'SUSAN GREY AKERS Ph D.

 PROFESSOR OF LIBRARY SCIENCE =* 0 ¢ ™
THE UNIVERSITY OF NORTH CAROLINA * -4 %" .~

i
;

o "';'\‘“_"'. U
ot \‘\\\{ i'f' L

THIRD EDITION, REWRITrEN

. -f's,'-
X b
«ad
W -
\

Ban.AnltnL J&lN
. RARE Bosnu.m

uOT RATRA, ARA
a7 maa 5-4}) v i '

L

\‘-"\._/ww“"" L]




(33

X
N
. ¢
O
R - %
N
bl PR
E \z‘:}
&

Fourith Pmntmg, 1851

Manufactared in the United States of Ammm

COPYRIGHT 1944 BY THE AMERICAN LIBRARY ASSOCIATION

i




L InTRODUCTION

I J"CLAgleICAT:ION. . .., I. T . .
(Tl Crorcr or SUBJECT HEADINGS RN
I Cuoick or PERSONAL NAMES. .
IV ANONYMOUS CLASSICS AND OraER
V  Nawmss or ORGANIZATIONS |
VI Mamw CATALOG CARDS. e
VII Abppep CATALOG CARDS \.
VIII CATALOGING SETS SER\@LS AND INDEPENDENT’* .
IX
X el
XI ARRANQ\MENT oF CARDS IN A CATALOG o
XII -RELATED Tomcs AND MISCELLANEOUS INFOR_N[ATI.ON 166

\V

AppENDIX | DEFINI’I‘IDNS aF TECH_N’ICAL TERMS . 176

APPENDIX. II A.BBREVIATIDNS. S .:_'._. : '.3 182 .

APPENDIX III Ams IN THE CATALOGING OF A SMALL

LIBRARY.'.’_. e EEERT 186 - -



‘The- 'catalog'.—'A'catan'g:i's.a:re'cord of the Books mahbrary It o |

answers such guestions as: What books have. you by Ellen Glasgou(’_-' -

Have you a copy of Blood, Sweat, and Tears? Have youwmaterialon. -
air conditioning? The catalog can also answer. questions- about the_-"

individual author or book, for instance: - What is the: most~ recent '

book in the library by Rachