
large libraries.

Small libraries may use a very simple book number, The initial of the

~
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author is sometimes enough, but if more is needed a figure or a title letter
may be added, eg.,

R for the first book by Rolfe in a definite class
R2 for the second book by Rolfe in the same class
R3 for the third book by Rolfe, and so on

or
R, Rb, Re, Rd, and so on,

In reference and university libraries the advantages of brevity and sim-
plicity may be outweighed by the value of a number which gives addéd
information or effects a closer grouping and which thus enables the Jibzar-
ian to make available more quickly the books on a special phdseof a
subject. Therefore, these libraries often use elaborate numbers.

_ Book number dependent on catalog entry.—Before the €iitter author

table is used, the correct author entry for the book in haud must have
been determined. No book number can be assigned util the main entry
has been chosen, since the arrangement of books or\the shelves depends
on the same author eniry as the one used in th tdtalog. In other words,
the Cutter number must always be taken frém ‘the main catalog entry
unless a special exception is made. S, '

Distinctive call numbers—After the.@utter number has been chosen,
it is added to the class mark to form théeall number, Should the identical
call number be already noted in the*shelf list, some variation must be
made since no two call numbers&hould he exactly alike if each title is to
have a distinctive symbol. If there are seventy-five thousand books in the
library, all of which differ’ipauthor, subject, title, or edition, there must
be seventy-five thousand’$ymbols by which books can be distinguished.

(1) DISTINGUISHING BETWEEN CONFLICTING CALL NUMBERS. Authors
who have the same surname and whose books are classified together would
. ?ften have the same call number if some differentiating mark were not
introduced. $ugh authors can be distinguished by adding an extra figure

to the Cuter ‘numbers. The alphabetical arrangement may not be exact
u.ndel;,\t\h“ese circumstances, especially if the books do not come into the
libraxy at the same time. The number added is not taken from the Cutter

table; it is added arbitrarﬂy, but with reference to the forename of the
author. For example:

8616 for Sinclair, B, W. Bi .timber
56165 for Sinclair, May. Tl%e belfry

If there are many books by May Sinclaj inclai
1 Yy Sinclair and only one by B, W,
the order given above may be reversed. yone By B W Sinclsi,
The same method of distinguishing authors is

not identical, happen to take the same Cutter nu
(2) TrTLe DISTINGTIONS.——Two books writt

used when two names,
mber in the table,
en by the same author
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and falling into the same class are distinguished by adding to the Cutter
number the first letter of the first word of the title not an article, For
example: W. J. Rolfe’s Principles of teaching English literature would
take the call number 820.7 R74p to distinguish it from his Elementary
study of English also classified in 820.7. A title letter is commonly added
to Cutter numbers for fiction because of the number of books in that one
class. - :

Books known by more than one title are distingnished by using the
title mark for. the best known one. This will insure that all copies of the
work are brought together, eg,,

N
R

811 L85h Longfellow. Song of Hiawatha R\,

In this case the title mark is taken from Higwatha as the name by which
the varjous editions of this poem can be conveniently shelved. '
Two titles by the same author in the same class and beginning with the
same letter are distinguished by adding the second\Jetier of the title, e.g.,

842 M18m Maecterlinck. Mary Magdaﬁrie
842 M18mi Maeterlinck, . Miracle.0f Saint Anthony
842 M!18mo Maeterlinck. Monna\Varna

Titles beginning with the same two}gt’te:r:s are distinguished by selecting
two letters from each title so as to sceure alphabetical order, e.g.,

P844m Porter, Elearior. Miss Billy
P844mb Porter, Eleanor. Miss Billy—married
P844md Porter;\Eleanor. Miss Billy's decision

Numbers for specga}}}l&sses of books— _
(1) Eprrrons.—-1t*is important that all editions of the same title
be kept together sd.that they may be used comparatively. These may be
marked in varigus ways. _ _
One plan i\t use the Cutter number in the regular way, adding to it,
first, the l‘:iﬂé letter and, second, the number of any edition after the
first, asi e
8257 S78¢ Spalding. Text-book on roads and pavements. 1894,
625.7 873t3 Spalding. Text-book on roads and pavements.
3d ed., rev. and enl. 1908.
625.7 §73t4 Spalding. Textbook on roads and pavements.
4th ed., rev. and enl. 1912

If the title letter ¢ was not added when the first book was received, an ¢

should be added before adding the number of the edition. This will guard
against any other title coming between the editions. For example:
573

§73a3
$73ad
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Another plan is to use the date of publication after the Cutter number.

625.7 625.7 625.7
§73 873 573
1908 1912

This makes a longer call number, and for that reason it is not so often
‘used by public libraries. The date has a real meaning which is not ap-
parent if the first plan is used. It is used by large libraries especially for
shelving books in Science. A
(2) Grrricisas, COMMENTARIES.——A criticism or commentary should
be shelved with the work to which it refers. In this case the Cuttémnum-
ber is taken from the author of the book criticized and not fron(the author
of the criticism. For example, the book number for The makal system of
Dante’s Inferno by W, H. V. Reade is taken from Dante s;“o: that this work
may stand with other works about Dante’s Inferno. The'call number then
becomes 851 DI9i. So that this book may be shelved\alter all the editions
of the original work and with other criticismysthe letter ¥ (indicating
criticism) as well as the initial letter of the auth0r’s name is added to the
book mumber, The number then becornes"851 D19i.Yr. The same plan
and symbol may be applied whenever it is.desirable to have a commentary,
cl:iticism, ot biography follow the origittal work. If it is desirable to keep
dictioraries in another group, Z may*be wsed. A Dante dictionary would
be marked 851 D192.7, Some libraries omit the period before the letters
¥ and Z and write D192Z, R
(8) BioGRAPHY.— _Thipse libraries which adopt an alphabetical ar-
rangement by biog:raphe or individual biography will take the Cutter
number from the subject, or biographee, rather than from the author of
jectds to bring all the biographies of one person together
SC ¢m under the names of the authors writing about
them, All boaks ahout Lincoln must be under L, all about Washington
under .W",za 50 on. These are then arranged secondarily under author
by adfl,leg’ ‘the initial of the author. For example: .

) Charnwood, G. R, B., baron, Abraham Lincoln, L756c
Johnstone, W. 1. Abraham Lincoln, the Christian, L736j
Lamon, W. H, Recoltections of Abraham Lincoln. L7361
Mace, W. H, Lincoln, the man of the pecple.  L786m.

.Sometimes biographies are valued hj
tribute to the field of endeavor, such as
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from the author of the book. For example, George Iuness: the men and
his art, by Elliott Daingerfield, would be classified in 759.1, and in order
to keep all of the lives of Inness together under this class, the book number
is taken from Inmess, The call number thus becomes 769.1 158d. The 4
is taken from Daingerfield.

If the classification schedule does not provide separate classes for indi-
vidual and collective biography, a book number may be used to separate
the two groups. The book number Al may be used for collective biog-
raphies followed by a letter for the author’s name. ' ~

(4) "TranstaTIONS.—-If 2 public library using Dewey does not sitb-
divide its Literature by periods but keeps, for example, all Greek\poetry
together, some provision may be needed for assembling the tfanslations
of one title by language. This may be done by adding a ]etgef:designating
the language after the Cutter number, as in the following cases where
883 HY6 is the number for Homer: _ o\

1liad, tr. by Pope. 883 H7GiEp )
Hlias; tibersctzt von Voss. 883 HIHGy
L'lliade: tradotta da MontinG888 H76iIm

In the above illustrations E, G, and 7 ad@ednfter the Cutter number stand
for English, German, and Italian tran’siaiions respectively, and the small
letters following are the initial lergers of the names of the translators.

5. Special schemes.—Several special book-number schemes have been
developed and are described i Barden's Book numbers.® They apply par-
ticularly to the arrangement.of the books by and about an author. In the
thirteenth and earlier editions of the Decimal classification special schemes
for Shakespeare, Spenser, and Milton were provided.

6. Special location marks.—Books belonging in a special room or
group, or fOrI,nilngna special collection, are often designated by a letter
prefixed to thedeall number, e.g., M for musical scores, J for juvenile liter-
ature, and 3R for reference books.

Symbolsare also used to designate the special shelving of a book which,
beeduse™of its format, cannot stand on the regular octavo shelves; e,
F added to a call number designates the book as a folio. This letter im-
mediately tells the assistant in search of the book that it will be shelved
in a special section. Dummies are sometimes used to show that books are
shelved out of their regular place. These dummies usually contain the
call mumber, author, and title, and give a refercnce showing where the
baok may be found. Another means of identifying books shelved out of
order is to keep a card list of them. This is an aid to the assistants but
not so useful to readers. Such a list in sheet form, typed and posted at the
ends of the cases in the stack or open-shelf room, is 2 better device. A list

204, cit., p.20-29.
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of dummies should be kept, or a note of the irregular location should be
made in the shelf list,

7. Library of Congress author notatios.—The Library of Congress
often makes 2 book number an integral part of the class number as we
have noted in studying its classification system, "Therefore, great impor.
tance is attached to the use of this symbol when the L. C. scheme of
classification is used. B

The Cutter threefigure table is used by the Library of Congress as a
basis for assigning numbers to fiction, and the CutterSanborn three-
figure table to all other classes, but there are numerous exceptions hécause
neither one is strictly followed. Many tables in the classificatiof bcheme
serve as general guides-in the ise of the symbol, but there arg almost no
precedents for special contingencies. P\

‘The Library of Congress always employs a decimal point before the
first Cutter number, as DF951, T8R4, NS

The most common rules and variations used by the-Library of Congress
are set forth in a pamphlet by Anna C. LawspAtithor notation in the
Library of Congress.® The author designation s Yeduced to 2 minimum if
there is only a small number of hooks in@glass, but it may be much ex-
tended in another group if the entries ate riimerous. Double Cutter num-
bers are often used; the first numberiis part of the classification scheme
and is used to designate the subdi?'}'sién within a class; the second is the

~

n connection with any classification stem wherever it is desirable to ar-
range a large subject alg}:abétically by topics or by smaller subdivisions.
A'n.alphabetic_al scheme might be followed for a class like 663 in Dewey by
giving Cutter numbets Yo Chocolate, Cocoa, Coffee, Soda water, Tea, etc,

The same methogLi} shggested under 394.268 in the Decimal classification.
i

NS
N\

N IL The Shelf List

&

Sinqa{fg?ery. syfnpol which stands for a book must be distinctive, i.e.,
st:m:{ for an mdw.ldual book, there must be an accessible key to all such
cal fiumbers, This record is to be found in the shelf list.

hi ;11;]1? eﬁniﬁt:;l.——The shelf list is a catalog of books in the order in
whic] €y stand on the shelves, Each title is d i
the author, tidle, edition, num ' represented by a card giving

thor, ber of volumes (if more than one), nummber
o.f copies (if more than one), call number and such other items as the
library def:ms necessary. The call number deterthines the arrangement of
the cards in the shelf list in the Same way as it has already determined the
arrangement of the books on the shelves,

2Us. Library of Congress. Classificati ivisi
. cation Division, Auth tation i i
Congress, by Anna ¢, Laws (Washington: Govr. Pprint. off?,r 1?;0?1;}?;;.;” fhe Libray of

Ry



Book Numbers and the Shelf List - 95

2, Uses.—The shelf list is a very important record for all departments
of the library. It is not generally used by the public except when parts of
it are consulted or duplicated to furnish 2 classified catalog. The shelf list
serves in the fotlowing ways:

As a key to the call numbers—Knowing the call number, one can
ascertain from the shelf list the author and title for whicli that call num-
ber stands.

As a check against duplicate call numbers.—As a new call number is
assigned, the shelf list record must be consulted to see whether that mh
ber has already been used. A

As an aid to the classifier—In a general but systematic way,/this
list furnishes the classifier with a record of all the subjects represented in
the book collection. It is the classification schedule filled<inwith book .
titles. The scheme is no longer a skeleton; the pigeon holes.into which the
books fit are occupied, and there is before the classifien, in card form, a
workable and logical display of the titles in the Ii@ary.

The classifier has in this list an invaluable tgolto aid in insuring uni-
formity and consistency in his work. By rgfe{énce to it he can see at a
glance just what hooks have been classified\in a given group, how certain
subjects are growing, what types of book§are being assembled in a certain
division, how the whole collection igdeveloping, and what precedents are
being established from which ruleyfor classification may be formulated
and policies fixed. X :

The shelf list furnishes,a“?uide in bringing together closely related
books and also shows theéiextent to which classes have been divided and
subdivided. This is thé ijecord on which the classifier depends to keep the
collection harmoniet(s! If he does not consult it, inconsistencies may re-
sult. Thus, one Book on the subject of the gold mines in South Africa
might be clasgified with other books on gold mining, and the next one
might be pat with general mining books arranged by country. ‘When
quantigie\:i Of books are being classified, there must be such a record to fur-
nish/afery zones where one may pause and survey the road before attempt-
ing toAraverse it; the shelf list is such an oasis for the classifier. .

4s a classified catalog.—This use of the shelf list is elaborated in
Chapter XIT in which the classified catalog is discussed.”The use of ana-
Iytical entries in the shelf list is also discussed in that chapter.

As an inventory record.~It is customary for libraries to tsze inventory
from time to time by checking each book on the shelves against the shelf
list, Every copy must be accounted for, whether it is in the stack, at the
bindery, in the open-shelf room, on the reference shelves, on the mendmg
shelves, or charged out to an individual or an agency. As a result of this
inventory the library has a thorough revision of its shelves and.a clear rec-
ord of missing books.
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As a measuring stick for the | {qggﬁgﬁffgﬁon.—The librarian can,
through the shelf list, survey the book collection, know the proportion
between the classes represented, see the weakness and strength of certain
subjects, and be guided in making additions. By watching the shelf Iist,
one can gauge the size and character of a class and save an overzealous
assistant from using too large a share of the budget for works in that class,
If there is a demand for books on the drama, for example, there is great
danger of overloading in this group and so of getting an overstock of vol-
umes which may have only temporary value, N\

ds a his&qgiﬁgg_gg_dmg_mtjggiqql record of the book collection. _Shice
the shelf card shows the number of copies of each title, the 1ilql:7iry“may
have here a history of every book: the number of copies purchased, the
number lost or discarded, the number in the central library, in the
branches and other agencies. ¢

As an tnsurance record.—As the shelf Tist is the myefitory of a library’s
bookstock, it is the record of most use for insurance Purposes in case part
or all of the books should be destroyed by fire, ) (N

As furnishing subject bibliographies.—Should the library wish ta
print a catalog of its books in any class, the ghelf list can furnish the copy.
A Tist of books on architecture could readily be compiled from the shelf
list for the 720°s. The shelf Iist is the opfit'fecord in the library which gives
this logical grouping of titles unless.a ¢lassified catalog is maintained.

3. Rules for compiling. —With" very few exceptions the shelf list
should follow the entry on theleatalog card; therefore an exact duplicate
or an abridgment of the cat&[bg’ card furnishes the shelf card, All rules ap-

plying to the choice of maitventry for an author catalog apply to the sielf
list. Either the shelf lisfcird )

7

use L. C. cards ir}; ghé shelf Yst,

4. Form'u{ghe shelf Hst.—The shelf Hst has been treated here as a card
Fecord. bec@sé that is the usual form. There are, however, some libraries
in Whlc}; asheet record is used for continuations. There is a convenience

1 usmguhis loose-leaf book form for such items as well as for depository
sets oUnited States documents,

5. Number of entries on a card,
has a distinctive call number must b

6. Arrangement of the cards.
first by class number and second
arranged decimally, as:

—Every title and every edition that
ave its own shelf card,

—The shelf cards should be arranged
by book number. Bogk numbers are
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M465
M465p
M467
M47

In libraries where no book numbers are used, the shelf cards are arranged
within each class first by author and second by title.

7. Shelf list as an accession record.—In many libraries in which the
accession book has been discarded, the shelf list has been made to-servge
some of its functions. ltems such as cost, source, and date of purchase.a{e
added to the shelf card, thus making it serve as an accessions record as
well, _ O\

8. Union shelf list.—This texm is used for a shelf list inywhich is
recorded the location of all copies of all books in the coliection. Here is
brought together in cone place a directory of the books wylfiéh make up the
library. They can be traced to branches, departments;~§tdtions, and other
agencies since the card for every title indicates for’¢ach copy its place in
the library system. : NV

The shelf list record for each title in an.futside agency is kept on a
card separate from the central shelf card, Buvit is filed in the union shelf
list immediately after the central card for the same title, It is conVenient
to have a colored card for the outsideﬁ‘agencies. '

The public libraries of Cleveland, Detroit and Los Angeles, to name
only three cases, have found negerious difficulty if the shelf list is merely
checked in pencil to show thdt,a branch has the dtle. No copy of accession
numbers are added to ¢ e{{he]f list card in the union shelf list. The check
is removed only wherlthe last copy is discarded and is not to be replaced.

This simplificd gy\s.’tém has been in force in Cleveland for a number of
vears. It has saved.the time of several clerks and made it possible to clear
branch books every few days. Each branch assigns its own copy numbers.
Los Angclessstites that this plan saves twenty to thirty per cent of the
time formérly needed for the job.

9,(Shelf lst and want-list.—A sheet shelf list of continuations can be
mafle to serve as a “want-list” as well as a shelf list, by making the con-
plete bibliographical record on the shelf list, ‘Eanter here, as the set is
cataloged, all the volumes, supplements, indexes, etc., which have ever
been issued, and indicate in pencil oppesite those volumes not now in the
library the word “‘wanting”. By this method the shelf list is an excellent
check to be used in filling in missing parts and volumes.

This shelf Tist may be on either cards or sheets. Bound or c_ompleted
volumes of serials appear in the shelf list record, but current issucs are
usually entered only in the serial checklist or visible index, All index vol-
umes, supplements, and extra volumes should be carefully recorded.

Sheets should be kept in loose-leaf binders for ready use. Where sheet
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records are used, reference cards should be inserted in the regular shelf
list referring to the entries in the sheet shelf list. ‘

10. Shelf list a¢ the Library of Congress.~For many years the Library
of Congress maintained a sheet shelf list, C

For the sake of economy without sacrifice of efficiency, it was decidec? l.ast year
'to adopt the principle of a single shelflist on cards, instead of maintaining two,
one on sheets and one on cards. . . . This is a heavy task . . . but one that will
ultimately result in a definize economy of time and labor and incidentally in the
creation of a classed catalog . . . and in complementing the official dictighary
«catalog.* A
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Some Prqc'ti‘cdi Questions

\ %
. Why would it not be satisfactay' to arrange books on the shelves under each

class by accession numbers?”

. How much informatiop~ghould a shelf list provide?
. Give some reasons w@the shelf list is sometimes kept in a fireproof case er

vault,

. ‘What statistics £ai’ be compiled from the shelf list? .
. What would! ‘be” the ‘advantage of keeping the juvenile shelf cards in a

separate file from the adult cards?

. Explajtnhow the shelf list may be used as a subject caialog.

Is it frecessary for the users of the library to understand Cutter numbers?
If:e ‘call numbers are used on the books, how can statistics be kept of books

circulated by classes? . . .
Cutter numbers are less necessary in a smail library than in a large library.

FExplain. .
Explain how book numbers may be used to bring about a second subject

arrangement under a class number.
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I. Function and Formﬁf the Catalog

We havg now to consider cata]oging"bﬁ%é books so that we can get at their
authots and their subject matter quickly. This entails a discussion of the
atalog as a whole. ~N

c
\/ L. Function of the catalogi—It is the function of the catalog:

< L

- N

\€ ot : p
- To arrange autier’entries in such a way that

7

Ta record each work § \a library by author, translator, editor, illustrator,
commentator, seriespor by any other person, body, or name under which a
reader might looksahd o the extent that is desilgle for a particular library
y M the works of one writer
will be foupc%}ﬁgether under.the same name, a procedure that makes it
possih]e:i@;readers either to find a specific work. or to-survey the literary
output®han author as represented in the Library :
To r&cord each work in the library, and even parts of a work,. under the
subjgcts of which it treats ' '

< 4N\Ip arrange subject entries so that like topics will fall topethier and related

6.

e

- 8,

While this is the function of the ¢

topics will be correlated
To record titles of works when necessary

'_1‘0 employ cross references by which 2 reader may be guided fx;om one entry
in the catalog’to another

To provide a description of each
tion; also notes whep necessary

To list the call numbers by which books may be located or obtained

book by giving title, imprint, and colla-

atalog, it does not follow thai all cata-

logs are made in such fulness. The purpose of the Iibrary, the needs of
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readers and staff, and the budget must all be considered when planning

any library catalog, _
An execudive, Dr. Arthur F. Bostwick, said in this connection:
It is clear, I think, that both the methods and results of cataloguing ought not to

be immune from modification to adapt them to local peculiarities. Some public
libraries are used so much for scholarly or antiquarian research fat their cata-

logues need to approximate that of a university library; others are of so pepular .

a nature that they hardiy need a catalogue at all.

With these functions in mind, one clearly understands how the catalog
will, through these various entries, supplement the classification $rom
many points of view. Where the classification brings books togegher to
reveal their subject relationship, the catalog can reveal not oply ohe sub-
ject, but all the subjects which are treated under one cover as well as
authors, titles, editors, translators, etc. Unlike the cIassiﬁf;&_"tion which in-
volves the placing of volumes, the catalog contaipsfr,ﬁéfely printed or
wriften registrations of the books, ' i

2. Form of the ,catélog.—The first thing toconsider in beginning a_ "

catalog is what form it is to take. The two m's@‘ generally accepted are the

card and the book form. The librarian hasltotake into account the follow-

ing requirements in deciding which form'o prefer:

« ]J A catalog should be ﬂgi:ible, becau:s:é hew entries? must be added c'onstantly .

to the catalog as books are addé@¥o the library

~ 2, The catalog should be kept updo date

« 3. Like entries should stand ﬁgether. Tor example, an entry for a new book by
Sir Harry H. Hamilton st be filed with other entries already in the catalog
under this name \\"

- 4. It should be possiigle te remove from the éatalog entries for wichdrawn books

- 5. It shounld be p‘rxi.éi'b“le to change entries with the development of the book!

collection, NQ\z’teru&;ﬁsupplant old ones, and these require a readjustment
of subjecpehtries: changes in classification necessitate changes.in the call
number\“'

6. The, f;ﬁtiﬂg should be as accessible as possible to readers and staff memnbers
alikes

77Uhere is a demand for a catalog which can be consulted outside the library,
that is, which can be taken home by readers '

/" Card form.—A catalog in card form is one in which each entry ap-

»

pears on a scparate card; in other words, each entry is a unit which can
be shifted, sorted, and arranged in any way desired. The.cards are filed in

trays which make up the catalog cabinet. Such a file allows endless inter- *
calation. Tt meets most of the needs specified above because:

1. Cards are flexible units &
L A. E. Bostwick, Litrary essays (N, Yo H. W, Wilson, 1920}, p419.

2The term eniry is used to signify (1} the complete caralog card, and (2) the heading

used on the card which is designated as an authar enlry, a title or 2 subject entry, ete.
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- 2. New entries can be added at any time; therefore the -catalog can be. kept
alive ’ . ' . R
"8, Like entries can be filed together since each entry is on a movable unit
4. Cards can be removed at any time; therefore the catalog tan be kept in -
good working order by withdrawing the entries for discarded - books
5. Cards can be removed and changed or be replaced by new cards; therefore
the catalog can be made to keep pace with, changes in new terms used as
headings ' ' :
6. A card catalog is accessible within narrow limits, since it can be consulted
Ces only in the place where the cards are located. It is not portable exceps, as
" single trays are portable .
7. As it cannot be taken home, it cannot meet the requirements of ())in the
first group . O
" Bookgform.—A catalog in book form is one in which) entries arc
printed in page form and bound into a volume or voluriies. The entries
appearing in a card catalog may, at a stated time, be pub into permanent
book form. The catalog then becomes a closed record.\No new entries can
be added unless the whole is reissued because thesentries are not movable
units. The fact that it is fixed, and therefore oiit 6f date the Moment it is
oft the press, proves that it cannot meet mbgtof the requirements listed
ahove. o\ :
The catalog in book forin does, however, have many advantages which
the card catalog cannot meet, It is portable and can be consulted in any
part of the library, and if not of Gnustual size, it can be taken horne to be
perused at leisure. It is as easy @ diandle as any 6ther book. The entries are
so grouped that the eye caff stan a page quickly in contrast to the relatively
( gss of turning over one card afger another, a process which at
Scaurages the reader and leads him o ask his question of the li-
brary assistant ratiief“than to find out for himself from the card catalog.

Book catalogs qccﬁpji mujg_Lgss space than card 'Eatalogs, an item of some

importance inJarge [ibraries, The. Mgiﬂ;ing a catalog in book form

i5 considerable! The meticulous work of setting the copy; because of lack

of conuinulty of matter, makes the work hoth laborious and_painstaking
and,puts’the cost out of reach of the average library
tates\to spend so much maney on
immediately.

- Library bulletins of accessions.
catalogs which can be taken home,
ing lists of baoks added each quarte
bound and supplied with an annua
which will meet the needs of the re
the card catalog, They in no wayt
log because the entries are not cu

. Cumulated book catalogs.

—In ‘order to meet. the demand for
some libraries print bulletins contain-
T or each month. Such bulletins, when
lindex, provide a form of book catalog
ader and make a very useful adjunct to
ake the place of the complete card cata-
mulated nor are they strictly up to date.
—~A compromise between the card and book
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forms is the cumulated book catalog. In a catalog of this kind the entries
at¢ kept in type; that is, the printer preserves his type after it has been
cast in single lines. These lipes furnish the movable unit and make pos

_sible the intercalation of other lines. By this method the entries are kept
up to date in type and are ready for reprinting at stated intervals: This

" gives the public a cumulated catalog in book form within limits. This
method of printing, employing the linotype, is used by the H. W. Wilson -
Company in publishing its various cumulative catalogs and indexes.

© /" Sheaf form.—The sheaf catalog is one in which cards or slips are put

into a loose lcaf binder of the same size as the cards.? This form,4s fre-

quently found in the libraries abroad. It has some advantages gver both -
book and card catalogs, but it will not find much favor in Ameficaas Iongﬂ

as printed cards are used. It would be difficult 1o fix these into @oose leaf -
binder and the filing would be tedious. NG

" 8. Card catalog the most generally accepted form.—Since the card

catalog has been generally accepted in American’ {ihraries, it is the form

considered throughout this text. It is well to 'rexmember, however, that a

card catalog can at any time be printed in bgokform, It is the basic form

of any catalog, because no catalog, evemthat in book form, can be accu-
mulated into a complete file unless entries are first prepared on slips.or
cerds. It is only by means of a flexible'base that entries can be properly
intercalated. . PN\
~" Content of the card—Thetéchnical description of a book may be
exemplified by the following{details from a Library of Congress card. The

style of card illustrated js”tgpical of the cards used in many library g

logs. The card may, ofgeurse, be shortened in certain particula LR

items as given are cénisidered superfluous for a particular libragrgecom. . S

mendations as tgWhow such a catalog card might be abbreviatel are given

on page 295, /) ' = -

L. Au-ihf{?\éggidiﬂg-‘ Gosnell, Charles Francis, 1909-

2. Titlg) hcluding author statement: Spanish personal names; principles gov-

ger{u'r'l’g their formation and use which may be presented as a help for cata.

“egers and bibliographers, by Charles F. Gosnell. . )

S/Imprini; Washington, D. C., Inter-American bibliographical and libraty -

association, 1938. :

4. Collation: xi, 112p. 28m, (Half title: Inter-American bibliographical and

library association. Publications, ser. I, vol. 3) :

5. Notes: Issued also without series note. .
Written agm thesis for the degree of M.S. at the School of library service

of Columiga university. ¢f. Acknowledgement.
“Bibliography 6f sources™: p.f891-101.
6. Tracing: 1. Cataloging. 2. Names, Personal—Spanish. I Title.

et

£

_®This form is described by H. A, Sharp in his Cataloguing; a textbook for use in
libraries (2d ed., rev. and enl; London: Grafton, 1937), p.173-79. .

e R
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025,3 Gosnell, Charles Franeis, 1909

G&7 Spenish personal names; principles governing their forma-
tion and use which may be presented as a help for catalogers
and bibliographers, by Charles F, Gosnell. Washington,
D. G, Inter-American bibliographical and library association,
1938,

xi, 112 p, 230 (HFalf-tifler Tnter-Amerfean bibliographical and if-
‘brary assoctation, Publications, ser. 1, vol. 3) )
Issued also without meries note, ) N\
Written as a thesis for the degree of a1 8. at the School of Hheary
seryice of Columbia university. ¢f. Acknowledgement. O
“Bibllography of sources”: p, (89101, N

"N
1. Catzloging. 2. Names, Personal—Spanish, 1. Title),

(™ 3535946
Library of Congress O Z695.G87 1838 )\
& NN (92041 0953
_—

\

(I} AUYHOR.— It will be noted that th&}\'ziu?hor is given the place of
Prominence on the card, This js as it should. be since the author entry is
the basic entry. It is called in cataloging ‘parlance the main entry. The
author’s personal name ig always invexted ke a name in a directory. The
family name or surname is followed bjr the forenames, if it is possible to
establish them, so that authors of ithe same family may be easily distin-
guished and all books by the'Sdime author may be brought together, no
matter what variations in D4me may appear on the title pages of his baoks.

2 Txm.—_thg title, including the edition, is the next item on

ter I1 All titles ir}~£btéign languages are entered in the language used on
the title page, bUeif the library wishes, a translation may follow the title

or be addedx{é)“t’he card as a note, This ig rarely done except for languages
using nonaggnan characiers.

(3)@1&_ NT.———_These items have already been treated in Chapter
IO the wird they follow the title buy are separated from it

(1) COLLATION——_The collation
serves to describe the hook more full
of books through the nedium of th

Is not a part of the title page but
¥ and to aid the reader in his selection
€ card catalog,

(3) NOTES.— _The makeup of the individua] book determines

whether and what Notes are used.t The most commonly used notes record
contents and bibliographies or references,

*For a study of these dese tive notes see H, D, 3 i -
lems in cataloging (N. ¥, Wilfon, 1836), p.95—10.3. acBherson, Some fractical preb
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Other details on the card consist of _ _
1. Call number: 025.3 G67 £
2. Library of Congress call number: Z695.G67 1958 }
8, D. C. number: 0253 {or preference; alternatively 929.4
4, L. C. order number: 38-35944

7 4, Unit card—
?"/ Definition.—A unit card is one which, when duplicated without
; change of form, can serve not only as an author card, but also as a subject,
+ title, or added entry card. Printed and mimeographed cards are nawrdily
- unit cards. a
L. C. unit eards.—The printed cards of the Library of qujgrgés are
widely used as unit cards. In the Library of Congress itself thesecards are
used for all purposes except the series entry, but many otherlibraries use
a unit card for the series entry also. ‘%

Perhaps no cooperative movement has so revolutigiized library work as
this scheme of cataloging, which has extended the expert service of the
Library of Congress to every library in the couifiry that wishes to uvse it.
These cards are treated in detail in Chaptets'XV and XVIL

Unit cards replace old types of cardg‘.’—fBéfore the printed card service
was inaugurated by the Library of Congress, the unit form of card was not
in general use. On the manuscript,’;arﬂ_s formerly used and still to be
found in many library catalogs, €otries were shortened, information was
curtailed, and each card was nfade in a form suited to its special purpose.
‘The anthor card was consi;ie&d to be the main card and corresponded to
the unit card as that is naw. used. Title, added entry, and series cards were

-made, each acmrding to a different model, making it necessary for the
cataloger to learn sa¥ariety of card forms. Now it is usual, except in very
small librarics, fep-the cataloger to make only one card and to have it
duplicated as fiyny times as necessary to catalog a book fully. :

Since 199%ythe unit card has grown in favor, and its uniformity and
accessibility in printed form have materially lessened the work of the
catgleg’e}. By reason of its use, the reader has before him a catalog, each -
entry,of which is full,

Value of the unit card.—The value of the unit card may be sum-
marized as follows: K

¥ L. Gives the reader a card containing adequate information under any entry
v 2. Provides a standard card whichk may be used in library records other than
‘the catalog

- Relieves the cataloger of unnecessary mechanical work )
< 4. Is less expensive because cards can be muitiplied at less cost than is possible

if many models are used
< 5. Saves revision when duplicated by mechanical methods and insures a more

accurate set of cards for each book

1
Lo
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" 6. Can be purchased from the Library of Congress for very many titles
« 7. Is the form adopted by libraries that print catalog cards

/8. Makes cooperative cataloging possible

. Saves much explanation in training clerical assistants

5. Uniformity of catalog cards.~Phe unit card of the Library of Con.
. gress has furnished a standard as to form, size, and style of card. Naturally

v/ o 3

|

£

libraries which make their own unit cards will want to conform to this
model although they may not care to use the same amount of bibliograph-
ical detail. The unit card has been adopted after careful experimentation
as the most convenient and economical form. .

The card catalog seeks to preserve the appearance the entries’would
have if they were listed on the page of a book; therefore, ez;cli\card must
present uniformity of style and structure. The card catalogmust be Iooked
upon as a publication of the library. The fact that it is imvéard form does
not discount its importance in this réspect. The same }Safnstaking editing
given to any literary production should go into its'preparation. Just as
2 book catalog is printed with uniform indeptix}n and spacing, so each
card follows a definite style for the sake of uniformity. Card and book en-
tries differ in that each card, being a separdté'unit, must bear the heading
under which it is filed, while in the catalog'in book form the heading need
appear only once on a page where'tﬁiv,(’)’or more entries belong under it.

If 2 number of catalog cards are\placed one below the other on a flat
surface, their close resemblance.to a page from 2 book catalog can be seen

at once. By photographing sicl an outlay a book catalog can be prepared
quickly and accurately, \\‘ ) - .

I  €atalog Based on Principles

The multiplicity,sf entries which must be used in the compilation of

: aclh catalog is I.t;f:}ource of real technical problems for the cataloger. To
oose, arrange, correlate and harmonize the information which must ap-

pear on’t"lge catalog card is the crux of the whole problem. '

_ L<Technique and the cataloger.~The cataloger must be a technician
aswellas an analyst and must know. the catalog itself thoroughly. He must
know bqok technique, be skilled in its application, watchful of technical
matters in his own work and in that of others, sensitive to flaws, apprecia-
tive of good work, and willing to develop his problem only as rapidly as

practical COIIdlthIls' make advisable Catalogers often divorce speed from
accuracy; whereas in fact the two

thoroughness which makes work ab
non i ient poi

Tessenuals -oversl}‘%s_iow thfa salient points;

0 cope with such a particular technic

prodigious care, unlimited Patience and

unfailj i t
be sound methods to serve the mental sj F atcacy. There mus

de of cataloging and also a tech-

s

Should be fellow workers. It is not '
utden; it is overscrupulousness, letting

a_l) problem necessarily requires
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nique which will allow for thousands of books to be transferred from
shelves to readers, irom department to department, and from schools,
homes, and stations. There will be auxiliary records to the catalog which

- must be maintained with accuracy and precision.

Too much emphasis cannot be placed on attention to necessary details,
but there is no point in the process of library work in which so great judg- ¢
ment must be exercised as in dealing with details that must be reduced to
a minimum. New records should not be started unless their necessity is
proved and their upkeep assured. Experience has proved that a record
once started must be rigorously maintained or it becomes worthless: The
cataloger must watch every link in the chain of operations and‘not de-
velop one thing out of proportion to others. It is false egogemy, for
example, to build up a barricade of red tape in order to Jprotect an in.
accurate worker or to institute elaborate records whichaequire hours of
time to maintain but which provide for a case so unustal'that it is out of
proportion to the error which might occur were sach a file not kept.

The cataloger cannot afford to become so engrogsed in technique as to
lose sight of the aims of his work. There is nqq'ling progressive in the con-
fusion of processes with principles, in the)digregard of larger issues. “The
letter killeth and the spirit giveth life.” To-preserve a sane and wholesome
attitude towards his work is essentialMf the cataloger wishes to hold the
right perspective, keep abreast of the times, and maintain the poise and
patience which are required of every cataloger. The cataloger should pos-
sess the best traits of a sgl;qlar, an administrator, and a good clerical
worker, and must have m{:h’a clear conception of his work that nothing
can interfere with thesproper balance of these traits. Clerks and typists can
carry many of the defails connected with the preparation.of catalog cards 1
and so leave catal,cig}ers free to attend to the professional side of the work,. ;
the side that c;ng} Tor the exercise of judgmént, the making of decisions,
and the acépting of responsibility.

The cagalog must be constructed on a scientific basis. It must be founded
on rules’jaﬁd regulations that insure uniformity and accuracy so that it
will Be'a dependable tool. It should be as logical as the classification itself
is. That is to say, its development must follow policies which guarantee
a systematic and orderly array of information about books and w.hich fix
limits so that the work can be held within certain bounds. There 15 a ten-
dency for such standards to grow steadily more exacting, partly through
the influence of the Library of Congress and partly because of the share
libraries take in cooperative cataloging.

J- C. M. Hanson said that the catalog

cannot be developed according to methods which may serve in the .compilation' of
a census, or in the mechanical handling wof articles of merchandise. In dealing
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with such materizl a proper organization, distribution, and diviston of labor usu-
ally solves the problem. Not so in cataloging, where bookslhavg to he dealt with
as Hterature. Here the intellect comes into play with all its niceties, and while
several minds may work at different parts of a catalog, there must also be a central
co-ordinating influence to insure harmonious development. Tt is for the purpose
of maintaining this co-ordination and harmony that so many rules, regulations,
and guiding principles are laid down.®

There must be safety measures for both the makers and the users of a
card catalog. To maintain sound, friendly relations with its readers and
to protect itself against criticism which will inevitably arise when aquiseel-
laneous public is working with a little known technical tool, th’c\\]‘ibrary

2\,

will need to formulate its policies clearly, A

- : W M
/ 2. Types of catalog.—The following types of catalogzare’in use:

‘1.
vzimﬁsgbpe depending upon the organization apd\type of library.
‘2. Public catalog—A catalog for public use as distigguished @n the catalog
limited to official use only. D
7 8. Author and _title _catalog—Limited to author, selected titles, and series
entries, with references to the form accepted*from the form of author names
4 mnotused. o\
4. Alphabetical subject catalog—This, .ffgit'a.lc:g is limited to an alphabetical list -

of subjects together with the £1oss references necessary to correlate the

- subjects, “
5. Dictionary catglog—A com{ination of the entries in (3) and (4) in one alpha-
betical file, XS

6. Classified or sysiemalie vatalog—This is a subject catafog in which the entries
are arranged by 0hme recognized system of classification; the notation or
classification gyfbol furnishes the method of arrangement. The catalog is
identical ip, arfengement with the shelf list. It is discussed in detail in
Chapter XL

AS\a?oubjtect index 1o this catalog the L. C. list of subject headings may be
usqcasn?ce it gives the L. C. class numbers; or, if the Decimal classification
pygtem is used, the Sears lisc will furnish the index to suck a classified

¢ \tatalog. An index in card form haé proved to:be most useful,

T W/ Auxiliary calalogs—These are catalogs frequently provided for branch librar-

1€5, seminar tOOB}S, children’s rooms and for special colleciions. They may,
or may not, duplicate the entries ; '

) n the main catalog; they are usually main-
tained by the catalog department. S J

8. F]m‘m..":.‘}fﬂ!ﬂg::é_catalog made up of entries supplied by two or more Hbrar-
ies, fhus furnishing record of their holdings. Tt is usually limited to avthor
?HfTIES- Such a catalog may be in card or book form. A full treatment of
anion catalogs will be found in Downs's Union catalogs in the United States®

§J. C. M. Hanson, “The sub
111 (September 1909}, 592.93,

8 Lo .
R. B. Downs, ed. Union catalogs in the United States (Chicago: A.L.A., 1942), 450p..

ject catalogs of ehe Library of Congress,” A.L.4. Bulletin,
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III. Catalog Codes

The cataloger of today is fortunate in that printed rules for cataloging
are available. These have come only after long years of discussion. One
echo of this discussion is the phrase “the battie of the rules” which was
used in reference to the ninety-one rules compiled by Sir Anthony Panizzi
and his co-workers at the British Museum Library in 1840. The same
expression might well be applied to the struggles which were waged in
America between the years 1876 and 1908. The early volumes of the
Liprary Journal are full of discussions bearing on disputed points in eat-

“aloging; in fact, so much repetition is to be found on this subject'\that
one may well ask whether the overemphasis of these details did mt; ina
measure, hurt the cause for which librarians were striving. It s\eémed for
a time, that the broader side of the question was quite fprgotten in an

overzealous endeavor to find some uniform practice for the treatment of
the details. Some very definite decisions came out_of ~all this discussion,
however, so that when the Library of Congress and\th€ Publishing Board
of the American Library Association entered mto\én agreement in 1901 by
which the Library of Congress was to print jt§catalog cards, a committee
was ready to formulate rules which wouldh\ferm the basis for such work
and give catalogers a code which wouldinsure uniformity in practice.

Realizing the great advantage of havmg an international code, the
American committee worked with ‘@ committee of British librarians and
brought about an agreement or mzny of the rules included. If one reads
the preface to the code he wilb better understand the history leadmg tQ
this cooperation. (W

1. AX.LA. rules.—As Xie title indicates,? the rules cover author and title
entries only. This codc must, therefore, be supplemented by others when
subject or d1ct10nary catalogs are under discussictr

The fact th;u:gﬁany large libraries are using Library of Congress cards
makes it desirable for libraries generally to accept this code. The swing of
the pendu’ium towards elaborate bibliographical detail on L. C. cards
created” A problem for the small libraryand ‘even for popular libraries of
mef{jupi size which do not need the blgltlographical exactitude used in the
large libraries. There are signs, however, that the Library of Congress is
relinquishing some of its emphasis on detailed cataloging, notably in its
cards marked “brief catalogmg this will tend to bring its work more
into line with that being done in- the many small and medium-sized libra-
ries of the country.

2. Official code.—One code should be adopted oﬂiclally for the cata-

T Catalog rules: author and title entries. Compiled by committees of the American
Library Association and the (British) Library Associatien, (Chicago: ALA,, 1908), xvi,
88p. A new edition is in pmparauon A preliminary American second edition of this
was published in 1941 but is now out of print.
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log when it is being made. This code should be annotated when any varia-
tions or exceptions are made to its rulings. Textbooks in cataloging may
well be used to elucidate the official code. It is patent that the AL A.*
Catalog rules should be the official code for most American libraries.

8. Other codes and manuals.—5Students and catalogers should natu-
rally become familiar with other codes and manuals. |

Codes for small libraries— -

(1) FeLLows’ CaTaLosiNg RULES.2——This is an explanatory manual
rather than a code of rules, It is perhaps more useful as a teacher’s manual
than as a code for class use. Some catalogers have found that the greabem-
phasis given to details of writing cards makes it almost too comgisy for a
beginner to use without confusion, while others recommend it"Because of
its thoroughness in detail. ' A\

(2) ARERS' SIMPLE LIBRARY CATALOGING*—This exeglient book was
written, according to the introduction, “to give the dibrarian, who lacks
professional education and experience . . . the feéssary directions for
accessioning, classifying and cataloging a coligetion of printed material,
in order that it may be available for use.” I.fs ¥ very useful book for the
beginner. P\% _

(3) JoHNsON's MANUAL OF CATALOGING FOR SMALL LIBRARIES,1——
‘This is an excellent guide for small libraries that do not expect to become
large. It is especially helpful for Iibraries that use the Wilson printed
cards.
 {#) HiToHLER's CATALOEING FOR SMALL LiBRARIES.!— This manual
is a ready reference boo{ﬁhén a simplified form of catalog is used.

Forgign codes.—}, C’M. Hanson has made a comparative study of the

principal cataloging eotes of the world with which the advanced student
should be familide, He says: '
75

One cannoeHut feel that especially the last half-century has witnessed important

advances;.:m need only mentien the Anglo-American accord, the printed entries
?f r.!:le. If[!arary of Congress, the Vatican, the Prussian National Library, and other
1n§£3?1“hom, the German Gesamtkatalog, the publication of so many new codes
of rul-es, ea}ch showing a willingness w0 learn and to benefit by the information
contained in other works of similar nature. | . ,

-Of the modern codes, there are three that have especially influenced the catalog-
Ing rules and methods of their owri and other countries. These are the Prussian,
the Anglo-American, and the Vatican codes. We have good reason to believe that
new and much enlarged and improved editions of these and other codes wilt

51, D. Fell i .
9 I ellows, Cataloging rules (2d ed., rev. and enl; N. Y.: H, W. Wilson, 1926), 303

8. G. Akers, Simple Lbrary cqr, logi i i

178, A new edition be o ;3; o ;rziz;gaﬂ(x ed., rewritten; Chicago: A.L.A. 1933).
10M. F. Johnsen and D, E, Cook, Manual o}

and public libraries (3d ed,,

1T, Hitchler, Cataloging

of cataloging and classification for small
reve N. Y. H, w Wilson, 19393, 78p.

for small Iibraries (Chicago: A.L.A., 1915}, 316p.
‘ L

=
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lead to.an even better understanding and more harmonious relations in catalog-
ing practices.'?

. (1, Tae GERMAN CODE,18 ‘The introduction to the English trans-
lation of this code is an explanation of German cataloging practice. The
poticies underlying that system of cataloging are particularly important to
note. :

(2) 'THE VATICAN cODE."——These rules follow those of the Library
of Congress very closely. Much space is naturally given to ecclesiastical
headings. It is the first code since Cutter’s Rules for a dictionary catalog
to provide rules for subject headings,

£ X
2N\

IV. The Expanding Catalog

Nearly all library catalogs go through many vicissitudes; This is to be
expected because books and the ideas they contain atelthemselves subject
to change. To attempt to guide the reading publi¢\through the catalog of
a large library is a task of no small dimensions.\Fime creates new values
which must be applied to old problems, and‘elirent events bring in ques-
tions that demand a new type of analysis,\There is no beginning or ending
to a flexible card file; new entries must.constantly be inserted and corre-
lated with those already in the catal’cig. Such a file is bound to get out of
focus unless great care is exercisedy®

Some of thase who criticize the catalog nasurally have little conception
of its intricacies, nor do thiey realize the cost in time and money which
goses into its upkeep. With the increase in size comes an increase in the
€xpense, not only of \x}taloging each new book, but also in the upkeep
of the catalog as a(whole. &ntaloging often means one step forward and
two steps back Before uniformity and homogeneity are established.

Some of théifiimediate problems facing those who attempt to study the
future of"g@i:%_’tool are briefly outlined here for the sake of orienting the
studen~t~,~m\questions which must be solved by librarians and catalogers of
the filture, ' u,y
\Y. Size of the catalog and suggested eliminations.—The size onF-*the
di€tionary catalog in many of the larger libraries is causing sou:.le_con-_“ .
sternation, and librarians are demanding economies and eliminations to
cut costs, save space, and lessen the burden of upkeep. Dr. Put'nafn has
said: “There is, however, apprehension that in this form [the dictionary

Lt

2 I G. M. Hanson, A comparative study of cataloging rules based on the Anglo-
dmerican code of 7968 (Chicago: Univ. of Chicago pr., 1938), xiv, 44p. .

18 The Prussian instructions; rules for the alphabetical camlogs of tfw Prussfﬂﬂ
{ibraries, translated from the 2d ed., authorized August 10, 1908, with an mtrp'c'luct:on
and notes, by Andrew D, Osborn (Aun Arbor: Univ. of Michigan pr., 1938), xil, 5;2;_:.

14 Vatican. Biblioteca Vaticana. Norme per il catalogo degli stampati (2. ed; Vati-
cano, 1939), 490p. :

®
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catalog], with the tendency to multiply entries_—in.cluding analyticals and
cross references—it may break under its own weight and volume, This
may conceivably lead to some limitation or modification.”5 i
The mzking of a dictionary catalog for a public library of fifty thousand
volumes is neither difficult nor costly. The books present little in the way
of cataloging problems since there are likely to be few if any special col-
lections to deal with and Library of Gongress cards are available for most
. of the titles. When, however, the library becomes larger and, above all,
when it possesses a number of special collections, then cataloging becomes
more complicated and readjustments of the entries already in the catalog
need to be made. Filing becomes more expensive and time-consuming.
The accumulation of entries under subject headings demandsgnepe time
spent on subdividing or otherwise controlling them. O
The problem has received some consideration abroad. MriSharp quotes
Br; Madan, for many years librarian of the Bodleian, agszsaying:

We have leatut not to regard books in a library as allequal in appecarance and
all to be treated atike, as if they were a rank of drilledbsoldiers. The lesser books
must stand back, and the greater be brought intg profinence. We must make use
of mental perspective, and provide digressivé\description. . . , The idea is that
different periods of printing and different elasses of books should meet with cor-
respondingly varying treatment. . . . Tt 44 \Possible that the lack of progress in
this matter is due to a deep-seated, buti¢troneous, idea that the same cataloging
rules must be applied to every hook it the library or collection.1®

V}?hile these problems beldng to the librarian to determine as matters of
policy, many of them cg’\be’worked out best if the administrator and the
cataloger work topether) The cataloger can present the problems and
make suggestions, bot'it is the administrator who decides what can be
done .in the Iight:o? the library’s budget and aims.

This text cg;;ﬁot 8o into these problems in detail, but it may be helpful

to list some.of the measures now being taken in large libraries to keep the
catalog wseful and economical,

4 ~\' ¢ .
b\ Information cards may be used in place of many subject cards.

2/ Entries for certain types of material may be omitted from the catalog, e.g.
for government documents,

5. Subject cards for books printed before a certain date may be omitted; like-

wise analyticals which are covered by printed indexes such as the Essay index,

4, “Self—cataloging” material, such o
s as 1
and inexpensively, PamPhlets, may be treated very simply

5. Selective cataloging 2y be followed, as Dr. Madan suggests. Selective cata

B H., Potnam, “The future of the Lih .
_ . rar " . Th
Library of to-morvow {Chicago: A.L.A., 1959))' OEI sc;ngmss. In E. M. Danton, ed e
168harp, op. cit., p. 163. ) PSS
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loging means that appropriate rules and methods are adopted for the catalog-
ing of differcnt types of material, .
6. Form cards may be used. The following entry, which has been used in the
Cleveland Public Library, illusirates this practice.
Geology.
Manuals and elementary textbooks published before 1900 are not Iisted here.
Ef wanted, consult the 550 shelf list in the Technology Department,

7. Reference may be made to the shel list for books classified in one group by
form, such as college catalogs, textbooks, etc, Such a reference card for use
in the public catalog might read:

R

Textbooks. AN
For a list of textbooks in the library see 571.32 in the shelf list. N
For the books, see the shelves under the above number. Lo

!
77%4

Mr. Munthe, Director of the University Library at Qslo} made the.fol-
lowing observation concerning American card cataldgs:

The growth of the catalog has emphasized the dilfieulides of filing. And the
accumnlation of added information on the car ’h&_made the bottom lines
harder to read. It is probably high time to callyalhalt to indiscriminate piling up
of hihliographical notes. Insicad, one of the migst important tasks now is te com-
pile and print catalogs of the older part afithe collection of the average sized
public libraries, leaving the card catalog¥for recent acquisitions only. The public
libraries of Denmark have already published such a catalog for literature up to
1500, as a cooperative project® -

2, Division of the catilog.—Some libraries bave divided their dic
tionary catalog into two fra\ts, an author and a subject catalog. While this
division simplifies thé Arrangement in some respects it iniroduces new
complications, Engriés for the works of an author are filed in the author
catalog, while thosé for works about him go in the subject catalog. This
results in iI;‘sQn’i;enience to the reader and probably entails some slight
increase iglfc}taloging costs to make extra sets of cross references, subject
cards forvautobiographies, etc, Form headings, such as Laws, statutes, etc.,
have"nological place in either part of the divided catalog.

V. Some Definitions

Before beginning the study of the next chapter, the student should be-
come familiar with the following definitions: ™

Added eniry—A secondary entry, i‘e;, any other than the main author entry.
There may be added cntries for editor, translator, title, subjects, etc.

W Wilhelm Munthe, dmerican [ibrarianship from a Europeon angle (Chicago: ALA.,
1639, p.51,

18 Definitions are to be found in the AL.A. Catalog rules,
for the convenience of students.

but some are included here
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" Anelytical entry——The entry of some part of a book or of some article contained

"in a collection {volume of essays, serial, etc.) including a reference to the pub-
lication which contains the article or work entered.

Author catelog—An alphabetical catalog of author entries, and author added
entries such as editors, translators, etc, It may contain titles also, but is then

. more propetly called an author-and-title catalog.

Catalog—A Iist of books which is arranged according to some definite plan, As
distinguished from a bibliography, it is a lst of books in some library or
collection, ' '

Classed catalog, also called Classified cetalog and “Catalogue raisonné”—A catalog
in which the subject entries are arranged according to some scheme of ‘classi-
fication. I the Library of Congress scheme were adopted, for example, the
cards in the catalog would be arranged according to that classification, The
‘Decimal classification can be used in the same way, that is, the ediries would be
arranged by Dewey numbers, ' o\

Cross reference—Reference from one term or name to anothe¥,

Dictionary catalog—A catalog in which all entry words (aufhér, title, subject, and
form) are arranged in one alphabetical file, Enrieg are related by means of
references. This catalog received its name from itd g}lnilarity to a dictionary in
arrangement. C

Entry—The registry of a book in the catalog. { )

Entry word—The word, phrase, or name',yvl"lich determines the arrangement of
a card in the catalog. It is often called+in this text the “filing medium.”

Filing medium—That part of the ex}tx:jr:tinder which a card is filed.

Form entry—An entry which lists hooks according (1) to the form in which their
subject material is organizediew, periodicals, essays, poetry, or (2) to their
literary form, as poetry, drama, fiction,

Guide card—A card withg&hbeled tab higher than the regular cards which, when
inserted in the catalog, serves as an aid in locating the cards that are filed in
the tray, ¥/ '

Heading—The word-or phrase by which the alphabetical place of an entry in the
catafog is d{tiifmﬁned. It is usually the name of the author, the subject or the
title, Th;'g’is interpreted broadly to mean any name, phrase, term or title used
as a filing medium. Naturally this name or word, or the first word of a phrase
or \tit'l'a, ‘determines the alphabetical place of the entries in the catalog.

Main gntry—The principal entry usually the author eutry: in a card catalog it is
the entry from which all other entries are traced.

Official catalog—A catalog kept in the catalog department for official use.

“Sec” veference—A direct reference from a term or naime under which no entries
are listed to a term or name under which entries are listed.

“See also” reference—A reference to or fromtgfrms indicating where additional
or allied information may be found. " ™" %

Sper:i,i?c entry—Registering a book under:a hé:féjng which expresses iis special
subject as distinguished from entering it in a’class which includes that subject.

Subject—The theme or the principal themes of a hook, whether stated in the
title or not. :

3

[
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Subject catalog—A catalog of subjects, whether arranged alphabetically by terms
or logically by some definite system of classification.

Tracing—Indications on the main eard showing what added entry cards have
been made for a definite book. In most cases the exact headings as used on
added entry cards are repeated as tracings, but abbreviations such as t. for
“title” may be used. (See Fellows, rule 25, and Akers, p-90-93.) These two
authorities differ as to the position of the tracing on the Jark of the main card,
Most libraries seem to prefer the method given in Akefsii.e., on the left-hand
side of the card.

. A
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Some Practical Que,stipris

L. Examine the card catalog in a local librgrfz,aﬁd state how many questions it

can answer about an individual book. vi},' ’

2. Examine two catalogs in book form) w’h1ch are available and compare the

arrangement of the entries. The <lagsified catalog of the Carnegie Library of

- Pitsburgh and the 4.L.4. catalog will furnish good examples.

3. Would you prefer to use @ ‘hook or a card catalog? State reasons for your

preference. N\

4. What does the dassmcu{mn scheme accomplish for a book collection which the

alphabetical catalo@\&annot?

5. How can entries fatanonymous books be explained to the reader?

6. What are th Igilments for making the catalog in card form?

7. How woul(i answer the question: Has the library a copy of The light that

failed in  ihe" French language?

8, What ¢ 1@5 of book would you expect to find under the heading Pociry in

- th ca}a’log?

9. If catalogs are divided into several different files, would the cost of upkeep

be greater?
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This chapter will be limited to one part of 2 dictienary catalog, namely,
author and title eniries. The object is to 'orif;rrt\}hc student of cataloging
- by presenting some of the problems relating¢0 author headings, and so to

render less difficult the interpretation of arbitrary rules when a definite
code has to be applied, _ N

L Definition of ;Dictionary Catalog

"I"hg dictionary catalog is, a{:atalog made by amalgamating in one alpha-
'betlcal_ file entries for » tq‘oré, titles, subjects, and forms of literature {that
is, belles—lettres). In sther words, it is 3 catalog composed of an author
catalog, a sabject catalog, and more or less complete title and form cata-

%ogs, all 1nterﬁled: Jt takes its name from its resemblance to a dictionary
in arrangemenp)

Sfi"efal,§ars ago lihe Library of Congress defined what it meant by
cataloging 'y describing the various Processes involved in the making of
1ts oy dictionary catalog,

collation, sy research or correspondence; transcription of title,
5 nts, ete,, according to standard rules; duplicate entry under joint

authors, editors, tranglag j

_ 013, subjects, title, eage i d the
' - ! : €., an
Integration of all these Entries a o et 2

alse”), tracers, authority cards, guide cards
£
a mere assemblage of cargs into an o
classes of searchers-_ip, other words,
¥

etc., which converts the catalog from
1ganic unit designed to meet all needs of all
2 universal apparatus as distinguished from

by 2 network of ¢ross references {“see” and “'see

Ve
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mere check lists, want lists, “location” lists, inventories, and similar partial or
_temporary lists designed to meet only occasional or limited needs.t

This Library of Congress definition is a rather long but full statement
of the cataloger's obligation to those who come to libraries seeking infor-
mation from books. The study involved in building up such an instru-
ment must be carefully outlined so that all phases of the cataloger's art
may be used to the best advantage. Few libraries can, however, maintain
such a large and comprehensive catalog as that at the Library of Congress.

I1. Author Entries S

28N

While Library of Congress cards are available for general HBrary use,
it should not be assumed that they will relieve the catalogerifrom study-
ing the rules for author entry. It is unwise to use the§eytards without
knowing the principles according to which they havebeen prepared. The
cards can and should be used, but this may mean.thal much adjustment
will have to be made before they can be filed ir}to} catalog that is already
functioning; and this adjustment involves snunderstanding of rules as
well as the question of cross references. ’

There are two major problems regarding the author entry: (1) deter-
mining which person or body was responsible for writing the text, and
(2) selecting the correct form of name to be used for the author.

1. Authorship determined,—The author is the writer of the book or
the person or body responsible for its existence, As was noted in the chap-
ter on classification, the at{thér is not given primary consideration when
books are arranged o 1% shelves. With the exception of books classified
in Literature, subjegts rather than authors determine their location, The
catalog, therefore{ mitst furnish the key to authors’ names so that all
books by each'w:r,i\tér may be traced no matter what their subjects may be.

The authormay be one or more persons; or authorship may be ascribed
to a socigty\or an institution. The identity of the author is usually re-
vealed ol the title page, but if it is not, the cataloger must make a careful
study ‘pf the preface and. introduction in an attempt to discover the
authdr. If no clue to the authorship is found, the title must be sought in
other catalogs and in various reference works to see whether they record
the name of the person or body responsible for the work. Book reviews
may help in this matter, but usually such information is not revealed if
the author wishes to remain unknown.

Frequently the determination of the author entry involves technicali-
ties little realized by the uninitiated. It requires a2 knowledge of various
types of authorship based upon a definite code of rules. The student will

e

1US. Library of Congféss. Annual report of the librarian of Congress, 1935 (Wash-
ington: Govt. prine. off., 1935), p.241. . _
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find the selection of the correct anthor entry is often difficult unti] he has
mastered such a code with its suggestions for the possibilities of zu,lthorship.
2. Selection of the correct form for author entry.—Authors’ nameg ap-

pear on title pages in all sorts of forms. Some names are so brief that
identification at first glance is impossible. Others bear family names pre-
ceded by so many forenames that to list them all would ensnare the users
of the catalog,

Writers who may not be related to one another frequently have the
same initials, and the cataloger must discover the forenames of each for
- the sake of individual identification. Even members of a [anily beaping
the same name must be differentiated in the catalog. Alexandcx;@umas,
. pére, must not be confused with Alexander Dumas, fils; and Heny James,
Jr. must be distinguished from his father. Yy

Assumed names are often haﬂiing; unless these are deteeted #ndd the real
names are found, books by the same author will neyithbly be separated
in the catalog, Authors may write some books undervtheir rue names
and others under assumed names, and in additi@,‘may employ varying
forms of either. A case in point is James Owen Hannay, who writes under
the pseudonym George A. Birmingham, Thig\author uscs any ol the fol-
lowing forms of name on the. title pages’o,f'his books:

George A. Bismingham -

G. A. Birmingham _

James Qwen Hannay

James 7€), Hannay

J. Q%en Hannay

o _}\‘Q Hannay
It is the cataloger who (st simplify these intricacies and bring all the
author’s works together under one form of name. CGne form must be
adopted for the caraiog and used each time in listing this author’s books,
even though Wgﬁ title pages print the name g another form.
Referencgs"fr m significant forms not used must then be made to the

name chosen. The search for information o establish author entrics adds
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loger must be on the alert to detect and record every jtem which may be
uscful in making the catalog a repository of accurate information.

The question as to how far a library can adopt the go-as-you-please
plan of cataloging has been disputed ever since librarians began to think
about uniformity; but with the cost of cataloging mounting and the
number of bhooks and pamphlets multiplying rapidly, the need of con-
forming to prescribed rules for entry is becoming almost compulsory. In
an effort to simplify, some catalogers still make their catalogs brief and
follow obsolete rulings, but such proredure may only make trouble dor
those who come after them. Simplification does not consist in the elithina-
tion of essentials; it means a recognition of essentials and theif\most
effective use, not only today, but in years to come. Unwise simiplification
today may mean entire reorganization ten years hence. Evéar the smalil
library should plan its development in such a way thatats catalog and
fts records may not only be expanded with the book eolléction, but may
also be adapted to the new cooperative schemes ofnwhich future records
are likely to be built. This means that every cataloger must be familiar
with the principles of cataloging, with the mo¥ements now developing
toward cooperation and centralization, apd with the rules under which
these movements are working. Lastly, ap'd'most important of all, he must
know reference tools. N

Persons as authors.—Most books are written by an individual, but fre-
quently two or more persons colliborate, in which case both, or all, must
be considered as responsible f£or ‘the book. Such collaborators are called
joiné authors, and each n{i}(’be entered in the catalog. The first name
mentioned on the tiilg page becomes the main entry; others are treated
as added or secondary entries.

Persons who have :‘edited, compiled, or translated the works of another,
unless they hayesnaterially changed the original text, do not take prece-
dence over th{o’riginal author. On the other hand, if an editor or a com-
piler assegnblés the works of three or more authors making thereby a new
combination or a new book and ene with its own independent title page,
sucl"&vompiler or editor is considered responsible for the existence of
the wérk and his name then becomes the main author entry. Thus, Burton
Stevenson, who compiled the Home book of verse, is entered in the cata-
log as the author of that work, and Montrose Moses, who edited Repre-
sentative dmerican dramas, is listed as its author.

Engravers, illustrators, designers, cartographers, architects, commenta-
tors, and composers are treated as the authors for books of engravings,
pictures, designs, maps, plansﬁ, commentaries, and musical scores, _

Establishing the form of the author's name.~After the cataloger has
determined the author, the next step is to establish the form and fulness
of the name to be used as the filing medium in the catalog. Here again
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both rules and reference books must come to the aid of the cataloger up.
less Library of Congress cards are available, The author’s usage and the
custom of his country are frequently influencing factors, Greek and Roman
authors are entered under the Latin form of their names. Medieval names
commonly require an epithet following the personal name. Modern names
are entered under the surname, If the surname has g prefix, the form of
name adopted for the catalog entry will depend on whether the prefix is
an article or a preposition. Entry is made under the article in compound
names but not under theé preposition unless the name containing \the
~ preposition has been naturalized in a new country.

Changed names, pseudonyms.—Persons who have changed, “their
names must be entered in a uniform way. Married women sare 'usuall}r
entered under their married name with reference from théir maiden
name. If they have written under thejr maiden name a$. well and are
decidedly better known by it, the maiden name may bé preferred for the
entry. $

Authors who write under 3 pseudonym are catalpged under their real
name if that can be discovered, Exception is made in the case of a few
writers, such ag George Eliot, who are deddediﬁ:etter known under their
pseudonyms, O

This means that students, before atteittpting to catalog, must become
familiar with biographica] dictionariag) dictionaries of pseudonyms, and
other reference works, N\

Sovereigns, noblemm.-—Kin?gs and rulers are usually known by a fore-
hame and must be so entergth in the catalog. Noblemen are usually en-
tered under their latest tile. with a reference from theip family name.

. Vernacular form 9f the name.~The vernacylar form is preferred hy
libraries following Gatelog rules, Public and school libraries generally
prefer to use the Raglish form of hames especially for kings and rulers.

English fo;g&&f their name,
Refeventes from names not chosen to the form adopted—The cata-

taloger, not
must know how the stand-
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cult to pass from one bibliographical tool to another if these name refer-
ences were not provided. We find the name of Thomas 4 Kempis entered
under “Kempis (Thomas Hemerken ou Malleolus, dit a)” in the catalog
of the Bibliothéque Natlonale, under “Haemmerlein (Thomas) a Kem-
pis” in the British Museum catalog; and under *“Thomas 2 Kempis” on
Library of Congress cards. Another name, that of John Lubbock, is en-
tered under “Avebury, John Lubbock, 15t baron” on Library of Congress
cards and under “Lubbock (Right Hon. Sir John) Bart.” in the catalog
of the British Museum as well as in the Dictionary of national biography.
The popular author O. Henry is entered under his real name "Porter,
William Sydney” in the 4.L.4. catalog and under Henry, O. in{ the Pitts-
burgh catalog, but neither catalog has a reference from Q. Henry, which
is probably the form of the name most frequently sought’in our library
catalogs. &0

These variations prove that the reader who hag béen' lookmg up John
Lubbock’s works, for example, in the British Muséum catalog must find
a reference card telling him that the same afithor's works in the local
library are entered in the catalog under {Avebury.” Unless these refer-
ences are made, the catalog loses in effeftiveness. iy

3. Corporate bodies as authors. —Corporate bodies are usually gov"ln '
erned by a board of directors or a beard of trustees. Such a board hasits’
officers, each of whom is merely arepresentatwe of the institution or body
and is acting for that instituien or body, so the name of the society or
institution and not the naméeof an individual becomes the author entry.
For example: the Ameri 4 Historical Soaet}r is the author of its Reports;
Toronto University is\the author of a series of Studies; the Russell Sage
Foundation is thie,altttior of a Bi-monthly bulletin; the Boston Children’s
Ald Society is author of its Annual report; and the U.S. Department of
Agriculture ig-anthor of its Yearbook,

The titlespage sometimes bears’ the correct name of these bodies, but
usually thé hame must be verified. Changes often occur in the name from
yeag tn‘ycar causing many complications for readers who may wish to
trase the consecutive publications of these bodies over a period of time.
For example, the title page of the annual report of an institution for
1900 may contain one name, and the title page for 1906 quite a different
one. The cataloger must discover when the name was changed and give
this information to the reader who may know only one of the names.

Corporate entries include (a) societies and associations of all kinds,
such as scientific, benevolent and moral, even when strictly local or named
for a county, state, or country; also clubs, guilds, orders of knighthood,
secret societies, intercollegiate societies, Greek letter fraternities, political
parties, and religions sects; (b) institutions (establishnents), such as
schools, colleges, universities, libraries, museums, galleries, observatories,
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laboratories, churches, monasteries, convents, hospitals, asylums, Prisgns,
theaters, chambers of commerce, botanical gardens, and buildings; (¢)
government agencies for countries, states, provirices, municipalities, and
ecclesiastical, military, or judicial districts; and (d) miscellaneous bodies
or organizations, such as conferences, congresses, exhibitions, firms and
other business CONCEINS, committees and classes of citizens not belongi:ng
to any body or organization, ccclesiastical councils, foundations and en.
dowments, expeditions, and ships. )

Societies and institutions.—A society is entered under the first word
(not a',ii"'a'rt'itl:ié)'é'f' 1ts Eorporate name with a reference from any other
name by which it is known and, when desirablc, from the name\o¥ the
place where its headquarters are established. An institutior};'ié' entered
under the name of the place where it is located, followed hy&rs) corporate
name; a reference is made from the corporate name stariding by itself
when necessary, \¥;

The question will immediately arise: How can the eataloger know what
the corporate name is? The answer Is not easy um{:f\the charter or by-laws
of the society or institution happen to be printediih the publication being
cataloged; this is one of the first things the eataloger should look for. If
the name is not found, reference books,sﬁjid other catalogs, such as the
Union list of serials, should be consultdth Not only should the cataloger
verify the present name but he shottld also locate the different names
under which the society has beey known; this is ne
required references, ‘\

There are many excepti&Q's\'to this general statement concerning the
1ames of societies angd inskituti
vhole subject has beeg’ cover
Vheeler Pierson in her Guid

ions of societies ondinstitu

cessary 1o make the

ons, and these require careful study. The
ed in such an excellent way by Harriet
¢ to the cataloguing of the serigl publica-
ons that further discussion here is unneces-

.“\
Cig_very;‘mgnt_dqgumcn_;q,_—The rules for establishing the corporate
ames of geVernment agencies as given in the AL.A, Catalog rules have

N

cen amplified by James B. Childs in his 4y¢h

ons issued ag government documents, he
ould study the administrative organization of the offices from which
€Y come in order ig be sure of the correct name of the departments,
'US. Library of Congress. Catalog

. Division, Guide 1 s, catalogiing of the serial
blications of socicties and institug € cataloguing of

{ ons, comp, and ed, by Harrlet ¥heeler Pierson
ed.; Washington: Govy, print, off., 1958). P ed. by Harriet Whee
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bureaus, or divisions and to place these in their proper relation to supe-
rior offices. The cataloger may also have to trace the continuity of these
publications for the reader. For example, the catalog should show that
the reports of the Panama Canal were submitted from 1899-1902 by a
certain Isthmian Canal Commission; that this commission was discon-
tinuced and that a new one took up the work, serving from 1904-05; that
still another served from 1905-14. When the Gommission was discontinued
because of a change in administration, the Governor of the Panama Canal
Zone became the author of these reports. 8§

Many government documents are very similar to other -books: They

happen to be published, not by an individual publisher, but hy\éountries,

-states, citics, or towns. Some arc issued in various editiogq afid made up
into somewhat involved series, but when these details hayve been ferreted
out, many of them can be cataloged according to thefafles for the average
book or series. \/

"The first thing for the student to rememberdsythat an official publica-
tion of a government is entered under the nahie of the place. The United
States, for example, is the author of its official publications; its name cor-
responds to the family name in persc?ﬁal entries. Subdivisions are used
after the place name; these are the departments, bureaus, and important .
divisions from which the documents emanate, e.g., U.5. Departmert of
Agriculture. \\

If the publication issued by 2 department or burcau is not in the nature

of an official report, but iids been prepared by some expert either within
or outside of the govésu\rient service, he is considered the author. The
phrase often printefl mnder the author's name on the title page gives a
clue to the officialéauthor. 1, [or example, the author is designated as a
professor at ghéState College, Ames, Towa, he is probably not a member
of a governghent department but has been asked to write the book because
he is an ~a§ority on the subject; in this case the person, not the govern-
men;.qééhcy, is considered the author.
{Titke pages of documents are often cither too meager or too full, and
th&ataloger must learn where to look for certain facts which will assist
in locating the correct and true author. The letter of transmittal which
accompanies many documents is one of the best clues. If there are several
of these, the author of the document is sure to be the name of the lowest
office. The lowest office transmits to its superior, and the next to the one
higher up, and so on, but the first office transmitting is responsible for the
publication.

Catalog cards for most federal and state documents may be purchased
from the Library of Congress,. as may cards for many foreign documents.
On the other hand, the Library of Congress prints relatively few cards for
municipal documents. '
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The following entries taken from Library of Congress cards will serve
to illustrate some forms of document headings:

U.8. Bureau of the census,

U.S. Children's bureau.

U.S. Coast and geodetic survey.

U.S. Congress.

U.S. Congress. House. Committee on appropriations.

U.S. Joint commission on postal salaries.

U.S. Sepate. Committee on agriculture and forestry.

U.S. 66tk Cong., 3rdsess., 1920-1621. )

U.S. Constitution. N

U.S. Copyright office, A
. U.S. Dept. of agriculture.

U.S. Dept. of the interior. .\

.8, Library of Congress. £ N

1.8, Library of Congress. Division of bibliography.

U.8. Navy dept. (s

USS. Public health and marine hospital sér¥ice.
17.8. Superintendent of documents. O

. Miscellaneous bodies or Qfganimtions.fqi}r}erences, congresses, €x-
hibitions, firms, and similar organizationgage authors of their publica-
tions. Some of them may have only a ;exir;iorary organization. Pierson’s
Guide to the cataloguing of the serial publications of societies and institu-
tions covers the rules for establishing such names in somewhat more detail
than does the AL.A. Gatalog rules. '

4. Other forms of autl}g( entry—

Anonymous workse-Bagks are said to be published anonymousty
w?hen-t%le name of the atthor does not appear in the book itself. Some-
times, instead of appedring on the title page, it may be found in the
signature to the pretace or the dedication, or it may be concealed in some-
other part of theybook. If the authorship cannot be established from the
book itselNeIerence books and other library catalogs must then be
searched :in\the hope that some hibliographer or cataloger has found the
real pame, '

(The’reasons for spending a certain amount of time in locating the
author’s name are (1) to list a book with others by the same writer which
were Ferhaps not issued anonymously, and (2 to be able to make an entry
or references according to the listing i bibli i
ebod rding ing in the catalogs or bibliographies

1f authors of anonymous books are found, their names hecome the main
entry, bu_r. in addition a sitle entry should always be made. If no author
can be discovered, the first word of the title not an article becomes the
main entry, ' o '

Amnymom classics.—The Bible and similar sacred books are entered
under the name by which they are commonly known, as Bible, Koran,
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and Vedas. Parts of these works are likewise entered under standard titles,
but have the name of the pare added, as Bible. O. T. Genesis or Vedas.
Rigveda. Epics, romances, national folk tales, and other anonymous clas-
sics are similarly entered under their traditional names, as Arabian nights,
Chanson de Roland, Nibelungenlied, and Reynard the fox. _
Periodicals, yearbooks, encyclopedigs.—Publications not tdentified
with definite authors are entered under their titles as the main entry. -
Such publications include, besides the three mentioned already, almanacs,
directories, and newspapers. The cataloging of periodicals is fully coyered
by Mary Wilson MacNair in her Guide to the cataloguing of perz’odz’c\als.ﬂ
5. The authority file.—Catalog departments may maintain &n,official
authority file on cards in order to insure accuracy and unifermity in the
use of names, to record variant forms of authers’ names, gin;d\élso to trace
the necessary references. This file is a list of all personal and corporate
names appearing in the catalog as author, subject,-.c{r,'added entry. The
authority card lists the title of the book being cataloged, the variant names
found, the cross references made, and the bibliographical sources checked
in the course of the search. Such a record is;g' means of preserving useful
information. Tt need not be made, however, it the sole authority was a
Library of Congress card:* The authoricy- cards are sometimes filed sepa-
rately and sometimes in the official :t:akﬁ]og.
The Library of Congress has defihed an authority card as:

One card on which is recorded/the complete name, years of birth and death and
other nscessary data with regétd'to persons and corporate entries used in libraries
in headings of catalog ca%@s.’This card serves to secure uniformity in headings
and obviates repeated résearches in connection with successive works by or about
the same person. TH# card is most suggestive in making cross references from
onie form of the a{thor’s name to another and from the pseudcmyms he may have
used.® PG

Some oﬁ'%é autharity cards for corporate entries have been printed by
the Lijgifa'ry of Congress and may be used in public and official catalogs
asinformation cards. The authority card for a corporate name often gives
a bwief history of the body, and as a result it is sometimes referred to as
2 history card. Miss Pierson describes the Library of Congress practice

#U.S. Library of Congress. Catalog Division. Guide {0 the cataloguing of periodicals.
3d ed. Prepared by Mary Wilson MacNair (Washington: Govt, print. off, 1938}, 23p.

tSee . G. Akers, Simple libtary ceteloging (2d ed.; Chicago: AL.A., 1935), p.22-23. Many
libraries, large and small, do not use authority cards. Information considered worth
preserving is then reeorded on the back of the main card or on infermation cards. The
tracing for cross references is recorded similarly, and of course not very conveniently.
On the other hand, these libraries save much money, since authority cards are expen-
sive to compile and make, especially for corporate entries. .

®U.S. Library of Congress. Annual report of the librarian of Congress, 1938 (Wash-
ington: Govt. print. off., 1939), p.267-98. :
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regarding the establishing of corporate names when she says: “An author.
ity card is to be made for each heading established, to contain, whenever
obtainable, the date of founding, date of incorporation, changes of name,
and affiliation or union with other societies,”s

Catalogers need to know thoroughly the reference books in their librar-
ies so that personal and corporate names may be readily cstablished.
Smaller libraries find the publications of the H. W. Wilson Com pany very
useful in determining the correct form of €NIry to use.

Place names.—The correct form for geographical names, bath as au-
thor and as subject headings, has to be established likewise. Middge’s
Guide to reference books lists the various authorities that ma¥ e con-
sulted for place names. Childs? lists the authorities most freffgently con-
sulted, but to his list should be added the index volume, tQ, the Encyclo-
pedia britannica and also the United States Posta] guidgns

{4

IIl. Title Added Entrieg\

It is often necessary to have title entries fm\\:boks even though the
books have already been entered under theit\authors' names. Titles be-
ginning with a common term, such ag "his’tdrﬁg" “elements,” “complete,”
ete, should seldom find a- place in the catalog because they would not be

¢ quite numerous,

One difficulty the cataloger has 10'keep in mind is that readers some-
times mistake a title entry for,a S’ﬁbject heading. A reader may think he
has exhausted the resources of the library after he has discovered one
Fitle card relating to his,g bject of inquiry, For example, the title Brown-
g critics, if inserted in the card catalog, might attract the reader’s atten-
tion to the exclusiqn’.of the critical works to be found under Browning,
Robert. A iitle Ry Concrete roads ang pavements might be taken as

ably' deilnable, as, _(.Joncrete roads and pavements, See Pavements.
Fitleadded entries are usvally made for:

L. Works of fiction, s, The street cqlleqd straight, b
2. Short stories, as, How the camel got his hum
3. Dramas, as, Fanny's first blay, by Shaw

4. Poems having distinctive titles, as, “The wing-press,” by Alfred Noves

Y Basil King
» by Kipling

80, cit., p3.

"J. B. Childs, Author eniry _— . .
oﬁ..11941), p-32-35, Her eniry for government publications (Washington: Gost, print.

8 The rules for establishing place names are also treated by I. C. M. Hanson in his

4 comparative study of cataloging rules based on th . i 1508
(Chicago: Univ. of Chicago pr. [1989%), p.124-80.  Anglo-dperican code of
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5.
6.

10.

Striking titles not covered by 1-4, as, Thunder and dawn, by Glenn Frank
Alternative titles if they ave stxiking, as, War; or, What happens when one
Ipves one’s enemies, by John Luther Long; in this case a card under “What
happens when one loves ene’s ¢nemies” might prove useful

. Striking titles not included as the first words of the title, as The personal

history of David Copperfield, in which case the title’entry should be made
under “David Copperfield” and not under the full ttle

. Titles when the subject heading is not as definite .or specific as the title,

e.g., Greek vases, when the subject heading is Vases; a reference may be
used in such as case if preferred A

. Works caraloged under corporate names (except when the title is\d com-

mon one, such as “Annual report” or “Bulletin”) as Factoriesand ware-
houses of concrete, issued by the Association of American Porﬁdnd Cement
Manufacturers )
Anonymous titles whose authorshxp has been determmed

IV. Summary \

The author catalog is the basic cﬁtalog anc\\s}ie author card is the key

card.
than

It is from this card that all secondary. kards (that is,all entries other
the main entry) are traced. AN

Research is necessary in establmhmg cOnsistent entries.
Decisions about the form of th£ author entry are based on a definite

code

of rules.

The reader and the hbrary stafE will go to the author-and-title catalog
when they want the following:
$)

10.
11.
12.
13.

.- An anthor-and-i tl}\ihdex to the shelves

. An author-and- txtle index to the shelf list

. The authoz OF 4 book when only the title is known

. The htera{y“output of an author as represented in the library collection

. The cotmplete edition of an author's works

. l"hws\ ected works of an author

. Individual works by an author

" Panslations of individual works; these are cataloged under the author of
\ “the original work with an added entry for the transtator

. All editions of an author’s works or one speeific edition

The psendonym of an author when the real name is known

The real name of an author when the pseudonym is known

Information provided by references, showing preferred and related headings
Names of books belongmg to a series

The author-and-title catalog is an essential tool for hbranes of every
size and type, It is an mtegral part of the dictionary catalog, but it an-
swers only part of the questions which come to the average library. In the
next chapter a study will be made of the subject and form entries which,
together with the author entries, make up the dictionary catalog.
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V. Examples of N ame Entries as Used by Library of Congress
1. Nobility '

Croatian—
Zrinski, Petar, grof, 1621-1671.
Duteh—
 De Geer, Gerard Jakob, frikerre, 1858- -
Irtersum, Lodewijk Arent van, baron, 1896.
‘Lennep, Frank Karel van, jonkheer, 1865-
Ripperda, Jan Willem van, dugue, d. 1737
English-— A
Avebury, John Lubbock, 75t baron, 1834-1913.
Kylsant, QOwen Cosby Philipps, baron, 1863- 'S
De Sausmarez, Sir Havilland Walter, bart,, 1861- )
Neble, Sir George, 2d bari,, 1850. M
Raudand, Charles Manners, ¢:5 duke of, 1754-1787. N
Bristol, George Digby, 2d earl of, 1612-1677.
Walpole, Horace, eqr! of Orjord, 1717-1797. N
Baring, Hon, Maurice, 1874- \/
Lauder, Sir Harry, 1870- O
Cecil, Lord Hugh Richard Heathcote, 1860 AN
Bankton, Andrew Macdowall, lord, 1685-17608 v
Bacon, Francis, viscount St. Albans, 1561-1626.
Montagu, Lady Nary (Pierrepont) Wortlew, /16881762,
Duft-Gordon, Lusie (Austin) lady, 18214185,
French— N
La Bigotitre, René de, seigneur de\ Perchambauli, 1640(ca.)-1727.
Guise, Henri IT de Lorraine, 5. duc de, 1614-1654,
Lenoble, Fustache, baron da Saz'm-George et de Tenneliére, 1643-1711.
La Barre, César Alexis Cl}itk\lereau, chevalier de, b, cq. 1630.
Brissac, Chatles de Co & Comte de, 1550-1621,
Lorge, Guy Aldonce de Durlors, duc de, 1630:-1702.
Carel, facques, sieufg® Sain te-Garde, 1620(ca)-1684,
German— AN/
Dohna-Schiodjen, Alexander, burggraf und graf 2u, 1876.
Kaltenbom:m}'d Stachau, Caxl, freiherr von, 1817-1866.
Lowensteth,\Friedrich, Prinz zu, 1860-
Niesiotaws 1-Gawin, Viktor, ritter von, 1868
Halian— 39
qu:’gﬁese, Giovanni Battista, principe, 1855.
arrabba, Raffacle, barone, 1884-1906,
Spanish—

Giiell, Eusebio Giiell y Lépez, 2, wvizconde de, 1877.
Revilla Gigedo, Juvan Vicenie Giidmez Pacheco de Padilla Horcasitas y
Aguayo, conde de, 1740.1799,
Swedish— :
Berzelius, Jons Jakoh, friherre, 1779.1848,

Konigsmarck, Karl Johan von, grefve, 1659-1686.
Turkish—

Ibrahim-Hjlmy, Prince, 1860-
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2, Married Woman
Stowe, Harriet Elizabeth (Beecher), 1811-1896.

3, President _
Washington, George, pres. U.S., 1732-1759.
4. Societies and Institutions
Abbeys, monasteries, convents—
Tintern abbey
Calerucga, Spain. Santo Domingo (Dominican convent)
Cologne. Sankt Barbara (Carthusian monastery}
Durbon, la chartreuse de (Monastery}

Churches— N
Cumberland Presbyterian church, Cumberland Co., Va, )
Jerusalem. Church of the Holy Sepulcher. ' O
New York. Trinity church.
Pittsburgh, Central Preshyterian church.
Ueberlingen, Ger. 8t. Nikolaus (Minster) S

Congresses and conferences— 9
Congreso de estudios vascos. 5th, Vergara, 1930.

Internatmncd congress of Orientalists, 18th, L@den 1931.
Mational conference on planning, Boston, 4939.
State-wide tax confercnce, University of Coiomdo, 1934,

Exhibitions and expositions—

Chicago. Century of progress mterﬂa.tmnal exposition, 1933,
Paris. Salon, 193¢ (Soci¢te des arsiztes décorateurs)
Paris. Salon international d’ aru photographlque 25th, 1930,

Expeditions—

Canadian Arctic expedition, 1913 1918.

Joint expedition of thg‘lﬁmsh_museum and of the Museum of the University
of Pennsylvania & ‘Mesopotamia.

International polar expedition.

Firms—
Appleton (D Century company, inc.,, New York.
Atherton, /BdWin N., & associates.
Burnet, Sy Tohn, & partners, firm, architects,
Shepardy The Frank, company.
Simrmk firm, music pub., Berlin,

lmt:mtmns—

\' \Ghase national bank of the city of New York,
"Grenoble. Bibliothéque municipale.

Pulkovo. Astronomicheskaii observatoriia,

Schools—

Bedales school, Steep, Eng.
Brooklyn. Public school 48,
New York. Paul Hoffman junior high school.
Paris. Lycée Janson-le-Sailly.
Socleties—
Academia das sciencias de Lisboa.
American physical society.
Soriétd des compositeurs de musique, Paris.
American library association. .
American mathematical society, New York.
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AN

/ . ") '
¥ Some Practical Quiestions /’
1. Identify the following authors’names and indicate what references you would

make. Look these up in any library eatalog or biographical reference books at
your command, RN

Fourth Earl of Chesterfield »
Anatole Leroy-Beaulien .\
Madame Mary F. R@a}n, 1857-

Pierre de Coulevain

Clande Ferval /

Alice §. Green) WHo wrote Town fife in the 15:h century

Baron Czqgr{’big‘, who wrote Ethnographic chart of the Austrian monarchy

N -

. {\Yv
2. Look up the-A 1A, rule for the main entry for cataloging the following, and
rewrite €ach entry on a card in correce catalog form, indicating the number
of thesnile chosen.

\a‘) Foundry practice, by James Murray Tate and M. O. Stone
%) Donatello, by David A. E. Lindsay (Lord Balcarres)
¢} Annual report of the Detroic Public Library
d) Harper's school speaker, compiled by James Baldwin
€} Poems, plays and Rosamund Grey, by Charles Lamb; edited by William
" Macdonald - '
f) Ariadne in Mantua; ¢ romance in five acts, by Vernon Lee {pseudonym
of Violet Pager) :

3. Examine the Readers’ guide to periodical literature and state its use in com-
piling an author catalog. _
4. Write a descriptive annotation for Halkett and Laing's Dictionary of anony-
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mous and pseudonymous English literature; new and enlarged edition, by
James Kennedy and others (London, 1926-34).
5. Designate what main and added entries (exciusive of subject entries) you
would make for the fellowing:
a} The last cruise of the Shanghai; being the story of the teakwood boat
over the Viking trail, by Frederic De Witt Weils, illustrations by Philip
A} Kappel, 1925
bj Foslers & their designers, by S. R. Jones: ed. by Geoffrey Holme, 1924
/ ¢} The enchanted wanderer, by N, 8. Ligskov, tr, from the Russian byA. G.
Paschkoll; ed. with an introduction by Maxim Gorky, 1524 (fictiony
d} A history of sculpiure, by G. H. Chase and C, R. Post, 1925 (¢
¢} The house on Smith square, by the author of The house on:G@aﬂes street
(fiction) s
f) Some masters of Spanish verse, by James Fitzmaurice Kelly, 1924 -
g) Terra cotta of the Italian renaissance; plates issued IQ?gﬁhe' National Terra

Cotta Society, 1925 )
k) Yiddish folk songs, compiled by S. P. Schack, plahd arrangement by E. S.
Cohen, 1924 o \d

i) The Decroly class; a contribution to_elémentary education, by Amdlie
Hamaide, collaborator with Dr. Dectdly; with a preface by E. Claparéde,
tr. from the French by J. L. Hung, 1924

N
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IX

Subject and Form Entriés for a
Dictionary Catalog

: AL
- T
L. Some Obseryations on the Prin- 1L Subject Headings
ciples and Practice of Subject 1. Choice of terms as headings
Heading 2. Persons as subjects; Diography
I. Use of standard lists of headings and criticism AN
2. Correlation of classification and 3. Subdivision of headirps
subject heading 4. Current or new headings
8. Use of reference books to un-
derstand subjects III. Headings for Borm Books
4. Use of the shelf list in subject 1. For books Having a definite use
heading 2. Forditgvature
5. Generons but intelligent use of 3. For languages
references Jo
6. Regional division of subject IV, Subject Gross References
headings '.tl._.’References from general to spe-
7. Syndetic catalog A o cific terms
8. Consideration of books in groupsel* 2 Se¢ also references
g, : . [t N ’
;[r’::iof;iges of headings: sub:] ?CL V. Number of Headings for a Book
10. Some definitions ~ VL Subject Analyticals
- _ ~ y
K™ 'd

that I-lanf.e'%en followed in building up the catalog to which he is now
contributing. Catalogers are rarely called upon to create a dictionary cata-

I‘Ogi\:tﬁey are commonly asked tq contribute to one that is already func-
tlonmg.

standing of the purpose of subject entries. Among these may be reckaned:;
the number of books needing subject headings, the nature of the books,’
the organization of the library with open or closed access to book shelves,:
the kind of reader who will use the catalog, and, as far as the arrange-’
ment of the subject entries is concerned, their relation to the other parts’
of the dictionary catalog. ) . '.

The size of a library has an important bearing on the subject entrics



Subject and Form Entries 137

as well as on the upkeep of a catalog. When a library reaches the fifty or
sixty thousand volume mark, the subject headings begin to need subdivi-
sion and a general revision of the catalog may become necessary, From
then on, new and more complex headings will be introduced every year
as the collection continues to grow.

The organization and use of a library affect the subject entries still
more. If there is open access, the classification provides much of the sub-
jeet approach to books, but with closed shelves the subject entries become
doubly important, while at the same time they are generally more nyumer-
ous. Where a small and select group of readers is concerned, as in a special
or a school library, it should not be difficult to determine théirSubject
heading needs; but where there is a big and varied reading public, as in
a large reference library, it is difficult to fit- the subjeqt™entries to the

capacities and needs of all readers. ¢

I. Some Observations on the Principlesand Practice
of Subject Heading\>
By subject entry we mean thetermorterfps used in a dictionary cata-
log to express the subject or subjects-of hoeks. It is part of the cataloger’s

task to discover the topics with which hqgks'deal and then to select terms
which express those topics briefly atid exactly.

1. Use of standard lists of headings.—Cutter gave good advice when
he said: N

The importance of deciding aright where any given subject shall be entered is in
Inverse proportion to the (%{chlty of decision. If there is no obvious principle to
guide the cataloger, it Is plain there will be no reason why the public should
expect to find the entypinder one heading rather than another, and therefore
in regard to the pubfic it matters not which is chosen. But it is better thgt such
decisions should ‘b made to conform when possible to some general system, as
there is ther\more likelihood that they will be decided alike by different cata-
logers, and{that a usage will grow up which the public will finally learn to
profit by\.?
- There are two general systems in common use in the United States )
~ today. These are the Library of Congress? and the Sears? lists of subject
headings, the one designed for large, and the other for small libraries.
We may accordingly say that the first principle of subject heading is to

learn and know the policies followed by these two lists. This entails a |

| 1C. AL Cutter, Rules for a dictionary catalog ($th ed.; Washington; Govt. print, off,,

9043, n.66. b )

_2 I}Sp Library of Congress. Subject Cataloging Division, Subject keadings used in the
d:ctiom'ry catalogs of the Library of Congress, ed. by Mary Wilson MacNair (4th ed.;
Washingmn: Govt, print, off., 1943), 2v, .

$M. E. Sears, List of subject headings for small libraries. 4th ed. rev., with additions
of decimal classification numbers by Tsabel Stevemson Monro (N. Y.: H. W. Wilson,
1938, B16p.

e
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study of subjects, not one heading by itself, but the whole chain of head-
_ ings as organized from the general to the specific. The student should
take a subject héf_adfing such as Numismatics and by means of see and see
also ireferences trace the related headings such as Medals and Seqls
.(Nu‘ﬁeéisma_it'z'cs’).' The cataloger is constantly following up such patterns as
new books and new subjects have to be fitted into the scheme.
¥ 2. Correlation of classification and subject heading,—The two funce
tions of classifying and assigning subject headings should be closcly cor-
related since both are concerned with the subject side of books. Time is
saved and greater uniformity is secured if this policy is followéd: The
classifier expresses the subject of a book by a symbol, as 150; th€ gataloger,
after ‘going through the same process of reasoning, expresses\tie subject
in the word Psychology. According to H. A. Sharp: \

77%&
3

Tt is clear . . . that classification and cataloguing are ewo distinet processes, but
that they are, nevertheless, so closely intertwined that the second must be re-
garded as the direct complement of the first. In sayiug that the second is the
complement of the first we do so designedly, fori»;\is the catalogue that is the

complement of the classification and not the classification that is the complement

of the catalogue; there is nothing that a shelf eldssification does but what 2 cata-
logue can do equally well, short of faailitgting the actual comparative examina-

tion of the books themselves. Contrariwise, there is a good deal that the catalogue
can, and does do, that no classification“tan do at all %

Therefore the second principle of subject heading is: Correlate classifi
cation and the selection of sibject headings.

The se¢ also refere cés™in a dictionary catalog correspond in some re-
spects to the subdivisions in a classification scheme. Both proceed from the
general to the specific. Many of the see also references under Psychology
in 2 list of subjeet headings would also be found as subdivisions of 150
in Dewey. Kaowledge of such a fact can often be of great assistance in
making {e@rences when new headings are adopted. The relative index
to DewgyNis sometimes helpful too.

'ti"hﬂ;'dictionary catalog, through its subject headings, furnishes a sys-

" tgmatic approach to all'phases of a large subject by means of an alpha-
betical list of terms and through interlocking references. The classification
scheme does the same thing, only it, instead of adopting an alphabetical
arrangerment, holds o a logical order and relies on an alphabetical index
to disclose specific entries, ’

“f 3. Use of reference books to understand subjects,—The third princi-
ple has to do with reference tools. The field of knowledge is so great that
o one can master all subjects. Hence reference aids must be called upon
to help in understanding subjects and in comprehending terms, Diction-

*H. A. Sharp, Cataloguing (2 ed.; London: Grafton, 1937), p.422-93. ’
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aries and encyclopedias are of first importance in this connection, and
with them must be included technical dictionaries, foreign language dic-
tionarics, and handbooks. The danger lies in thinking one knows about
a subject or a term.

v 4. Use of the shelf list in subject heading.—The fourth principle is
that the shelf list can often serve as an aid in subject heading. If a book
is classified m 872.3, which Dewey defines as “Sensory training or observ-
ing powers,” the classification schedule offers no clue as to possible sub-
ject headings. By looking in the shelf Hst under 372.3, howeverythe
cataloger may find appropriate headings suggested by other books class1
fied there. (\)

- 5. Genercus but intelligent use of references.—The fifth pnnclple ap-
phes to crass references. The cataloger should be gencrousow:,th references
but should use them with intelligence. References w;:]d the dictionary
catalog together. They are the guide posts that shiow which road the
reader is on and where he will get to, whatever way\ie turns. It is through
this interlocking of terms that the reader is IedQErom one subject to an-
other. Guides of this kind are helpful and mﬂ)rmatwe, they suggest head-
ings unknown to the searcher and introdwegvhim to new and later books
in his general or special field. The zeferences furnish an alphabetical
medium for showing logic. They doyn \0t bring together in the catalog all
phases of a subject but they do shg)w the reader how he can gather his
mformatlon from various p]aces ’

¢ 6. Regional division 0£xub]ect headings.—The sixth principle is to
Ieam and know how ¢t f{eat subjects that are limited by place. Many
books have a direct aps?catlon to somé region. The banking system of
Germany, Mining § iy South Africa, and Romanesque architecture in France
are works of this kmd Each of these is valuable both because of its subject
and because ofJts application to a certain locality, but the subject value
seems greatci\than the regional. It is logical, therefore, to make the sub-
ject entnes for such material under the subject, subdividing by region
where ngcessary

K, however the sub]ects treated are those closely relating to a people,
state, or place (such as works on history, politics and government, eco-
nomic conditions, etc.), the place name takes precedence and the subject
is made secondary to the region. Examples of this practice are:

Chicago—Police
France—History
Germany—Social condilions

Should a reader want to study all the books pertaining to a certain
place, he would, in using the dictionary catalog, have to depend on refer-
ences or else understand this general plan. References should be made
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N freely so that regional groups may be reasonably complete, at least a5 3
"7 guide. References such as the following would be useful in this connection:

France—Architeciure. See Architecture—France

Germany—Banks. See Banhs and banking—Germany

South Africa—Mines and mineral resources. See M ines
and mineral resources—Africa, South

The matter is further complicated by the fact that for local material the
regional subdivision is sometimes made “directly” by using the local name
only in the subdivision and sometimes “indirectly” by using the country
: name before the local name, The Library of Congress has publishéd a Jist
of Subject headings with local subdivision which shows whether direct
or indirect subdivision is used, The “Prefatory note” to that-Jist says:

The principle upon which subjects have been classified , . <~i§. admittedly not -
susceptible of rigid applicatien—opinion may differ, and it May be conceded that
in the case of a considerable number of the subjects it has\hot been applied with
- unerring judgment and with the greatest possible consistencir. The lists are printed
in response to numerous requests for information QK\{Q‘ the actual practice of the

Library of Congress, and ‘are not offered a 2 @ghide to be unguestionably
followed.’ QO

area. Among other headings, it tncludes the following groups of subjects:
L. Agricultural headings, fiskertes, mining, minerals, ores, etc,, e.g., Agriculture
—England—Devon , ¢\

2. Scientific subjects; ﬁ\h as botany, gealogy, zodlogy, eg., Botany—Ohio—
Hamilton co. )

5. Educational subjects, eg., Education—Germany—Berlin

4, Clas.ses of persons, such as the blind, deaf, and dumb, e.g., Blind—Pennsyl-
vania—FPhiladelphia :

5, Sport%; C., B8, Games—France—pPyris

6. Ce?:t‘a.jn_ legal hffadings, £g., Food law and legislation—U7.8.—Boston
’{'.'\I’mpectmn headings, eg., Mear s'mpection——U.S.—Chicago

' Exi:.eption Is made in the cas¢ of colleges and universities, hospitals,
Il.branes._, and other institutiong whose development is lIargely or exclu-
“ sively identified with cities and where the primary subject interest is local.
Thus, while Libraries—y7.8, and Lib?‘aries-Massackusetts are used, the
local heading is Bostan—Libmn’es, not Libtaries—Massachusetts—Boston
or Libraries—Boston,
Direct subdivision is useq for subjects peculiar to, or identified in inter-

®U.8. Library of Congress Catalog Divisig . , . s
TTess. . Subject headings with local subdivision
¢+ - comp. by Mary Wilsen MacNalr (8th ed.; Washington:gcovt. print. off., 1935},
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est with, smaller regions or localities, These subjects are social, political,
economic, or cultural movements, institutions, industries, classes or groups
of persons, ete. Examples of direct subdivision are:

Architecture—Gard, France (Dept.)
Cost and standard of living—Paris
Taxation—Suffolk co., Mass.

It will be observed that states and provinces are classed with countries
so that they always take direct subdivisior, but the present departments of
France and the provinces of Italy are not classed with countries. N\

7. 8yndetic catalog.—It will be noted that, while the dictionarycata-
log is supposed to take no account of logic, it has been developediinsuch
a way that many principles of logic have been introduced. It is #6t a sim-
ple index with no consideration for the grouping of like subjects, nor is it
devoid of references which tend to correlate and unify thefentries, Cutter
calls it a “syndetic” catalog, which he defines as follgwsy

Syndetic, connective, applied to that kind of dictior}ai’)}catalog which binds its
entries together by means of cross-references so as, o fofm a whole, the references
being made from the most comprehensive subjez:t ‘to those of the next lower
degree of comprehensiveness, and from each ‘of ‘these to their subordinate sub-
jects. . . .“These crossreferences correspond™te and are a good substitute for the
arrangement in a systematic catalog. Béfe}énces are also made in the syndetic
catalog to illustrative and cadrdinate subjects,® :

8. Consideration of books.in groups.—Since each subject must be
linked up with similar topfics Il the catalog, the cataloger must be sensitive
to comparative facts and\ideas in books. What he gets out of books must
depend not only onywlat'he can detect through the author’s facts but also
on what he himself\has acquired in the way of previous learning and ex-
perience, and_on‘the habits of reflection, comparison, and observation
which he hagformed, If references are needed to correlate subject entries
and unify she'catalog, the cataloger will need to become familiar with the
logical\se:q:hénces common to many fields of knowledge. The classification
schefng will help him in acquiring that familiarity.

9. Two types of headings: subject and form.—When classifying books
we found two types, those treating of a definite subject or topic, and those
written according to a specific form, These two types require the use of
either subject or form headings in the dictionary catalog.

10. Some definitions.--Before going further, the student will find
several definitions useful,

The subject of a book is the theme or topic treated by an author.
The subject heading is the word or phrase used on catalog cards to express the

8 C. A, Cutter, op. cit., p.25.
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theme or topic of a book. There may be as many subject headings as are
necessary to show the scope of a book, but these should not be multiplied
indiscriminazely.

The subject entry is the catalog card with a subject heading at the top as the
filing medium. Xt is usually a unic card with the subject heading added. It i
known zlso as a subject card.

II. Subject Headings

The technique involved in choosing subject headings is a simple matter
where few books are to be cataloged. The problem becomes increaingly
' complex as the collection grows. The fact that the whole vocabulary,of the
English language is at our command does not make the problemy easier,
It only emphasizes the importance of careful selection of {Cems and the
necessity of formulating some plan to regulate this selediton and insurk
consistent development, ¢
1. Choice of terms as headings.—It must be staed at che outset that
no hard and fast decisions leading to the choiced? terms can be made
which will apply in all cases. Books are not alike"and subjects change as
the fields of knowledge advance. New polit\ic;}l’groupings bring different
‘geographical divisions, and inventions ake it necessary to coin new
words, Fortunately, experience has _le’d'éatalogers to make certain rulings
which furnish helpful guides to the-beginner and show the practice of
libraries in their attempt to satisfy-readers.”

Cutter’s Ru!es fora dicts'mgm"y Clztalog is the only printed code in Eng-
lish covering the rulings fon}ubject headings and, while students should
refer to it, their attenti, n'\é,hould be called to the facts that much of the
reasoning used by Cqugr was based on that formerly applied to a classi-
fied catalog and thapmany of the illustrations are out of date.

{irf.eﬁ'f""{wh.fc\h\"’fmf-‘mmb]ects—ln choosing a term to express
the theme or FQP;)E of 2 book the cataloger must be mindful of two things:
the word 01‘@1}1‘336 must fit the individual book and, in addition, the word
or phrase\must be one which wil] not be limited to one book but will
applytd'a group of books,

'Tﬁ? ‘Cataloger must not be unduly influenced by the phraseology of the
book’in hand when he i choosing 2 term to express the subject of the
boo.k. For example, if a book entitled Keramic art is to be cataloged, the
subject hea':!ing Keramics might be chosen, Then a book entitled .POffffT)’

) . . > the studeqt should read “Practical stuggestions for
the beginner in subject l_leadi_ng work” which is ¢he intreduction to Sears'gj[g.is! of sub-

be secured as 4 separate,
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different readers might easily approach a catalog with any one of them
in mind. Naturally the cataloger should not scatter the entries in three
different places in the alphabet. He must choose the term that is most
common, simple, and specific, the one most frequently used in other in-
dexes, and the one which is broad enough to include the various phases of
the topic. In the case in point, Potiery would be the preferable term. Un-
der this heading the cataloger will then enter all books dealing with this
subject, regardless of the wording of che title pages. He must make refer-
ences to Poitery for the readers who might look under Ceramics, Kevamics,
or Porcelain. These references, each on a separate card, would read:

7 '\ A

Ceramics. See Potiery N
Keramics. See Pottery Py
Porcelain. See Pottery

774
8

Use the most specific term.—As a general rule,tboeks must be entered
under the most specific subject heading availablex\Fhis means the heading
which will most accurately fit the book, Tl}ef:cr:m must express the con-
tent of the book sharply and accurately, pas, vaguely and loosely, For ex-
ample, 2 book about wheat should be entered under Wheat and not under
the general heading Grain along withiother specific grains.

Use common rather than techaical terms.—Because habit is an impor-

tant factor in quick reference, ityis desirable that the name of a subject
should be the one in commen usage, that is, the form generally used in
common parlance, in printed indexes, encyclopedias, and other reference
guides. Probably nine{% ‘petr cent of the users of a dictionary catalog who
want to look up thésubject of bones would go to that word. Osteology is
not a term in cor{l’ﬁron usage and would be looked for only by the spe-
cialist. To provfde for the few persons who would look under the scien-
tific term rather than the common one, a reference is made which in this
case wou\l&ri—‘:ad: Osteology. See Bones.
Ljsé;pluml rather than singular, terms.—The plural form is usually
adogted for subject headings. It is inclusive. For example, Canal might
faean one canal, as the Panama Canal, but as soon as the plural form
Canals is used all phases of the subject (including commercial, engincering,
and transportation aspects) may be entered under this heading. Singular
and plural may both be necessary if the two forms of the word have a dif-
ferent meaning, as is the case with Theater and Theaters.

Use terms which express the correct point of view.—~Books must not
be listed under headings which do not express their correct point of view.
One might think, for example, that all hooks treating of psychology could
be grouped under this term. They may be, in the very small library, but
in the larger library it will be necessary to consider the subject in its many
applications. For example, psychology when applied to medicine takes on
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a new name; it is known as pathological psychology, and the reader is
quite justiﬁed in expecting to find this term in the catalog.

Use inverted headings only when necessary—A problem arises if z
term suich as pathological psychology is used. The general headin g Psychol-
ogy will lose’all the books which deal with this subject in its application
to medicine, because the two groups will not be filed together. In such a
case, the term may be changed to bring the new subject into relation with
the main subject heading to which it belongs; in other words, a term must
be found which will allow the special application of the topicato be
grouped with the main subject. Such headings are called “invertéd head-
ings.” ‘They are adopted when it seems desirable to keep classestogether
to maintain a somewhat logical arrangement. In this instapcg:,‘P.sych ology,
Fathological can be used. A reference is then made fromRathological psy-
chology for the reader who might look under that tersin) .

Several good reasons for grouping the various aspéc\ts ofa subject in the
dictionary catalog warrant the use of inverted headings. Such an arrange-
ment (1) brings books on rélated aspects of a §ub}ec[ together; (2) it results
in a grouping that is frequently differentfram the classified arrangement
on the shelves; and (3) it relieves reader§ of the trouble of scarching in a

- number of places in the catalog to findyelated topics. Such a plan to show
different phases of treatment is dependent on the size of the coliection. A
small Library that has two or thrééoliooks on the subject could enter these
under the heading Psychologinand make a see reference from more spe-
cific headings. The gene;gl],\term would then include books on psychol-
ogy and its app]icatioﬁs\\Eé.ch item in the small group under Psychology
could be quickly scatined and the titles would differentiate the books for
the reader, "
Inverted ph;afge—'headings (such as Furniture, Ef istory of) should usually
be avoide%l:‘he qualifying word should be used as a subheading instead,
e.g., Fur{&im e—History,
Use‘combined terms for two subjects commonly treated together—
Compound headings are used for two aspects of a subject that are so
closely allied that the one is rarely discussed without the other, e.g.,

Clocks and waiches
Dyes and dyeing
Manners and customs

A reference should generally be made from the second part of the com-
pound heading, as for example Waiches. See Clocks and watches,
Use phrases as headings.—A phrase is nsed as a heading only when
the subject cannot be expressed correctly by a noun. The following are
examples of phrases used as subject headings:
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Japanese in the United States
Strength of materials
Women in politics

Defune terms when necessary.—1If a dependable catalog is to be made,
catalogers must define the terms that allow of several interpretations.®
Otherwise headings may be used incorrectly. For example, the two head-
ings Microphotography and Photomicography might easily be confused if
definitiens were not supplied. ~

A simpler example is afforded by the headings relating to clothing,
dress, and costume. The compound heading Clothing and dress £oMld be
defined to serve general works treating the subject from the stahdpoint
of utility and for works on the art of dress. On the.other hand,\the heading
Castume could be defined so that it would include de,sc:'rfptive and his-
torical works on costumes or modes of drcss among various nations and at
different periods; it would include styles peculiar ta particular professions,
to classes of people, or to individuals; it would ajsetinclude works on fancy
dress and costumes for special occasions such ‘a,s\jcéurt receptions, carnivals,
masquerades, etc. O\ :

Definitions once worked out should k& filed in the catalog depariment
for official use. In the process of woskily them out, cross references may
be indicated that otherwise mightego unconsidered. Thus the definition
for the heading Costume immegdiately suggests a reference Fancy dress. See
Costume. AN

(1} DEFIRITION As AS I\&R’f OF THE HEADING.——If the same term has
W0 or more meaningsAit Is necessary to include as a part of the caption
the word or phrase §¥hich defincs the term, Unless this is done the ewo
terms cannot be separately filed. Masks for the face and Masks (Plays) are
two quite differeft subjects, and must be distinguished both for filing and
for defining ke difference in use. In this case also it must not be forgotten
that someene will look for Masques instead of Masks. Words variously
Spellﬁd:s:hhilld have references from the form not used to the one accepted.

’ (2)} DEFINING AMBIGUOUS TERMS FOR THE READER—AL times it is val-
uable to give definitions to readers who use the catalog, so that they may
know just why some books are entered under a tertain heading and why
others are omitted. Such a case is illustrated by the two headings Anglo-
Saxens and Anglo-Saxon race as used by the Library of Congress. Anglo-
Saxon race is used for “works on the nations of Anglo-Saxon descent,” an'd
the heading dnglo-Saxons is used for “works on the Anglo-Saxons until
the time of the conquest (approximately).” Such definitions may well be

®A certain number of definitions will be found in the Library of Congress list of

subfect headings. Special lists, such as the one for educational headings compiled by -
Miss Clyde Pecrus, may furnish very useful definitions.
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included in the public catalog. Frequentlyu\_t‘g?y can be given on the card
that lists the see also references. . CUONAL Y _

2. Pexsons as subjects: biography and _efriﬁcisni\._—The name of a per-
son may be used as a subjectsheading-as Well asian author heading or
added entry. The form of name must-be the same so that these different
types of entry can file next to one arother in the card catalog. A biography
of Browning is entered under Browning, Robert. A criticism of his Ring
and the book, being a critical study of an individual work, is entered
under Browning, Robert. Ring and the book so that it will be.fled im.
mediately following the title concerned. A

3. Subdivisior of headings.—The tendency to group underione sub-
ject heading all books in a given field is desirable up to a ‘sertain point,
but such a procedure will lead to a day of reckoning &hen the entries
under that caption become s0 numerous that it is diffiault to differentiate
between titles, When this happens the subject midsh be subdivided. For
example, if there are thirty-five or fifty cards upder Drama, the cataloger
should go over them carefully, select all these treating the history and
criticism of the drama, the technique ofy tﬁe drama, and other special

phases, and segregate them from the gerieral books. The headings would
then read: RN

Drama 9 :’: )

Drama—Collections

Dramg=~History and criticism

Dratnn~—19th century

Brama—Technique

) When the avera e,Iibrary reaches the fifty thousand volume mark, sub-
ject headings deniand more attention than at any other time because many
of the broad L{e&dings begin to need expansion. A new book, for example,
on the sub\jéet' of drama in the nineteenth century may be more useful
if set angt under its specific subheading; in that case, all titles already in
the catalog under the heading Drama must be examined to discover those
whieltreat this period. Unless this is done, the assistant or reader who con-
sults.the heading Drama—19h century may find only one book, whereas
the hbrary actually has four or five buried under the old heading Drama.
As every new heading is accepted, the cataloger must go back and collect
the old titles which should now be grouped with the new titles under 2
new caption or a new subdivision. The work constantly demands that the

stantly in need of readjustment and ghag new and different subjects must
be correlated with all tha; has gone before,
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Subjects limited by form.—Form subdivisions for subject headings are
usually similar te those found in any system of classification. They may be
used whenever it is necesszmy to subdivide, The most common are:

Addresses, essays, Iectures —Bibliography.—Biography.—Collected
works.-—Collections.—Dictionaries—Directories. Drama.—Fiction.
—Handbooks, manuals, etc—History.—Outlines, syliahi, ete—Peri-
odicals.~Poetry.—Statistics.—Stories,>—Study and teaching.

Since readers may look for all dictionaries, for example, under this
word, a reference must be made to show how these are entered in the cata-
log. This is what is called a general reference or information card. It'does
not refer to any definite subject or books but mere]y shows thé, eader
what policy is followed in entering books written in a cercair form, For
example: :».;

Bictionaries, ‘4%

For dictionaties of a special language or subject uconsult the
subdivision Dictionaries under the names of Manguages and
subjects, e.g., English laﬂguage—chtwnabes Chemistry—
Dictionaries. S

A book on how to compile a dictionary ‘would have to be listed under
the heading Dictionaries, Many form ligadings have to be used as sub-
headings as well as independent sub;ect headings.

Subjects limited by time or j;erwd —History headings may be sab-
divided by period. These subdiyisions may be expressed by events, dates,
or both. ¥or example: ~

s
an.-:e—Hs‘stBﬁ@—:Wars of the Huguenois, 1562-1598
U.S—History—1783-1865
7.8, —Hi{ts&‘y-——Cs'vil war

Such suhd:vmc)ns are interpreted and filed chronologically. A reference
should be mddg from any period that has a distinctive name, such as
French reutlution. See France—History—Revolution.

Somg, sub]ects are definitely limited by time, as Ar, Ancient; Philoso-
bhy; Medem, and Civilization, Medieval. The beginner should use such
headmgs only after checking them with a printed list of headings. They
are used only with subjects which lend themselves to such treatment. A
book on modern methods of heating houses would not take the heading
Heating, Modern. What is modern today may be out of date in a year
or two.

4. Current or new headings.—Headings for newly developed subjects
may be considered as tentative until their use has become established. The
cataloger must be sure that the term is not merely a new name for an old

® Stories is used as a subheading for. juvenile books while Ficlion is the subheadmg
for adult books, .



148 Cataloging and Classification

topic. If it is, a see reference should probably be made from the new to the
old heading; but as soon 43 the new heading has become fixed, or has came
into common use, the old heading must be changed and a reference made
from it to the new term. The current periodical indexes may prove helpful
in determining such trends.

New headings may originate in the following ways:

1. entirely new terms, as Sulfantlamide
2. change in terminolagy, as Home economics in place of Domestic economy
_ 3 subject divided, as Jumior high schools where the material was lowmerly
" under the general heading High schools
4. new subdivision used under a heading already established, as E\c?onomics—-
Experimental methods "\
5. change in the form of a heading, as Lilies in place of Lify \ .
6. new cross reference made, as Zoning, See Cities and tow.n&—'PImma'ng—Zone
system R4 4
7. change in place names, as Thailand instead of Siagh. )

III. Headings for Forg{ﬁéoks

1. For books having a definite use.—f.l."hé’re is 2 demand for hooks that
have a special use, Headings representing such books are Readers and
speakers; Debales and debating; Quéiatiom; Scientific recreations; ete.
"These headings are not illustratiye-of the subject of the books but rather
of their adaptability to a spgm‘af need. Headings of this type must be
chosen with discretion; in fatt, they should be Iimited to those given in
the printed lists of subjectHieadings.

The heading Debatgs\s}zd debating is used to include subject books on
debating which cannophe given either Oratory or Parl tamentary practice,
as well ag books'e{)véring'topics worked out for debate, such as those in
the “Debateris. Handbook Serjes.”

-2- For liggrature.—Some readers wish to know what books the library
has in lit€rary forms (such as poetry, drama, essays, wit and humor) writ-
ten l?y \mdjvidual authors. These books have little or 1o subject value, but
theymay be grouped together under form to allow the reader to see what
the libr.ary has by English poess, French poets, German dramatists, English
dramatists, etc. When introduced into the dictiopary catalog, these groups
usually duplicate the arrangement of cards in the shelf list and of books
on.the shelves, For this reason, most libraries do not feel warranted in
ﬁ.lllng. up the dictionary catalog with such entries. The patrons of small
hbra'rles that have open access would prefer to make their selection by
looking over the books, angd the large library with closed shelves would
find these classes so bulky in the dictionary catalog that they would doubt-
less prefer to answer questions from the shelf list. Their omission from
the catalog is not serious sinee such books are most frequently wanted be-
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cause of their authors. One usually reads poetry and 'drama, not to exhaust
the collection, but to satisfy a desire to know the work of a certain writer;
therefore the author entry is the most important one in cataloging these
books. :

Since libraries seldom make form entries for individual literary works,
thes¢ appear in the catalog under (I) author and (2) title when necessary,
For example, Edwin Arlington Rebinson’s The man who died twice
would not have the form heading American poetry but would be entered
by author and by title. ) .

Some libraries use a reference card in the catalog to direct readersito
the numbers on the shelves where the particular literary form may. be
found. A refcrence of this kind might read: (M

"\
L 3 Ny

Poetry, £
See the books on the shelves under the numbers 811, 82)\ 831, 841, ete,

<

Collections.—Form headings are commonly givé )to collections of
plays, poems, and other literary works by various autilets. The subheading
Collections is added to the form heading. Thus Poelry—Collections would
be used for an anthology contzining poems by,wﬁters of different nationali-
ties, but if the anthology were limited to{peéms by English writers the
heading wounld be English poetry—Cgﬂéctions. Anthologies limited by
type may be given more specific form ’i}ea'dings, such as Patriotic poetry or
Religious poetry. o RN\

- Fiction in the dictionary c@telog.—Novels and short stories are some-
times grouped together in a~dictionary catalog so that the reader may
‘choose Sea stories, Co!leg‘sétiﬁfies, etc.

Historical novels hayesubject value in various kinds of library. They
may be listed in thel@ictionary catalog by the same subject heading as
that used for nomfietion but with the subheading Fiction added, eg,
France—FHist ¥ Revolution—Fiction or U. S—History—Civil war—Fic-
tion. The sg’bg_ ct heading Historical fiction is restricted to works about
historical navels. - .

3\3& Tanguages.—The subject headings for languages follow closely
those\fér literature. A study of such headings should begin in the Sears
list with the heading Language and languages. By following up the chain
of references from this heading the student can see the whole plan for
assigning language headings. The subheadings given under English lan-
guage and also under English literature may be used under other lan-
guages and literatures unless otherwise specified,

Books written in languages that are less known to us may be grouped
together, regardiess of their subject or form value, under the name of Fhe
Ia“gllage. An individual work in Japanese would then take the head{ng
]af’_anf—’se language—’i‘exts, while a collection would take the heading

W
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Japanese language—Collections. In such cases the language value may be
more important than the subject treated, and by this method all the
books in the language and about the language are brought together in the
catalog.

IV. Subject Cross References

Subject references in a dictionary catalog are of two kinds: (1) those
which refer from a term under which no books are entered to the relevant
term under which the books appear; and (2) those which refer from a
term under which books are entered-t6 another related term undgs which
books are also entered, The former are called see references afidithe latter
see also references. See references should be made freely whenever occasion
demands, See also references are needed when there is engugh subject ma-
terial in the catalog to require correlating. They are wade’to help a reader
find additional material on the subject he is looking\ip. They introduce an
element of logic into the dictionary catalog by suggesting related topics.

It is almost impossible to make rules for gheuse of see also references.
The thing to remember is the purpose of such references. They must be
made as judgment dictates, and the catalpger must constantly draw on his
knowledge of classification as well as his information of subjects.

1t is wise for the beginner to’cb’jlform to printed lists of subject head-
ings-and to follow closely thelreferences given. The suggestions found
there should not be accepted without thought and consideration. It is
only by analyzing the whys and wherefores of these suggested references
that one comes to understand their use.

1. References f:;gn general to specific terms.—One rule which is gen-
erally followed is to refer from a larger to a smaller subject, but not back
from the sma{lfgr to the larger: e.g., one would make a see also reference
from Geology to Earthquakes, but not from Earthquakes to Geology. Such
referengé&leaﬁé something to be desired in the dictionary catalog and one
sees at\once that'the reader’s attack in using the catalog is direct, provided
heknows exactly what he wants. The following just criticism of the cata-

“Jog on this score has been made by Cutter:

If . .. . the library has no book or article sufficiently important to be catalogued
on that [specific] topic, he must ook . . . . in some more comprehensive work in
which he will find it treated, {as the history of Assyrian art is related in the '
Igeneral] histories of Art,) in which case he will get no help whatever from any
dictionary catalogue yet made, in finding the general work, but must trust to his
own knowledge of the subject and of ordinary classification to guide him to the

incloding class,®
This statement may be amplified by an example: The reader who wants

G, A, Gutter, “Library catalogues,” U.S, Bureau of Education. Public libraries in
the United States of Amevica (Washington: Govt. print. off.,, 1876), pt.1, p.532-35.
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information on glaciers may find nothing in the card catalog under this
subject because the library has no single book on the subject, nor has it
analyzed parts of books treating the topic. He is unaware of the fact that
many titles listed under the heading Geology will have chapters on gla-
ciers, and he may leave the library without being able to discover the baok
which will help him.

There has been much discussion as to the wisdom of referring a reader _
from a smaller to a larger subject by means of see also references, Some
argue that the titles entered under the general subject cannot possibly give,
as satisfactory information on the specific subject as can be given in a boek
devoted to the specific subject alone. In other words, 2 book on g}aclers
would be more complcte than a chapter on this subject treated in'a work
on geology This is probably true, all things being equal, but it thie general
book is of Iater date, it can furnish later and perhaps be.tter information
than the specific book; or if it is treated by a greater authonty, it will have
more weight. The way to make the hest use of the specific information in
the general book is to make an analytic for the drabter or part treating of
the smailer subject, but many libraries cannat afiord to do such work,

Analytics, however, do not answer the qu‘estlon of showing the reader
where he will find the general books entered. Some libraries have met this
need by a general information reference ‘card. Such a card has been suc- .
cessfully used where many analyties\were desirable but where the work
entailed in making them seemed, insurmountable. The card filed in the
catalog under Glaciers reads thus:

Glaciers, \\ ;

Chapters on this su!i)ject will often be found in the hooks entered in this
catalog under the\bédding Geology.

A printed form mla\y be used to which the headings Glaciers and Geology
may he added\fhus a reference card is qulckly available. Since this card
refers to nelparticular book, it can remain in the catalog indefinitely or
until the \general books are withdrawn. The best guides in making these
refefenges are the general books themselves. _

These information cards are useful in branch library catalogs, school
library catalogs, and in small library catalogs where the general books
must be made to vield their full contents. They are really indefinite ana-

lytical reference cards and serve to furmish a guide which is otherwise
- lacking in the dictionary catalog. The large library could use the same
method, but since a larger collection would usually have books treating
the specific subject such a card would not be so necessary.

2. “See also” references.—Logically see also references should not be
made from subjects under which no books are entered. For example, if a
library had no books under the subject heading Building materials but
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had some under the heading Concrete, it might scem somewhat incongry
ous to tell the reader who looks under the heading Building materigls to
see also Concrete; but as a matter of practical use it js better to misuse
the word “aisg” thar to have the reader lose 3 reference to the books gn
concrete because he happened to begin his search with the heading Builg.
ing materials, If these references are made as 5001 as new headings are
chosen, there is less danger of the cataloger’s neglecting to make them
later. ot
"T'wo forms of see also reference cards are now in use: Q
Diplomacy. See giso )
Consuls; Diplomatic and consular service; Diplomats, N\
Diplomacy. Dy
Material on this subject will also be found under” Consuls; Diplomatic
and consular Service; Diplomats, &0
The first is brief and direct, while the second ¥ hnre cxplanatm.'y and
may, therefore, be more easily understood by theNisers of the catalog.

< V. Number of Heading({?of a Book -

would bhe entered in the dictionary :f:’atalog under each of these countries

i3

and a collection of poetry about,(ﬁ}*tlifornia would appear under Poetry of
places—Californiy and also pnder Crzh'fomz'a»Desm-ipiian-—Poet?y. The
book The Iangmge and tfz'a'\agkt f the child by Jean Piaget would have
the headings Chilg study and alse Language ang languages.

Theory and applicgt are often treated in one book and, if the em-
phasis is equal, the (two subjects should appear in the catalog. This is

Dlustrated by Fopn@itions of bridges. This book contributes to the theory

- It is valuable as a contribu-
tion to Architectyre, Romanesque, quite independent of its application
to France, but it i also useful 1o the Person who wants a book on the
architceture of France. Here the book should he given the two subject
headings Architectyre, Romanesque and drchitecture—Fronce,

Do not use 100 many headings for ong book.—Caution mus; he exer-
cised against muy] tiplying headings unnecessarily, The beginner is tempted
to give too many headings and s overload the catélog with subject entries
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A list of “don’ts” may help the student to avoid such errors,

1. Don't enter under both subject and form: ¢.g., a book of essays on astronomy
should be entered under dsironomy, not under Essays.

9, Don't enter under place and subject when the subject does not lend itself
to local treatment: eg., a book on research in the ficld of radio made in
Germany should be entered under Radie but not under Germany.

2. Dor’t enter a book both under the general and also under the specific sub-
ject: e.g., a work on natural history as studied thf_xfi)ugh bird life needs the
heading Birds but not the heading Natural history.

4. Don't enter under the subject and also under the type of reader for whom
the book was prepared: eg. a book entitled Aviation, a handbookNfor
women should not be listed under Wemen but only under deronagtics;

5. Don't enter events taking place in a certain locality under the¢ event and
also the place: eg.. a description of the Olympic games held in France
should be entered under Olympic games—Revival, 189g9.but not under
France. I the country heading is wanted Sports—France’ could be used,
not France—-Qlympic games. W

VL Subject Analyticdls”

The kind and size of the library must 'i‘nﬂuence the cataloger in the
number of analytical entries to be made, Small, school, and special libra-
rics need to get the most out of ever'y‘liook. An effective way to exploit
a collection is to provide the catglogfwith analyticals, These are entries
for parts of works which are not génerally independent bibliographical
units. Author and title analyjc'ﬁlals are frequently made for Iiterary works;
subject analyticals are made whenever desirabte for nonfiction. '

Books treating a va.z:if\:b;} of subjects or whose general theme can be
divided into useful specific headings should be analyzed as a rule in small,

school, and special Nibraries. Such books include:

1. Collective bi'gg}raphy

2. History \n;d' description of special places

3, Collections of essays which have subject value

4, Natkira{l' histories with chaptesrs on birds, fishes, etc.

5¢Celtections of holiday material

6. Weneral deseriptive books, including some books dealing with specifie sub-
jects: e.g., a book on forestry might have a chapter on Arbor Day; one on
mining in South Africa might have a chapter en diamonds; while a book on
industries might have chapters on specific industries

7. Books issued in a series of monographs

As a libravy increases in size, the number of subject analytics will prob-
ably become less because whole books on 2 specific subject will be avail-
able which will be more satisfactory than the parts of 2 more general book.
Demand will be a large factor in deciding how many and what subject
analytics to make,
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In large libraries, analyticals will in most cases be limited to mong. .
graphs contained in series and to important contributions in the trang.
actions of learned societies, |
Elimination of subject analyticals.—Pringed indexes contain many
analyticals and can be used to save the cataloger the necessity of puttj

A policy of reducing the, number of analyties has been followed for some time,
‘The Branch Reference Department arranges to supply all branches witk topies
of Firking' Index g Plays and her Index 1o short stories, the Essay index,And the
Standard catalogs. ‘The new Sutton Speech index will be obtained{when funds
are secured. If the Branch Reference Librarian js unable to"lopa’t;t:\ through the
Branch catalog or in these indexes the information she wants, ‘the inquiry s -
referred to the Branch Reference Interloan Department whexe a’ larger number
of sources may be consulted, This enables the Cataloging.D}sﬁartment to dispense
with the costly labor of analyzing the books listed in thesévindexes, thereby filling
the union catalog and branch catalogs with cards for analytic topics which may
never be sought for,1t 22

- { &

A form card could be used in the dicgidﬁéry catalog calling attention
to these indexes. It might read; -

i O References

References and the quies}k}ls for study have been coimbined with these cover-
ing Chapter X ang willlbe found at the end of that chapeer.

1E, s, Radtke, “Cefierit
fiers’ Yearbook, Vi Aag37),
\™

’§ w

ized cataloging in the large library,” Catalogers' and Classi-
78.
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The student may wonder how order could come out of such a multi-
plicity of entries as we findih the dictionary catalog. For that reason we
shall here consider som\é{f"t’he aids that are used in the preparation of
the subject catalog. A\

We npaturally tur@d o printed catalogs and bibliographical guides be-
cause they haveysefved in 2 similar or analogous case antd because we
realize the Kd\;?amages to be gained in making our tool uniform with
other guidé€sy

Cutter'§"Rules for a dictionary catalog was the first American code of
Cagalqg.}ules to receive universal recognition. It was issued in 1876 as the
secoud part of the Bureau of Education’s special report on Pu blic libraries
in the United States of America. A second, enlarged edition was issued in
1889, a third with additions, corrections, and an alphabetical index, in
1891, and the fourth edition in rewritten form was published in 1904. It
has been issued as a separate and may be secured from the Superintendent
of Documents at Washington.

This is the only code which attempts {0 Cover the dictionary catalog
as a whole. Rules for the author, title, and subject catalogs are included,
and the reason for each rule is stated. The section devoted to the choice
of subject headings is still useful.
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Mr. Cutter looked into the future in the fourth edition when he said;

In the last two years a great change has come upon the status of cataloging in
the United States. The Library of Congress has begun furnishing its printed
catalog cards on such liberal terms that any new library would be very foclish
not 1o make its catalog mainly of them, and the older libraries find them a valy-
abie assistance in the cataloging of their accessions, not so much because they ave
cheaper as because in the case of most lbrarics they are better than the library
is likely to make for itself.

The differences between these rules [Cutter's] and those adopted by the Cibrary
of Congress are of two classes, The first class of differences is in 'triﬂes'uf‘ pUnctua-
tion, capitalization, the place of certain items on the cards, and th\é Wke. If one
already has a catalog with a large number of cards, and merely inseftgin it as many
of the Library of Gongress cards as possible, T sée no reason foraligring one’s own
style, either on the past accumulations or on the new cards #hat one is to write.
The two kinds of cards can stand together in the drawef‘s and the public will
never notice the difference. But if one is commendifig¥a new catalog, to be
composed mainly of Library of Congress cards, I ad{isf: following the Library of
Congress rules closely. It will save much trouble. ¢ ¢

In the second class of differences, those refaling to place of entry of the card
in the catalog, or of choice of heading, we mudt note that it is vCry easy to alter
the entry of a Library of Congress card, astHere is room enough above the head-
ing on the printed card to write in thelone preferred, A librarian who already
has a large catalog will therefore“ﬁhﬂ' no difficolty in continuving his present
heading and need change only.if He thinks the Library of Congress practice
berter. Nevertheless, as it is sofé trouble to Jook for differences of practice, and
there is always a chance of oyerlooking one and so getting different entries for
similar books, it would’b wvell to adopt the Library of Congress rules unless
there is some decided teason against them. The librarian who is just commenc-
ing his catalog hag\still more reason for this course. ., .

Cataloguing issanart, not a science. No rules can take the place of experience
and good judgtmeént, but some of the results of experience may be best indicated
by ru]es}";\ - :

O L Dictionary Catalogs in Book Form

& X

For many years the cataloger’s only guides to subject headings were
dictionary book catalogs. The best known and most influential of these
were those of the Boston Athenaeum and of the Peabody Institute of
Baltimore. Now printed lists of subject headings are used instead, but
these have one disadvantage over the book catalogs in that they do not
list books along with the subject headings. The entries in the dictionary

book catalogs were of the greatest help in explaining the purport of the
subject headings.

&

19; 4()} A.s(éutter. Rules for q dictionary catalog (Hth ed,; Washington: Govt. print. off.,
» p5-6.
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I1. Printed Lists of Subject Headings

While printed dictionary catalogs served the large library, a demand
soon came for a more simple lisi of subject headings which would answer
the needs of the smaller Hbrariss, As a result, in 1892, a commiittee of the
American Library Association was appointed for the purpose of collect-

ing catalogs and compiling from them a list of subject headings which

would represent the most approved usage,

1. AL.A. list.—The result of this work was printed by the American
Library Association in 1895 as the A.L.A. Lust of subject headings fof use
in dictionary catalogs. The third edition, published in 1011, was asolume
of 898 pages.? It is now out of print and will not be reissued ,Liéti&se of
the existence of the L. C. and Sears lists. It was, however, widely accepted
by libraries and became a valuable tool in standardizing, Keadings and in
bringing uniformity inic dictionary catalogs. The studert’should analyze
those features in it which contributed to its popuidiity among users.

2, Sears lis.—When the A L.A. list was giverm\up, the needs of small
libraries werc met by the List of subject hea g for small libraries com-
piled by Minnie E. Sears. The headings at€_made to conform to Library
of Congress practice as far as possible, tiw§ making it easy for a library,
when it is sufficiently large, to adopytfi{:’ L. C. list. Naturally the list con-
tains [ewer specific headings and fewer subheadings than the L. C. Iist.
A feature of the fourth edition 9 the inclusion of Dewey numbers with
the appropriate subject headings wherever practicable;

The subdivisions wh@;{ﬁay be used under any country are gathered
under United Statesbose that may be used under any city can be bor-
rowed from the subf}eédings under Ghicago; while the subdivisions for
languages and ]ite:ratures can be taken from those under English language
and English .Mze}ature. The list contains valuable explanatory notes in
cmmectionk&'ith many of the hcadings. Examples will be found under
Expforers’:,: Gems, Historical fiction, Latin America, Maps, and Quilines
and syHabi.

<_ 3. Library of Congress subject headings—

Use by other libraries.—The headings in ihe Library of Congress list
were chosen primarily for the. dictionary catalogs in that library. They
appear in the tracing on printed Library of Congress cards and hence this
list is followed extensively by libraries using the card service.

Any schedule of headings compiled for the use of so large a library
should not be applied elsewhere without careful scrutiny. It would be
unwise for a library of fifty thousand volumes, for example, to adopt all
the headings and subheadings that the Library of Congress finds neces-

2 American Library Association. List of subject headings for use in dictionary cata-
logs. 3d ed., rev. by Mary Josephine Briggs (Chicago: AL.A, 1911), 598 numb. 1.
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sary for its collection of over six million volumes. Each cataloger must
know the needs of his own library and make such use of the Library of
Congress subject headings as will fit in with those needs. He must realize
that his catalog and that of the Library of Congress may be very different,
especially as the Library of Congress has closed access,

‘There is great danger in following any tool for whose use rules are not
provided. This is particularly true when dealing with thousands of terms
which may or may not stand for the subject of which the book in hand
treats. Just as much judgment and care are required in using a Iist of
subject headings as in determining the subject of 2 book. A texm, incor-
rectly interpreted and chosen may place the book out of its propersetting
and give erroneous information as to its contents, It is only/fair to the
Library of Congress to repeat the statement that the {fekms were not
selected with the needs of other libraries in mind. Therefore it is really
valuable only to those catalogers who can use it‘@igh intelligence and
wh%{ not expect to find in jt a ready-made too] which will fit every case.

Scope.-LThe Library of Conigress began printing its subject headings
in 1909. The list covers all branches of knqw}sﬁlge[ The names of persons
are, however, omitted as are also names\gf societies, institutions, and
bodies of various kinds, names of treatigs and conventions, and names of
genera and species in botany and ze8logy. :

Subdivisions of sub jects—Ordinarily, only distinctive subheadings or
those peculiar to a subject arg.printed in the Hst. General and form sub-
divisior_zs, such as DeScrs'pcioqz and travel, Directories, and Periodicals,
which may properly be.ugéd’ under any subject requiring them, are as a
rule omitted. They ar‘e}quded in a special pamphlet entitled Subject
subdivisions. N

References.{The see and see also references are contained in the
main list, The! refer from references are given in a separate alphabet;
they are included for the first time in the fourth edition of the list.

' Classification symbol.—In many cases L. C. classification symbaols fol-
low thelsubject headings, indicating where books dealing with those sub-
Jeots are classified according to the Library of Congress scheme, In this
limited way the list furnishes a relative index to the L. C. classification.

Complete edition.—~The fourth is the latest edition of the list of
Subject headings used in the dictionary catalogues of the Library of Con-
gress. By arrangement with the Library of Congress, the H. W, Wilson

Company now publishes the supplements to 1. C, subject headings for-
merly printed and distributed quarterly by th v nt Printing
st Exom 1943 on, new headings and revisions will be publisheERe:

cumulated monehly, with 3 complete curn

The Library of Congress has issued th
as supplements to the complete edition.

.....
A g i

mulation at thegnd of the year.

S e g i

e following pamphlets to be tasd
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U.S. Library of Congress. Catalog Division. Subject subdivisions: (A) under

names of countries, states, etc., (B) under names of cities, (C) under gen-

eral subjects. 6th ed. Washington: Govt. print, off,, TY24 B5p:

Subject headings with local Subdivision: (A) headirigs With Tndirect sub-
division, (B) headings with direct subdivision, and (C) list of local divi-
sions {states, provinces, etc.) to which subdivision is always direct. 5th ed.
Washington: Govt. print. off, 1935. 36p.

—— Literature subject headings with lis¢ for Shakespeare collections and lan-
guage subject headings. 5th ed. Washington: Govt. print. off.,, 1926. 147p.

Subject headings on printed catalog cards.—The printed cards inter-
pret the Library of Congress list of subject headings for catalogers. on'
these cards may be found the first listing of new headings and subhead-
ings as they are adopted. N\

4. Value of lists of subject headings.—With the Sears list Jor small
Libraries and the L. C. list for larger ones, the foundation for subject
heading work seems sounder than it has ever been. Grféa’ter consistency
in headings is sure to come from the increased applicaﬁdn of these stand-
ard tools. The value of such lists is to be measu}:e\t?.,in terms. of such fac-
tors as the ever growing use of Library of Gdangress po d cards, the
successful use of Sears headings on ‘Vilson,pﬁﬁted cardsithe further de-

velopment of cooperative cataloging, and, the extent to which catalogéts

move from one library to another. O

No cataloger should be so dependent on a printed list of terms thathe

fails to appreciate and develop. suitable policies for his own dictionary

-~ catalog. While all printed listssare based on sound logic and definite

policies of their own, t {ednnot be accepted in their entirety by all
libraries. Local needs, the age of the catalog, the size of a collection, and
the demands of readery-must dictate the policies in individual libraries.
The lists can be acée\pted for the standards they set and the suggestions
they offer, but ,th;e}ame keenness of discernment that went into their com-
pilation shmid"g'o into their application. In employing the Sears or the
L. C. list tfx{a cataloger is establishing headings for his own catalog, select-
ing t,h\aséé‘ﬁvhich suit its needs and which cover the subjects represented
in the }ibrary's collections.

A printed list of subject headings can provide most of the terms re-
quired for all ordinary purposes. Superior and effective work ‘may often
be done by adopting headings not in the printed list in order to take care
of special situations. The following incident shows how good service can
be rendered by such a method. Some engincers were talking one day
about their study of bridge failures. This at once interested the cataloger
who set to work to collect references on the subject and list them in the
catalog. Beginning with the Quebec Bridge, which was one of the out-
standing failures, the cataloger traced references to other bridges which
had collapsed until there was a useful group of entries in the catalog un-
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der the heading Bridges—Failures. A reference was made from Bridge
failures. These terms were not in the printed lists of subject headings but
their employment in that catalog was much appreciated.

j 5. Selection of terms from a printed list.—No subject headings can
be selected for 2 book until it has been studied. The cataloger will ex-

amine the table of

contents and the preface to determine the principal

themes; he will glance through the text, reading such passages as seem
particularly important; and after he has done all this, he will begin to
take the wording of the title into account, and more especially thQ{\rord~

ing of the subtitle.
ter the ;

be consulted. to.see

AL confalgSTa term that conve

£.2 book has heen determined, the printethlist may
ys the same Meaning

‘as that subject has, In the process of selécting the suitable Tieading, the

citaloger will read

through the list of related headings, grouped under

the references. It may well be that a specific term ,vﬁll' be found in that
way and.one that fits the book precisely. For example, the cataloger may

consider” tha
to. the headit
amined, the te

t-a book deals with economic consumhption and hence turns
honsumption (Economics), l\ﬁhen the references are ex-

e S . N . \ . .

r# Prices is noted and the'cataloger gains a new point of

%W, On second consideration the cataloger realizes that the heading
---.._,%Pn'ces most nearly describes the bookafor it is that aspect of the subject
that is treated and emphasized and*not the larger subject of economic.

consumption. §{ .. -

& When a decision

~

has beenfpade in a library to follow a printed list of

{headings, the advantage 1{€5'in copying the exact form of anty headings
used. The same puncn}ﬂ:ﬁidn,-spelling, and capitalization should be 2m-
ployed, unless the catalog has already followed a different style,

Both the Libranyof Congress and the Sears lists use a long dash between
headings and subheadings. A comma is used in inverted headings such as
Pottery, Chirnese’and Catalogs, Subject, Qualifying words are enclosed in
curves as, f0x'example, in Camps (Military) and the curves take the place

of punctpation:

The :}‘oilowing examples illustrate the different forms used for subject

headjngs:

Noun

Compound heading
Qualified heading
Phrase

Adjectival heading
Inverted heading
Subheading
Regional division
Subdivision of a place
Form subdivision
Period subdivision

Botany

Labor and laboring classes

Eastern question (Far East); Masks {Plays)

Women as authors

dgricultural credit; English language

Chemistry, Technical

Railroads—Finance

Weorld war, 1939- --U.s.

U.S—Industries
ance-—Histo1'}r——Revofufion——--Fz'ciion; Music—Periodicals
US—History—1783.1865; US—History—Ciuvil war
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6. Changing headings to conform to a printed list.—The selection of
subject headings for a new catalog is far less complicated than the choice
of new headings for a catalog that is already functioning. The chain of
interrelated topics in a dictionary catalog is so tied up by references that
it is difficult to make changes without disorganizing the whole plan. If
the cataloger is beginning a new catalog, he has many aids to guide him
in the choice of headings, and if he adopts one of the standard lists, he
can be quite sure of developing a consistent and uniform catalog. If, on
the other hand, his problem is to fit new subjects into an old catalog, he
will then find that the headings already in use do not coincide with these
suggested in-the printed lists. N

No fixed rules can be formmulated to guide the cataloger ,i\ﬁ"rfiaking
changes in a catalog started before printed lists of subject headings were
available. Much depernds upon the number of entries already in the cata-
log and the importance of the change. The adoption of different headings
may well mean changes in references, involving often ‘the reprinting or
retyping of many catalog cards as well as the cerction o_f“__ig_thei" records.
The average library cannot afford to add muchyof this kigd of work to
its routine. The local library’s headings may\be as satigfifctory as those
suggested in the printed Iists; therefore, when one contemplates chang-
ing merely for the sake of conformity, he should weigh its value carefully
before he becomes involved in the.fask of correcting a host of references
and records. N

Naturally, obsolete and ocut-ef-date terms which the reader would sel-
dom consult ought to be ¢hanged. For example, the term Consumption
has been replaced by Puberculosis, a heading the cataloger would nat-
urally want to adopt ghace practically all readers would look for it rather
than for the obsolescent term Consumption. A catalog must be kept reas-
onably modérnsbut sometimes it is unwise to change terms when a refer-
ence from apé% term to the term already in use will answer. For example,
Trade unjéns has been recommended by Sears as against Labor unions as
used in.ghe A.L.A. list. Trade unions i§ probably more modern, but there
is }itt\ia\to be gained in listing those books on trade unions with other
heddings beginning with T'rade; therefore it would seem much more
sensible to make a reference from Tvade unions to Labor unions than to
change all the cards filed under the old term,

Every local library will have problems peculiar to its particular collec-
tion, and no cataloger should ever be afraid of making changes or deviat-
ing from a prescribed list of headings when he is acting on grounds of
expediency. The following points should be taken into consideration be-
fore changing subject headings to conform to terms in printed Lists: -

1. Are there many cards bearing the heading to be changed?
2. Are there many references to be changed?
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3. What effect will the change have on allied subjects? For instance, if Electric
currents were to be changed to Gurrents, Eleciric, the books on electric eur-
ents would be separated from those on other phases of electricity, Is that

. separation desirable?

4. How many books on this subject is the library likely to receive? For exarmple,

~if the library has used Bicycling and the Sears list recommends Cycling, it
might not pay to change to Cycling because few, if any, books on this subject
are being issued. A reference would suffice. :

5. What is the advantage of the change to the user of the catalog?

- 7. Simplification of headings on L. C. cards—The Library of«Con-
gress subject headings have been compiled for a very large library\Many
of the headings found on the printed cards may be shortened and many
may be eliminated. ] O

As an example of what may be done, Maurice Leven’s: The incomes of
physicians; an economic and statistical analysis may be tdkeén. The Library
of Congress assigned four subject headings to it imaddition to a title
entry, The headings are: Physicians—U. §.; Medicite—Practice; Medicine
—Fees and fee-bills; and Medical economics. Bhe'first heading, or even
the first heading-without the regional subdivision, would cover the hook
adequately for mbst libraries. A see reference’from Doctors and one from
Medical profession would be desirable,\All other subject headings could
be dispensed with. The title entry would be useful,

The following suggestions may prove helpful:

L. Omit many subheadings, -~

2. Adopt a general policy ligtiting the number of subject headings per title.
Some libraries make iQ;\i‘ul’e to have no more than two subject entries for 2
book unless there is,an important reason why more should be used.

3. Prefer general to spedific headings when they are more useful in a particular
library: eg., the feheral heading Heating may in many libraries be prefer-
able to a specific heading like Waste heat,

4. Prefer gen€ral'to specific subheadings when there is not sufficient material to
justify minute subdivision: €., use English drama—History and criticism
instead\of English drama—18th century—History and criticism,

5. Préfer the specific heading and omit the general heading when the Library

Lof)Congress uses hoth because the specific heading is not subdivided region-
ally: e.g., the Library of Congress uses the two headings Pigeons and Birds—
Colombia {or a book entitled 4 new figeon from Colombia, but the average
library needs the first keading only.

IIT. Official Records of Subject Headings

An official record of new subject headings should be made as soon as
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1. Checked book list.—No library will use all the headings suggested
in any printed list except the library for which the list was made. There-
fore, if 2 printed list is adopted, the headings and references used by a
library should be checked in it. .

Several extracts from Sears’ List of subject headings are reproduced
here to illustrate how this method works, These passages have been chosen
as the ones a cataloger would consult to determine and establish the head-

ings to be used.for a book dealing with the consular service.

COPY OF SECTIONS OF PAGES 117 anp 140-141 FROM SEARS \
LIST OF SUBJECT HEADINGS FOR SMALL LIBRARIES, (),
v Consular service. See Diplomatic and consular service "‘
v Consulates. See Diplomatic and consudar service PR )
V Consuls 382 A\ )

See alse VDiplomatic and consular service; also subdizision Diplomatic
and copsular service under names of countrie§ 3"
Refer from (see also ref.} V Diplomacy; V Diplomatic and consular service;
V Diplomats; V International law and refations,
Consumers. Se¢ Consumption (Economics) "\’
Consumers’ cooperative societies. See Cooperdtive societies *, -
Consumers’ leagues 351.82 W
{Used for works dealing with organizigéions of consumers for the betterment
of laber conditions. Not usedtor unions for the benefit of consumers)
Refer from (see also ref,) Clothing wade; Labor and laboring classes;
Sweating system ~ '
Consumption. See Tuberculosis
Dinners and dining 642 , .\
See also Cookéry; D\eq}erts; Food; Menus; Table
Refer from (see #ef) Banquets; Eating; Gastronomy .
Refer from (s:e\e' also ref.) Caterers and catering; Cookery; Entertaining;
Etiquet{lj‘ood; Menus; Table
Dingsauria 56&:‘ ‘
Dioptrics. Ses-Refraction.
Digphtheri#\616.9
'Rgfe‘r from (see also ref.) Children—Diseases; Diseases
V Diplogtacy 341; 327
/See also Ambassadors; v Comsuls; V Diplomatic and consulat service;
Vv Diplomats; International law and relations; Treaties; also subdivi-
sion Foreign relations under names of countries, e.g., U.S.—Foreign
relations .
Refer from {see also ref) VDiplomatic and consular service; V History;
V International law and relations
V Diplomatic and consular service 341; 327
See also Ambassadors; VConsuls; v Diplomacy; VDiplomats; Interna-
tional law and relations: also subdivision Diplomatic and consular
_ service under names of countries, e.g., U.S.—Diplomatic and consular
service X
Refer from (see ref) ¥ Consular service; VConsulates; V Legations; Min-
isters (Diplomatic agents)
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Refer from (see also ref.} v Ambassadors; v Consuls; v Diplomacy; v Diplo.
mats; VInternational law and relations
Diplomatic and consular service
{Used as a subdivision under names of countries, states, ete.)
Refer from (see also ref.) Consuls; Diplomatic and consular service
¥ Diplomats 920
See also Ambassadors; Y Consuls; V Diplomatic and consular service
Refer from se¢ also ref) VDiplomacy; v Diplomatic and consular service;
* International law and relations; Statesmen

When the cataloger consults the heading Consular service a s¢b. Yefer-
ence is found to Diplomatic and consular service. That headingis then
examined. If it fits the book and a decision is made to adopi\ifya check
in the printed list will show that it is now an established, fréading to be
used in the library catalogs. If the reference Consular sbrvice. See Diplo-
matic and consular service is to be made for the lib‘rgfy catalogs, it too
should be checked in Sears. Observe that it should be’checked once under
Consular service and a second time in the Lsc of refer from references
given under the heading Diplomatic and ¢ Asular service, Other useful
references must be considered and checked %h the same way if they are
adopted. WV

The cataloger does not have to mike all possible references when a

new heading is being established. Some related headings may not vet be

2. Card listpf headings,—Some catalogers prefer a card list of sub-
ject headin s &ven though the headings may have been taken from a
printed lis€In such a case, each subject heading is entered on a card. The -
tracing fow references of any kind is indicated on the same card. Such a
cm:d«l\is.,t\is very satisfactory for large librarjes,

?:’ List of headings in the catalog.—Some libraries depend upon the
headings as they stand in the dictionary catalog. This method may be
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ept. If any of these are used in abbreviated form, the approved abbrevi-
ion should be given.
Subjects also used as subdivisions.—H a heading may also be used as
.ubdivision under another topic, this fact should be specified in the
~ial list. An example of this would be:

Accounting.
This heading may also be used as a subdivision under headingj for
special trades, such as Electric industries—Accounting.

IV. Other Subject-Heading Guides

There is no limit to the books on which one might draw for 'iﬁfarma-
tion that can help in the preparation of a subject catalog, B1blrographles,
dictionaries, encyclopedias, gazetteers, library catalogs, etci, thust supple-
ment the printed lists of headings. It is almost useless( 16 compile a lList
of the reference books that catalogers need to consylft It'is far more prac-
tical to make use of Mudge’s Guide to reference Dgdks.

1, Subject caralogs and bibliographies.—']?he\most advantageous aids
to the cataloger are those which give book ut}s, and it is for this reason
that he goes frequently to subject catalogs and bibliographies. The head-
ings used in these catalogs may suggesfimew and desirable terms for the
dictionary catalog or may indicatelthe amount of subdivision that is
needed. The eniries under theselleadings may enable him to observe
trends and measure the curreithoutput. The following extract from thé
preface to the Subject indc;x“@\f the modern books acquived by the British
Museum in the years I95-1920 illustrates the way in which a subject
catalog demr\nstrates the growth of new subjects:

Q"

N

The War has lelt i nnpressmn on the present Iadex in the appearance of some

new headings suéf as “Bolshevism,” “Crechoslovakia,” “Serbs, Croats and
Slovenes, Kingdom of,” and “Military Service and Conscription,” and the sub-
heading “Rasioning.” . . . To it may be ascribed also a slight increase under

“Propheey® and the trebled size of the heading “Spiritualiam " Its most marked
effegt ﬂm«; heen a general decrease of from ten to over fifty per cent. in almost all
headlng", of any importance. . :

In addition to the British Museum subject indexes, catalogers also find
the London Library subject index very helpful. T he latter gives more de-
tailed subJect headings than the {ormer.

‘The various editions of the 4.L.4. catalog are classificd catalogs with
author and subject indexes, Entries arc based on information obtained
from Library of Congress cards. Subject headings are suggested for each
title,

Another aid is the A.L.A. Booklist, which gives subject headmg,rs for
each item it includes, Library of Congress headings are generally used but
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variations are sometimes made in the interests of simplification. It is 5
list suitable for the small library. :

Nearly all catalogs and indexes issued by the H. W. Wilson Company
furnish suggestions useful to the cataloger. These lists should he freely
used as guides for subject headings. The Cumulative book index and the
United States catalog are especially valuable in this respect. The Book
review digest, among other things, gives hints that are helpful when sub-
ject headings are to be assigned for works of fiction.

2. Periodical indexes.—A subject may be so new that no infor ation .
<an be found concerning it outside of the book that is being cataloged.
In this case, the catzloger will probably choose as a subject Kéading the
term preferred by the author. O '

Many new headings are to be found in periodical jndexes, however,
since new subjects are commonly discussed in periodicals before they ap-
pear in book form. The cataloger will often be rewarded by consulting
these indexes, not only by learning the term thathas been chosen to ex-
Press the subject, but also by finding referche's to articles which will

for children’s books compiled by Elva S. Smith.¢ It is designed to fit the
needs of children’s rooms(in public libraries and of school libraries,

For a record of otheKpecial lists of subject headings the student is re-
ferred to Henry Blackss bibliography,s
A/
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Some Practical Questions “\

1. Discover the headings used in the Sears and I, Gy ists of subject headings,
the British Museum subject index, and the Réﬁ}ém’ guide o periodical it
erature for the following subjects: ‘\ !
Mound builders OO
Moving pictures O
Religious education N
Sepoy rebellion O8N
2. What is the difference betweenNthe keading and the subheading Statistics?
5. What is the difference betwéen the subject of 2 book and the subject head-
ing that expresses the subject?
4. What references shcnﬂ(i\ﬁe made to or from the subject heading Motion
picture plays? O\
5. Which of the lollowing headings would you prefer?
Railroads—Law or Railroad law
Geogm-p{z;a;; ommercial or Commercial geography
Commék{ial travelers or Travelers, Commercig!

6. How WOuld you interpret the tollowing subject headings?

a’),\(}-évemmcnt ownership of ¢) Railroad engineering
7\ Mrailroads F) Engineers
\b’) Railroads—17.8; g) Locomotive enginecrs
¢} Mountain railroads k) Carriers
d) Narrow-gauge railroads £) Freight and freightage

7. Which of the following subjects would you divide by the form division
Study and teaching?

¢} Railroad associations g} City Planning

&) Puddings A} Landscape gardening
€) Cookery 7) Language

d} Garder. cities ) English Ianguage

€) Cana‘lls %) German language
) Physics 5 Gt Brit—History
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ow many of the following referemces would: you make?

a) Colophons. See Title page '

b} Bohemia, See also Czechoslovak republic

¢} Dairy chemistry. See Agricultural chemistry

d) Cyanotype. See Blue-printing

¢) Bread. See also Baking

f) Military hospitals. See Hospitals, Milicary

'hat is the difference in meaning between the following subject headings?
a) Egypt—Antiquities and Egyptology

b) Culture gnd Civilization

¢) Child study and Educational psychology O\
d) Bohemian language end Czechic language \ N
¢) Folk-songs, Danish and Ballads, Danish g ™

f) Efficiency, Industrial and Factory management N

g) High schools and Education, Secondary K74

k) Greek literature gnd Classical literature
i} Plate-glass and Cut glass

i) Logic and Thought and thinking :.\\.’

%) Spiritualism and Psychical research S

istinguish between the following terms. Which of them would you use as
ibject beadings? What see references would y()li -make?

Spanish-America s ¥

Latin America : &N

Hispanic-America N\
Iheric-America
Hispano-America e §
thdivide the heading MexibecHistory by periods.
' you were compiling a bibliography on each of the following topics, what
ubject headings would gour consult in the dictionary catalog?

ay Greek architectuse )

B Shakespearc’.s{;}uence on Sir Walter Scott

¢) How to write-editorials

d) Street scehes in London .

¢} The development of agriculture in Canada

) l':"i}k;s'ih which Queen Victoria is the central character
Vhat }s/the difference between the form subdivisions Collected works and
‘ollections and between Fiction and Stories?
xplain why subject cards are often not needed for books in the 800'5._
n a dictionary catalog, how would you differentiate between Animals,
.egends and stories of; Fables; Folk-lore; and Legends?
ssign sitbject headings for books dealing with the following subjects.

a} A history of China

b) The status of the Chinese in California

¢} The Sino-Japanese war af 189495

d) The eastern question in the Far Fast

¢y The war between Russia and Japan in 1904-@5

fy The Boxer rebellion
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g} A description of China -
) The Tartar conquest, 1643-44
') Foreign missions in China
1) The siege of Peking, 1900
k) Sinology
&
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Arrangement of the
Dictionary Catalog

A
. I
1. Filing Rules 1. Preliminary filing
- . 2. Filers
1. Fhe Filing Medium . Revision of filing N
111. Basic Practice 4. Expansion of the catalog
5. The divided catalog A
IV. Administrative Aspects of Filing 6. Uniformity of practipg N3
y . L _/
V_ pe X ™

The student will come to understand the arrangement of the cards in a
catalog, not by talking or reading about it, but by ilphabetizing cards
for himself, At first glance it would seem an €a ymatter to throw a lot of
cards into alphabetical order. Card catzlogs, hewever, run into ghousands
of entries and as their size increases many ifficulties are encountered and
many technicalities become involved. +\ 3

I.. Filing Rules

The filing code that the~§t§dent should follow is the 4.L.A4. rules for
filing catalog cards.t The fixst ‘American code of filing rules was that print-
ed by Cutter in his Ryks for a dictionary catalog. Although Cutter was
one of the first libyaridns to advocate an alphabetical catalog, he intro-
duced many devidtions from a sirict alphabetical arrangement which he
evidently borrdwed from the classified catalog. Since his time there has
been a gradkél ‘tendency to come closer to 2 consistent use of alphabetical
principles.of arrangement. _

Tllﬁ'ﬁeﬁt influential printed code was the filing manual of the Carnegie
Library of Pittsburgh. Other public libraries have printed their filing
rules, as for example: Cincinnati, Cleveland, New York, and Queens.
Manuals, such as Akers' Simple library cataloging, have devoted space (0
filing rules. All of these -codes have many points in common, which is
natural since they all belong to the tradition established by Cutter. At the
same time, they differ surprisingly often. The A.L.A. rules for filing cat-
alog cards represents the most accepted practice of the present time but

YA.LA. rules for filing cotalog cards, prepared by a special comumittee, Sophie K.
Hiss, chairman (Chicago: AL.A., 1942}, vili, 109p. _
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it provides so many alternative rules that it cannot be expected to resolve
all the differences.

II. The Filing Medium

The basis of all filing practice is the filing medium, which is the term
or terms by means of which any entry is arranged in the catalog. The filing
medium is a variable quanti ty. In some cases a surname alone is all that is
needed to file by; in other cases initials, forenames, dates of birth and
death, and other items taken from various places on the catalog card\may
also have.to be taken into account,

The basic element in the filing medium is the first word or words of
the heading on the card, whether it represents an author, su13’j~ect, or add-
ed entry. Initial articles are commonly overlooked, but, as, much of the
rest of the entry as is necessary to file a card without itss coming into con-
flict with other entries is taken as the filing medium, Thiss it may be built
up with elements taken from the title of a book, Sachélements may be the
first or significant words of the title, the name .Qﬁ.an editor or translator,

_the date of publication, ete,

~ In some instances the Library of Congress, gathers together all the vari-
ous elements composing the filing medium and puts them in the author
heading, Such a heading is Bible. English. 1922. Moffatt, where the three
words after Bible supply fiting information.2 Subject headings may like-
wise have filing elements introc{uced', as in a heading like English language
~Grammar—1870- | wherethe dage is not 2 part of the subject heading
as such but is introduced.\&@i ivide a particularly large block of entries.

O 1L ‘Basic Practice

The filer then is eonfronted with the task of determining what the filing
medium is to be’for each entry. When the necessary words have been cho-
sen, all enufie\é.?_a}re arranged by them and according to the letters of the
English alphabét. The arrangement is word by word, alphabeting letter by
letter to:the end of each word, This gives a very different result from letter-
by-letterfiling as the following example shows.

Word-by-word arrgngement Letier-by-letter arrangement
New Amsterdam New Amsterdam
New England Newark
New wives for old New England
Newark Newman
Newman

New wives for old

21t should bf: noted that such a compound hezading has other values besides serving
as a filing medium, By means of this device, for example, a book about the Gulenberg

Bible can be given its subject heading casily. It would he Bible, Latin. 1430-1455, Mainz,
Gutenberg. :
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The phrase “Nothing before something” is a way of describing word-by-
word filing. The space between words is regarded as “nothing,"” Hence the
word “new” which has nothing after it comes before the word “Newark”
which has "“ark” after “new.”

In a dictionary catalog all author, subject, and added entries are arrang-
ed in one general alphabetical sequence. The interfiling of these types of
entry is interrupted, however, when the first word of the filing medium is
commion to one or more of them. When this eccurs, the types of entry are
commonly filed in the following order: person, place, subject (provided
this is neither a personal nor a place name), and title. E.g., ™\

Love {personal name} e\
Love, John L. (author eniry) "\
LOVE, JOHN L. (subject entry) A
Love, William R

LOVE (subject heading) 4
LOVE 'S N
LOVE—POETRY. Ser LOVE POETRY
LOVE—QUOTATIONS, MAXI}VQ AETC.
LOVE (IN THEOLOGY) ¢

Love (titles, etc.) Q)

Love . O

Love and beauty R

Love-letters A\

LOVE POETRY (phtuse subject heading)
Love songs old, afid new

This plan of arrangemenj:g&hich the 4.L.4.rules for filing catalog cards
calls a “classed order” based on Cutter, results in groups of entries within
the general alphabeticalscheme. Group arrangement has resulted in many
complications undgfextensive headings like United States. The A.L.A.
Filing Code points'elit that “this tendericy, in some cases, has been carried
to an extreme fich renders a card catalog unnecessarily difficult to con-
selt. In reéfi€ years there has been a reaction in favor of g more nearly
alphabetigal arrangement.”® Accordingly the Filing Code contains two
sets of, ‘iﬂuﬁea for the order of entries, the one classed, the other alphabetical.
It 24ds that both schemes are in use in libraries of different types and sizes
and recommends both equally. .

When alphabetical order is followed for various types of headings hav-
ing a common main-entry-word, the entries are arranged alphabetically in
the subarrangement by the word following the main-entry-word, Even
here, however, strict alphabetical sequence is not obtained, for personal
names are arranged before other entries beginning with the same word.
This practice is adopted because readers may know only the surname of
the person they are looking for in the catalog and may be confused or an-

e

B Op‘ C“'J P»22.
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noyed at having to search through many entries that are personal names,
Nevertheless, some libraries prefer to interfile the personal names and that
is the plan recommended for small libraries by Susan G. Akers. Alpha-
betical order, according to the plan given in the 4.7.4. rules for filing
catalog cards, results in a sequence such as the following:

Love, fohn L. (author entry)
LOVE, JOHN L. (subject entry)
Love, William

LOVE (subject heading)

Love (1itle entry) oY
Love and beauty

LOVE (IN THEOLOGY) O\
Love-letters NS ¢
LOVE POETRY

LOVE—QUOTATIONS, MAXIMS/FYC.
Love songs old and new ?

¢°{ ?
Note that the reference Love—Poetry. See Love poet?y\is unnecessary when
alphabetical order is followed, It is a point in %uzor of alphabetical order

that fewer cross references are needed. In it§eM; this is an indication of
how much simpler it is to use. 0

In the matter of filing surnames, the AA. Filing Code follows Cutter's
Plan. This results in the following arsangement:

Hall, Miiltiam
Hall:Quest, Alfred
Hall-Wood, Mary
~Hall & Patterson
(\JHALL FAMILY
' HALL MARKS
€N HALL OF FAMF

In addition, the It‘rhn;g Code gives an alternative alphabetical plan which
would result imyehe following sequence:
e\

AW Hall, William
.f\ Hall % Patterson
R\ HALL FAMILY .
~O HALL MARKS
U HALL OF FAME

Hall-Quest, Alfred
Hall-Wood, Mary
For the arrangement of forenames the Filing Code once again turns
‘away from Cutter, whoge scheme is given 2s an alternative rule. The sug-
gested plan is alphabetical, with the subarrangement being determined by
the epithet or designation of rank, ete. The Cutter arrangement results
I groups which are filed in the following order: saints, popes, emperors,
kings, princes and noblemen, and forenames with designations,
45. G. Akers, Simple library cataloging (Chicago: ALA., 1927, pJo.
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Under authors’ names, whether personal or corporate, entries are gen-
erally arranged in two groups consisting of works by the author and works
about him.{All the works of an author (regardless of whether he is the-
author, joint author, compiler, editor, iliustrator, translator, or a general
added entry) are arranged in one group and subatranged alphabetically
by the titles of his books. A criticism of a particular title, edition, or trans-
lation is filed in this group after the anthor entry for the work concerned,
Editions of the same title may be variously arranged, depending partly on
the character of ehe material and partly on the kind of library. Inverse
chronological arrangement is often desirable for scientific and teckinical
subjects so that a rcader will find the most recent books first. Thesame
plan or else straight chronological filing may be followed in eollege and
university libraries for editions of literary works, as for example'the poems
of Milton. Public libraries may prefer an arrangement b? ﬁublisher, edi-
tor, translator, or illustrator instead. The plan for arfanging translations
may likewise differ as between popular and reference fibraries. Since pop-
ular libraries have English works and translatinsifor the most part, they
prefer to arrange each translation alphabetically under its own title. Ref-
erence libraries, on the other hand, gemefally prefer to arrange transla-
tions alphabetically by language imqu,izltély after the original title. Thus
the original title may become part ofthe filing medium. To facilitate the
work of the filer in this respect, ‘t.hef Library of Congress commonly gives
the original title at the end of the tracing. The filer can take this informa-
tion from such a place or, fihpreparing cards for filing, the name of the
language in which the wranslation was made, together with the original
title, may be typed in the upper right hand corner of the author card. If
this plan is followedyZeference should be made under the author’s name
from the title of thé transiation. )

Special sclpe:l‘(%g of arrangement are frequently necessary for the entries
under the, mes of classical and voluminous authors. If such schemes are
fOHOWCd}.\ guide cards should indicate clearly the grouping and arrange—
mengefithe entries. The following main groups are often adopted and in
e arder given: (1) complete or nearly complete works, {2) selected works,
seldetions, etc., (3) single works, and (4) works about the author. In large
libraries these groups may be amplified considerably. o

The filing of the entries under the word “Bible” may be very intricate
when the cards under this heading are numerous. The older plan was to
adopt a canonical arrangement,-the order being taken from the z.&uthor-
ized Version. The A.L.4. rules for filing catalog cards® lists 122 different
groups that might have to be made according to this plan. Larg.e and small
libraries find that an alphabetical arrangement is much easier for staff
and readers to use, although the Filing Code recommends that scheme for

5 Op, cit,, p.82-83.
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small libraries only. It should be noted that references, as for example
from the Hebrew form of nante, are impossible if the canonical arrange
ment is followed,

Entries under place names may be particularly difficult to arrange if

there are many cards under a given heading. Such entries arc of the fol.
lowing kinds:.

L. A place {city, state, country, etc.) as a corporale entry, both author and sub-

ect p

2, instimtions, both as author and as subject entries >

3. Place names as subjects, followed by their subheadings , .M‘\

4. Place names which are identical and must be quaiified in sende Way; each of
these may have entries under 1.3 Ao

5. Societies whose designation begins with a place name, hoth author and sub-

ject entries &

6. Geographical, ecclesiastical, and other headings Mhich begin with the same
name, such as counties, towns, dioceses, etc. \

7. Inverted headings such as Concord, Battle Q)‘\\~

8. Names of ships, etc,, eg., Pennsylvanig (B\'sgt’tfe,s'hs'p)

9. Titles and phrase subject headings begihning with a place name

For all these different kinds of enfites the 4.7 4. rules for filing catalog
cards outlines three separate plans, The first is a three-group arrangement,
as follows: (1) corporate entries) both author and subject; (2) place names
as subjects; and (3) societigh, institutions, titles, and all other entries be-
ginning with the same’geagraphical name. The chief advantage of this
scheme is that it separates document and nondocument entries, The scc-
ond is a two-group@yrangement which follows the same general plan but
interfiles authox aAd subject entries in one group. The third and simplest
is an alphabetfed] arrangement, involving one group only. The student
should exarmine these different plans carefully and pay attention to the
additional examples provided in Appendix T of the Filing Code.

Subject headings may likewise be arranged according to a grou p plan or

according o a simplified order, The group plan would organize a subject
and its subheadings in the following order:

1. The subject without any subheading

2, Form and subject subdivisions, eg., A?‘t—-Perz'oda'cals; Ari—Technique

8. Period subdivisions, eg. English literature—ryip century; U.S.—History—
Civil war; the subarrangement of these entries is chronological

4. Geographical subdivisions, e.g,, Art—TItaly

5. Inverted subject headings (such as dr¢, Ancient; Ari, Italiany and subjects
followed by an inverted phrase (such as Birds, Protection ofy.

6. Subjects followed by an expression in parenthesis, e.g., Analysis (Chemistry):

Biography (as a literary form); English literature (Collections)
7. Phrase headings, eg.,, 4rt and state
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In the simpler alphabetical arrangement the filer would interfile in one
alphabet, disregarding punctuation, ali form, subject, and geographical
subdivisions, inverted subject headings, phrase headings, etc. An example
of how the two schemes work follows:

Group arrangement

Art

Art—Bibliography
Art—Catalogs
Art—History—19th century
Art—History—20:h century
Art—Periodicals
Art—Rerlin

Art—Grecce

- Art—Hungary

Art--New York (City)
Are—US8.

Art, American

Art, Ancignt

Alphabetical arrangement®

Art

Art, American

Art, Anclent

Art, Baroque _
Ari—Berlin \
Arvt—3Bibliography  { ™
Art—Catalogs O
Art—Greece

Art, Greek . 3
Art—}iistqm—ilgth century
Art—History—20th century
Art—Huugary
Art;,'ﬁbedieval

Art, Baroque At Municipal _
Art, Greek SoArt—New York (City)
Art, Medieval . \JATrt, Oriental

Art, Municipal _ B8 Art—Periodicals

Art, Oriental N Art—TJ.S.

The arrangement of entries whit begin with numerals is rendered diffi-
cult by the fact that the nugierals must be filed as words. The general rule
is to arrange them as jf.fhey were spelled out in the language of the rest
of the entry. Numerals\and dates are spelled as they are spoken, but‘omit-
ting the word “andYas a rule. The A.L.A4. rules for filing catalog cards
admits that thighj#é is not precise because numerals are not always spoken
the same way/The student should examine carefully the examples given
for the filiug of numerals not only in the A.L.A. Filing Code but also in
other ﬁli‘nE codes,

Inertain cases, numbers are filed in numerical order. When a number
%f"a date distinguishes between entries that would otherwise be identical,
the arrangement should be numerical or chronologiral instead of alpha-
betical. The names of kings and rulers, for example, are commonly sub-
arranged numerically if there is more than one person of that name for a
given country.

IV. Administrative Aspects of Filing

L. Preliminary ﬁling.;Catalog cards cannot be filed diref:tly into .r.he
various catalogs. They must be put through a preliminary filing. A filing

of the A.L.A. Filing Code

® A still simpler alphabetical arrangement is given on p.Sﬁamrdmg o the stnplest

in connection with the comprehensive example arranged
alphabetical order recommended for small libraries.
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board is a desirable accessory if many cards have to be handled at a time,

After the preliminary arrangement has been completed, some librarjes
then put the cards in a temporary file. By this method, more cards can be
filed into a given tray and this makes for economical work, It has been
estimated that filing does not become economical until at least ten cards
have to be filed into each tray. Delays in filing, however, such as naturally
follow from the use of a temporary file, may militate against good service,
"This is one point in a library’s program where good service should come
before economy of operation. It is highly desirable that all cardsbe filed
as promptly as possible and, if the work cannot be kept reasqnably up to
date, at least the author cards should be filed as soon as possible in both
the public and official catalogs. QA

2. Filers.—Filing is essentially a clerical task. Inllatge cities where
there are coramercial filing schools it is possible for“Jibraries to obtain
filers who have had useful training. Some libratians believe that accurate
filing cannot be done for more than two hours dt'a stretch. Trained filers,
however, can continue to do accurate worS oughout the day provided
they organize their work well, have sufficiéntly varied things to do, and can
file under satisfactory conditions. WV

. 8. Revision of filing.—After th&y become accustomed to the work,
trained filers need ligtle beyond genteral oversight. Revision of their filing
should not be necessary. N\

In any set-up where revision is deemed necessary, “filing on the rod” is
a successful plan to follqw,\By this method, the filer puts each card in its
proper placein a tray,\b\aif without removing the rod. The reviser can then
inspect the work andyon approving it drop the cards into place by taking
out the rod. Revision must be done promptly under this plan.

Proper supervision is more important than revision of filing. A profes-
sional mﬁl}a of the staff must be responsible for Interpreting rules in
cases of dotibt, planning the expansion of the catalog, organizing the work,
etc, If @ilibrary follows the Plan of having one subject card only, and that
fox the best or latest edition of 2 work, for titles of which it owns a number
- of gditions, care is needed to see that the best card is kept in the catalog.
Filers are not always able to tel] which is the best card and should be able
to-call on a supervisor to decide such matters.

4. Expansion of the catalog.—At intervals it ‘becomes hecessary (o ex-
pand catalogs. The rate of growth of a catalog in recent years needs to be
studied to help in determining how much additional space is required.
‘When the necessary trays are available, the total number of inches of cards
already in the catalog should be measured. It can then be found how many
inches of cards should be in the average tray in the expanded catalog.

All the details of the expansion should be worked out carefully and then’
carried out expeditiously. '
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5. The divided catalog.—Libraries that have given up their dictionary
catalogs in favor of a divided catalog, with one alphabet for author entries
and another for subjects, have been motivated largely by the desire to
make consultation of the catalog easier. Such a tendency is in line with the
trend observable in filing rules, where alphabetical arrangement is steadi-
ly supplanting group arrangements. The divided catalog is still in its ex-
perimental stages and should not be adopted by a library until it has been
determined whether other simplifications may not achieve the desired
results without so radical a change. : ~

6. Uniformity of practice.—The library system of the country is con-
stantly becoming more closely knit together and as it does so, unifosmnity
of practice becomes increasingly desirable. It is important both;ts readers
and to the staff to find catalogs filed as much alike as possible. Absolute
uniformity is neither to be desired nor attained and somegdissimilarity in
the rules should probably always apply between different types of library.
Within the one library system, however, whether it be a public library
with its branches or 2 university library with itg.departmental collections,
uniformity should prevail generally. S
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Some Practical Questions

1. What rule for the trcaument of the umlaut and other modified Jetters would”
you favor for a public library and for a coilege librayy? _
2. Write out the words to be used as the filing medium according 1o the ALA
Filing Code for the following titlcs:
1066 and all that
1812, ein historischer Roman
1914 diary and yearbook
2400 business books

Le XIXe sidcle O
1812 ouverture solennelle Ko N
3. Explain the difference berween an abbreviation and an elisim:l..\r-léw are the
two filed> Dk
4. What would you choose as the filing medium for: N

Dickens, Charles. The persenal history of David G\c');;ipcrﬂeld. London,
Harrap, 1980. N
Cicero. M. Tulli Ciceronis Pro M. Caelio oratighidited by R. G. Austin.
Ox{ord, Clarendon press, 1953, ,~\\~‘
Shakespeare, William. Shakespeare for ;e'qiiation. London, Routiedge,
1904, "N\

5. Locate the following entries in a libraryearalog and determine what filing

rule has heen followed for their arrmpébmem:
Thomas 4 Becket &30
‘Thomas & Kempis A\
Thomas Aquinas .

6. If a library catalogs kings.m"td rulers under the English form of their names,
is the filing problem fan‘}er or more difficelt than would be the casc if the
vernacular were preferred? .

7. What answex woqldf you give to a reader who argues that librarics should
arrange entries :begiﬁning with the prefix Mac in the same way they are in
2 telephone diettory?

8. How wou d(yel file a Library of Congress card with the heading New York,
Metropofitan museum of ari?

a \ 4

\‘;
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L. /

The classified catalog is based on some Wefinite system of classification.
Many of the principles introduced here have already_ been noted in the
two schemes of classification described in Chapters IV and V.

~LE Plan

The classified card r:atafbg} I used in place of 2 dictionary catalog,
should be composed of .I:Liree separate parts or files, although strictly speak-
ing the subject file 3591 itsclf the classified catalog. The three parts are:
(1) an author—aqd«'mle file, (2) a subject or classified file, usually arranged
by some well] {own classification system, and (3) an alphabetical subject
index to the s\bjcct file. .

L Al{tﬁbr-and-title file.— The author-and-title section of the classified
catalo@ly’exacily like the anthor-and-title catalog described in Chapter
VIIL "Whe entries are full; they follow the same rules, contain exact]y_the
same information, and are filed alphabetically by author and t‘itle.
Though kept scparate, this author file is an integral part OF the classified
catalog since it is the only part which furnishes information about the
author and title resources of the library.

Z. The subject file.—The subject part, or the classified catalog proper,
is an elaboration 6f The shelf list, Its arrangement is nsually based on the
~ same classification system as that used for the arrangement of the books
on the shelves, If the Decimal classification has been adopted by the
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library, this system will determine the order of subject entries in the clags-
ified catalog. Again, if the Library of Congress scheme has been chosen,
this plan will form the basis for subject arrangement in the classified cat.
alog. Any system of classification that has a flexible notation may be used
for making a classified catalog since any such system insures logical
arrangement of subjects. Necessarily, the degree of usefulness of the classi-
fied catalog depends on the worth of the classification scheme.

It has already been indicated that both the Decimal and the Library of
Congress classifications can be used to advantage for the logical~&rraf}g&
ment of books on the shelves and that, because of the flexible notation of
each, new accessions may be inserted without interrupting .t\h'e logic of the
system. A catalog may likewise be based on either of these)systems and a
similar logical arrangement may be attained for the eatalog as for the.
shelves. The card becomes a dummy for the book, andthe call number on
the card, being the same as that which determines the arrangement of the
~ book, becomes the medium of arrangement forgntries in the catalog, The
cards, instead of being filed alphabetically 48,in the author-and-title cata-
log, are filed by the classification symbolj@st‘as a shelf list is. For example,
all cards bearing the class number 720" tKe number for Architecture, will
come together in the catalog, These  will be followed by all the cards
which bear a decimal of 720, and 5O ot

3. The alphabetical_lsubjei':i index,_to____thq__,s___l_l___bject file.—"This index is.
necessary since it answers the same purpose as the relative index to the
Decimal classification. It §irnishes the reader with an alphabetical key to
the classification sys%f@b’y which the cards are arranged. For example, a
. reader wishing toknow what books the library has on architecture may
not know that 720Ms the number standing for this subject. Therefore he
must be able.g‘q\ locate the word in analphabetical index where he is
referred tqgl% proper number. This index is made on cards to allow for
the inse@er’l of new subjects whenever they are needed. As each entry is
written\on a separate card, any number of index entries referring to the

same number may be made. The following entries might well be made
{for Scientific management: '

Efficiency, Industrial . - . .. . . 658
Industrial effciency . . . . . . 658
Management, Scientific . . . . . 658
Scientific management . . | | . 658
‘Works management . |, | 658

The Dewey (or other classification) numiber should be added to each entry
instead of attempting to follow the form used for a see reference in the
dictionary catalog, Any library which plans to make such an index should
study the system in Operation at the John Crerar Library in Chicago and
the Engineering Societies Library in New York.
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IL Shelf List Versus Classified Catalog

One may well ask why another record similar to the shelf list should
be built when the shelf list is already available, One reason is that the
shelf list is similar to one part of the classified catalog only; its purpose
is definitely to show the history of each book in a library and to record
its location on the shelf, its withdrawal, the number of copies possessed
by the library, and other official items which are important as records
but which have little or no interest to the user of the catalog,

A second reason is that the shelf list is frequently brief in form, notigg,
only the items about a book which are needed for official use. The reader
demands a more complete entry than that on the shelf card if he- B to
receive any guidance in his book selection. When he is confronted with
fifty or 2 hundred titles on the same subject, he must havesome indica-
tion on the cards to help him in differentiating between books. The date
of publication, the publisher, or the fact that the booK is'illustrated, will
help to determine his selection, Therefore, the cataleptards must be more
full in details than the cards which make up Lh'e%helf list. In fact, they
must be just as elaborate as the author cardg"which make up the author
catalog. _ O

Finally, the shelf list does not nsually'sentain entries for parts of books
(analyticals); thus, it is impossible forithe reader to find in this list all
the material contained in the librdry under any one subject.

The shelf list may servefs a_subject catalog.—If the shelf st is .
made up of unit cards and &aﬁalyjjg_:_@vlmgy_ghigs are added as the books are
clagsified, the library hasa, classified subject catalog which is adequate
for all practical purposes, provided an author catalog is already accessible
and a good alphabefital subject index is made as a key to the classified
file. Frequently libedries use the shelf list in conjunction with the dic-
tionary catalog g answer the questions which only the classified c.atalog
can anSWfil“;l%t"such use is likely to cause inconvenience to the assistants
who depetd “upon the shelf list as an official record. A good - classified
catalog:gbés so far beyond the limits of a good shelf list that the student
showld/not confuse the two and conclude that, because the arrangement
of entries is the same, the ong_can serve for the other.

ITI. Methods of Entry

1. Books covering more than one subject.—Books treating of two or
more subjects or topics are given as many class symbols as are needed to
catalog fully by subject the contents of the book. For example, a book en-
titled Electricity and magnetism, classified by the Decimal scheme, W(?u'ld
appear in the classified catalog under two numbers: 537 for Electricity
and 538 for M agnetism. Two cards exactly alike would be filed, one card



184 Cataloging and Classification

under each of these numbers. ‘The first card would be just like a maip
entry, but the second would have 538 added just above the call numbe; -
of the book as a filing number which would bring this card into the cata-
log along with all other material on magnetism. Thus, such a book has
two subject cards in addition to the author card, one to file under 537,
which is the same number under which the book is classed on the shelves,
and another, which is an added subject number, It should be emphasized
that the call number of the book must appear on every card because the
book could not be located wi thout it. It is customary to use different colors
of ink for the call number and the analytical number so that'the reader
will not confuse the two. Black ink may be used for the call(fumber and

red ink for the number which is added above the call numbet’as a filing
number, N '

7
\

Black ink ™ | 887 Gerard, End\®
G31 Flectrieity’ and magnetism.
1897. O\
| O
__—-‘—-—-—_L_\_,____-—-—-—
SN, N
Red ink — | 538 {Berard, Eric.
Black ink — 58798 ¢ FElectricity and magnetism,
G 1897

N 3

The object of these entpied is to make the book appear in conncction
with the different ﬁeld&‘t} which it contributes. An example of this is
Mastery of the Pacific which must appear under the foreign affairs of
both Great Britair.[ @nd the United States. Many books on peace contribnte

- book called Gitizeénship in the industrigl world should have class numbcrs
10 express ,ci'xizenship, Iaboring classes, indusery and state, and organiza-
tion of ipdustry. Thus, subject and class entries for a book are determined
togethen and are the result of one and the same process of examination.

R 2‘ Analyticg} entlfi_f::'{._-_—lf it is advisable to make analytical entrics for

would be useful if i could be ca

cathedrals. To do this, the cataloger assigns to the chapter the number for
cathedrals 726.6 and a card is prepared with this number as a filing me-
dium, so that it may be filed with the cards for the books classed under
this subject. The number for cathedrals is added above the cail number
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in the same manncr as noted on the card illustrated above. A unit card
may be used by adding the title of the chapter analyzed on the card as
a note,

3. References in the subject list.—References may be used to correlate
subjects widcly scattered in the classification scheme. By this means the
reader is able to collect material that presents the various aspects of any
given subject. For example, religious art belongs to two large groups,
Religion and Art, If some books are classed in Religion and others in Art,
a cross reference from one symbol to the other will show the reader/how
he may collect all the material on this subject from the two points of
view, Such a reference in a classified catalog would read: 246\See also
755, 1t would be filed directly after all the cards bearing the (@ﬁmber 2486,
which is the symbol for religious art from the religious vieiacpoint.

4. Special types of literature— K7,

Biography.—Biographies may be treated in any'one of three ways in
the classified catalog, First, they may be scattered\throughout the classi-
fication by subjcet, so fhat lives of economists’ would be classified in eco-
nomics, lives of educators in education,and so on. In that event, the
names of the people concerned should be“brought out in the alphabetical
subject index. Sccond, they may be_ gtouped together in a special biog-
raphy file either under the generakinutmber for biography or in an inde-
pendent arrangement of their own. Third, thcy may be filed with the
author and title cards. The third method would introduce a subject card
into the author-and-title~catalog but there are advantages in having
works by and about a author filed together.

Fiction.—Entries\may be made under the class number for fiction as
in the shelf list @i{dt ay be sufficient to have them listed in the author-
and-title catalpg\ohly. As with biography, a separate fiction catalog could
also he created:

Otherliterary forms—The classified catalog may omit such classes
as dragtay essays, and poetry, since readers usually look for books in these
Classﬁé\bﬁf author or title. It is generally sufficient for them to be listed in
the Author-and-title catalog only. A reference card in the classified catalog
may refer under each class to the shelf list where the reader could find
what would be an identical listing. ‘There would then be no cards i the
classified catalog for 821 English poetry, for example, except for, the
entries under 821.01-821.09. e

Bible and similar sacred books—1t is unnecessary to duplicate entries
in both the author and classed parts of the catalog when they are alike; -
a relerence to the author file will be sufficient. For example, a reference
card filed under 220 in the classed catalog telling the reader to consu.lt
the entries under Bible in the anthor file wiil answer every need and will
also be a wise and economical measure.
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IV. Codes of Rules

The entries for the author-and-title catalog should be based on the
A.L.A. Catalog rules. The variations which must be made in this file, if
it is to be properly correlated with the subject part of the catalog, are to
be found in Melvil Dewey's Library school card catglog rules.!

The value of Dewey's code is today limited to the making of the subject
catalog. The rules for author entries and the sample cards are somewhat
out of date. A new code for the compilation of the classified catalog is
much needed, and should the general demand for the classified catalog be
renewed, such a work would surely be worth while. N

The classification system chosen as the foundation for the arrangement
of a subject catalog constitutes its main code. Even more tHorough study
must be made of the book when a catalog is the objectivethan is necessary
when merely classing the books for the shelves. Often it/is’ desirable to fol-
low a quite different policy when classifying materigor the catalog, since
more detailed information is needed and close classification must be fol-
lowed. It is feasible to classify broadly on 't,hﬁ\s‘helves and much more.
minutely in the catalog. This plan was followed in the Engineering So-
cieties Library in New York with very satisfactory results both in the shelf
arrangement and in the classified card\catalog. By this method long call
numbers on the books are avoidegl;ﬁ oh the other hand, the catalog may
be made as detailed as desirable\by ‘2dding long filing numbers which in
no way confuse the reader begause he never has to copy them in order to
get his book. If this is dong,{the catalog card generally has two class num-
bers: (1) the subject ﬁl{xg"rfumber, and (2) the call number of the book.

V. Some Things Accomplished by the Classified Catalog

L. A logical afranigement of subjects is assured because the catalog is based on
a system Qfclassification.

2. The xeader is able to survey a whole field of literature as it is spread out
beldre him in logical order.

3. The catalog shows what books are grouped together on the shelves,

4, The catalog shows the strength of the library eollection in any one class,

5. Any class or subject can be printed separately in book or pamphlet form at
any time,

6. An alphabetical and a logical array of subjects is combined in one catalog.

7. Because of the number of separate files, more people can use the catalog at
one time,

8. The subject fle may

be built up of printed 1. C. cards by merely trans-
ferring the classificatio

1 symbol to the top of the card as 2 fiting medium.
1 Melvil Dewey, Library school card catalog rules wit

for author and classed catalogs. Bth ed.,
Library burean, 1905), 2p.

h 52 fac-similes of sample cards
rev, with marginal alternative rules {Boston:
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VI. Adoption by Libraries

The classified catalog was much in favor in American libraries up to
the year 1893, After this date there was a decided turn from the logical
arrangement of subjects to the alphabetical, and the dictionary catalog
came into general use. Logic was sacrificed for quick reference, and the
feeling prevailed that the users of the library catalog were much more
familiar with alphabetical indexes and therefore could quickly learn to
use the dictionary catalog. This is undoubtedly true in the average public
- library, but in scholarly and special libraries the lack of logic in the dic-
tionary catalog detracts much from its value. N

Unfortunately the subject indexes to the early catalogs of the .f:iagssiﬁed
type were inadequate since readers might be given only the subject’index
as printed in the Dewey classification. This index, while adegfhate as an
alphabetical key to the classification system, was not exﬁabktive eno_ugh
to serve as an index to a growing catalog; subjects wergriot up to date and
the inadequate references made it difficult to locdtevmaterial. For such a
reason, the classified catalog began to lose sup;g\qrters, even though it is
more economical to make than is the dictionary.catalog because the assign-
ing of the class number covers both the pn};rcess of classification and the
subject arrangement of the cards. i

The classified catalog is conveniqm"fr)r use in centralized station work,
in commission offices, school division offices, centralized departmental
work in a university library, and: wherever classified books must be chosen
for groups ocutside the centrdNibrary. Because the arrangement is, in most
cases, the same as that of Hie books on the shelves, it enables one to pass
quickly from the cata}c}g&\to the shelves and thus to expedite the filling of
book orders for ousside agencies.

For libraries, p‘a}ticularly those in the fields of science and technology
collected for 'ghb"use of specialists, the classified catalog would seem to
answer thg:\@ei‘uands more readily than any other type because-lt brings
all the books of one class into a systematic whole, In Europe, this type of
catalpg:i's' still used and probably has more friends than the dictionary
catalog,

VII. Types of Classified Catalogs

The classified catalog in book form is very common; in fact, rm.:ost of the
library bulletins of accessions follow this arrangement. The classified type
is probably the most economical form of book catalog. The full entr}',
arranged by classification symbol, is given only once and f::;rms_the main
body of the catalog, while authors and the alphabetical subject list appear
as indexes only. The classified printed book catalog -of the Carnegile
Library of Pittsburgh is a good example of this type as is also the ALAd.
catalog.
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The John Crerar Library in Chicago has long maintained a classified
catalog in card form based on the Decimal classification, and the En-
gineering Societies Library of New York has such a catalog based on the
Brussels classification.

VIII. Conclusion

Catalogs must be chosen to answer the demands of the type of reader
who is using the collection. What is satisfactory to the reader of popular
fiction and recreational reading may not answer for the student and the
specialist. The classified catalog gives the logical arrangement of subjects
usually desired by scholars. They want logic in the arrangement\of the
books on the shelves and they find the same order useful in tie Jgatalog;
therefore, the classified type would seem to be best adapted(td"the needs
of such readers. Those using the library as a means of obtaining definite
and quick service would probably find the dictionary Eal:alog more useful,
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In the following two chapters the student Sl\be brought into closer
touch with the mechanical processes invglyed in handiing books and
catalog cards. This chapter will give the roufine which might be followed
in a well-organized catalog departmenréb'that the student may have some
idea of (1) the amount of work to be'done, (2) its organization, (3) the care
which must be taken to guard agdinst waste of time and effort, and (4) 'the
means used (o accomplish”@onomical production without sacrificing
quality. . 28

It is through this insigl}t\\into the work carried on behind the scenes tleat
one comes into possgssion of information necessary to deal Properly with
various situations ,asﬁliey arise and is able to visualize 2 specific procedul:e
and to apply kfiéwledge already gained through other channels to this
phase of theeatdloger’s problem.

Routinesimiust be evolved in a catalog department to get the books
classifiedeataloged, and onto the shelves, and to get the cards f‘ﬂ&dﬁ alnd
filed in'the various catalogs. The discussion of these routines will be lim-
ited 6 the handling of current work.

We shall consider that we are dealing with a library of 2 hundred thou-
sand volumes or more! and that Library of Congress cards are to }Je used
as far as possible. The student should understand that the routines de-
scribed are based on an imaginary library and he should al'wajfs k?ep In
mind the fact that procedures have to be varied from one institution 0
another by reason of the local organization and administrative poticies.

pal problems affect-

1A library of this size § use it experiences the princi
b size is chosen beca yel e unm ary for

i';lg routines, Smaller libraries would find that many of the steps
them,
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Justin Winsor gave some very sound advice to librarians on this topic
when he said;

You must not be surprised o find some diversi ty of views among experts. They
arise from different experiences and because of the varying conditions under
which a library may be administered. The process of one library can rarely be
transplanted to another without desirable modifications, arising from séme
change of conditions. . . , Choose that which you naturally take to; run it, and
do not decide that the other is not perfectly satisfactory to him who chose that.
Whichever you have chosen, study to improve it, and you will probablnde so,
in so far as it becomes fitted more closely to the individuality of yourself and
your library.? ¢\

"N
I. Routing Books for Cataloging | =

Books and periodicals are forwarded to the catalog department from the
acquisition department. We shall assume (1) that-thé books have been
accessioned before they reach the catalog deparimi¢nt, if that process is
followed, (2) that they bear indications of thé\collections to which they
belong, such as the central library, branches, school division, etc., (3) that
the mark of library ownership appears on-each book, and (4) that L. C.
cards have already been ordered. o\ )

1. Rush books.—All Iibraries figed to consider the demands which
sometimes govern the priority ofSoutput from the catalog department.
Books for reserved reading, for ‘professors and other individual readers,
and books in which there i$\a'great popular interest should be cataloged
as promptly as possible; 4) colored rush slip placed in a book before it
leaves the acquisition department shows at once that the book should
take precedence ovériother material. Fach library must determine what
classes of bookg™a#ill fall into the “rush” group. Care must be taken to
see that the regitar routine of work will not be continually interrupted
because of, tush books and to see that one department of a library or of
a univerdity will not receive all the favors, .

.2{fl'rocating books in process.—Some way must be found for locating
books’in process of cataloging. The arrangement of such work depends
ohvthe type and bulk of material to be handled. ‘The library of average
size can adopt an alphabetical arrangement by author and title for books
in process, but in larger libraries a more elaborate arrangement centering
around an “in process” catalog may be necessary.

3. Groups of books.—Incoming material may naturally be divided in
the catalog department into two main classes, new tities and added copies.
The treatment of added copies is relatively simple and can for the most
part be put in the hands of clerical assistants. New titles may be divided

2 Justin Winsor, “A word to starters of libraries,”

1876), 2.3, Libmry Journal, 1 (September
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into various special groups such as fiction, nonfiction, rental books, serials,
books for foreigners, gifts, and pamphlets.

Any or all of these classes of books may be arranged by date of receip1
or by author and title. The date arrangement is especially desirable for
added copies. If the books are arranged alphabetically, a colared slip
may be placed in each one to show the month when it was received and
1o tell the cataloger which books must be pushed through to completion
by the end of a given month. For this purpose six colored slips might be
used to represent the twelve months of the year, as

Q
January yellow July
February white Angust, ;? \
March red September
April green October
May blue November
June broun ¢ (December

By collecting, just before the first of April, for exdwmple, a1l books bear-
ing a red slip, the cataloger can make certain that all hooks received in
March are cataloged. Some libraries make the’ time period a week instead
of a month. They receive from the acquisition department the accumu-
lation: of one week and send these books through, cataloged and recorded,
by the end of the sixth day. \y

4. Fiction.—Fiction calls Eqr«:éhi: simplest form of cataloging and,
since in many libraries it is giveil' no class number, it does not have to
" go to the classifier. Librari¢s, that write annotations for fiction or that
assign class numbers and Subject headings must naturally change the
method of handling g&é books. Otherwise they may safely be given 1o
a cataloger of little'experience, or even to 2 clerical assistant, to record
for the catalog and-the shelf list.

5. Nenficfion.—Books of nonfiction may be roughly arranged by
subject, a{lﬁ.i..f&?ithin cach group, alphabetically by author, so that cata-
logers n,lay}asily find the books for which they are responsible. Another
plan igto arrange them in three groups,.the first containing books for
wﬁi&rh C. cards have been received, the second those for whl-ch L. C.
cards are available but have not yet been received, and the third those
for which no L. C. cards can be obtained.

Both fiction and nonfiction may be divided into groups fo.r the central
library, branches, juvenile collection, school division, and stations or othe.r
agencies. Most books for branch libraries and other agencies are dupli-
cates of items in the central library so that the routine for recoordmg- them
belongs with the procedure for added copies which is described in the
next chapter.

6. Serials,.—Many publications issued in succes
annual reports, fascicles, Hefte, monographs in series,

sive parts '(such as
yearbooks,_ etc., but

I
e,
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not regular current periodicals) are forwarded to the catalog department
after being checked in the acquisition department, Some of these have
to be analyzed. In some libraries a serial division is organized to take care
of this type of material,

7. Gifts.—The routine for handling gifts needs to vary according as
they are books received in quantity from the same source, books received
one at a time, or serials. The head of the catalog department or some
other official should examine all gifts to determine which items the library
should keep, whether any special methods of treatment should be planned,
and which books should be cataloged promptly. N

8. Pamphlets—Pamphlets should be sorted as soon as_they are re-
cetved, Those which have any real permanent value shouldh bé treated
as books; the others can be treated according to a definite’ plan which
the library should work out, Pamphlets that are valuable énough to bind
should go through the regular processes. v

One of the commeonest ways of handling pamphlets is to give them
brief cataloging, classify them broadly, and put them in pamphlet boxes.
The pamphlet boxes may be shelved either @t the beginning or at the
end of a class, or they may be kept togethep at a point convenient to the
reference desk, A brief author card Jswoften made for each item and

*

sometimes a subject card for the whgle box. Pamphlet boxes should be

*

examined frequently to see what dtetns can be discarded and what should
be bound into pamphlet volumes,

Pamphlets are often keptedmvertical files at the reference desk. In that
case they are filed withogt, eing cataloged as a rule, Such items as are

worth keeping permangntly are cataloged after they are retired from
the vertical file, N\

I1. l{&ﬁtine of Classification and Cataloging

Assuming tHfat the books are now in the hands of the catalogers, we
may procegd to the methods of routing books through the processes of
classification and cataloging, These processes may vary according to
whether' printed cards are available or not,

A. Fiction.—Many public libraries are now using Wilson cards for
fiction. These are considered very satisfactory, especially for the annota-
tions they contain. In large reference libraries where there may be many
editions of a novel and where the collection is intended for research
purposes, fuller entries may be needed and L. C. cards may be used.

If printed cards are not utilized, the procedure for fiction is as follows:

@) When the author's name on the tigle page is perfectdy familiar
to the cataloger (as would be the case with an author like Thomas Hardy),
the catalog card and the shelf card are made at once. If book numbers
are used, they are assigned at the same time, If the book is to be listed in
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fewer than five catalags, the title entries are also made immediately.
If more than five catalogs have to be considered, copy is prepared for
the duplicating machine.

by When the author is not known, his name must be identified in
the official or public catalog. If the name has not already been established,
3t must be searched for in biographical dictionaries, current indexes, and
other reference books to establish the correct form and to discover whether
the name is a pseudonym or not, Catalogers are not warranted in making
exhaustive searches for the names of novelists. Many libraries feel that-
modern writers need not be searched beyond the Cumulative book z'mkx,
the Book review digest, and the Readers’ guide. An authority card is
made which shows where the name was found. If book numherg\are used,
these are now assigned. The necessary cards are prepared &s'in a.

In both ¢ and b the books and cards, with the exceptiofl of the shelf
cards, go to a reviser who checks the work and ioxﬁm’ards the books to
be lettered. If printed cards are used, revision is\bnnecessary. The cards
go to the filers or the copy to the duplicating\machine operator, The
shelf cards go to the shelf-dister for statistical‘purposes.

2. Nonfiction.—The classification and\éataloging of nonfiction usu-
ally involves considerably more detalj'l,'especially in large libraries.

Preliminary search.—To aid thes classifier and cataloger, a clerical
assistant working under the direction of the cataloger does a certain
amount of routine work preparatory to establishing the form of entry,
such as arranging L. C..cards alphabetically by author and matching
them with the books. ({

The cataloger in th&neantime examines all books for which there are
no L. C. cards andindicates the tentative author entry and all necessary
added entries. :(\:lerical assistant then makes a process slip for each of
these books,<Fiis slip contains the author'’s name (as full as possibEE).
title, imBr\th items, and such collation as the library uses, the tracing
for anysadded entries which the cataloger has indicated, and the location
of {}{€\books in branches or special departments. ' _
\The process slip (also called in some libraries routine slip, copy slip,
guide slip, etc.) accompanies the book on its rounds through tl_le catalog
department, Some libraries use a form card for the process'sh[:i; others
use the order slip. It should be of standard size and distinctive in color.
The first person to receive the books after they are sorted SUPETVISES the
making of this slip, and each person handling the bo:ok thereafter adds
any data which will aid in cataloging and classifying 1t Whe.n the .book
has reached the point of final revision, this card should contain all infor-
mation necessary to catalog the title fully and should also show thfc_
location of the book in the library system S0 that the ?roper number o
cards can be made for all catalogs. This process slip is usually used as
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copy for the typist. No separate process slip is made for books that have
Wilson or L. C. cards. _

Searching in the library catalog.—An assistant searches for each
entry in the catalog. If the author’s name has already been established,
the assistant writes the official form on the process slip. If other editions
have already been cataloged, he notes their locations as well as any other
details that may be of value to the cataloger. In cases where it might
prove helpful to the classifier, he copies the class numbers of other books
by the same aunthor. A

After searching, the books are divided into various groups for further
treatment. New books by authors already in the catalog are forwarded
immediately to the classifier. New books by authors new to (the library,
but for which there are L. C. cards, are likewise forwarded 0 the classifier
since most libraries are willing to accept the author's r;afnie as printed on
the cards. The principal cataloging detail with such pames is to make any
necessary cross references. Books that have L. C. cafdsWwhich do not match
the books sufficiently are turned over to a clerteal assistant who makes
process slips for them. Books for which no LG cards are available and
for which further bibliographical search st be made are forwarded to
the cataloger. o\

Classification.—In some libraries, }S’o»th classification and the assigning
of subject headings are done by the elassifier; in others the subject head-
ings are assigned by the catalogers; while in others all functions are per-
formed by the catalogers. Weghall assume here that the classification and
subject heading are done by.one person and that the descriptive catalog-
ing is done by another,

The classifier examings each book and determines its place in the classi-
fication scheme. Ag\gids in determining the class number he will (1) look
at the process slipyto see where other books by the same author may have
been classiﬁpcg“f2) he will consider the D. C. and possibly the L, C. class
numbers printed at the foot of Library of Congress cards; and (8) he will
inspecg the'shelf list to see whether similar books have been classified in
thegplaee under consideration. If analyticals are used in the shelf list or
classified catalog, these numbers are assigned at this time. From this analy-
sis of the subject of a book the classifier is now in a position to assign
subject headings. He checks the possible headings with the official list and
indicates any cross references to be made by writing them on the process
or another slip. If the subject heading is new to the library he calls for a
slip to be added to the officizl list,

Books with L. C, cards are then passed on to the reviser for approval
before the cards are prepared for the catalogs. Some libraries omit revision
for such itemis. Books with Process slips are sent to the cataloger for com--
Pletion and then are passed on to the reviser,
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Descriptive cataloging.—The cataloger, being now in the possession
of all items of information gathered in the preliminary search and of all
decisions of the classifier, proceeds to prepare the process slip to serve as
copy for duplicating. He establishes names for authors, subjects, or added
entries, and indicates any cross references that are to be made. He checks

‘the various details that make up-the title, imprint, and collation. He

records any notes that are to be made on the catalog card.

Revising books and cards—The work of all catalogers should be re-
vised, but this does not mean that each cataloger must not revise his own
work as it is done. Some one person ought to see the finished work after
several assistants have had a hand in it. The final reviser knows the cata-
log as a whole and is, therefore, in a position to unify the wotk-of all assist-
ants. Even the most accurate worker will at some time, make mistakes.

‘Errors should be caught at this point in the routine before cards are dupli-

cated., AN

The inexperienced reviser should make for him$elf a list of all the items
which must be noted during the process of yevision, but the reviser who
is accustomed to this work and who is perfectly familiar with the library
routine, as well as with the capacity ofeach cataloger, will use his judg-
ment and revise with discretion. o\ ¢

Shelf-listing.— This duty follows'the revision of the catalog cards be-
cause the book number is basec’f"on the catalog entry. In some libraries
shelf-listing is done by the cai%ﬂogers_ when they are handling the book.

The shelf-lister makes gither a temporary shelf card (if L. C. cards are
to be used and are not\)’@t 4vailable or if cards are to be multigraphed and
one of the unit cards.is'to be used for the shelf lis¢) or else a typed, perma-
nent shelf card £gﬂoiving information as given on the process slip. T.he
typed shelf ca d:is usually brief. It includes; author’s surname typed with
initials onlysbrief title, edition, date of publication, number of volumes,
accessiorghumber (if used), copy numbers if more than one, and call-num-
ber. Fenfiction, the binder’s title may be added after the title page title to
facilftate finding the book on the shelves. _

When the shelf card is made, a duplicate card may be written and filed
at the desk of one of the assistants, As books are completed and ready to
leave the catalog department, the cards corresponding to tl-le books are
drawn from the file, stamped with the date, and fited elther_ in the public
catalog or at the circulation -desk, where they remain until replaced by
complete sets of cards. .

The shelf-lister assigns the book number, provided the classifier has not
already done so. This involves referring to the Cutter tables and. ti.len
checking the shelf list to determine a number not already used. Distinc-
be made to avoid duplicating

numbers, The book number is added below the class number on both the
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book and the card or slip. The shelf cards are arranged by class number
and held for statistics.

If the shelf-lister is an accurate person, this work need not be revised,
since the very fact that the shelf list must be consulted for every entry in.
sures little chance of error. It is economy to select a very dependable assist-
ant for this work.

Separating books and cards.—After shelf-listing is completed, the
books and cards are separated. The cards and slips are sent to the typists
to be prepared for filing or to be made into copy for the duplicating ma-
chine. The books are sent to an assistant to be prepared for the Slelves,

Marking and forwarding books.—The mechanical prepazation of
books for the shelves is ordinarily one of the duties of the cdtalog depart-
ment. The acquisition department may share some of the-duties. Pages of
books must be cut when necessary. Marks of library Syatership must be
added through bookplates, perforation, or rubber stamps. Book pockets
must be pasted in. The back of each book should.baJettered with the call
number and any other desirable information, /L he lettering may be done
with white ink, an electric stylus, or book, tags"“Unbound material is for-
warded to the bindery or is put in envelgpes, manila rope bundles, pam-
phlet boxes, etc. o\

Dup!icating cards.—1f few cardsji’aré needed for any entry, as might
be the case with cross references, (e typist will make the necessary cards.
If see also references are to be added to reference cards already in the
catalog, the slips are sent to @n assistant who makes the additions. Other-

wise copy is prepared f({‘.the multigraph operator. This copy must be
carefully proofread. Y

Adding headings.to unit cards.—Printed and multigraphed cards go
to the typist to havé subject headings and added entries typed at the head
of the card. Th@racing on the official card is used as a guide, This tracing
may be cheeked to show that the appropriate cards have been made, The
typist may: a\dapt O correct any printed cards that can be used without too
much change, In revising cards it is important to check the call number
ar;dtghe’ filing medium carefully; other details do not need such close at-
tention. :

Filing.—The head of the catalog dep:
before they are filed. After th
order and filed in the catalogs,

artment may examine all cards
at, the cards are arranged in alphabetical

IIL Economical Procedures

With the cost of cataloging mounting,
out methods of eliminating some of the
routine work as far ag possible to clerica

many libraries have had to work
routine and of transferring the
1 assistants. Any economy which



Progress of Book Through Catalog Department 197

will lessen the work without impairing the service is warranted in a busy
library. :

Clerical assistants may be trained to remove cards from the catalog;
record additions to cards; check L. C. entries against those already in the
catalog; do the filing; and collect material for the catalogers when the
comparison of books and cards must be made. These assistants may be as-
signed to the various functions that consist of following rules and direc-
tions. In this way the catalogers and classifiers are freed for the profes-
sional activities that involve judgment and decision. ~
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»\>  Some Practical Questions
L. Change tHe woutine oudined in this chapter to apply to 2 smaller library
where ¢is cataloging and classification are carried by one cataloger and one

typisftwho also acts in the capacity of a clerical assistant. .

2. CRakge the routine, as outlined in this chapter, to apply to a library w'here
\the subject headings are assigned by the cataloger rather than by the classifier.
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Much of the work of é\Eafalog department, particularly in a school or a
public library, is cofiterned with adding extra copies of titles already in

new titles éfy’be‘relatively high in Libraries with large branch systems.
In three {Avge public libraries fifty per cent of the accessions for a five
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Books that fall into these mechanical groups may be considered under
the following heads:

Replacements—The term is used to designate a title or volume whick has been
ordered to replace a book that was worn out or lost. Replacements may turn
out to be added copies or added editions,

Added copies—Added copies are duplicates of titles that are already in the book
collection and that are either cataloged or in process of cataloging.

Added editions—Added editions are new or variant editions of books already
in the cotlection, They may be so changed in date, content, or form that it is
impossible to treat them as duplicates or added copies. What is taken at first
sight to be a copy may prove to be a new or different edition and mufst then
be treated as a new book, AN\

Ny

s

I. Replacements N

The largest number of replacements are added copies, but frequently a
boak is a later edition, in which case it must either be.cataloged as a new
baok or be added to the catalog cards for the old edition. The phrase “Do
not replace” is frequently stamped on the s}@f record to guard against
adding titles not worth replacing. NS,

II. Added.Copies

In branch library systems the shetilist is the important place to record
added copies. In addition, some“libraries show on the main card in the
official (or union) catalog wk@h branches have a given title but not how
many copies of -that title gach branch may have, This is a great conven-
ience in interbranch wo?k} for otherwise it might be necessary to consult
the alphabetical file.foJobtain the call number and then check the shelf
list. It is of value al$6 in showing whether a particular branch has cards
in its catalog fofthie book ehat is being added.

Some libragies maintain a detailed record of copy numbers on the shelf
list card, Th}% enables them to provide the history of any copy should that
informa{idi’l be desired. Many libraries are content merely to record the
nupiber/of copies in each location. -

ANommon practice is to use one symbol to cover books in various ex-
tension agencies other than branches. In that case a charging system takes
the place of the detailed shelf list record. This plan makes it pos:ub.le for
individual books and collections of books to move readily an(} Slmlf'ly
from one agency to another, It would be inadequate if these agena_es main-
tained dictionary catalogs, but such catalogs are unnecessary since .the
~ book collection in an agency is so small, Some libraries prOV}de traveling
catalog cards to accompany the books to any agency so that it can have 2
catalog of hooks on deposit. : L. il

In a college or university library, the record of added copies tn Spec
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and departmental libraries is often kept not only in the shelf list but in
the official and public catalogs as well. If a departmental library does its
own cataloging and has its own classification system, the record of an
added copy does not usually appear in the shelf Iist for the central library
although the information does appear in the public and official catalogs.
1. Records for branch and departmental libraries.—Dictionary cata-
logs are usually deposited in branch and county libraries. They are also
made for departmental libraries in colleges and universities, but in special
reading rooms an author catalog is commonly provided insteadaSuch
catalogs are limited to the books in these collections except in the\case of
departmental libraries which may receive cards for iterns in theih field of
interest but located in the central library. These catalogs (apeé generally
compiled by making duplicate sets of the cards made forsthe central col-
lection, A
Each branch and departmental library usuallyJras its own shelf list.
Assistants in the branch and departmental libraries are responsible for
the upkeep of these shelf lists, N
2. Routine for added copies.—Schoal.4nd public libraries add arid
replace hundreds of copies of books thathcan be put through the catalog
department without comparison with\ the catalog to detect changes in

RS

edition. ‘These include works of fiction, juvenile literature, and standard
editions of books for schools.

There are, however, certain ﬁin}ls of books which should be carefully
scanned and compared with(the catalog before they are accepted as dupli-
cates of copies already, @ﬂoged. Among these are scientific works and
those whose importance ¢pends in no small measure on their up-to-date-
ness. College, univexsity, and other reference types of library may be more
strict in this respeefand may catalog individually many items that in other
libraries w0u.151~‘b'é treated as copies. They should, however, be ready to
add as copigs.many variant printings and impressions that are acquired
as extra {,pbxes for reserved reading or for circulation purpaoses, In such
cases they may note the variations on the official card.

Wihen added copies are received in public libraries, assistants find it con-
venitnt to divide them into at least two groups: adult and juvenile. If the
acquisition department has made a note of call numbers on ordering the
€xtra copies, it can help by writing the numbers in the books as they come
or by passing the information along on a slip, When twenty or more copies
are to be added at one time, it is economical to set the call number in rub-
ber type, revise it, and stamp it in each book. This may be done by a clerk
even before the assistants are ready to record the books.

When the books are to be recorded, they should
order with all copies of the one title together. C
to the books after the shelf list has been checke

be arranged in shelf list
opy numbers are assigned
d. The new copy numbers
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are added to the list on the shelf list card or, if no such record is main-
tained, the total number of copies in any location is recorded. Libraries
using accession numbers may list them on the shelf Iist card also. If no
accession number is used, much time may be saved by using a form card on
which consecutive copy numbers are printed. When a new copy is received,
the assistant underscores a printed number, and when a copy is with- .
drawn, he draws a line through the number. By using this card, the assist-
ant may add or withdraw a copy by the stroke of a pen without removing
and refiling the card. An example .of such 2 form shelf list card foligws.

€ \
2N

817 12803 K

Irving, Washington. Rip Van Winkle, and The ngén&
of Sleepy Haollow. Ke,

L71319 25 31 37 43 49 55 61 67 73 798591 97
2 14 20 26 32 38 44 50 56 62 68 74 89'86 92 98
3915 21 27 33 39 45 51 57 63 6305 8L 87 93 99
£10¥6 22 28 34 40 46 52 58 64,9076 €2 88 9,10
BIL 1T 25 29 35 41 47 53 59.65 7L 77 83 89 95101
612 18 24 30 36 42 4% 54 €QV66 T2 78 84 90 96102

o\

Numbers are continued on the reverse side.

The assistant ngt watch for titles that are new to any branch. If the
title is the first.dopy to be added to any branch or other agency that has
its own cata%g‘ and shelf list, a note must be made of the author, title, and
call nun}h}z:r so that catalog cards may be prepared for the branch catalog
and shelf Tist, _ )

The assistant will also count the number of books added in each main
class. He will then pass the books on to be prepared for the shelves.

ITI., Added Editions

_ When a book ordered as a replacement turns out to be a
it is usually very acceptable to the library and would have been ordered
had it been known, Often it is the only edition available, others ha}rmg
been exhausted. If the new edition is one which replaces a copy In 2
branch or other agency and is not already in the central library, the cata-
log department should notify the department interested, eg. the Tech-
nology department, of the new edition so that a central copy may be

new edition,
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ordered if desired. For this purpose a printed form may be used, such as
the following:

—

Aneweditionof,,................ .. ...
which is not in central has been received for

........................... and is held in
the catalog room for your inspection.

b

L. Distinction between added copies and added editions.-{Seme pub-
lic libraries 'do not consider a book an added edition if itydiffers only
slightly from other copies of the same title and therefore thiey enter it as an
added copy. Fiction is usually so treated, but those libraries which do ex-
ceptionally careful cataloging are particular to make-adistinction between
editions even though the difference does not affechthie content of the book.
Often a book is reprinted with a new title pagewhich bears a date later
than that of other copies of the same book; in this case, the reader may ask
for the book bearing the new date, especially if he has seen an announce-
ment of the reprint. This happens more frequently with technical books,
for the users of these hooks are not satisfied until they themselves see that
the text of the book has not beeplchanged. In cases of this kind the cata-
loger is forced to recognize the book as a different edition,

2. New editions,.—New(editions may be cataloged as new hooks or
they may be added to cards already in the catalog for previous editions.
The practice of cataloging each edition as a separate entry is probably the
most satisfactory method. Subject and added entries may, however, be
omitted. For eactitle there will, of course, be one set of subject headings
and added entfies’in the catalog and these cards should have a statement
added (by wiedns of a rubber stamp) which will tell the reader that the
recard 9£~0\the:r editions in the library can he found on the main card.
"This set Of cards should preferably be for the best or latest edition in the
lipraty. - -

Usually a new edition is given the same class number as the earlier
one, but it must have a distinguishing book number. Revised and enlarged
editions should be examined carefully to detect additions that call for
extra subject entries or analytics. The very fact that new subject headings

are frequently needed makes it advantageous to catalog each edition on a
separate card. . '

IV. Supplements

Supplements cannot always be treated as independent entries because
they are so closely tied up with the work to which they relate. Those that
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are not independent works may be considered in two separate groups,
monegraphs and monograph supplements to periodicals. In the former case
“the cataloger is dealing with two items that should be cataloged and classi-
fied together. For example, The letters of Horace Walpole were issued in
sixteen volumes by the Clarendon Press in 1983-05, The same firm issued a
three-volume Supplement to The letters of Horace Walpole in 1918.25.
These two items may be listed on the same card by using a “dash entry”
for the supplement. The dash entry may be typed on the original catalog
cards if there is room; otherwise a new set must be ordered or typed:

A supplement of the second kind should be cataloged separately, If it
must be bound with the periodical with which it was issued, the catalog-
ing will take the form of an analytic, If it is classified sega.y‘atély, it will
have its own shelf list card, but it is desirable to add 2 rec(}rt’i' of it to the
shelf list or other records for the periodical. An exgmi),l’e of this type is
B. E. Austin's The story of a New England farm howse which was jssued
as a supplement to the M assachusetts magazine gQ{ziston'caI research, v.12,

7

no. 4, 1883, : L

V. Indexés)’

A dash entry is made similarly for the indexes to periodicals and other
serials. If the index is not issued sqpa'fzftely but is a part of the serial itself,
the Library of Congress records the information in the form of a note. In
cither case the information seld be added to all cards by typing or by
ordering a new set. The iridéx may be cataloged separately if the library
docs not have the work te*which the index relates. The Library of Con-
gress adds the word 4Thdexes” to the author heading for such items, as

The Classical j‘ourﬁ}xl. (Indexes).
O

\ ) VI. Continuations
1. Addition of holdings to the catalog.—The term “continuations” i3
here used*to include annual ‘reports, periodicals, yearbooks, etc., a},nd also
nossedial publications that are issued in parts. The term “holdings” means
the volumes or parts of a work in the possession .Of a library.

Libraries employ various methods for informing readers f"s.nd staff mem-
bers what their holdings may be. It is usually too expensive to add tl}e
information to all cards for an item. At most, the main card in the Pubhc
and official catalogs is kept up to date. In that event, 2 s.tatement :csl gen-
erally stamped on the subject and added entry cards adwsmg-the reader to
consult the main card if he wants to know the library's hc:ldmgs.

To add the information to a public as well as an .oﬂiaal cata.llog some
Hbraries use a “traveling card.” This is an extra mai card wl.nch, when
not in use, is filed either in a separate catalog or in the offE(:Lal cata}og
together with the official card. When the cataloger adds new information
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to the official card, he adds it to the traveling card too. The traveling card
is then sent to the filers who substitute it for the public card. The public
card is thereupon withdrawn to serve in turn as the traveling card. This
method has a number of disadvantages and many libraries prefer a modif.
cation of it which dispenses with the extra card. According to the modified
method, the cataloger changes the official card. He then turns the official
card over to a clerical assistant who takes it to the public catalog and
makes exactly the same changes on the public card. The official card is
then refiled,

Often there is not enough room on the catalog card to add the 6dord of
holdings even though they are given in summarized form, Te\meet that
situation many libraries attach a second card, known as 3. “ibrary has”
card. This is usually a printed form card on which each volime or year of
a publication is checked if it is in the library. These,dards are Very con-
venient since additions may be made to them withéut removing them
from the catalog. Two samples of “library has” carsfollow.

\}
)

Librery has those checked O
i871 1881 1891|1901 1911
1872 1882 1893 1902 1912
o 2873 1883 | 1893 1303 1913
11874 1484 1894 1904, 1917
1875 1885 M 1898 1905 1915
1876 188645, [ 1996 1906 1 1916
1877 1887 1897 1907 1917
1878 1888 1808 1908 1918
1879 (1885 1899 1909 1919
1880 11890 1900 1910 1920

Form Carp Usep rop ANNUALS

To avoid expense, some libraries do not Iist their holdings in either
the public or the official catalog unless the publication is no longer current
and the library has a complete set. "They list the earliest volume or number
in the library and add an expression such as “to date” or “in progress.”
This shows that the work is being received as published and that the Jast
volume or number issued i probably available,

A variation of this method is to put a statement on the cards referring
the reader to a serial check list where full information may be obtained.
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Library has those checked

1 1L 2L
2 1z 29
3 13 23
4 14 24
5 15 . 25
& 16 26
7 17 27 N
g 18 28 N
9 19 . 22 R\
10 20 30 « N\

A \,/
Fory Carp Usen FOR NUMBERED FUBLICATIONS
Tue DATE OF THE Work May Be ADDED AFIER THE NUMBER IF DESIRED
S 3

Q"

This saves much time and money for\the catalog department but may
result in inconvenience and annoyafice to readers unless the check list is
filed as an adjunct to the cata]gg';l’l’n some libraries this method may be
carried so far that the check list contains the only catalog record for serials.

The check list in its most ‘convenient and practical form is a visible
index, It is a detailed eéf)rél of the receipt of serials and their parts and
usually contains a summarized statement of the library’s holdings as well.
Itis sometimes kep{’i'n the catalog department and sometimes in the acqui-
sition departrnexdt, Tt may to advantage be a joint record serving the needs
of hoth departraents,

Nﬂnsetia&ebntinuations are not numerous enough to present the prob-
 lems Eh,aftfserials do, and as a result, they are usually added to all cards, but
they foo 'may be added only to the main cards if the subject and added
efiry cards are properly stamped, Sometimes the added parts or vo'lumes
are recorded in the body of the entry and sometimes they are set out in the
contents statement, ’

“Add-to-cards” work for continuations should be allowed to accumulate
until additions can be made to several sets at the same time.

2. Series entry.—Many libraries use a umit card for the series enuy.
Others use a series card which must be added to when new volu'mes in IFIE
series are received. The series card is usually typed and contains 2 brief
enwry for each volume, with a number of entries going on the one card, It
18 sometimes called a “combined-series-card.” )

If the series record is very long or involved, it may be entered in a loose-
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leaf contents-book instead. Under the name of each series so entered there
should be a reference in the card catalog to the contents-book.

VII. Transfers

Books are often transferred from one part of a library to another, This
transferring of books is not a difficult procedure where there is eentralized
cataloging, but without centralized cataloging transferred books have to
be cataloged afresh.

Notice comes to the catalog department of the title of the beak\to be
transferred. A printed form is frequently used for this purpgse..Tt gives
the author and title of the book as well as the edition, date»\éﬁlf‘number,
accession number, copy number, present location of the baok, and the
name of the new location. An assistant remaves the old%ocation marks
from all catalog cards and from the shelf list and adds the new ones. If
. the transferred book is the last copy of that title' I the branch or depart- -
ment where it formerly was, a notice is sent fop the return of all cards
unless these accompanied the book to the cdtglog department in the first
instance. These cards are then forwarded'*s' the branch or deparimental
library which is to receive the book. Arfy Jocation marks in the book itself

must likewise be changed. ™

=

VIIL: Withdrawals

One public library addéd 22,987 volumes to its book collection in 2
year and during the samé.period of time withdrew 17,781 volumes leaving
a net gain of only 5}!& volumes. All catalog and shelf list records con-
nected with both tlieddding and the withdrawing of these books had to be
handled by thegatalog department. This point is emphasized here because -
persons un'fg?rﬁﬁar with the internal organization of a library are often
unaware of\the fact that the book collection is an ever-changing aggrega-
tion andithat it is the duty of the catalog department to show the ebb and
flow-ob titles as they appear and disappear from year to year. Today the
.liBgaIy may have fifty copies of Alice in Wonderland; in a month the
supply of this popular title may have dwindled to twenty-five, and still the
children clamor for more copies. A new shipment is ordered and the

_ Tecords soon show that thirty new copies are available, The life of a circu-
lating book is often of short duration, but the records may have to be
carried on.

The shelf list is the record most affected by changes made in the book
collection because it must show how many copies of each title are avail-
able and how many have been in the collection since the beginning of the
library. In addition to the record of each individual title, 2 count must be
kept of volumes added and withdrawn during the year in each main class.
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1. Reasons for withdrawing books.—The most common reasons for
withdrawing books are: (a) worn out in use, (b) lost by the reader, (c) miss-
ing from the shelves, {d) destroyed because of exposure to contagious dis-
ease, (€) mutilated, (f) out of date or replaced by a later edition, and (g)
added copies no longer needed for circulation or reference purposes.
 If a library wishes to have a complete history of each copy of the books
in the collection, the reason for withdrawal must be indicated on the shelf
card, in the accession book, or in a separate withdrawal-book kept for this
purpose. Symbols may be used to designate various reasons; for example,
the letter L after the accession or copy number shows that the gopy has
been lost. Such detailed information is used so infrequently that/it has
been discarded by most libraries. It may, however, be advisable to mark
on the shelf list the copies which have been lost and paid for by readers.
The symbol Lp after the copy or accession number wilkiserve as a record
of payment in case of dispute, Most libraries considep it sufficient to keep
a count of the number of books withdrawn withQut Indicating reasons,

2. Frequency of recording withdrawalsSThe best practice provides
that the records of withdrawals be sent ond€ a month to the catalog depart-
ment. This ailows better planning and, insires less handling of cards since
the same title may come up for discard several times during 2 month.

8. Replacement and withdrawal records.—There is economy in han-
dling these records if the decision to replace the books can accompany the
notice of withdrawal, .

4. Withdrawal routiné—

Bookcards used as\nécords.—Great economy can be effected if recqrds
already made can bbised for forwarding information in regard to with-
drawals. The bogkfards can easily answer this purpose. These are removed
from the bogks'by the department or agency withdrawing them, and the
baoks them(d{'ies are not handled by the catalog department. A hookcard
is made_for ‘this purpose if none is in the book. ) )

Working from the bookcard, the agency or department pencils on it the
nimber of copies available, information which is obtained from the shelf
ListThe card is then forwarded to the librarian or department head fora
replacement decision. When the decision has been ma_d“'-' the l.)mkmd
comes to the catalog department with the following information: call
number or author and title in the case of fiction, copy withdraw, from
which collection withdrawn, to be or not to be replaced.

Shelf list records.—The bookcards are arranged b}f call nu-mb?r except
those for fiction which are arranged by author arllfd ]jtltle. A line is drawn
through the accession or copy number on the shelt list. .

Withdrawal of the IasI:Ycopy.—If the last copy has been wx&?dlrfa;r;
and will not be replaced, a note is made to remove all E:atalog.car . .
book is to be replaced, the cards remain in the catalog’ As a check aga
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the receipt of the book, the bockcards for last copies to be replaced should
be held and checked against the shelf card after one month.

Working from the notes made when last copies were withdrawn, the
catzloger should cancel the catalog cards if the copy is not to he replaced.
These may be held in a tray marked “withdrawn cards” and kept for
future use or they may be destroyed. If the withdrawn copy is to be re-
placed, catalog cards are left in their places.

Statistical count.—Statistics of withdrawals may be taken from shelf
cards, bookcards, or baoks. It is economical, however, to take them from
the bookcards in order to avoid taking out the shelf cards and {éfiling
them. The number of bookcards in each class gives the numbérof with-
drawals in that class. These nummbers are then deducted from the total
additions by class in order to get the net gain or loss of books. The same
plan is followed if shelf cards are used for statistical purposes.

Corrections on catalog cards.—If part of a set phly is withdrawn or-
missing, this fact must be recorded on the cataloggards. Such a note might
read: v.4 missing. S
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Some Practical Questions m'\*'"

1, What cataleg and shelflist records are necessary for takmg care of the book
collection of a branch library? 7

2. Should the catalog show the exact holdings for\(hve continuvations in a library?

8. Why is it important to keep accurate statijuies/of withdrawn books?

4. What are the advantages of a visible mdex for checking current serials?
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I Catalog Card Servicg®df the Library of Congress

Dr. Putnam, the former Librq.;iéﬁi of Congress, described the scope and
work of the National Librapy, as follows:

2\
Fundamentally, the Lib{:?nié all that its name implies. 1t is the library of Con-
gress.’ It was-established by Congress; it exists for the purposes of Congress. In
practice, however, thioligh a development which began with the present century,
it serves, not megalyche entire governmental establishment, but the whole public
as well. It is, iméffect, our national library. It aids investigators the country over |
. through aﬁm of interlibrary loans based upon the simple principle of “the
unusual begk for the unusual need.” It acts also as a bureau of information in all
matters.involving the serious use of books, Its publications, widely distributed, in-
@“E@e\bibliographjcal lists, catalogs and printed texts. Librarianship generally—
g? ﬁherelfore scholarship generally—has also the benefit of its experience and its
processes in the classifying and catzloging of printed materials and in bibliographic
and reference work, More than six thousand libraries in the United States sub-
sc1:1be to its service of printed cards, of which it carries a stock of over a hundred
rubion; thelr use of this service has gone far in making the Library a central
cataloging bureau for libraries from coast to coast and even in foreign lands.?

The Librar

v of Congresé started printing cards for its own use in 1898.
In 1901 it beg P 8 ’

an to sell copies of the printed cards to other libraries. Forty

1Us. Library of Con . . h-
. Bress. Annual report of the lib ess, 1938 (Was
ington: Govt. print, off., 1939), p.464. Bort of the librarian of Gongres,
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years later, the sales of cards to other libraries amounted to more than a
third of a million dollars annually.

1. Scope of the card stock.—~The Library of Congress has been the
legal depository for copyright books since 1871, The card stack is accord-
ingly strong for copyright material although cards have not been printed
for all copyright books and certainly not for 2 great many copyright
pamphlets. Cards are also available for books received under international
copyright, for many other foreign publications and for many noncopy-
right items printed or published in this country. ~

The stock of cards is composed primarily of entries prepared by\the
Library of Congress for use in its own catalogs. It is constantly augmented
by cards printed by the Library of Congress from copy suppliéd by other
Jibraries throughout the country, including various fedegali]ibraries in
the District of Columbia, as they catalog and analyze t@c"lr current acces-
sions, Entries supplied in this way cover the followilg tlasses of material:

1. Popular noncopyright books in English which the.Library of Congress does
not wish to acquire LV

2. Highly specialized books along lines which, the Library of Congress does not
attempt to cover exhaustively Ky

3. Foreign publications NN )

4. Out-of-print publications which itds desired to have represented in the stock

5. Analytics for many monographseries

The Card Division of thefibrary of Congress is the sales and distribu-

tion agency for the prin ecl cﬁtalog cards. It publishes a H aa_rzdbook of card

distribution which gives full information regarding the price of the cards

and the manner of(@rdering them. The student should possess a2 COPY of

the latest edition\of the Handbook. - ) Lo
2. Services.bf the Card Division.—In addition t0 selling and d.rsmb-ut-
ing cards‘,;ihé' Card Division offers the following services to libraries:
1. Phétd;tat copies of catalog entries in the Union Catalog will be made on
< mlje(luest. .
2. M.ibrary of Congress catalogs
graphical information. ] od when
8. Class marks and subject headings will be supplied whe

" omitted from the printed L. C. card. ) )
4. Sets of model cards to illustrate cataloging Tules can be supplied.

5. Depository sets of Library of Congress cards are made available to approved

libraries. . .
6. Compiles and sells a card index to anonymous works whose authorship has

heen discovered.

will be checked for special cataloging or biblio-

they have been

The fees for these services can be found in the Handbook of cord distri-

- bution.
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-TI. The Use of Library of Congress Cards

1. Administrafive questions.—]%efore a local library decides to use
Library of Gongress cards, it must consider the relationship of its own
policies to those of the Library of Congress regarding the form of head-
ings, card forms, and the number and kinds of reference books available.
The elements which will most influence a library in the acceptance or
nonacceptance of L. C. cards are in general of an administrative rather
than a technical nature.

Library administrators are always interested in methods which will
reduce costs, release professional workers from mechanical drudgery, and
give better service to those who come to their librarics. Thesd\etids can be
attained only to the degrce to which assistants in a librarysshere in the im-
provement of methods and to which they are willing to‘acquire the neces-

. sary skill to provide the excellence of service soughtdby/the library.

If the work formerly carried in catalog depattments by professional
assistants can be reduced by using the producs'tfrom a central bureau
(where the quality is as high or is even higher),there is certain to be a gain
to the library in both time and moneygA‘gain, if much of the sorting,
duplicating, and handling of cards can'be cared for by clerical assistants,
the same advantages to the staff gnciﬁ to the library are apparcnt. Labor
turnover should be less of a problem in catalog departments where print-
ed cards are in use, since the professional assistants are relieved of much
routine. Library of Congr{Ss cards can help to accomplish such ends in
catalog departments. , ,{)

2. Methods of glﬁéing L. C. cards.—Details of ordering L. C. cards
are sct out in the Handbook of card distribution. The methods adopted
will be conditjoted by the organization of each library concerned. The
determining factors are:

L Tl}g%e”thods used by a library in ordering books
2. "BRe“cost element in reordering cards if more are needed than were first
N “aidered .
€ 3 "The time involved in holding books for cards
4. The kind of cataloging a library is doing

Economy of time and effort come from ordering cards at the same time
the books are ordered. In some libraries the acquisition department
makes 2 carbon copy of its orders and this is sent to the Library of Com
gress. In others the order records are copied on slips by either the acqui-
sition or the catalog department,

The employment of such methods means that the cards are ordered
before the catalogers see the books. Hence they cannot tcl} how many
cards will be needed per title. If they order by formula, fewer or more
cards than are wanted may be supplied. There are other complications,
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for some books may be ordered but never received, while in other cases
the books received may not be exactly the same as those ordered. On the
other hand, if the cards are not ordered until the books are in the catalog
department, there will be a delay of a week or more before any cards
come. In that event, libraries are confronted with the alternatives of with-
holding books from circulation until the cards arrive or making temporary
catalog records.

To some librarics the advaniage of having the cards when the books are
received is of greater importance than saving a few cents on the ordering
of extra cards. Accordingly, they order the books and cards at tne-same
time. Others prefer the slower and surer method of ordering the‘cortect
number of cards for the edition actually received. S

Another question to determine is whether to order the caxds-by author
and title or by card number. The former will be preferredif arder records
are duplicated for the Library of Congress; the laiter #ill be preferred if
the library has an L. C. depository set or checks other.sources for the card
numbers. A combination of these two methods is* often followed, with
author and title orders being placed whetﬁ)tl% card numbers are not
readily available, Card numbers may .hcfo tained from a variety of
sources: from the printed L. C. cataloghin book form; from Library of
Congress publications, depository capalogs, and proofsheets; from A.L.A.
publications, such as the Bookliséf and the A.L.A. catelog; and from
H. W. Wilson publications, ¢ieh as the Cumulative book index, the
United States catalog, and thie Book review digest. o

When a library expeotg,:to obtain all the publications constituting a
monograph serics, it is eonomical to place a standing order with. the Caf‘d
Division of the Lilbxary of Congress so that cards for each item will
be sent to the Jii¥dry automatically as scon as they are printed. An
administrative’@ecision must be made as to which monograph series are
worth ana]{éu}z{;

3. Checking the receipt of L. G. cards.—Each package of cards re-
ceivedieohtains a memorandum of the number and price of th‘? cards.
Qfite'a month the Library of Congress sends a statement that gives the
oSt Order slips and lists are returned with the cards or with a} statemnent
that cards will be supplied later or that cards will be unavailable. The
cards necd to be checked with the orders to see that they con"esPond'
Unfilled orders must be placed in a separate file to await the receipt :j
the cards. If no cards can be supplied for 2 title, it must be cat.alog
locally. It does not pay for Iibraries to check invoices, other than to inspect
them for obvious errors.

Since 1939 there has been a notable improvement 1n ¢
The establishment of a branch of the Government Printl
Library of Congress Annex has done much to eliminate

t fn the card service.
ng Office in the
delay in filling
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orders. The Library of Congress has also done much to encourage publish.
ers to deposit copyright books in advance of publication so that catalog
cards may be printed promptly.

Any error in a shipment may be returned to the Card Division, The
original order should be returned with the cards, together with a note
about the error and the “order check slip.” A list of such returned orders
Is convenient as a follow-up record.

The analytics for monograph series need special checking both to recard
the receipt of the cards and to make sure that the items to which they
relate have been received, It is convenient and econoinica], theref&re, to
maintain the record of L. C. standing orders on the visible indéx or other
serial check list. If black ink is used to record the receipt of<gerials, a red
check in the same square can show the receipt of the cards for each item.
Sometimes the cards come ahead of the publications, m which case they
must be held for the books to arrive: they may alspéprovide the accasion
for asking an agent or publisher why the books Rave not been received.

4. Preparing printed cards for the catalog~We shall proceed with
the unit cards that match the books exactl&‘leaving changes on cards to
be dealt with in the next chapter. 8 '

Main card.—When a library mainéains an official or union catalog,
the author card filed in that catalog generally becomes the main cad.
The tracing, which may or may\fiot coincide with that used by the
Library of Congress, is recordedoh this card together with the location of
various copies of the book inbranches and elsewhere if that is considered
desirable. When a library(hes no official or union catalog, the author card
in the public catalog becomes the main card. Reference cards for authors’
names must generallyybe made by the individual library after the cards
have been receivell; Authority cards may have to be made at the same time.

Author cayd~ The author card in the public catalog, unless it is the
main car feeds the addition of the call rumber only.

Subje cards.—The subject heading must be added at the top of each
subject'eard called for in the tracing. Some libraries type the sub ject head-
ings i red to distinguish these cards from added entries. Other libraries,
inchiding the Library of Congress, prefer black becausc it is more durable.
If black ink is used, the subject headings are usually typed in block capi-
tals ‘to distinguish them from the added entries which are typed with

- small letters, Some libraries use red edges on subject cards.

and official catalogs,

Analytic cards.—Almost any L. C, card can be adapted for an analyti-
cal entry. Those which list contents are the most convenient to use. The
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heading for the analytic must be typed on the card. The corresponding
item in the body of the card is then underscored and a diagonal line is
drawn between it and the heading,

If the analytic is for a bibliographical entity (that is, an item with jts
own title page, commonly part of a monograph series), it is treated as a
regular unit card. The call number will be for the set if the work is kept
together on the shelves; if the work is shelved according to the subject of
each monograph or part analyzed, then the call number will be for the
separate. It is not uncommon to have two call numbers for such items,
one for the kept-together set and the other for the scattered itemsa

The following L. C. card is an example of an analytic for a n;ﬁhc;graph
series: \ :

-
77%G
S

&
U. 8.  T'reaties, ete., 1933- (Franhklin'D. Eoosevelt}
... Naval mission. Agreement betwaer the United States of
America and Ecuador. Signed Degemiber 12, 1940, Effective
December 12,1940, Washingtopyl’'S. Govt. print. off., 1641,

1p L, 9p 23" (Dept of\stete. Publication 1553; Executive
agreement serles, no, 188) &N

PEnglish and Spanisk In pa’railial columns,

1. U. S. Naval migsioh®to Bevador, 2. Ecuedor—Navy, 8. U, 8—
Navy. 1. Ecuadop< Treatles, ete,, 1939- (Arroya del Rlo) m
1. 8, Dept, of stafs, “Publication, no. 1558; 1 U, 8, Dept, of atate,
Executive agregement series, no. 183. v, Title,

N\ 150212
Library {ofyCongress VA43LU8 1040
’.;’__.éopyg, JX238 1920 no. 188
N\ i) (841.278) 959.0938

o % ¢
\

This pa;r}\icular publication belongs to a double series. It is number
1553 pf;tii'e “Publications” of the Department of State as well as number
188"9f"the “Executive agreement series” of the Department of State. In
thi®case, the Library of Congress has called for added entries under Fhe
name of each series, but this is not its general practice. Instead of using
unit cards for the series entry, the Library of Congress makes typed
combined-series-cards.

The classification shows that in this instance the Libra::y of C(::?gress
scatiers the “Publications” by subject but keeps the su-bserles, r.-he Exec-
utive Agreement Series,” together, It also keeps duplicate copies of the
subseries by subject. The call number JX236 1929 no.188 stands for the
subseries which is kept together, as does the Dewey number 341.273, The
L. C. call number VA431.U6 1940 and the Dewey number 359.0986 stand

for the separate classified by subject.
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The Card Division of the Library of Congress publishes lists of mono-
graph series for which analyticals are available,
Combined-series-cards.—The Library of Congress does not generally
pring combined-series-cards but like many other libraries continues to use
the common form of manuscript card. On this card the series is the
important entry. The author, title, date, and call number of each hook in
the series are entered on this card.

Q"
Childhood end youth series, .
2N

372.4 Cook, W. A. The child and his spelling. (1914,
cr? g o

2N
S 3

§Z4.? Healy, William. Honesty. oC1915x 0
3 .ub}

370.15 Swift, E. J. Learning and dofng, ¢C1914s
897 - R

¢\J

Printed authority ‘a}ésrThe Library of Congress prints the author-
ity cards for the morg.iinportant societies and institutions. At times it is
useful for librarieg\to-obtain and use such cards in both public and official
catalogs as informdtion cards, Examples of these authority cards are found
in Pierson'g‘dee to the cataloguing of the serial publications of socieiies
and imtz'fqt?bns. |

R:e,{'efénce cards—Since January, 1941, the Library of Congress has
be{tci‘yrmting all of its cross references where formerly only selected ones
were/printed. The newer references contain a statement cautioning users
that the reference may not relate to a main entry. Reference cards are
difficult to order unless a depository catalog is available for consultation.
They are not traced on any printed card because they do not necessarily
belong to any specific book, nor are they supplied when a full sct of cards
Is ordered for any title. Becanse of this difficulty of ordering, libraries
usally make their own reference cards, '

5. Use of L. C. cards for other records—
_ Shelf list—A printed card can be used as the shelf card for the main
library and its branches by adding the call number to the card and filing

L
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it by this number. Copy numbers, and any other items which the library
finds necessary, can be added to the card. Should there be insufficient space
on the L. C. card for such additions, a manuscript card can be tied or
otherwise attached to it. Made with L. C, cards the shelf list becomes a
very usable and valuable classed catalog, The use of printed cards also
makes it easy for branch and departmental libraries to have their own
shelf list in addition to the union shelf list. They are then equipped with
both a dictionary and a classed catalog, The author cards in the dictionary
catalog can then be looked on as the author index to the classed catalog.

Foreign language lists.—One card for each book in a foreign language
can be put in a separate file to show what books a library has it that
language. These cards can be arranged first by language, second-by broad
subject, and third by author. ' N

Special collections.—It is often valuable to have an atithor catalog of
a special collection. Unit cards can be used to makéich catalogs.

Card lists supplementary to printed lists.—I{a library has printed a
catalog or bibliography and wishes to maintaifya supplementary list so
that a new edition can be printed later, L. §{ (:ﬁds can well be used for the
supplement. The copy will then be ready Shen the time comes to prepare
the new edition. N

Special bibliographies.—Authoefier subject bibliographies can easily
be kept up by means of L. C. carl$: The Card Division of the Library of
Congress can supply a special@et of cards for reference books.

Serial publications.—Acheck list of serial publications can be made
up, at least in part, of DXG. cards. Such a list is very useful since the cards
contain full notes. )

List of subjeck’héadings.—A list of subject headings used in a dic-
tionary catalogseowld be compiled largely by using one card for each new
heading as it{Cofnes into use, Such a list would have at least one illustra-
tion of thaﬁs\cfof a given heading,

Other separate files—The following files show some of the other pos-
sibleuisés of L. C. cards:

®

1. A separate list of fiction or any other literary form

2. A biography list, arranged by the biographee )

8. A list of rare books, arranged by date, printer, or place

4. A Tist-of local material - .
5. Lists of books for schools, stations, hospitals, or other agencies
6. Lists of juvenile hooks

7. Lists of books in the open-shelf room

8. Lists of books in departmental libraries

Use by individuals—The value to libraries of L. C. printed ca.l:ds i's
obvicus, but-they have practical valie for individuals and for other insti-
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tutions as well. A specialist in any line can buy from the Card Division
a card bibliography on his special subject. Such a bibliography would be
limited to books and analyticals listed in the card stock, but often these
entries would mount up to hundreds or thousards of cards. This is 2 quick
way to gather the foundations of a bibliography which otherwise might
take months to compile. Supplementary cards can be obtained as they are
printed or the proofsheets can be bought for the broad subject-field in
which the individual is interested. Bibliographers, booksellers, clubs,
museums, publishers, scholars, and others would find these card bibli()gra-
phies very valuable. A

N
2N\

I Deposttory Catalogs >

Since it began to distribute cards, the Library of Congressshas deposited
one copy of each printed card in the principal centers\.o?f rescarch in this
couniry. Collections of these cards are known as “depasitory sets.” Their
purpose is to make known to scholars and researclhworkers the contents
of the National Library at Washington, Thi}s'fs\bne way in which the
Library of Congress furthers the progress of bibliography, research, and
scholarship. OO

Depasitory catalogs facilitate refe;gti’ce“work and interlibrary loans.
To the cataloger they afford a primary source for obtaining full names
and dates; they help in identifyinjgﬂeditions; and they provide card num-
bers for ordering the printed gaeds.

The upkeep of these cataldgs is considerable. Filing the cards, guiding
and storing them are nok&.staall item. Only the larger libraries can afford
depository catalogs although the cards are provided free. Some libraries
which could not obiain depository sets have considered them so valuable
that they have greated one for themselves out of proofsheet entries.

IV:'The Printed L. C. Catalog in Book Form

The, benefits that larger libraries have enjoyed from depository catalogs
are.QQ% being extended to other libraries through the printed Library of
C()ngrfess catalog in book form.2 This catalog has been created by photo-
graphing the printed cards and reproducing them eighteen to a page.
The proofsheets or the depository cards serve as a supplement to the book
catalog until they are replaced by supplements in baok form. The main

catalog contains entries for which cards had been printed through
July 1942,

V. Proofsheets

The whole set of proofsheets for Library of Congress cards may be ob-
tained for $30 a year, plus an additional $12 if they are to be punched

? 4 catalog of books represented by Li .
: y Librar G i : y 31
1942 {Ann Arbor: Edwards Brothers, 1943- y;?fv.lofgm“ printed cords issued o 157



Library of Congress Cards. Wilson Cards 219

and cut to card size. The proofsheets may be obtained for broad classes
for $3 a year. They are becoming increasingly valuable for bibliographical
purposes and as a supplement to the printed catalog in book form.

VI. Wilson Cards for School and Popular Libraries

Small public and school libraries have not used L. C, cards to any great
extent, For one reason, they needed more prompt service than the Library
of Congress was able to give. They are now obtaining very satisfactory
cards from the H. W. Wilson Company. Q!

The cataloging on the Wilson cards is simpler than that done by the
Library of Congress. One popular feature is the extensive ugé of Annota-
tions (instead of the formal descriptive notes preferred by.the Library
of Congress) and contents. Subject headings conform 40"the Sears list.
Dewey numbers follow the policies employed in the{§tandard Catalogs.”

The cards are issued in sets. They may be bought as unit cards to be
prepared for use in the way L. C. cards are, O{t‘hey may be bought with
the class marks, subject headings, and addédyentries already printed at
the top of the cards. In the latter case, the“eards are virtually ready to file.

There are four methods of paying for»the Wilson cards. (1) Sheets of
twenty five-cent coupons may be purehiased in advance so that the requisite
number of coupons may be enclosed with each card order. This plan
eliminates any need for bookl{géping on both sides. (2) Where coupons
cannot be purchased in adyance, cards may be ordered without prepay-
ment. A memorandum bill ‘accompanies each lot of cards, and invoices
are rendered quarterix.'\ (3) A blanket subscription plan enables libraries
to receive sets of allycards printed each week. (4) Libraries may buy on
the consignment{plan. They receive sets of all cards printed and twice a
year report thewrumber of unused sets. A bill is then sent for the number
of sets thaghirve been used.

The fifst two of these plans are suitable to the small library. The last

two a;jézadvantageous for libraries that use at least three-quarters of the
cardsprinted. ¥ )
’ Complete check lists of titles for which cards have been pl"mted are
available. Current monthly lists are sent to all users of the service. "1"hese
lists also tell which items have been analyzed, how many cards are issued
for the analytics, and the price for such sets.

References _
'Referenccs for this chapter are at the end of (3'11313""3".r XVL
Some Practical Questions

1. Explain just how the Library of Congress meets the 1
ized and cooperative cataloging mentioned in this chapter.

equirements for central-
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. ‘What use could publishers make of Library of Congress printed cards?

. What economies are realized by using unit cards?

. Suggest some new phase of centralized cataloging which might prove helpful
to libraries.

5. What, in your estimation, are the three best points about Library of Congress
cards?

6. Suggest what yon would consider the best method of ordering cards for
branches if branch books were received after the copy for the central library
had been cataloged.

7. Do you think Library of Congress cards could be prepared for the cataldghby a
person untrained in cataloging? A .

8. Explain the use of the L. C. unit card in making analytical ent i)

9. Give directions {or a typist who is to prepare unit cards for the ?ata]og

19. Analyze the features on Wilson cards that make them suxLed fo the work of
school and public libraries. N 3

T
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I. Changes on‘l;'i‘li;ary of Congress Cards

Library of Congress card obst be changed when it is necessary to adapt
them to local needs beéahse they do not fit the books exactly or because
they must be made, towonform to local usage. Judgment should be exer-
cised in making,.changes and a careful comparison of book.s and cards
should always ;bé\ made, It is better to make too many corrections than to
err on the sid} of making too few. If the variance between book and card
is 50 maﬂ\é | as to require 2 different entry, or the rearrangement of the
it&ms‘o}l\he card, the printed cards should be discarded and new ones
typeds” o
““Additions should always be made on the typewriter; ink will spread
}ﬂd become blurred if the glazed surface of the paper has been removed.
Corrections should be made in a note rather than by writing be-tween the
lines of print. Clearness should not be sacrificed for order o‘f items.

1. Author entry.—Catalogers need to consider the I‘EIaFlVe va!ue of
Library of Congress author entries as against those already in use in the
local library. If the latter has many cards under a form of name different
from that used by the Library of Congress, it if sensible to c.hang:fhe
entry on the printed card to ‘the form already in use. All things | e;ni
equal, it is wiser to accept the Library of Congress form, If that is ho
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accepted, the cataloger must be prepa::ed [.0 deal w.ith the p%‘obIEm of
correcting the form of the name every time it occurs in catalogi ng.

Popular libraries may avoid much of this difficulty by not using L. C.
cards for fiction. They should also avoid buying L. C. cards for entries
they prefer to make under the English form of a name in preference to
the Latin or vernacular form.

If the local library has not used the author’s name with the same fulness
as the Library of Congress, the cards may be used by bracketing or lining
out that part of the name not used. It does not pay to use L. C. gards if
much change has to be made in the author entry. In the case of variations,
a cross reference should commonly be made from the L. C. form’ef name
to that used by the local library, : O

There is much to be said for accepting corporate names\ds they appear
on L. C. cards unless 2 different form has already be{:r:l: msed, Such names
are often difficult and expensive to establish. Entriegfor government docu-
ments may present some problems because rulesfap cataloging them have
undergone many changes. For document hea'dilﬁs the Library of Congress
has adopted the direct entry without inyecsion. If the local library has
used the inverted form of the name, ag\{¥$. Education, Bureau of, the
Library of Congress entries may be filed with these without changing the
printed card. Underscore the -sig.r'l'iﬁc’:int secondary word and file by that
rather than by the first word of}he subdivision, as:

U.8. Censils, Bureau of the
U.8, Bareau of the census
U8, \Documents, Superintendent ol
{U.S. Superintendent of documents
1.8, Education, Bureau of
/> US. Bureau of education

If the h;‘\dfﬁgs do not lend themselves to underscoring, the entry must
- be chgqg?d. .

2 Title~Changes in the title may be indicated if the correction is
4light, but it is often better to type new cards than to risk a misunder-
stinding.

3. Edition.—A library that is ordering cards frequently states on its
subscriber’s card just what variations in edition it will accept. Most libra-
ries are prepared to make certain changes or to use cards which may vary
slighily. The statement of the edition can he easily changed if the printed
card gives it in figures, or it may be added in a note if it has been omitted
from the card. The cataloger should scrutinize the date of publication
and the number of pages as well as the edition; in fact he should check
the whole L. C. card with the book so that b,

€ can correct any variation in
the edition,
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4. Imprint—The circulating books which come and go in a popular
library need not be cataloged in great detail; therefore it is not always
necessary to check details of imprint on the L. C. cards, If the L. C. card
gives a publisher and place different from those in the book, the reader
will, nine times out of ten, never be inconvenienced by the variation.

University and reference libraries will, of course, make changes, because
they need an exact transcript of the title page of the edition cataloged.
In the case of books published simultaneously in England and America,
the card needs no change when the Library of Congress gives both, im-
prints, It is convenient for the user of the catalog to know that ah Eng-
lish book may be secured in America; therefore, when only ghe English
copy has been cataloged by the Library of Congress, it may & useful for
some libraries to add the American imprint to the card, For éxample, the
H. W. Wilson Company adds jts imprint to. English_bbgks published by
Grafton. Library of Congress cards may note Graffononly, but the cata-
loger may add H. W. Wilson Company, New ¥ork. The date of publi-
cation should always correspond to that of thg'book being cataloged, ex-
cept in the case of fiction where the date,i8.selatively unimportant since
the text of works of fiction is rarely changed.

5. Collation.—Changes in the collaiion must be indicated when full
and complete cataloging is the rulé0f the library, but small libraries and
even many large public Iibrarjeélinake no changes except in the number
of volumes. This number must always correspond to the books being cata-
loged. 'The series note should be changed when it is different from the
one in the book. N : .

6. Notes.—Notps niay always be added to L. C. cards. If there is no
space on the pl‘ir\ltéd: card, a second, typed card may be used. Notes on
chapters to b ~}1nalyzed, contents, and valuable supplementary matter
'needed for asptcial purpose are frequently useful and should be recorded
an the c\aids‘, . .

7.+€hanges in the tracing.—If the local library adopts a form of sub-
ject(tedding different frém that printed on the L. C.-card, the cl:l:mgn‘slt.iI
heading may be traced on the back of the card and a line drawn throug
the tracing on the face of the card. Tracings need to be noted‘ only on
the official or main card, not on added entry cards.

II. The Local Unit Card

While catalog cards for a very large number of titles may be 'Purfchasdei
from the Library of Congress, there will always be some cataloging o:;1 "
local library to do. Fiction and juvenile literature are two cl?lsses' wwad
in the popular and school library may well be cataloged .loﬁ - ly 1mcards
of attempting to use Library of Congress cards for them i Wi sonf Con-
are not available. These items and others for which the Library of Co
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gress cannot furnish printed cards, or cannot supply them in time, must
be cataloged as economically as possible. _

Since the Library of Congress has set the standards for cataloging and
is supplying cards for so many books, it is natural that the cataloging in
the local library-should conform in cssentials to its practice. The cards
made by the local library to supplement L. C. cards, which we shall call,
for want of a better term, local unit cards, should conform in size and
thickness to the L. C. stock, and the same style and form of main entry
should be adopted whenever feasible, It has already been demonstrated
that the unit card is the most economical and most satisfactory f6xm to
use, and there is no reason why it cannot be made in the local library and
serve the same purpose as does the card printed by the Libtary of Con-
gress. « M

Local unit cards can be just as full or as brief as is deémiad necessary. By
analyzing its needs and eliminating all nonessentials] the local library can
simplify the card considerably. Those libraries whieh)print their own cards
and supply copies to other institutions will natusaily want to print 2 cata-
log card as full as the L. C. card and unif fwith it in every particular,
but there is no reason why other libragiés cannot have a simplified local
unit card. The average local library car;rioi: afford to spend the same amount
of time on bibliographical resez}réli’as catalogers devote to it at the
National Library, nor is such meticulous work necessary. It is practicable
to use catalog cards which avesfull and bibliographically minute when
the information has beenferreted out at a central burean where every
tool is available; but toproceed similarly in the local library, where the
stafl is small and the\hual demands are for less detailed information, 8
to add unnecessary.ost to cataloging and useless details to the catzlog
cards. Uniformify in headings must be maintained throughout the cata-
log, but t{l}}fg)ﬁnity in bibliographical details may vary when good judg-
ment distatés that such precision is not required.

Each hbrary will probably have a different opinion as to the impor-
“tapQgéf the imprint and the collation, but surely the day is near when

uptformity even in these items will be possible on local unit cards. When
this comes, another step towards cooperation will have been realized.
Then libraries may exchange cards for books in foreign languages and for
other types of cataloging where L. C. cards are not available.

1. Specifications and simplifications,—The following speciﬁcatioﬂs
have been made to cover the main points in cataloging books for the
average public library in which there is no great demand for exhaustive
reference work. This outline may provide a working basis for the library
science student and_insure uniformity in class work, We shall also se€ how
cards may be simplified.

In making these suggestions, we are not thinking of dictating policiﬁs



Adapting Library of Gongress Cards 23%

for any library or group of libraries. Students will of course realize that
when they take up actual work in a library, they may find a card in use
which is very different in fulness and even form from the one suggested
here. It is probably more profitable for the student to be familiar with
this simple unit-card form of cataloging after, rather than before, he has
actually cataloged books with Library of Congress cards,

The changes from L. C. usage here recommended are as follows:

Rules for eniry—Follow the ALA. Catalog rules or Akers' Simple
library cataloging. N\

Author fulness.—Use the full name when it can be found ¢asily, but
omit dates after the author’s name except to distingnish twd\people of
the same name or to conform to entries already in the catalog.

Title—Omit the author statement from the title éiéePt when the
surname differs from that used in the author heading{ Transcribe the title
with sufficient fulness to express both the subjéef\and the intent of the
author, but abbreviate it where possible. .

Imprint.—Use only one place of publi tion, publisher, and date. Pre-

fer an American imprint. Names of platésiand publishers may be abbre-
viated, D ’
Collation,—Give the main paging or else the number of volumes if
there are more than one. Speqify'maps in history and travel books, ;{nd
portraits in biographies. Use iflus. for all other types of illustrations, Give
the series note for important series only.

Contents and notes—The contents statement should be includtad ff)r
addresses, essays, plqy},\§hort stories, etc., and for other books when 1t will
be useful and can'be effectively given. Use notes that add to 2 reader’s
information abdut a book but avoid notes concerning the physical make-
up of a bogk s far as possible. ) q

Trading.—Give the tracing on the back of the main card only, an
withop{'numbering. _— ) d the

+Style—Follow the rules for capitalization and punctuation, an
01131*; ot abbreviations given in the AL.A. Catalog rules.
d for the form of the card,

i i be followe
Library of Congress practice may | aumber should go in the

the spacing, and the order of the items. The cal
upper left-hand corner as on L. C. cards.

is typ dupli-
revi - each card is typed, rather than dup
e copapiua] full form need not be used

cated by some other mechanical means, the .
for added entry cards, After the main card bas been made, “\dded ontries
be given to the typist to copy only certain parts of xt-for ! e a.nd by Mar
Thus, a title entry might be simplified to "Go.ne with the wi ’nit ard.
garet Mitchell,” instead of using all the details that goon a u
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150
T6l.  Titchener, Edward Bradford.
An cutline of psychology. New ed.
N.Y., Macmillan, 1902

illus.

#Byoks and articles recommended for
Further reading": p. 377-379. N\

Mouwer or A Locat, Usoyr C}.%'.I& ’

Such abbreviated forms are ﬁsed chiefly 3 Ih the cataloging of fiction. The

student should study Akers’ Simple lzb.mry cataloging to become familiar
with various possible forms of cards

Ny

I1I. Duphcatmg Processes

After the cataloger has prcpared copy for the local unit card, this is
duplicated as many ti s\as necessary to make complete sets of cards for
one or more catalogsXI'esc unit cards are then used in exactly the same
way as L. C. prmted ards.

The manifol mg or duplicating of cards may be done by various meth-
ods. The proecsses most commonly used in Amecrican libraries are de-
scribed her whut no really satisfactory means of reproducing cards for
library purposes has yet been produced. Gatalogers are ever on the alert
to seg What new and better machines may come on the market. Mr. Martel,

spe@kzmg for the Library of Congress, emphasized this need in 1926 when
he said:

The most wanted labor-saving device in the business of making catalogs has not
yet been found—it is a relatively cheap process of photographic or other faithful
reproduction of the.printed catalog card—typographical reprinting is unreliable
and comparatively expensive. When we have that process, one of our most serious
problems will have been solved.!

The choice of methods is in no small measure conditioned by the num-

1 Charles Marel, '“Catd!owmg 1876-1926," Library Journal, §.I (December 1026},
1069,
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ber of cards required per title. If a library averages six or fewer cards per
set, the typewriter is the most economical means of reproducing cards. If
the average runs higher, then a mimeograph, multigraph, or some similar
machine is desirable.

1. Typed unit cards.—5tiff catalog cards cannot be manifolded on
the typewriter. The cards must be typed one at a time, but an expert op-
erator can turn off the cards in half the time or less that it would take a
cataloger. Tests show that, using trained typists, and including the cost
of the card stock, typed cards cost approximately two cents each.

The various standard typewriters available on the market are all satis-
factory for card work. They should be equipped with a card platen and
with a special library keyboard that gives accents, square brackets, etc., in
place of Fractions and other characters not much used \in cataloging.
Either pica or clite type may be used according to prefetrente, If the for-
mer s preferred, it is desirable to have at least one-&lité machine for the
additions and corrections to be made on printéd¢ards.

00006900000
&)
£\
00000000006

\ SPLCIMENS OF CHARACTERS FOR A LIBRARY KEYBOARD

TE libraries have much cataloging to do in the Cyrillic or Hebrew alpha-
bets, it is desirable to have special typewriters fitted with th.ese characlt::;':;
Catalog departments that have a fair amount of w?rk 1:h .non-rac; .y
alphabets find it advantageous to have a Vari-typer. This machine W

merly the Hammond typewriter. It operates b}’lnlllean(;rof] ﬁ?::nwslﬁﬁ
ieul: be used. Several hundre
carry the particular type face to be u the Vari-typer can be em-

tles are available, As with other typewriters,
Ployed to make copy for the mimeograph.

2. Mimeographed and multigraphed umit cards.
the mimeograph to repréduce their cards simply and

—Many libraries use
economically. The
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Dick mimeograph has been specially adapted to library use. Others prefer
the multigraph and the Set-o-type since these operate with printer’s ink.
The multilith produces particularly good cards, provided a library can:
afford the purchase price of the equipment.

These machines may be used to add call numbers and subject headings
to printed and other cards when there is a sufficient quantity of such work
to be done. Bookcards and pockets may be prepared with the same type
used for the catalog cards. The fact that the machines may be used for
general library purposes as well (e.g., for form letters, notices, booklists,
etc.) means that the cost of the equipment and its operation may be shared
with other parts of a library (\N

The following routine, which is followed in one library, w111‘ scrve o
show how such machines play their part in the work of a ca*ta,log depart-
nent: 4

R X N

1. Multigraphing in full—

a. Copy is typed on the reverse of spoiled stock. %nd the number of cards
wanted is indicated. Multigraph copy is notéuded as an official card. It is
apt to be soiled by the multigrapher ang ‘1; costs next to nothing to run

- one more card for this purpose. S
b. If subjects and other headings are to'be ‘multigraphed, an attached form,

filled out with all information needed by the multigrapher, is clipped to
the copy.

. Full entry is set up. 2
. First card is proof read. . &
. All cards are run. )
Subjects and other h\:émgs are added one at a time to the unit card.
+ Type for headipgs.is shifted and held for the tracing.
. Type is reartanged and tracings are run.
One exira c:!t:slog card is Tun and held as copy in case more cards should
be ne d at a later date. This is better than saving the original copy
becaud it is possible to set up more quickly from multigraphed copy
lready spaced than from typed copy. The extra card is run only for titles
o~ where future duplication is probable, :
2" Preparmg L. C. cards for use—

3. When L. C. cards are received, the call number is set up and run if there
are ten cards or more; if fewer cards are involved, the call numbers arc
typed.

b, If sub]ect and other headings ate to be added the procedure is the same

as in &, f.-h. above, (Many libraries prefer to type the subject headings
in all cases.)

3. Shelf cards and bookeards—

a. Copy for the shelf card is furnished by the shelf-lister from the first {main)
copy. It is not left to the multigraphers to determine the form of shelf
card and bookcard entry from the catalog card copy. They are not always
identical. For instance, shelf cards and bookcards for pseudonymous fic-

s"

= 1= B I = VO
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tion may be under the pseudonym while the catalog cards are under the
real name.

When L. C. cards have been ordered, no attempt is made to connect the
multigraphing of the shelf cards and hookcards with the preparation of
the L. C. cards. The books go forward without waiting for the arrival of
the L. C. cards, '

b. Shelf card, bookcard if multigraphed, and catalog card if ready, are put
into each book. .

¢. The accession number is then typed on the shelf card. Branches type acces-
sion numbers on their own' bookcards. Shelf cards are arranged con-
veniently for the reviser. \

&. Shel{listing is revised. ' _ A
4. Call number and accession number are written on pockets, -%e\'bmnches
doing their own, « N

The Dexigraph and the photostat have both been, q“séd for the repro-
duction of cards. They have provcd most serviccabie:when one long, con-
tinuous job had ‘to be done, such as the creatioh’'of a new catalog by
copying part or all of an old one. \\

8. L. C. versus multigraphed cards.Gleveland Pubtlic Library made
a careful study to determine when L. C.«cards should be ordered and when
cards should be multigraphed locally, The cost of ordering, receiving, %nd
preparing the L. C. cards was takeén into account as well as their price.
It was found that the cost was.about the same when eleven cards were
needed per title. Above thaw number L. C. cards were more expensive;
below eleven, nlultigrapbegi vards cost more. For four cards or less, typing

7

was preferred. &\ -
It was also observed that few orders for L. C. cards involved twelve to

twenty cards per, §65. Hence it was decided that it was economical to 'order
L. C. cards if from five to twenty cards were needed. Above twenty, 1t was
more econanjcal to multigraph. However, if the L. C. cards gave full con-
tents thegnight be preferred even though more than twenty were needed.
Likesnany other libraries, Cleveland multigraphs 2 short umit card for
analybics, even if L. C. cards have been used for the main entry.

-~ ¥V. Microfilm

Microphotography has been used to copy var
as card catalogs and shelf lists; it has been used to
union catalog, But as K. D. Metcalf said:

tous library records, such
help in the making of a

Microphotography is not . . . going to change our blbllogrflphl';fi ?eigf:’r; :1::
not a satisfactory process to use in copying single pages 0; n :Eer ha;gnd for long
it is not practicable for anything but small editions. On the ot , s; bor dic.
runs and small editions it is immensely cheaper than anything ©5¢ nettion
covered, and can and should be used for bibliographical purposes in coi
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with the reproduction of books, pamphlets, and bibliographies and catalogues in
card form.? :

This is the extent to which microfilm secms destined to touch catalog-
ing records and methods, so that catalogers are much more concerned over
the cataloging of the films that libraries are acquiring in increasing num-
bers, The cataloging of these films is very little different from what the
cataloging of the originals would be. The principal difference is in the use
of a number of specialized notes. One library records the following items

in notes: '\
1. The number of reels, if more than one K¢ W\
2. The size of the film in millimeters N\ N

3. The position of the text on the film, according to the foltowing sehieme:
Position I, one page in each frame, with the text running acfossjthe film
Position II, text parallel to the film '\\

Position 111, two pages in each frame, with the text fWnbing across the film

4. A statement as to whether the film is a positive or a\hegative

5. The location of the original copy from which ghﬁlm was made

The whole process of cataloging microﬁlm's:}%. simplified greatly if the
films have “title strips” which give most of the details needed for the cala-
log cards. Classification of the films shoqfd;be as simple as possibie, because
the films do not lend themselves to Qﬁéh—access use as do books.”

Catalog cards for some microfllnfs' are available cooperatively. An exam-
ple of such a card follows. /A

O

FILK N

N\

Crowley,Robert,15187~1588.
The way toc wealth,wherein 1s plainly taught
& most present remedy for Bediclon. Wrytten

ﬁgbimprinted by Robert Crowley ... London,

A \'  Film reproduction,position 3.
\. Edwards brothere no.857 {cese 6,carton 34)
\/ Short-title catalogue no.6096.

1.6t Brig.==S0c.condit, I.Title.

O

M1U P40-E6

2k, D. Metcalf, “Micmphatography and hibliography,” Bibliographical Society of
America, Papers, XXXII {1958), 70. grapny. BHap



Adapiing Library of Congress Cards 231

References

AKeRs, 8. G. Simple library cataloging. 2d ed. Chicago: A.L.A., 1933,

“Library of Congress printed catalog cards,” p.145.51, Sample cards arc
given.

EnocH Prarr FREE Lisrary. Catalog department manual, Baltimere, 1940.

“General catalog routine,” p.17-33.

HiceennoTTAM, FRANK, “An expetiment in cataloging,” Library Assistant, XXX 1]
{May 1940), 87-89,

An cxperience in a library in England. '

JaHR, TorstesN, and Stromm, A. J. Bibliography of cooperative catalog.u\mg
and the printing of catalogue cards with incidental references toAinterna-
tional bibliography and the Universal catalogue. (1850-1902). Wabfﬁhgton:
Govt, print. off, 1903. 116p. « \

Reprinted from the Report of the Librarian of Congress~\An exhaustive
nibliography. Has historical value only. A
MaclHERsON, H. D, Some practical problems in cataloging::(,‘.lﬁcago: ALA, 1936,
“Notes on catalog cards,” p.95-103.

Prryay, Hernert. “Distribution of printed card catalog cards by the National
Library.” In H. P. Sawyer, ed. The library a}@ém contents (New York; H. W,
Wilson, 1925}, p.339-48, NS

A comprehensive account of the plariwtitten one vear after the Library of
Congress began to distribute cards, #as historical interest.

Waoon, A, F., and M aroy, M. C. “Library of Congress card service; sixty-five librar-

ies comment,” Library JournghLXII (October 1937}, 726-80. .

An analysis and a criticism. Tables show the use of L. G. cards, methods of
ordering and the time element involved. Many of the faults recorded here
have been remedieck{‘ut’the article is provocative.

¢\ Duplicating Processes

ENOCH Prart Friw Uinrary. Catzlog department manual. Baltimore, 1940.
“Card typing and reproduction,” p.[118]-23. .
Fucus, F. G, ¢Tabor and money saving devices in the catalog department, Library
Jourgn{>3 LVIII (July 1988), 57577, . '
Mercangy K. . “Mcthods of producing and reproducing cards, Catalogers and
o ClaSsifiers’ Yearbook, 111 (1932), 4247.
&, ) Part of a report on cooperative cataloging. ) ] ] .
MILrr, G. H. How to make the most of the stencil duplicatar in the library.
" [Chicagol: Dick co., €1959. 25p. .
Tuomeson, E, H. “Some recent cataloging activities: a retrospect cég-g(l;ral')' e
ports, 1920-34,” Catalogers’ and Classifiers’ ¥ fﬂ”b”? v (ll‘iii);ies '
“Duplication of catalog cards,” p.72-74. Reports irom 1 357 Lib
“Union catalog of libraries of Philadelphia; copying photographed cards, Library
Journal, LXII (September 1957), 700.
U.S. Library of Congress. Card Division. Han
Washington: Gove. print. off., 1925. —
“Method of adding headings; adjustment °{,‘Y1;‘;“'gr; ’
versus black for the headings of subject entries,” p.83-34

dbook of card distribution. 6th ed.

p-88-89. “Red



232 Cataloging and Classification
Microfilm

CiseLia, R, C. “The filing and cataloging of microfilms,” Special Libraries, XXX
(May-June 1939), 160-63.
A practical article with glossary and references.
Fussier, H. H. “Microfilm and libraries.” In W. M. Randall, ed. The acquisition
and cataloging of books (Chicago: Univ. of Chicago pr. [1940]), p.331-54.
Gives some space to cataloging and classifying on pages 346-48,
Gerourn, A. C. "Cataloging of microfilm at Stanford,” Library Journal, LXII
(September 1937), 682-83. \
Metcarr, K. D. “Care and cataloging of microfilms,” A.L.A, Bul!etm,,K{éXI

(Janunary 1987), 72-74. \ K4
Taueer, M. F. “Cataloging and classifying microfilm,” Journal of Do%umenimy
Reproduction, TH (March 1940), 10-25. N

AN
WrieHz, W. E. “The cataloging of microfilm,” Library Journal, L’)Qll (july 1938},
530-32. \s

o
O



XVII
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N
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.'\Réasons for Organization
tieth century in this country has

inted cards, of the rapid gl'OWI’.!l
cataloging departments.” This

“The history of cztaloging in the twen
been the story ef@n increasing flood of pr
of libraries anf;l..éf inordinate pressure on partme
pressure hgsyemphasized the importance of strong admintstration andggof-
ganizatifn'to cope with the problems involved. A catalog deparimept 18
bound by the fact that its departmental organization must follow certain
palicies that affcct the institution as a whole. These cover such matters a3

aff regulations, hours of work, salaries, vacations., ety M}Ich of the-mtell-
being of a catalog department is therefore closely linked with the effective-

ness of the general library program., "
After the organization has been studied from such angles, catalogers
ing to readers and to

should analyze and appraise the service they are giv . be

the acquisition, circulation, and reference departm.entS- There must

cooperation with all the other departments of the library. hca-
Some of this organization must now be studied to see how the classl

) . ing” Cata-
1A, D. Osborn, “Cataloging costs and a changing conception of cataloging
logers” and Classifiers’ Yearbook, V (1986), 49.

VL. Planning and Assigning the Work |

7
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tion and cataloging service can fit into the whole library scheme and how
it can be conducted so as to give the best returns, As soon as cataloging
assumes such proportions as to demand the full time of one or more per-
sons, the methods for handling the work must be sericusly considered and
a plan must be made to care for an ever growing organization.

We have observed that there are professional and clerical elements in
the work. Such a combination of duties, radically different in type, necds
careful handling. There is no very sure means of measuring the efficiency
of the professional side of cataloging and classification, On the other, hand,
clerical details of the work with books and cards may be standardizedvand
reduced to routine operations which may be readily appraised. R \J

More than any other department of a Iibrary, the catalog départment
needs 2 central directing and co-ordinating influence to iSirre its proper
progress and development. A study of the experience of many libraries will
show that probably more time and money have been $pént in reorganizing
the records, reclassifying and recataloging the booksJn the collection, than
on any other single item, It is cconomy to do a/hing right the first time,
and this is especially true when one is workinhe with a catalog which be-
comes more complex with the addition of éa¢h new entry. The work of the
cataloger never reaches finality; no ca;a‘l;ig is final; every book has its suc-
cessor. In order that the staff may dévelop with the institution, its mem-
bers must be given ideals; they mufsﬁobe trained in habits of mind that will
resnlt in each piece of work nagiwally being planned the best way.

A new theory of catalogip,g-%as introduced when the printed cards of the
Library of Congress weréx@lts;i: sold to libraries, The printed cards gave rise
to problems that werg not covered by the theory of catalog entries; they
were administrativelguestions. For forty years and more the catalogers in
small and large Jibraries should have been gradually working towards the
more eﬁeati‘%e?se of all the aids the Library of Gongress offers.

The exe€ltive and the cataloger must work together. It is the cataloger
who presénts the problems, and it is the executive working with the advice
of 'the;cﬁtalo.ger who must find the soluticns to the prablems.

II. Woik of a Catalog Department

The main dutics involved in cataloging and classifying books have been
outlined in the preceding chapters, but in actual practice libraries differ
greatly both in the guantity and kind of work assigned to catalogers or
included in the catalog department program, Duties should be clear cut
and as definite as possible, for the department is one in which successful
administration depends on careful planning. It is impossible to prepare a
schedule of operations for this department without a knowledge of what
is to be included in its program of work.
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8ince no two libraries are exactly alike, many variations in organization
are found. General factors that determine cataloging procedures include-

. Library aobjectives

. The size of the library

. The size of the budget

. The degree of specialization throughout the library system

. The size of the area served

. The character of the clientele

. The extent of participation in cooperative undertakings with other ]ibna{ies

S W Ob R —

Therc are two generally accepted patterns for the organization of the
work in a catalog department. Only a brief outline of the t}fd‘ig‘ given
here. According to one of these plans, alt the work of classifying, assigning
subject headings, and descriptive cataloging is done ly“the one indi-
vidual. As books are received, they are arranged by subject and cataloged
by assistants who have specialized in particular sitbject fields. According
to the other plan, one assistant is responsible fa%the classification and sub-
ject headings while another is responsible {6y’ the descriptive cataloging,
The first method is commonly followeddn :c}llege and university libraries,
the second in public libraries. Some libraries have combined the two plans,
while many variations of all kinds afebfo be found in the organization of
catalog departments. *

{

I1E\General Policies

In planning his sched;.i:]e\of work, the librarian delegates certain duties
to each departmeng, feMs incumbent on the head of the de[?artme}lf to
carry on the work.iﬁ Jccordance with the general design and, in addition,
to bring to it 3~ﬁ,1'c}wlgdge of the technique of the special ﬁ.eld. B:Y con-
stant and caréfnl study of the whole library and of that part in which his
interest i?\éei‘ltered, the department head should take his Place not dhly
as an assistant who is to carry out the directions of a superior, but als]o; as
an expert bringing to the organization suggestions and proposals for .et-
deririg the work. He must be on the alert to embrace every opportumity
bdth to meet current situations and to prepare himself to assume nEW

responsibilities. . ' ’ .
The chief librarian is usually willing to leave the de.t:a_lls to the exgret;g _
cld if he can be syge that the genera:.

wed by details. Therefore, .
ail to disétiss interdepart-

who has specialized in a particular fi
policies of administration will not be oveﬁhadof
the head of the catalog department should not S
mentzl relations withghis I(:hief. He should not, however, bnﬁg mmosr:al;
conferences the detailed questions of cataloging ‘_"}u('h. may havetnﬁes of
bearing on the administrative question. Cataloging, like otﬁﬁrca):gl oeer
work, has fundamental princip]es that must be foHowed. The
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knows that he must work in accordance with these principles and that the
best way to disarm criticism is to show thceir cffectiveness when put into
. practice. )

,_';,f:i;',.-»{]omplaints will come to a cataiog department, of course, for it touches .

every other department closely and follows methods that generally arc not
well anderstood either by staff or by readers, Naturally when readers are
waiting for books that are not yet ready for circulation, the catalog depart-
ment is apparently at fault. Therefore, definite reasons for delay or appar-
ent laxity should be given, but in no case should a recital of deiled
difficulties which beset the department be poured into the ears of the min-
terested listener. Catalogers must by no means be obsequious or&willing 1o
accept humbly every complaint that comes. Such an attitude.s fatal to
any organization. They must accept reasonable criticisg byt should be
prepared to defend their methods and procedure. ‘K%

. The catalog must reflect the best judgment of cveryanember of the staff;

- therefore suggestions for its improvement should ‘always be heeded. The
use to be made of such suggestions or observatiou$must be left to the head
of the catalog department, but he must bé ise encugh to realize that
excellent suggestions can come from both §taff and readers, that frequently
some suggestions can come only from’}fhem, and that the catalog he is
making is not kis tool nor that of ¢he department but that it belongs to
the library staff and the library pattons.

, . The head of the catalog degariment should know the needs of cach de-

</ partment in the library. Qer{\ain policies must be decided in conference
with the librarian and the'department heads since there are cases in which
the directing force mitst consider the share the catalog department is to
take in carrying souv undertakings affecting the policies of the whole
library. For examwple, if a new branch or departmental library is con-
templated, lagsthe catalog department which must get the books ready for
the shelves{If must therefore know the approximate size of the proposed
col]ectighﬁthe date of opening, and what foreign-language books are likely
to bejueluded. If the librarian has purchased a special collection of books,
the\béad cataloger can make preliminary arrangements to catalog them,
provided he has been informed in advance of the purchase.

It is advantageous for the head of the department to take part in staff
meetings at which the selection of books is under discussion. If, for ex-
ample, at one of these meetings the technology department gives notice
that it is purchasing an expensive book because it contains a good list of
patents, the head cataloger should note the fact so that the catalog may
call attention to the list, Again, if readers are demanding certain books in

© process, the cataloger can learn of this from members of the stafl and see
that these take precedence over others that are in less demand., From the
staft meeting he can learn what books the branches are buying, what topics
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clubs are studying, why the schools are duplicating certain titles, as well as

information vital to his own work. This contact helps the cataloger to .

see his work from the point of view of the staff and makes him alert to
opportunities, . :

The statistics to be kept by the catalog department should be decided
upon by the librarian and the head of the department at the beginning of
the fiscal year, for it is impossible to go back and compile figures after the
books and cards have left the department. Such a decision will eliminate
any possible embarrassment which might arise later in the year if. fighwes
called for have not been kept. a

2\, A

"N\

IV. Interdepartmental Relations  {

1. General.—Cordiz] relations between all departmetits'of the library
are necessary for effective work. Reciprocity tends to isprove the service
and to infuse into the staff a feeling of unanimity e purpose.

In some libraries, departments have a regular schedule for the exchange
of assistants, Such interchange is nearly always)agreeable to the cataloging
assistants because it gives them experign€e'in different branches of the
work and may bring them into contact ith the public. The advantages
to the departments concerned may‘b:éunequal. The assistant who comes
to the catalog department oftenifinds it difficuit to pick up 2 piece of
detailed work when he is not faiiliar with the rest of the technique of the
department, and the records sometimes suffer through falling into t:he
hands of such a person{:I}l theory the plan is good and should receive
consideration, O .

Catalogers are ufually beiter prepared by the nature of their work to
assist in the refetefice department than in any other, In return, they are
able to bringhick to their cataloging duties valuable obscrvations about
the use Qf\thé‘ catalog which will ultimately help them to make the refer-
ence werk'more effective. '

Muieh time is given to locating bo
doént” Although an effort is made to
béing worked with, it is not always possible to 1
quickly, The assistants in the catalog department mus
help in finding books in process. :

2. Relations with particular departments— .

The acquisition degartment.—-lnimne libraries, ordering and Cﬁ‘;"ilzg;
ing are combined under one head, but most libraries EImde the “ffo;.ts .
two departments. Since the catalog department receives inost znneézion
terial from the acquisition department, there must be a close€
between the two. The acquisition depar
for information about duplicates, replacements, dill
and similar questions; and the catalog deparement 1n tUr

oks in process in the catalog depart-
keep books in order while they are
ocate an individual book
t always be ready to

differences in editions,
n looks to the

il

"

tment depends upon the catalog -
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acquisition department to transmit information that will facilitate the
work of the catalogers.

The records that each maintains must be studied by both departments
in order to prevent duplication of work and to use what has already been
prepared by either one., For example, the order cards passed on to the
catalog department furnish a list of books in process which is equally
valuable to the two departments and to the public departments as well.
- It is important for the acquisition and catalog departments to be ready to
share serial records since these are so expensive to maintain. Other peints
of contact are searching, gift and exchange work, and the dispdsal of
duplicates. _ )

The reference department.—1t is to the reference departnieht that the
catalogers should turn for their greatest help, for the two glepa.rtments are
doing work similar in character and equal in importancéThose who pre-
pare the catalog should study the needs of the reference assistants and
should discuss with them the effectiveness of the cird catalog. They must
often ask the reference librarian to suggest.rgfe&ﬁce books to aid in re-
search and must gei his point of view abou‘t Subject headings, references,
guide cards, filing, and analytical entries. The catalog is put to its severest
test by the reference department. If it diges not answer many of the ques-
tions which come to the reference desk,"it is faulty and should be revised.

If the reference librarian can give time to reading over the catalog cards
just before they are filed in thewcatalog, he will find it an excellent way to
familiarize himself with nefx headings, references, analytics, and other
entries, This has heen Qifécl ’in some libraries to the great advantage of
both departments.

. The circulatiowdepartment.~The catalog department can also work
m close conjuncfidn with the circulation department. Al information
gathered by the assistants at the circulation desk which will lead to better-
ing the C&Eﬁ\hg should receive consideration by the catalog department.
On the 'of.l}er hand, any information about the use of the catalog which
the'ﬁilqulation assistants can get from the catalogers should be welcomed.

Qng catalog department keeps a blank book at the circulation and ref-
erence desks in the central library and at each branch. In it the assistants
make notes of questions that could not be answered by the catalog. This
book is returned to the catalog department at the end of each week; the
questions are taken up one by one and an answer is written opposite each
question. The following questions and answers are taken from such a book:

Q. Cards under Milton are soiled. May we have new Ghes?
A. Cards will be ordered at once.

Q. No card in the catalog shows that we have volume ¢ of the Harvard 47 work-
shop plays.
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A, Oficial card is already corrected and printed cards are ordered. Will add v.4 in
pencil to your cards.

Q. Hammond’s Atlas is not listed under Geography.

A, The two atlases by Hammond are listed under the headings Commereial geog-
raphy and Maps—Collections. Geography has not been used in this sense. A
“see also” reference refers to these headings,

These questions give the cataloger an opportunity to know how the public
is using the catalog and the answers show the assistants at the desks. what

N

the catalog can and cannot do. O\

Special departments.—Catalogers should not fail to take advantage
of the knowledge of the experts in charge of special departmients, such as
techunology, medicine, art, and music, Advice from them as 1o classification
and subject headings will often help to settle a doubtft point.

Some specialists, such as children’s librarians, prefer to assign subject
headings and class numbers to books for their.own departments. If such
cooperation is to be successful, the catalo \?hould have final authority
so that uniformity and consistency wilbbe, preserved in the catalog.

Catalogers can frequently be of service-to special departments by calling
to their attention new books or pares ‘of books which will not be located
in their special division but wiieh will, nevertheless, be of interest to
them, A form card may be used¥or that purpose.

" ¢\M'V. Personnel

1. Some deﬁniﬁt}Is.—The following are definitions of positions in the
catalog department,~és formulated by the American Library Association for
use in its “Libr’a}y statistical report for institutions of higher education.”

o N\ : .

Departm S head —A department head is a member of t_he profes§ional stflff
ditﬁCt}j}}esponsible to the chief librarian or director, associate or flss:.r,.tant Ch:lef
Tibrdtan, and in charge of-a major division of the library organization which

'*ﬁa;its own staff and definite responsibilities. . . . The department head must

Nuneet the qualiﬁcar_iohs of a professional assistant. v esomal

Professional assistant.—A professional assistant 15 a membt?r of tI‘le'pro ess:oln:'z;l
staff performing work of a professional grade which requires training and s :I

in the theoretical or scientific parts of library work as distinct from its merely

mechanical parts. .

Subprafessz'omﬂ assistant —A subprofessional a.f,sistant is a person who Eelrfom;s
under the immediate supervision of profesmon“al stgff mem'hers, uf;.;r arge l}:
concerned with the higher routine processes which are peculiar tobh n;ry };{:1; ,
and which require some knowledge of library procedure. .. A ;l.:) pro :.; onal
assistant should have had at least brief elementary training in library

i i i ining class.
library summer sessjon or  traint o
e i > erson such as a Lypist, étc., who per-

Clevical assistant.—A. clerical assistant 18 2 P C e e
forms, under immediate supervision, professes which may requ peri
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speed, accuracy, and clerical ability of a high order but do not require knowl-
edge of the theoretical or scientific aspects of library work. High school gradu.
ation is presupposed for this classification.

2. Head of the catalog department.—The cataloger’s responsibility
increasedwith the growth of a library, and librarians have become aware
of the fact that the cataloging process involves questions of administration
as well as of technique. In large catalog departments there must be an
executive head who is capable of directing the technical processes, organ-
izing the work, and managing the staff. The leader of such a depatftiment
must be an individual on whom the librarian can depend to intrediice an
enlightened policy. N\

The need for developing head catalogers of this caliber is shown by the
following statement, which should serve as a challengé\to catalogers to
look at their work from an administrative as well as a feehnical angle:

Librarians have found it, for one reason or another, véry difficult to locate a de-
partment chief with adequate technical knowledge and ability who can also take
responsibility satisfactorily for the administration“6f a staff of from fifty to a
hundred . .. . and who can insure a smooth-rimning machine. The librarians have
watched cataloging costs mount. They do glof themselves have an intimate enough
knowledge of the problems involved tg‘niake technical decisions, and thus have
been convinced of just one thing: Thaethe cost of cataloging is the greatest single
problem they have to face.® \

3. Professional and'qle?ical assistants.—It has been observed that the
duties of the catalog départment may be divided between professional and
clerical assistants. Tha proportion in the two groups varies with the qual-
ity of cataloging;.and the size, type, and organization of the library.

The ratio in)a’ large public library is about one professional to two
clerical ass&gzﬁts if Library of Congress cards are used and if mechanical
processes are used for duplicating records. This means that one cataloger
can.plap? enough work to keep two clerical assistants busy. The revision of
thisswork may be divided between professional and routine revisers. This
method relieves the professional cataloger of unnecessary routine and en-
ables him to devote his time to work involving judgment, responsibility,
and decision. '

Professional and clerical assistants are needed in both public and uni-
versity libraries since modern methods of cataloging provide work for both
types of assistants. In college and university libraries some of the clerical
work can be carried by student assistants. These assistants frequently bring
to the department not only scholarship but also the language equipment
so much needed in cataloging. After some experience they become pro-

_ 2K. D. Metcalf, “Departmental otganization, in libraries.” In C. B. Joeckel, ed. Ctrrent
issues in library adminisivation {Chicago: Univ. of Chicago pr., 1939), p.104.
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ficient in their special branch of the work and may be more useful to the
library than other assistants who are professionally trained but who are
lacking in experience.

Professional assistants for classifying and cataloging should be chosen
only from among those with college education (or its equivalent), formal
library training, and linguistic equipment. The languages most needed are
French, German, Italian, Latin, and Spanish. Special collections of books
for forcign readers in the minor languages may be cataloged by a part-time
assistant since these books are relatively few in number. Staff members in
these positions are the “professional assistants,” or “professional tatalog-
ers” ar “classificrs.” ¢\

The subprofessional assistants are, college trained but &iave not had
formal training in library science. Clerical assistants may-be divided into
two groups: those doing preliminary searching, revisiof} wof records, typing,
filing, and other supervised tasks, and those doing page work, which in-
cludes moving books, sorting cards, bringing b?ok's from the stacks, and
similar duties. Those in the first group should have had a high school
education or a business school training, while those in the second group
need grammar school training only.

After a short period of training,;deﬁ'cal assistants can do preIimi{mr}'
searching for the catalogers. Theyican gather information from specified
reference books, check the Library of Congress depository catalog, and
compare entries already ingthe library catalog.

In some libraries, typists make the first card as copy for .the cataloger.
This relieves the cafaloger of the clerical task of copying title pages and
leaves him free to’toncentrate on the professional sides of t-he work, such
as assigning subjéet headings and deciding what added entries are needed.

In makingsuse of clerical help, it should be remembered that

Clerical a\sttams are characterized by the same human qualir.ies' and ambitions as
profess‘itlrhl assistants and should be permitted hy 2 gr_ac.led service thi;: sam;: poi:,
bi]it'{é&’i)f advancement within their group as P{bfessmnals. ]:’;y usmi t ir tin.
tchemes we should merely be fitting a jol:: to individuals according to their tra
g, ability and the demands of the situation.?

4. Staff supervision.—The entire professional, subprofessional, al:-ld

, : i nt who,

clerical staff is directly responsible to 'the head of tlhe :fp;ﬁg:: e
with the first assistant, outlines the duties of each assistant.

i isi :onal workers. Ou the other hand,
need for strict supervision of professiona o e the ¢ other B

j ; upervision or they :
:j;l(":lialdg;:igl; Sl?;eﬁe; zl)muld be under the control (:if LI:erZ(;n]:}::itll:
qualified by training, experience, and temperament to direct peop

S A. J. Rymer, “An amalysis oE wotk in a small_l Public library.”
(February 1839), 393. : .'# 5

+ Wilson Bulletin, X1
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2 minimum of friction. In fact, orie of the chief qualifications for such 2
position is the ability to get work done. This does not mean df‘iving em-
ployees to unnsual efforts or pushing work through in recor.d. time at the
expense of other equally important duties. It means the ability to judge
the comparative importance of the various kinds of work to be done and
to get the work performed in the order of its importance, A supervisor’s
ability to plan and attend to the execution of clerical tasks has the fol-
lowing advantages: (1) 2 mobile force, capable of handling large quantities
of books and cards, is developed; (2) economical work results from, the
careful supervision; and (3) the clerical functions are separated from the
professional activities of the department. O\

5. Staff manuals.—Catalog departments should keep a recgfd on cards
or in a loose-leaf book of all decisions made in the course’of the work.
There are so many details in the operation of any catalog’department that
new assistants benefit by finding the processes andgr?zl’ings written up.
Such a record should describe the full routine for handling books, classify-
ing, assigning book numbers and subject headingsymaintaining shelf lists
and catalogs, obtaining and preparing cards £or tse, fling, etc.

Several such staff manuals have been printed or mimeograpked. The one
for the Reference Department of the New.York Public Library* shows the
detailed organization of the catalog ‘department of a large reference
library. The Enoch Pratt Catalogdépartment manual® describes the work
in a public library with its system of branches. The cataloging department
of the University of Montara Labrary® has compiled a staff manual that
is a good model for thegé\l"lc’ge library to follow.

VI. Blanning and Assigning the Work

1. System of c}e\lssiﬁcation to be adopted.—The librarian and the head
of the catalog de}artment should determine the best classification scheme
for a librapon the basis of (a) the use {0 be made of the books, (b) the
clit_fg_gg,lg tt} be served, and (c) whether there is to be open or closed access.
The use'6f one of the standard systems becomes increasingly desirable as
cogpgration between libraries grows and as staff members and readers
move from one library to another. Public libraries are now benefiting from
the training whick children have been given in the use of school libraries.

"County and regional libraries benefit if all the collections within a given
area are classified by the same system. Professors and students who go from
one college or university to another can use the libraries to better ad-

4 New Yook, Publ_ic L_ibrary. Manual of the Preparation & Acquisition divisions in
the New York Public Library (N. Y., 1931}, 98p.

®Enoch Pratt Free Library, Baltmore. Catalog Department. Calalog depariment
maneal . . . prepared by Lucile M. Morsch (Baltimore, 1940), 160p.

% Montana. [University. Library. Catelog division <manual . . . prepared by Ruby
Lghert and Lucile Speer (Missoula, Mont., 1938, 55 numb. 1.
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vantage if they are not obliged to learn a new system of classification in
each institution, : :

-2, Types and kinds of catalogs.—The two most common types of
catalog are the dictionary and the classified, and a choice will be made
between these two, unless a very special kind of library is to be cataloged,
We have already observed that the classified catalog is less frequently used
than the dictionary type, a fact that leads one to believe that only a special
library would want to adopt that form. -

Official catalog.—The primary purpose of the official catalog is\to
answer the questions of catalogers and classifiers, but it is so frequently
used by assistants from other departments, especially from the acquisition
department, that their needs must also be given careful considé}ation. An
official catalog is seldom necessary in a library that has fewer than thirty
thousand volumes. Such a catalog may be limited 9 abthor and added
entries and to cross references. Subject entries maygenerally be excluded
unless it is desirable to have subject cards for important biographies and
bibliographics of individuals. Authority cards rhay be filed in this catalog
it desired, A few large libraries have found-a combined official catalog and
L. C. depository catalog a very conveniefiy drrangement.

Official cards should be stamped “@fficial catalog” to prevent confusion
with other cards when they are outaf the catalog. Since the official catalog

is not used by the public, it may contain notes and other information-

-which should not go into a_public file. Books whose use is to be restricted
may at times be listed inthe official catalog only. ¥ o

v/ Centralized cataloging within a library system.—The question of cen-
tralized cataloging #\of great importance to libraries that have branches,
departmental libfaines, and other agencies. Whatever plan is adopted for

any library syscomd, it is at least very desirable to have centraliz.ed records:
Ccntralizeed;éataloging benefits by having a group of trained assistants who

have at I the hest reference books, adequate mpplies, and the means
of ordéring or duplicating quantities of cards. Under this system, the
cenza-;a?i or union catalog shows the resources of the entirr.: colltzctmn, while
éa_di agency may be provided with its own cata'Iog whu:h' will be of.a}:i
proved quality. Public and county libraries gain by having cent'ra lles‘l'
cataloging. In university libraries the issue is not at all clear cut; there
are advantages both ways. ‘ ) .
e Catalogs for special collections and oulside ageﬂcws._—It is customary
to furnish catalogs and shelf lists for various parts of alllbra.ry system €x-
tept extension agencies, In branches and 'depg}-tmfenta] libraries dlcn;maxg
catalogs are usually provided; in smaller agencies an author catalog
sufficient. . -

Special catalogs for childfen and ym&ngﬁﬂ‘iﬂff
tain a separate catalog for young people. This is necess

;Many libraries main-
ary if a library
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wishes to simplify its catalog for children. It is undesi‘rable to mix adult
and juvenile subject headings if a catalog is to prove SatI.SfElCEOTY to the 'Ew!a
classes of readers. When the juvenile dictionary catalog is separate, subject
headings can be phrased more simply, more analytical entries can be mad?,
references car be introduced that do not conflict with those for aduit
books, and the catalog as a wholc can be made more easily intelligible to
children. This separation should apply to branches as well as to the
central catalogs.

Suggested catalogs.~The duplication of catalogs necessarily depgnds
upon the size and organization of the library, but a fairly completeist is
given here to aid the librarian who is planning rather full catalogiug. No
one should consider making ail these catalogs for the one library unless
there is a proved need, a sizable budget, and a large staﬂ?.:..}, 3

wf

Official catalog RS :

. Dictionary catalog of all books in the system

. Dictionary catalog of circulating books \

. Dictionary catalog of books in the reference golleCtion

. Dictionary catalog for each branch of itg Qwﬁ\ﬁooks

. Dictionary catalog of all juvenile books(t'the system

. Dictionary catalog of juvenile books iy each branch, kept at the branch

. Dictionary catalog of each special cﬁ}lection, as Technology, Music, Art, etc.

. Classed catalog (one card per titlebonly) for books in foreign languages, as
French, Ttalian, Spanish, etc,, Arranged by broad classes, as Science, Hisiory,
Literature, etc. (<

10. Classed catalogs, for the’f.%ole celiection, or for special collections, made by
duplicating cards ari\tﬁling by call number in shelf list order

W00 T O WE o Lo D

Y Union catalogz:—%""f his phrase may be used for catalogs which list all
- the books in a libirary system or for catalogs which show what books are to
be found in pther libraries in the vicinity or throughout the country. In
the latter \sésxse, the Library of Congress depository set may provide the
basis fonthe union catalog; to it may be added such cards as are available
from :{eférence and university libraries and others. Such an accumulation
of\cards is invaluable for the cataloger as well as for the reference librar-
ian. Only the National Library, large reference libraries, and bibliograph-
ical centers are justified in maintaining such a big auxiliary catalog. -
Simplified and selective cataloging.— This subject is onc which should
be considered by every cataloger in charge of a rapidly growing collection.
Simplified entries can be made economically in many libraties for fiction,
pamphlets, analytics, etc. If a library makes nse of “selective cataloging”
it will choose the appropriate methed to be followed in dealing with vari-
ous types of material. Comamonly the appropriate method will be simpli-
ﬁeq_ cataloging, in which case the two terms mean the same, In sclective
-cataloging, an attempt.is made to treat material according to the needs of
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various classes of readers. Thus in a university library different subject
heading policies might be in effect for books that the faculty and research
workers will use primarily and for books that undergraduates will use
primarily. In the first case, fewer subject headings might be used because
these readers may use the stacks freely; in the second case, more subject
headings might be used, on the ground that undergraduates must consult
the catalog at all times instead of being able to use the stacks.

3. Order of duties—

Separation of classification and cataloging.—The first question which
always confronts the head of the catalog department of a large librapy is
the advisability of separating the two major duties: classification and cata-
loging. The difficalty of arriving at a satisfactory solution ié\’due to the
effect each plan has both on the work and on the worker, There is con-
siderable economy if one group classifies and assigngysubject headings
while a second group does the descriptive cataloging.\Ofi the other hand,
with difficult books economy comes from hapingvall three functions
brought together. It does not seem economicalfoliave a classifier take care
of the classification and a cataloger assign the subject headings and do the
descriptive cataloging, for then two pedple’ must analyze the book from
the subject point of view. When the worX is divided, the catalogers some-
times feel that much of the intergsé~has been removed from their work.
When each cataloger does his,8wn classification, subject heading, and
~ descriptive cataloging, the work®is usually organized on a subject or Ia-n-
guage basis, with specialissin given fields working independently or in
groups. In such a situation’there is danger that the catalogers will become
narrow specialists. Sp&ah’zation is good, but there are so many overlap-
ping fields of interest’in modern knowledge that it is often better to ha've
catalogers with( go\od, general experience who will develop some special
subject inte;(:@z\ds well. A matter of more serious concerit is that wh?n the
books are.distributed to the catalogers on a subject or language basis, the
head of };‘he catalog department has little if any control over the ﬂo:w of
work~One cataloger may have too much to do while another has too little,
Hure 3t may be hard to make the necessary adjustments by reason of the
different specialization each'cataloger has developed. .

In a public library both methods are sometimes used together;"The ar-
culating books may be handled by catalogers who do all -r.he work of classi-
fying, assigning subject headings, and descriptive cataloging. The referencll;
books and serials {which are generally more difficult and more often cad
for a kDDWIEdgE of _[anguagcs) may have one IPEI'SOII to c1a531fy thEI‘I'l a'n
assign the subject headings and another person to do the descriptive
cata]oging. ) o classie

It is probable that greater output can be attained I?Y separating i
fication and subject heading from descriptive catalogmg. This is ce

\/"
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to be the case if Library of Congress cards are in general use, for tl}ey
reduce the cataloging to a routine process. One or two catalogers can give
directions for changes in these cards to be carried out by clerical workers,
thus reducing the number of persons on the professional staff.

Very often assignments of work must be made according to other group-
ings. For example, all books in a certain language may be given to an assist-
ant who is well acquainted with that language; and again, an assistant
trained in children’s work may catalog and classify all the juvenile books.

Schedule of duties assigned to positions.—The assignment of duties
raturally depends upon the order of duties chosen for classifying arideata-
loging.” The public library of about a hundred thousand volumesywould
probably assign duties somewhat as follows: - NS ¢

Head Cataloger 0
Supervise the department generally. "’\
Assume responsibility for all work done by the depdstment
Direct the classification and cataloging of diﬂicu:}t\ﬁbéol_cs
Examine the finished work of the catalogers afferit has been revised
Present an angual report to the chief libragdan . .

First Assistant (Cataloger) ' Dk
Assign books to catalogers v &N
Revise cataloging _ A j"
Catalog and classify nonfiction ! :’.
Revise filing in order to see tha finished cards and to observe how the catalog
- is growing PAN

' Second Assistant {Clevical} Y
Do preparatory work, £o\* cataloging, following directions of vatalogers
Catalog fiction . L\ -
Supervise wark, ofelerical ussistants
File in the pebliC catalog -

Revise typing
Third Assiqm%fclen'cal )
Assist first and second assistant by searching and verifying names, comparing
. Entries in the catalog, ete, .,
Récord added copies and withdrawals ~
Shelf list and assign Cutter numbers ~
Receive and check L. C. cards
Fourth dssistant (Clerical)
. Type or duplicate cards
Add tracing and headings to these cards
Make corrections on L. C. cards
Sort and arrange all cards preparatory to final filing

7 A more detailed statement of catalog-department duties in libraries of warious kinds

and sizes is given in the Classification and pay plans issued by the AT.A. Board on
Salaries, Stalf, and Tenaure.
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A public library with a hundred and fifty thousand volumes would
probably add one more cataloger and one more clerical assistant, A public
library with a third to a half a million books would probably add in the
proportion of two or three clerical assistants to each cataloger.

Revision.—The final revision of such detailed work as cataloging and}
classifying should be in the hands of one or two highly trained and com-
petent people. Revisers become familiar with all phases of the work, see . -
things in their relation one to another, and therefore are in a position to
systematize and unily the output of a department. Such revision should
not in any way relieve the individual cataloger from revising his oWwn
work at the time it is done. .~ ' : n

Careful revision of cataloging is justified if it will contribute ‘tyvards
better service to readers and staff members but it should not,be.overdone.
The need for revision has been very much lessened by the se of Library
of Congress cards. ' (&

VII. Cataloger’s Reference Library

It is desirable that a number of books on ¢araloging and classification
should be within easy reach of the assistafits' in the catalog department.
Such a collection would inciude technical works, such as codes of rules,
lists of subject headings, and classification schedules; handbooks on cata-
loging, such as those of Susan GoRkers, W. W. Bishop, and Dorkas E:el-
lows; handbooks on classiﬁcg.ti‘c;;ij such as Sayers' Manual of classiﬁcata_oti
and Merrill's Code for clagifiers; the pamphlets jssued by the Ca}"d Dl_vl-
sion of the Library o{fzohgress; and printed catalogs of Ot'her libraries.
Style manuals, suchhas \hose issued by the University of Chx.cago and the
H. W. Wilson Company, are useful.to annotate for the gu_ldance of the
staff. Filing ruled 2lso annotated to meet the needs of the library, should
be in the colle}t"ion or, better, given to each assistant. _

The m%t"ﬁeeded foreign language dictionaries should be in the |::at211cb§l
departﬁient, but others may be exammined in the rcferenf:e .depat:tment anh
50 €ave duplication. The same is true of hiographical dictionaries, thoug
L use the next to the latest
issue and thus save buying an extra copy- The most eKPens_“'e boo];s IE:’E
be used in the reference room except in the case of works like the Br¥
Museum Catalogue which should be in the catalog room.

VIII. Reports

oo i repared annu-
A written report, with a statistical appendm, should be prep

. i de-
ally. Other reports may be made at regular of jrregular n;tr:val;r:‘:niw
sired. The annual report gives the head of t?le departmeﬂt 11 Q)I:Pthe work
to put before the librarian problems touching the pt’-rsm‘;n h,ould contain
which may have developed during the year. The report ® '
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suggestions for the promotion of the work, for changes in methods, altera-
tions in equipment, or requests for new furniture, shelving, or supplies.
It may be the culmination of suggestions or reports made by the assistants
in the department, .

IX. Statistics

Statistics should be reduced to 2 minimum because they may become a
time-consuming nuisance to catalogers. Some catalog departments keep
great volumes of computations which are seldom used and which rarely
pay for the time spent in their compilation, Individual catalogers are\dften
irritated by having to keep an account of every card prepared afid every
book handled. ' O

Some count should, of course, be kept of work accomplish'gd’and hooks
handled, but only the most important and telling items riegd be included.
‘The librarian and the head of the department should-decide what fAgures

are to be kept. The compilation of statistics should'heYeft to a clerk when-
ever possible, - o AN _

Statistical records should distinguish new{ fitles from added copies.
While this distinction is not made by alllibraries, it is one of the most
telling methods of presenting accuratelythe work done by catalogers,

The following plan for statistics is offered as adequate for showing the
work of the average catalog depatément. No one library will probably
want to keep all these separate, items,

" 1. Books e
4. Books added and wd\l:'hdi'awn by classes
New titles '

Added copigs Ac éheet fgr eagh collection if needed :

Net gains of losses
5. Books classified
¢. Books'cataloged
2. Cards >
a. Library of Congress cards purchased .
B Gatalog cards (first copies) prepared by catalogers ..
¢/ Catalog cards typed .
d. Catalog cards duplicated
e, Cards filed
3. Miscellaneous
a. Number of subject headings assigned -
b. Analyticals classified for the shelf list or the classified catalog

A

o
-

X. Costs and Economies

In reviewing recent activities in the field of cataloging, we note with
interest that great stress has been placed on costs and economies, Atten-
tion is being focused on the cost of cataloging, and on the possible ways
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of simplifying the work and planning a more economical catalog depart-
ment administration,

Few definite results have come from attempts to estimate the cost of
cataloging, As W, w, Bishop said in his Practical handbook of library
Fata!ogs'ng: “Cataloging costs can be figured in time and results, but harcily
In money, as not only do salaries vary, but the kinds of work other than
Fataloging, strictly so-called, done by the various employees vary greatly
in different institutions.”s About all that is known is that the cost of cata-
loging increases with the size and character of the book collection. “The
factors involved are the size of the collection, the degree of speciglization
within the collection, the organization of the service, the policies of the
whole institution, the administration and organizationy of 'the catalog
department, and the efficiency of the staff. This questitn of cost belongs
ultimately to the chief librarian, but the economies should be the con-
cern and responsibility of the head of the catalogdepartment who should
constanily study ways and means for simpli{yi.ng routines and records
without impairing the service, .~ o

Miss Mudge has said that “Economy jn¢ cétaloging is economy that actu-
ally saves expense in money or time oni thé library budget as a whole, and
does not merely save this expense imthie catalog department to transfer it
to another department or to sonie \future time.”® It is, of course, impor-
tant that in tackling the probletnifalse economies be avoided. For exa mple,
some catalogers are inclined\to feel that they can accomplish a saving by
deleting details from Libzary of Congress cards; however, this is really an
added cost, for somdtHi ¢ is changed which might have been allowed to
remzin without causing any harm. Economy results, to a considerable
extent, from beif able to accept what the Library of Congress has done
in the way of descriptive cataloging,

When i;'wi;omes to subject headings, the story is different. No library
should \féf’ that every subject heading on an L. C. card must be used.
Catalo@ers should exercise judgment in utilizing or modifying what the.y

fie@on the printed cards, and catalog departments should formulate p?h-
“eigs determining the number of headings they can afford to make per title
and the usgef subheadings. ' .

Economies may be realized in many catalog departments if an executive
assistant can be assigned to correlate the work a'md see that a pla'n is fol-
lowed by which books travel as speedily as pcgmble from one assistant to
another. There is a danger that the organization of a catalog department
will not be sufficiently dynamic.

BW. W, Bishop, Practical handbook of modern library cataloging (Baltimore: Wil-
liams & Wilkins, 1924), p.59, feotnote,

ies i i by the reference librarian
9. G. Mudge, “Present day economies in cztaloging as seen
of a] !g"ge lllln;g:ersity iibrary,” Catalogers’ and Classifiers’ Yearbook, TV (1954), 9.
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The following points are worthy of consideration in any attempt to
achjeve economical cataloging:

1. Cards can be simplified by omitting some information called for in the
catalog code.
9, The effective organization of cooperative cataloging, and the fullest pos-
sible use of printed cards, are steps in the right direction.

. The number of cards per title may often be reduced. .

. Subject headings may often be simplified or reduced in number,

. 'The amount of research involved in establishing names, determining dates
of publication, etc.,.may be curtailed very often without doing any harm
to the general library program. .

. B Certain records formerly deemed essential in catalog departmentsimight be
W given up. - ' O)

7. The amount of analyzing undertaken may be reduced. .\

8, Full cataloging need not be required for all types of material, e.g., older
works might be given author entries only. RS

8. Form cards may be used to save much descriptive\cataloging.

10. The full information about 2 book may be given'on the main card only
or in the central library only. s

11, Pamphlets may be organized in vertical ﬁ!é; thus eliminating cataloging
altogether unless 2 pamphlet is to be présarved permanently.

" 12. Catalogers should be relieved of functions that are clerical in nature.

Clerical assistants should be used -dﬁeCtiver.

v XI. "The Wotk and the Staft

Good work can come only from a good staff. The making of a good
staff of catalogers does nob.stop with their appointment. Optimum pro-
duction should not be expected from new assistanis until they have been
on the job at least six mionths, and 2 longer time must be allowed for those
who take up classifiction or subject headings. Many discouragements face
the beginner, a(p&"every consideration must be allowed during this time
of orientatjon.

One of\the most urgent and important duties of the head cataloger is
to study the assistants in relation to the work they perform. Catalogers,
pethaps more than other library workers, need a directing force to plan
theif work, give them leadership, and maintain their enthusiasm for what
they are doing. They may fall into ruts easily and jog along with an even
tread, unmindful of their surroundings; therefore it is imperative for the
success of a catalog department that this danger be constantly watched for
and avoided. '

if a catalog is to reflect the needs of the readers and staff, those who
make it cannot afford to hold themselves aloof from the library’s activities.
There is the risk that catalogers may become so intent on the work of their
own department that they leave themselves little or no time to observe
what is going on elsewhere in the library,

U W Gn
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Some Practical Questions \\

1. Mention some specific advantages to the catalog department in exchanging.
assistants with the reference department. A :

2. What would be the advantage of combining~the acquisition and catalog de-
partments under one head? OO

. po Explain what you understand by the proféssional and clerical sides of cataloging.

4. In what branch of the work of cataloging may scientificmanagement methods

be applied? - N

5. Make an outline whick you woulddollow if you were to take your first position
as a yeviser in a catalog department,

6. What points would you ofﬁé“r}o the librarian who asked for some arguments in
favor of using the Dewejndecimal classification in a library of forty thousand
volumes? O\

7. Mention ways in @hich the catalog department may be of service to other
departments. { .

8. In your opiniof’should assistants at the circulation desk he required to pass an
examinat;\ n.on the use of the catalogp

&
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: N
I. Planning the Ql{a?ters‘

1. Space.—The space allotted to catalr.;ge:rs may vary from a single desk
or corner to a series of well-equipped rooms. In the early days neither
librarians nor archiiects realized that adequate space was needed for cata-

loging. A few books were carried to a desk where they were cataloged,
marked, and put back on the shelves; then a few more were put through
in the same way. This waga long process and resulted in slow service, As
librarians began to i&é(‘ease their facilities for making books accessible,

- catalogers had to werk 'with greater speed; books had to be cataloged in
larger quantities,(@gd methods had to be evolved for handling them; more
floor and shelf\space was required, with the result that today quarters for
cataloging, «classifying, and preparing books for the shelves are carefully
planned for the most effective service. In new buildings ample space is
allowed\for the storage of books while in process, for generous desk room,
for fioving material, for filing cabinets, and for expansion. Librarians real-
fae that a1l these factors contribute to betier administration and service.
Mr. Bishop says that “if a library now has ten or a dozen persons employed
in cataloging work, it will be well to plan for at least fifteen to twenty per-
sons in providing space in a new building.”

2. Location.—The catalog room should have access to a5 many other
departments as possible. This means a central location and on the same
floor as the acquisition and reference departments if this can be arranged.

1 The author s indebted to W. W. Bishop for permission to take certain facts from
his Practical hendbook of modern library cetaloging (Baltimore: williams & Wilkins,

1524).
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The public catalog should be situated where it can be easily reached by the
catalogers; but if an official catalog is maintained in the department, this
feature is not so essential. The public catalog should be placed where read-
ers can have ready access to it; the convenience of the cataloging staff is a
secondary consideration. The cataloging room should not be a passageway,
because people passing through a deparument where concentrated work is
required disturb workers. Direct access to the stacks is desirable, and a lift
should be provided for sending books to different levels of the stack room.

8. Lighting.—The lighting of these quarters is most importans, for
cataloging requires constant use of the eyes. Large windows, preperly
shaded, which can be opened easily to furnish good ventilationg shouid be
provided, as well as a generous supply of floor plugs for deskights. Both
overhead and desk lights are necessary since books must hesocated on the
shelves and typing and close work must be done at the désks. The catalog
cases should have lights running along the top so. tifar trays will be well
illuminated when they are in use. \

4. Furniture.—Shelving, desks, and chajrs\\ai-e the most important
articles of furniture, Book shelves should be @ﬁerously provided. Catalog-
ers have too often been hampered in théitywork because they have been
forced to move material constantly ajsjé.’.result of inadequate shelf space.
Wall shelves as well as an arranggmerit of shelving to form alcoves are
desirable. The alcove shelving caft'be lower than the wall shelves so that
tight will not be cut out, and jf'san then serve as convenient table space for
handling oversize books, maps, prints, and broadsides,

Mr, Bishop has stated ‘the norm for the amount of space a cataloger
needs;

A/ .
A catz}loger’s desk, (5% 214 feet), chair, book-case and a truck of books with floor
and aisle spacefoF free movement will require a space of at least 10 feet by 6, or

60 square ff,ﬂ\ of floor. . . . A minimum of 100 square feet to a person is usually
allowed in\planning offices of this sort,

AN

he equipment of the flat-top desk should include drawers for filing
cards and other records. A table should be placed before the reference-
book shelves, and tables for handling large books and maps should be pro-
vided unless low shelving is installed,

The fixed furniture should include a stationary wash-stand inclosed in a
closet; the handling of dirty books and pamphlets makes this a real neces-
sity. Lockers for supplies and a work table are best built into the room.
Such a table has been planiied with g flat top covered with plate glass,
which is easy to clean, and an upright series of pigeonholes built at the

back where the working supplies can be kept. A roll-top slide covers the
pigeonholes.
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I1. Catalog Cases

Good catalog cases are so expensive that executives are sometimes in-
clined to question the necessity of having standard makes, The cataloger
should take every opportunity to convince the librarian that a case of
standard measurement and good material is a necessity, and that it is
cheaper in the long run, This is especially important in buying or building
cases for public use where the catalog trays must be able to withstand the
really hard wear to which they will be subjected.

The trays 100 must be exact in measuremenss, finish, and -equipment,
Cards will not turn easily on the rod which holds them unless, the sides of
the trays are smooth and unless the width is true, Cards aré\ctit'to a stand-
ard size and a variation of a fraction of an inch in the inside measurement
of a tray will cause them to stick. R%

The hardware used in the construction of catalog trays is expensive.
If large size label holders can be afforded, thédeltering on the outside of
the trays can be made clear and bold. Slo iig label holders can be used

to advantage on the bottom rows of trays)so that the labels can be read
more easily. ' 2\

S 3
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SAMPLE OF A CATALGG CASE WITH LARGE LABEL HoLoe

If there must be economy in catalc?g cases, cheaper casesonf:a::a l::i::;d;if::
the official records. Some firms furnish fairly good c?:e: of standard st
but the trays are not equipped with angle I:'lo::kéa.tI :se o
lack would not be serious if the trays were for officia .
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‘/l. Specifications.—The most approved case is the unit case. This has
an interchangeable top and base which allows the blocking of several cases
together. By this method the capacity of the catalog can be e;:;panded in-
definitely. Each unit is made of six, eighteen, or more trays built for cards
measuring 7.5 by 12.5 cm., the standard size now used by all modern
libraries. The capacity of the trays depends upon the weight of card used.
The capacity should be 1500 light weight, 1100 medium weight, or 900
heavy weight cards per tray. “Medium” weight is the weight of the Library
of Congress printed card. The length of the tray varies, and that of codtse
affects the capacity; the standard depth now is 1784 inches. It 1s safe, Dow-
ever, to use these figures in estimating the space needed for storing a/new
catalog, : « \

The following specifications were published by the libiratian of the
University of Minnesota when the new library building 4%as under dis-
cussion, and may prove helpful to others who are f4céd with a similar

roblem: )
P N\

Card Cabinets. Alternative bids will be received fur‘:czlbinets in solid scctions of
60 or 72-drawer umnits or for sectional cabinets ob 12: 15, or 18-drawer units, with
detachable bases and tops. The dimensions of the completed unit in either case
should be approximately 60 inches high wi;ll'lgiinch base, 33 inches to 4214, inches
wide and 17 inches deep. Each drawer must be equipped with follower and rod
for Library of Congress cards (7.5 x 425 cm). All bids must state approximate
working capacity of each drawerdh. terms of medium and heavy stock cards.
(Samples of Library of Congreg;@ids showing size and stock are enclosed.) 60-tray
card cabinets for 7.5 x 12.5@ Catalog cards, or equivalent capacity.?

Small libraries can buy: a single unit case and add another unit when
the demand comesh\Builtin cases should generally be avoided,

2. Equipment,of trays—

Angle blegks.—Each standard tray has an angle block at the front to
allow carc}s.s'tb fall into a natural position when they are being turned.

Foﬂgw’ér blocks.—Follower blocks, of wood or steel, hold the cards in
‘placewhen the tray is not full, '

Rods—A metal rod passes through the front end of the tray and
through the perforation in each card, It prevents the dissarrangement
of cards and also their removal by any but library assistants. Some older
rods Jock with a key; others screw into the front of the tray, Each tray
should be cut low on the sides so that cards may be turned and read easily.

Label holders and labels.—~Brass label holders on the outside of each
tray are generally too small. If the case ig being built to order, 2 label

holder having an opening 314 x 1 inch is better than the smaller 174 x 14
inch size which is often used.

?F. K. Walter, “Library furniture specifications,” Library Journal, I, (February
1925), 165.
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. Many libraries mark each tray with a numbet and add the correspond-
ing number on the case above the tray. This is done to insure the return
of the trays to the right places and thus preserve their alphabetical order,
Colored markers or geometrical devices (as in the diagram on page 257)
may be used for each row of trays so that trays that are out of place may
be easily detected. One library has used printed celluloid buttons with
numbers in different colors for the same purpose.

Labels should be marked as clearly as possible. For large labels, one of
the most satisfactory methods is to use 2 typewriter equipped with, jarge
type. This gives a very clear label, large enough to be read at some dis-
tance. India ink is also very satisfactory and may be made to Jastby coating
the label with shellac after the ink has thoroughly dried. A\piece of ceilo-
phane slipped info the holder in front of the label ig “a‘great protection
from dirt. Incl_r_s'f}{e letters should be selected very ‘edrefully for the cap-
tion. They shouldgpver the alphabet and no gap(should be left anywhere.
For example: : ,

Cards in o tray L ¥ Label mark
Babbitt—RBanks PN Ba—Banks
Bannister—Bazaar | \J Bann—Bazaar
Beal—Bertrand N . Be—Bertrand
Begg' plays—Bible), Bes—Bible
Bi _jfgraphg%‘]}"dston Bibli—Boston

The following ex.ip'rg' from the annual report of the Cleveland Public
Library will show how the catalog department there worked out the prob-

i

Iem of labeling the'citalog trays.

By far the ]arge(f si"nglé_?piece of work undertaken by this Departmeny in prepara-
tion for thesnew building has been the making of the labels for all the catalogs,
shelf listg,’vr;jtc. During Febiuary the contents of the cases were divided by markers
to show 'where the shifting would come, and the lettering for the drawer labels
was ﬂ}awn off on sheets to correspond with the divisions indicated. The Library
B‘liai‘éa;u supplied cut stack for the labels and a special heavy-faced Rovyal type-
{yiter was used in printing them. The labels were then pasted on scrap sheets of
shellac were applied—the first, turpentine shellac 1o
and the second, alcohot shellac to give a hard coat.
By using shifts to keep the typewriter going ten hours a day, and by putting sev-
er):;l assiitants from tirl:w to épme on the pasting and shellack.ing, sometl_ung over
10,000 labels were made in six weeks. According to a roug.h estimate the time spent
on the labels amounted to about 650 hours, or the time of one assistant for

fifteen and a half weeks?

Labels on official files are as important as th?se.on 'ﬁles for‘the public
A catalog poorly labeled, or not labeled at all, is indicative of shiftless work

heavy paper and two coats of
set the ink and to act as a filler,

8 Cleveland Public Library. dnnual report, LVI-LVI (1924-25), 102.
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3. Location of the public catalog.—Some large libraries have a public
catalog room where the cards for books belonging to the complete library
syster are filed. Others divide the catalogs, placing in the reference or
some other room a complese catalog of the whole collection and Jimit-
ing the catalog in the open shelf or circulating room to the circulating
books. The juvenile catalog, in cases low enough for children to consuli,
should be located in the children's room.

The space available, of course, determines the arrangement of the cata-
log cases. The alcove plan, which relieves congestion, gives an ajsle
between cases where tables can be placed for holding trays when\in
use, and is perhaps the most compact arrangement. Each case shéuld be
plainly marked to show what letters are included in each alcoye,"A large
lettered placard on the end of each case will direct the read@r to the part
of the alphabet he wants to find, Single index letters agdnfervals on the
top of each case are also helpful in locaiing parts of ¢he alphabet, White
ename] letters can be scen at a distance.

Cases are usually supplied with slides o holﬁl ‘trays that are being
consulted at the catalog. Many libraries sup]a.ly cork-covered tables ac
which readers can sit or stand while they examme a tray,

IIL. Catalpg Cards

Library of Congress cards set ééiisfactory standards for card stock.
Typed or multigraphed cards should be approximately of the same qual-
ity. Only good stock should. be used for the public and official catalogs
and for the shelf list, bug a\cheaper grade can be used for “in process” rec-
ords, lists of subject headings, authority lists, etc. No cards should be used
for ordinary purposes that are not of international size, 7.5 by 12.5 cm.

Uniess the stock 1s geod, cards that are constantly handled will fray at
the edges, break @t the corners, and soil easily. Cards of poor quality be-
come rough-yiten erasures are made and blur when ink is used on them,

Ia tough Stock is not used, the cost of replacing worn and soiled cards
will be high

Garits must be accurately and uniformly punched so that rods can
slide through them easily. Unruled cards should be used both for typing
and for duplicating.

Used cards are worth saving so that their backs can be used for a
variety of purposes. Care should be taken to cancel all waste stock either
by lining out the entry or by clipping one corner.

IV. Guide Cards

These cards, as the name implies, serve as guides to the reader as he
consults a catalog tray. Each guide card has a tab which projects above
the level of the catalog cards. The tabs should be so arranged that one
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guide card does nf)t obscure another. The index entry is typed or printed
on these tabs, Various styles of tab, made of metal, cardboard, or cetluloid,
hav.e been put on the market. A “tilted” or “angle” tab guide card is also
available. "This type is successful if used with discretion and not oo exten-
sively. It is expensive. A simple guide card of bristol board is probably
as satisfactory for ordinary purposes as any of the more elaborate ones,
When these guide cards have been lettered the tab should be covered with
cellophane,

Printed guide cards can be used to a certain cxtent. They can be\pur-
chased with a variety of lettering, from a set marked simply: 4 10 Z.to an
elaborate set with subject headings taken from standard Hses; \J)\

1. Lettering guide cards.—Guide cards should be u;ed:\generously.
Not more than a hundred cards should go unguided unless'the file is on
one topic, afid £ven then a designation of subdivisioa\zsfjs helpful.

Guides can make or mar a catalog according tovhe‘intelligence used in
choosing the index entries for them. It is a_mbst difficult thing to do
well, and there are few rules to help the cataloger in working out the
right entries. If a complete word is usedithe reader usually expects to
find only cards bearing that word behihfd the guide and, therefore, misses
the cards beyond; and if letter comb@hations are used, some few cards are
certain to be lost because all.gannot be included. Probably the best
method is to use both words\and combinations of letters. For example,
a group of cards for Tennyson should have a guide card with the name
Tennyson on it, while offier guides in the same tray might read as follows:
Tent, Ter, Tes, Tex,\c\tc:

As cards are filéddin the catalog, the filer should pay attention to-the
guides. New f;ﬂtfié; will make some guides obsolete, while new guides
will be required to care for a new group of subjects.

£ %

AC
/ ".’f\ 371 \ f Teashing \
/ 370 \ / Education \

9. Guides for the shelf list and the classified catalog.—Class numbers

should be written on the guidé cards for the shelf list and the ciasstx}iies(:
catalog since these determine the arrangement of the cards. T(I: m::1 e ie:de
files more useful a double indexing method may be used empfo];: fdg:; d
cards with two tahs each. The class numbers can go o the left ha X
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while the names of the subjects they represent can go on the right
“hand tabs.

Colored guide cards may be used for the subdivisions of subjects. They
are also useful in official files to call the attention of assistants to special
rulings. For example, they may be used in the shelf list to convey informa-
tion about special methods for assigning book numbers.

8. Information guide cards.—A standard guide card may be used to
explain the use of the catalog. The caption on the tab reads: “How to use
this catalog.” Below are printed concise directions for finding authors,
titles, and subjects in the catalog. By filing ene of, these guides jn, each
tray, the rules are always before the user of the catalog. It may, e placed
at the beginning or end of the tray or be inserted in the middie. These
cards may be purchased from a library-supply house or mdy Be typed or
muitigraphed by the local library. KA

4. Reference guides.— The reference guide is usédto cail attention to
the vertical file, picture file, trade catalogs, lantem\p]ides, etc, The trade
name for them is “collateral reference guide.” \ £

X 3
NN

V. Miscellaneous E(iuipment

1. Book trucks.—Catalogers shouldshave an adequate supply of book
trucks. These should be well builty “quiet, and properly balanced. Book
trucks are provided to move material from one place to another. They
should not be allowed to stalid' by a cataloger’s desk to provide extra
shelf space, \a

2. Eleciric eraser.A cataiog department should have an electric
eraser it many changehive to be made on catalog cards.

. Filing chair.2In some libraries a special filing chair is provided
for the filers, Gotftinuous filing may become fatiguing, and any conven-
ience that will\allow assistants to work in comfort should be adopted. A
filing chairds'a chair mounted on a Yight platform, the platform being on
wheels, A'small table is usually mounted on the platform also. While still
seatéd, Ehg filer can easily move the chajr along by pushing against the
catalog case.

4. Stools.—Light stools should be available for those who mneed to
work at the card catalog for more than a brief interval.

~ & Rubber stamps.—Rubber stamps save time and effort, and can be
used by clerical assistants, thus saving revision,

/6. Desk arid other supplies.—Gatalogers’ desks shou
the cards, - printed forms, rubber Stamps, etc., which the department uses.

Steel erasers, white ink, shellac, manila rope, and tape are some of the
regular supplies needed in a catalog department. An electric stylus for
lettering the books has been used with Success in many libraries. The

d be supplied with
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catalog department should keep on file the latest catalogs of library
supply houses,
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Some Prii;'ﬁcal' Questions
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2. What arguments wou{d}ou use in asking for a standard, well-built catalog case

for the public cata@?”’
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APPENDIX ONE

How to Compute the Cost of Classifying and
Cataloging Twenty Thousand Volumes

It is assumed that a collection is being prepared for a new public library
not yet opened. The assistants have no other dutics except those implied
here, It will be noted from the title of this Appendix that the only purpose
is to show hoiv costs may be computed. Some of the figures used are téugh
estimates only, M\

In twenty thousand volumes we shall assume that there are 14; 300 tltles
Of these, 25% are hiction and 75% nonfiction. Library of Gongrcss cards
are not available for 5% of the titles; therefore, local unig ‘cards must be
made for them, Reference cards are required for 7% of.all‘the titles.

Three cards are allowed for each fiction title, mcludmg one card for the
shell list. Four cards are allowed for each nonﬁcQOIl title, including one
card for the shelf list. R

I. Numeer anp CosT OF Cmim} ANp GUIDES

Kinds of Cards m]:;:i“atn Con | Lotal
{a) Local unit cards N !
Typed catalog cards {no L. C. cards| -
available) \
5% of 14,300 =715 titl qmrmg
typed cards ) K
259 fiction 1703 537
75% nonfiction 353'6 x4 2144 | 2,681
Reference cards N7 —_
7% of 14, 300 \ 1,001 | 4000 @ $4.00 per M ({al-
\ ) : lows for 318 ‘waste cards)| $16.00
(8 L. C. canf,f 13,585 available 13,585 first cards
AN @ 25¢c...... %339.625
287 fiction  3,396x3 10,188 3,396 % 2= 6,792 fiction
} second cards
75%, non- 10,189 x 3 =30,567 non-
fiction 10,189 x4 40,756 | 50,944 fiction second cards
37,359
54,626 '
Total
cardsin | Total second cards
catalog @ 15c...... $560.385 | 900.01
{2) Guide cards
546 guide cards {counting one $7.75 per M 7.75
guide for cach hundred catalog
cards) { $923.76
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II. Capracrty aNp Cost oF CATALOG CASES
List Price of Cases! Capacity - Number Required Total Cost
Catalng Shelf List Cosing | Shef Lint
40,729 cards | 14,443 cards
to be filed | to be filed
{incl. 1,001 | {incl. 143
ref. cards guides)

and 403

guides) O
1 I5-tray unit 18,750 | 3 (capacity 1 $149.25 | $49,75

$49.75 L. B. #93515 | cards 56,250) 4N
1 top $7.25 L. B, #90715 1 1 T.25NN 725
1 base (26 in.) s M
$15.50 L. B. #90895 1 1 {1560 [ 15.50
1 sliding reference shelf LD
$11.00 L. B, #9855 1 \...,\" 11.00
Note.—Unit cases of 15 trays \;

each are placed one on top of \ $183.50 | $72.50
another so that only one top, "\\'
one base, and one sliding shelf] '\{. Total $256.00
are necded, 1

Prices and numbers refer to the Library Burqaix’a’i%i catalog of library supplies,
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III. Sararies anp TIME?
Worked out by time and duties
Computation based on 42 hours per week; 4 weeks per month
FPrr Fer
Staif Per | Per | Week | Month Time Regquired Salary Yotal
Hour| Dey |(6 da.}|{20 da.) per mo Cost
i. Cataloger 150
a} Titles classified N\
and cataloged 35 210 840 | {for 14,300
: titles) 17 mo. L {([82;550.00
b)Y Cards filed 250 (for 54,626 PANKE
) cards) \.
218.4 hrs. N
or 1.3 ma 195.00
¢) L. C. cards ~.’\§
(titles) ordered| 25 1,050}4,200 | (for 313,585)°.3.2 mo. 480100
{100 titles in
3 hrs. 50 min.) .\\:
d) Cards revised ¢ 1 mo. 150.00
1.25 min. per N
typed card A\
.14 min. per
. printed card| 426 ,.,’:
e} L. C. cards R
checked one Y
day per =T
month {$5.77) A 8 mo. 120.00
i..‘\ —
L Total for
\ "\ cataloger 23,3 mo, $3,495.00
2, Tm’ﬂ_ \ $100
) Unit cards ty’{ci 1,617;6,468 | (for 2,681
. $4 cards} 1.7 weeks
&) Hca.dmgK(]'_}.’C.
cardgh \" 700]4,200 (for 50,944
oy card. 121 k.
€) 'ryemgreference ) weers
A\GRrds 500 {for 1,001
\ 4 cards) 3 weeks
Total for
typist  14.1 weeks
or 3.5 me, 35,00
$3,845.00

*The figures given here cannot be accepted as
library already functioning will at once realize
worked out here, are lower than these Hems ¢
new records must be constantly correlated.

applying to all types of cataloging. The
that both the time and cost figures, as
an possibly be in a library where old and
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Summary of Cost

Stock for cards and guides . . . . . . . 92376
Catalog cases . . . . . , , . ., e e e e W 28600
Salaries S T . 884500

4.76
Costperdtle . . . . . ., . . ., ., . ., ., ... $ 085
Cest per volume . . . . . . . . . ., ., . ... 0251

N



APPENDIX TWO

Comparative Output of Cataloging in a

Public and University Library

More duplicate copies of books are acquired by public than by college and
university libraries. Adding extra copies thus becomes a feature of the
work in the catalog department of a public library, whereas in a college or
university library the emphasis is on cataloging titles new to the ‘Hbrary,
Since clerical assistants can be made responsible for most of the goutine of
adding second copies, the proportion of clerical to professiopral aSsistants

will naturally be higher in the public-library catalog depglr,k.gﬁ’ent.

The following table, made to fit libraries of a hundrgd thousand vol-
‘umes, shows how the work may differ in the two types.of catalog depart-

ment.
VOLUMES PunLic Linrary ,xi\\'
Central 67,0008~
A branch 12,600,
Distribution of volumes< B branch 8,000
C branch +38,000

Extension wotlfz' *5,000

~

604 w " 60,000
Added copies {CentraL 27,000
Branches 33,000
New titles 409?;2\ 40,000
ANNUAL ADDITIONS \\ -
Volumes A\ 12,000
Added copies N/ 7.200
New titles b\ 4,800
QurruT OF Vowuitb; W
per O
vear N 12,000
Month.{26 days) 1,000
. Da}g\.. 3848
OurPuror ‘TITLES
}%‘ 3
Year 4 860
Month {26 days) .200
Day 1539
STAFF REQUIRED
Catalogers 2
Clerical assistants 2
Typists i

UNIVERSITY LIBRARY

%

93¢,

100,000

7,000

95,000

12,000
840
11,160

12,000
1,000
38.46

11,160
922
8546

4
3
2
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Index.

Abbreviated catalog card, 225

Abridged Decimal classification, 61

Abridged editon, defined, I8

Accessions, bulletins of, [02

Acquisition department, relation with
catalog department, 237

Adaptations, 18

Adapting L. C. cards, 221

Added copies, 199 £

Added ediiions, 198-99, 201

Added entry cards, 214

Added entry for title, 128

Administration, effect of L. C. cards
on, 212

Administration of catalog department,
233 ff

Administrative aspects of filing, 177-79

Administrator and catalogers, 112

Alphabeting cards, 171 £ A Y

Alternative title, 16

AL.A. list of subject headings, 157

A.L.A. catalog rules; author and title
entries, 109

AL A, rules for filing ‘ca?alog cardy,
171 \'\ -

Analytic cards from, L.NC., 214-15

Analytical entriesiin/classified catalog,
184 N\%

ﬁalyticals, subject analytics, 153

nnotaf&oﬁs‘,bn Wilson catalog cards,
219 AN
Annuals checking card, 204
A).}thfnous classics, entry for, 126

(Anenymous works, entry for, 126

Architecture, type study in classifica-
tion, 55 ff

Arringement in classified catalog, 181;
in dictionary catalog, 171; in shelf
list, 96; see alse Filing

Arrangement of books on shelves, 34;
see also Classification .

Arrangement of catalog cards, in classi-
fied catalag, 181; in dictionary cata-
log, 171; in shelf list, 96; see also
Filing

Arrangement on shefves (author), $4;
see also Classification

Assistants, clerical, 241; exchange of,
237; ratio of, 240; see-also Personnel,
230

Author, assumed name of, 120{ to
rate body, 123 fI, 181; dehnied, 16;
filing personal names,(195% form of
name, 15, 12] ; go¥érAment as au-
thor, 124-126; name H‘eferences, 122;
name (author).6n L. C. cards, 127;
nationality of{in classification, 58;
noblemen{Tist of entries, 130; person
as authen."12]; pseudo authorship,
122; Secieties and institutions as au-
ti ’r.\_123 ff; works of author, 175

Adithor and title catalog, 118

(Author arrangement, in literature, 58;

" in dictionary catalog, 175; on sheives,
54

Author card described, 104

Author catalog, 118 ff; author entry,
119 ff; author notation, 86 fi

Author entry, 119 ff; for anonymous
books, 126; on L. C. cards, 221; unit
card, 105 f

Author’s personal name, established,
118 f; English vs vernacular form of
name, 122; filing of, 171 ff; list of
correct form of names, 130; refer
ences for names, 122

Authorship determined, 118 ff

Belles-lettres, arrangement on shelves, 4

Bible, arrangement of entries, 175; en-
tries for dictionary catalog, 126; for
classified catalog, 185

Bibliographies {at end of chapters)

Binder’s title defined, 14

Biography, book numbers for, 92:94:
in the classified catalog, subject
headings for, 146

Blind, clag:ﬁﬁcation of books for, 42

Book catalog, 102; of L. C. cards, 218

Book numbers, 86 f in Library of
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Congress, 94; special schemes for, 93

Book technique, 8

Book trucks, 262

Bookcards, as withdrawal record, 207

Books, classification of, 31 ff: catalog-
ing, 118 ff; covering two subjects, 5;
grouping of, 31 f; in foreign lan-
guages, 42, 56 ff, 59; locating books
in process, 190; marking with call
number, 196; reading a book tech-
nically, 12 ff; routing for cataloging,
189 F; statistics of, 248; study of by
cataloger, 2; transferred books, 206

Bulletins of accessions, 102 '

Call numbers, 90

Card cases, specifications for, 258 -

Card Division of L. C.,, 211

Cards demonstrated in this text:
Catalog card, for microfilms, 230;
edition notification card, 202; hold-
ings card, 204-05; L.C. cards, 103,
215; Jocal unit card, 226; series card,
216; shelf card for added copies, 201;
skeleton catalog card, 28

Catalog, author and title, 118 ff; based
on principles, 106; division of, 143,

179; form of, 101; function, {100;
principles of, 106; searching Jnew
titles in, 194; size, 111; su})p\}ements
classification, 40, 101; sedelso Classi-
fied catalog, 181 F; g;ﬁ::::d catalog,
243; Union catalog{ 2

Catalog, classified,’see Classified cata-
log, 181 £ &) .

Catalog, depository, see Deposi
catal%g, 21%0 i postion

CGatalog, ("dictionary, see Dictionary
catalog, 136 &

Caztzlsog, Official, see Official catalog,

Catalog, searching new titles in, 194

Catalog cards, abbreviated .card, 295;
cost of, 265; cut of L. C, Card, 215;
duplication .of, 226; explained, 104;
in book form, 218; L. C, cards, 103,
210 fI; local unit card, 228 & micro.
films, catalog card for, 299; mimeo.
graphed cards, 227; model card of
L. C, 215 multigraphed, 227; notes
on cards, 236; quality of, 260; size of,

Index

260; skeleton card, 28; typed cards,
227; uniformity in, 106; unit card,
105 f, 223; Wilson cards, 219

Catalog cases, 257 ff; capacity and costs,
265; specifications for, 258

Catalog codes, 109 ff; for dictionary.
catalog, 110; for classified catalog,
186

Catalog department, administration,
233 ff; chief of, 240; furniture for,
256; list of duties, 246; organization,
233 & policies, 236; quarteps, 255;
relations with other depdrtments,
237; routine of, 246; yo;ﬁing new
books, 189; staff, 239 H.250

Catalog Tooms and quafters, 23b

Catalog terms defined, 113 ff

Catalog trays, 25%\anarking, 259 :

Catalogers, an%ual report of chief, 247;
attitiede, 22236, 250; chief cataloger,
236; compensations, 10; duties, 246;
languégé requirements, 241; quarters
fglj, 255 ff; reference library for, 247;
elation to administrator, 112; rela-

~Jtion to other departments, 257; tech-
% nician, 106

" Cataloging, author and title entries,

118 ff; centralized, 243; codes, 10%;
definitions, 113-15; descriptive, 195;
economies in, 250; cost figures, 264,
268; juvenile books, 22%; microfilms,
230; output of, 268; procedure, 235,
246; purpose of, 2; revision, 19%;
routine of, 192 ff; routing books for,
189; scope of, 6; selective cataloging,
244; simplification of, 224, 244; tech-
nique of, 7 ff; terms defined, 113-15;
uniformity in, 27

Cataloging and classification, separa-
tion of, 245

Catalogs, arrangement of cards, 171 ff;
classified, 181 ff; depository, 218; dic-
tionary, 118 ff; duplication of, 244;
for children, 243; form of, 101 ff; in

. book form, 102; interpretation of, 9;
suggested catalogs, 244; types of,
108, 243

Centralized cataloging, 248

Changed title, 16

Chief cataloger, 236, 289-40

Children’s books, sze Juvenile books
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Chronological arrangement in catalog,
175

Circulation department, catalogers re-

lation with, 238

Classification, 81 ff; adaptability of
books, 83; architecture as type study,
55 ff; close vs broad, 39; Gatter sy
tem, 68 ff; Decimal system, 48 ff; de
fined, 83; fiction in, 59; flexibility of,
36; Library of Congress system, 70 ff;
nationality of author factor in, 34;
points to study, 60; policies of, 35;
schedule analyzed, 44 ff; shelf List as
aid, 95; symbols on Wilson cards,
219; terms defined, 36; type study of,
55 i .

Classification, correlated with subject
headings, 138

Classification and cataloging routine,
192; separation of, 245

Classification of books, see Books, classi-
cation of

Classification of books in foreign lan-

guages, 59
Classification routine, 192 f
Classification schedules, 44 £ ¢
Classification system to adopt, 2423%
Classification technique, § :
Classified catalog, 181 E:’dz}ﬁned, 108
Clerical assistants deﬁ@iﬂg; duties,
197, 246 Y
Close vs broad classification, 39
Codes for catalpging, 109 f; for filing
cards, 171 N\
Collation, 24,°104; for rare books, 25;
on L. rds, 228
Collections, author of, 16; subject
heading for, 149
/Commentaries, book numbers for, g2
Compensations of the cataloger, 10
Content of catalog card, 103
Contents, table of, 22
Continnations, 208
Copies added, 199 {f
Copies vs editions, 19, 202
Copy slip, 193
Copying processes, milcroﬁlm, 229
Copyright date, 19, 2
Copr;rite entry, 128 ff; authority card
for, 127; on L. C. cards, 127, 222
Cost of cataloging, 264 fl; of catalog

<N
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cases, 265; of duplicating cards, 229;
of typed cards, 227; of L. C. va multi-
graphed cards, 229

Costs, and economies, 248 ff; comptrta-
tion of, 264 ff

County Iibraries, centralized catalog-
ing for, 248

Cover title, defined, 13

Criticism, literary, book numbers for,
92; classification of, 58; in dictionary
catalog, 146 Q)

Cross references, see References

Cumulative book catalogs, 102\

Cutter, C, A., Expansive“classification,
68 ff; Rules for a dictionary catalog,
155 NG

~Q< ,.. '

Date of publiestion, 20

Decimal «classification, 48 ff; abridged
edition, 61; adapting to library, 63;
editions, 61; index, 54; mnemonics,

83y notation, 52; summary tables,
48 ff; variations in classes, 56

““Decimal classification numbers, in

Sears’ List of subject headings, 64;
on L. C. cards, 62; on Wilson cards,
219

Decimal classification section at Library
.of Congress, 63

Dedication, defined, 21

Definitions of cataloging terms, 118;
list of, 113 f; of personnel, 239

Departmental libraries, records for,
200

Departmental relations, 237

Depository catalog of Library of Con-
gress, 218

Descriptive cataloging, 195

Desk supplies, 262

Dewey, Melvil, . Classification system,
see Decimal classification

Dexigraph, 222

Diagrams, in collation, 26

Dictionary catalog, 136 £, 171 f; ar-
rangement, 171, 179; blog-ra.phy in,
146; defined, 118; fiction in, 149;
filing into, 171 ff; size of, 111

Division of catalog, 113, 179

Documents, Government, s¢e Govern-
ment documents
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Dramatizations, 18
Dummies, 93
Duplicating cards, 226 I

Economies, and costs, 248 ff; list of, 250
Economies in cataloging, 112; in proce-
dure, 196; in subject headings, 249
Edition, 17 ff; added edition, 198, 201;
author’s edition, 19; bock numbers
for, 91; expurgated, 18; form cards
for, 202; illustrated, 19; new, 202;
on L. C. cards, 222; vs copies, 19, 202

Electric eraser, 262 ’

Eliminations from the catalog, 111

Encyclopedias, entries for, 127

English vs vernacular form of author
name, 122

Epics, entry for, 127

Epitomnes, 18

Equipment, 255 ff

Essays, classification, 58; form division,
58

Expansion of the catalog, 178

Expansive classification (Cutter), 68

Expurgated edition, 18

™

~

Facsimiles in collation, 26

Fiction, classification of, 59%; ddte ‘of
publication, 20; entries jn, c1a551ﬁed
catalog, 185; in dictionaty catalog,
149; routine for acquisition, 181;
routine for catalaging,“191; Wilson
cards for, 192 )

Filers, 178 "

Filing, 171 ff«;\a,drmmstrauve aspecr.s
177; authofs” names, 175; in dic-
tmnary.'catalog, 172; place names,
176; feyision of, 178; rules for, 171;
uniformity in, 179; see also Arrange-
ment

Filing chair, 262

Films, see Microfilms

Fixed location defined, 56

Flexible classification defined, 36

Folio editions, 19

Foreign catalog codes, 110

Foreign languages, classification of
beoks in, 56-60; subject headings for
languages, 149

Foreword, value to the cataloger, 21

Form cards, see Cards demonstrated

Index

Form divisions, defined, 50; in D. G.
classification, 50; in L. C. classifica-
tion, 75, 78 &

Form entries in dictionary catalog,
148 ff

French authors, 17

French edition of Decimal classifica-
tion, 62

Function of the catalog, 100

Furniture for catalog department, 2\56

Gatherings, defined, 24 \

Geographical divisions in L (O tlassi-
fication, 78

Geographical names, 128;) ,ﬁlmg of, 176

German code of catalog'rules, 111

Gifts, routine for,, 1‘92'

Government dof:urhents, author en-
tries, 124 ff\catalog entries estab-
lished, 126‘;\\1311 of catalog entries, 126

Greek au‘shors in L. C. classification,
TIAWV

Group-arrangement in filing, 177

Giouping of books, 31 ff

~JGuide cards, 260 &
s Guide slips, or process slips, 193

Guides for choice of subject headings,
155 ff

Half title defined, 14

Hanson, J. C. M., Comparative study
of cataloging rules, 111

History and criticism in literature, 58

History class in L. C. classification, 75 ff

Hitchler, Theresa, Cataloging for small
Libraries, 110

Holdings, defined, 203; cards for check-
ing, 204

Illustrated editions, 19

Illustrations, value of, 26

Impring, defined, 19; on L. C. cards,
223; on local unit card, 224

Index to Decimal classification, 54

Indexes, cataloging of, 203

Information cards of L. C., 127

Information guide cards, 262

Institut International de Bibliographie.
Classification décimale, 62

Institutions, calalog entries for, 124;
types of entries listed, 131



Index

Instruction in use of the catalog, 9

Insurance record is the shelf list, 96

Interdepartmental relations, 237

International Federation for Documen-
tation, 62

Interpretation of books, 1

Inventory record, 95

Juvenile books, cataloging, 228, 224;
classification, 42; dictionary catalog,
244; location marks for, 93 :

Kings, entries for, 122

Koran, entry for, 126

Labels on catalog cases, 257

Language books in L. C. classification,
77 '

Language requirements for catalogers,
241 :

Language subject headings, 149

Language tables in D. C. classification,
60 -

Lettering books, 196

Lettering guide cards, 261 R\

Library of Congress book numbers, 94
Library of Congress Card Divﬁ;ﬂ, 211
Library of Congress. catalog tards, 210
ff: adapting, 221; Sadministrative
questions, 212; analytic cards, 215;
author entry, 2217 book catalog of,
918; card numbers; 213; changes on
for Jocal libfasy, 221; checking re-
ceipt of,\213} class numbers on, 82
corporafé\éntry on, 222: D. C. num-
bers_on,” 62; deleting details from,
2487depository catalog of, 218; edi-
tfqﬁ' on cards, 222; fiction cards, 222;
government dacuments cards, 125;
imprint on, 223; information cards,
127; model card illustrated, 215;
name card, 127; notes on, 223 or-
dering, 212; preparing for the cata-
log, 214; proofsheets of, 218 refer-
ence cards, 216; unit card, 105; use
of cards, 212 f; versus multigraphed
cards, 229 .
Library of Congress classification, 70
ff; aids in use of, 83; explained, 7? if;
form divisions, 76, 78 #; notation,

A
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77; survey of History and Literature
classes, 75 ff

Library of Congress shelf list, 98

Library of Congress subject headings,
157 ff; list of L. C. headings dted,
137 (footnote) )

Lighting facilities for catalogers, 256

Literary criticism in D. C. classification,
58

Literature, in D. C, cla&siﬁcation..gg
in L. C. classification, 77; &ubj
headings for, 148 A\

Literature tables in D. C, c!g%sl'ﬁc‘ation.
60 Q

Local unit card, 225 ff.}

Location marks for/hooks, 93

N\

Main card, 214V

Manifolding \uhit cards, 226

Maps, i gﬁlation, 26

Masking books for the shelves, 196
Matied women, form of name, 122
JMethanical processes, 189 ff

“Microfilms, cataloging, 229; model card

for, 250
Mimeographed cards, 227
Mixed notation defined, 45
Model cards, see Cards demonstrated
Monograph series, defined, 14
Multigraphed cards, 227; versus L. C.
cards, 229

Name entries, authority file, 127; estab-
lishing entry, 121; name of author,
15, 121

Name references, 122 )

Names, changed names, 122; fling,
176; vernacular form, 122

Narmes, personal, se¢ Personal names

New edition, 202

New subject headings, 148

New titles in catalog department, 190

Noblemen, éntries for, 122; names
listed, 180 . 101, 198

Nonfiction, routine of, 191, o

Notation, defined, 44 fi in Decimal
classification, 52; in L. C. dlasifica-
tion, 77; memory feature, 53

Notes, for microfilms, 230; on catalog
cards, 104, 225; on L. C. cards, 223
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Novels, see Fiction
Numbers, for ordering L. C. cards, 213
Numerals, arrangement, 177

Official catalog, 245; defined, 15, 108

Officizl records for subject headings,
162

Order numbers for L. C. cards, 213

Ordering L. G, cards, 212 £

Organization of catalog department,
233 f

Oversize books, shelving of, 27

Pagination defined, 25

Pamphlets, routine for, 192

Periodicals, entries for, 127, see also
Continuations, Serials

Personal names, arrangement in dic-
tionary catalog, 175; authority file,
127; establishing entries, 121; list of
examples, 130 &

Personnel, 239 ff

Persons as authors, 121 _

Philology (400) in Decimal classifica-
tion, 56

Photographs in books, 26

Photostat copies of cards in L, C, umon
cataiog, 211

Place names, 128; filing of, 176" \

Place of publication, 19 %\~

Plans, in collation, 26 A\

Plates, in collation, 26

Portraits, in collation;” 26

Preface, value to’the cataloger, 21

Preliminaryldaves, defined, 25

Printed catdlog cards, Library of Con-
gress, 213 F; H. W. Wilson, 219; pre-
parifig for the catalog, 214

Process” slip, 193

Proféssional assistants, 240; defined,
259

Proofsheets of L. C. cards, 218

Proper names, study of, 5

Pseudonymous authors, 122

Public catalog, location of, 260

Public documents, see Government
documents

Public libraries, duties of cataloger,
246; output of, 268

Publication date, 20

Publisher defined, 20

Index

Publishers’ series, defined, 14
Pure notation, defined, 4%

Quarters for catalogers, 255 ff

Rare books, collation, 25

Reading a book technically, 12 ff

Recto, defined, 25

Reference cards, author, 122; general
information, 147; in classified cata-
log, 185; L. C. printed reféfence
cards, 216; reference guide \cards,
262; subject reference cards, /150 f

Reference department, cata‘logers rela-
tion with, 238 A

Reference library for‘catalogers, 247

References {cross{ felerence) defined,
114; in theNclissified catalog, 183;
in the dietionary catalog, 139, 150
ff; name\\re[erences, 122; see also
Refem{u:e cards

Regional subject headings, 189

Regiohal versus subject 'classification,

w41
g Relatwe location defined, 36

* Replacements, 199

Reports of the catalog department, 247

Revised editions, 18

Revisers, 247

Revision of cataloging, 195, 247; of
filing, 178

Rods in catalog trays, 258

Routine slip, 193

Routines, added copies, 199 ff; catalog-
ing, 189 ff; classification, 192; multi-
graphing cards, 228; planning and
assigning work, 242 ff

Rules for filing, 171

Running title, defined, 21

Rush books, 190

Russian books, classification, 59-60

Salary and time studies, 266

Sample cards; se¢ Cards demonstrated

Schedule of classification, analyzed,
44 ff

Sears, M. E. List of subject headings,
157, 168-64, 219

“See" and “See also’ references, see
References

Selective cataloging, 244



Index

Serials, handling of, 191; routine in
cataloging, 127, 203 ff; traveling card
for, 2038

Series cards, 216

Series entry, 205 .

Series title defined, 14

Sheaf form of catalog, 103 _

Shelf arrangement, Index of D. C. as
key to, 54

Shelf cards for added copies, 201

Shelf list, 94 ff;. aid in subject heading,
139; guide cards for, 261; in branch
libraries, 200; routine of shelflisting,
185; vs the classified catalog, 188

Shelving oversize books, 27

Signature defined, 24

Simplified cataloging, 244

Size (of books), 26

Size of the catalog, 111

Small libraries, catalog codes for, 110;
unit card for, 223

Societies, as author, 124; types of en-
tries, 131

Sovereigns, entries for, 122

Space allotted catalogers, 255

Special collections catalogs, 243 ¢

Specialization in cataloging, 245 3%

Staff, 230 ff, 250; duties of, 246 super-
vision of, 241; see also Catalogers

Staff manuals, 242 ¢ &N\

Statistics kept by catalg, \department,
237, 248; of book collections, 95

Student assistantsh 240

Subject analytics,\153

Subject arrangement on shelves, 34

Subject <a as illustrated by shelf
lise, 188"

Subject-cross references in dictionary

/‘tatalog, 150

Shbject entries, 136 f; defined, 142

Subject file to classified catalog, 181

Subject headings, 136 ff, 142 ff, 155 ff;
added to cards, 196; aids in choice
of, 155 #; A.L.A. List of, 157; ar‘ld
the shelf list, 139; arrangement i
the catalog, 176; biography headings,
146; checking printed  lists, 163;
choice of terms, 142; collections, 149;
conforming to printed list, 161; cor-
related with classification, 138; criti-
cism, 146; definition as part of head-
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ing, 145; definition of, 141; direct
subdivisions, 140; economies in, 249;
examples, 160; filing, 171 ff; for ju-
venile books, 166; form headings,
147; guides for selection, 163 ff; in-
direct subdivisions, 140; inverted
terms, 144; juvenile headings, 166;
language headings, 149; Library of
Congress headings, 157; literature
headings, 148; new headings, 166;
new terms, 147; official records~of,
162; on L. C. cards, 159, 162; om\Wil-
son cards, 219; regional, ,l'§9i, Sears
list of, 157 fF; selection from printed
lists, 160; simplification/of L. C.
headings, 162; special, subject lists,
140, 166; statisticgyof, 248; subdivi-
siong, 146 N\

Subject of a‘book’defined, 141

Subtitle defined, 15

Suppleméns, 202

Symbel§on L. C. cards, 104

Symbols on Wilson cards, 219

Syndetic catalag, 141

Table of contents, defined, 22; in

foreign books, 23

Tables, in collation, 26; in Decimal
classification, 48 ff; in L, C. classifi-
cation, 74 £

Technique, and the cataloger, 106;
peculiar to cataloging, 7, 12

Terms, defined, 113-15; for subject
headings, 148

Time studies, 266

Title, binder's title, 14; explanation
of, 1%; item on catalog card, 104;
modification of, 15; new to the li-
brary, 190; running title, 21

Title added entries, 128

Title and author catalog, 118 ff

Title entries, 118

Title page title, defined, 15

Titles, new in catalog department, 190;
vs subjects, 4

Tome, defined, 25

Transfer of books, 206

Translations, arrangement in the cata-
log, 175: book numbers for, 93;
classification of, 5%
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Traveling card for serials, 203

Type study: architecture, 55 ff
Typed cards, 226 ff; cost of, 227
Types and kinds of catalogs, 108, 244
Typing, output of typists, 266

Union catalogs, 244

Union shelf list, 97

“Unit card, 105 {f; adding headings, 196;
duplicating, 226; for series entry,
205; for small libraries, 228; illus-
trated, 108; L. C. unit card, 105; local
unit card, 223; manifolding, 226;
mimeographed, 227; multigraphed,
227; typed, 227; value of, 105

Unit catalog cases, 258

United States documents, see Govern-
ment documents

Universal decimal classification, 62

Index

University libraries, output of bocks,
268

Upkeep of the catalog, 111

Use of the catalog, instruction in, 9:
questions on, 10; rules for, 262

Vari-typer, 227

Vatican Code, 111

Vernacular form of name, 122
Verso, defined, 25

Volume, defined, 25 O

Want list, 97 R,
Wilson cards, 219; for fidtion, 192
Withdrawals, 206 ff
Working quarters, 255

‘& ¢

AN
Yearbooks, eftfies for, 127
Yiddish boKkj, classification of, 60
9.\

¢*{
)

N\ W



The American Library Association, established in 1876, is &n organi-
zation of libraries, librarians, library trustees and others interested in
the responsibilities of libraries in the educational, social and cultiiral
needs of society. It is affiliated with more than fifty other library asso-
ciations in this country and abroad. It works closely with many’or-

anizations concerned with education, recreation, rgsgai"éll, and
ia%blic service. Its activities are carried on by a head(iua}ters staff,
voluntary boards and committees, and by divisimﬁs,"'sections, and
round tables, all interested in various aspects OF types of library serv-
ice. Its program includes information and adyisory services, personnel
service, field work, annual and midwinter,chiferences, and the publi-
cation—not for profit—of numercus Br@fe!ssional beoks, pamphlets
and periodicals. \
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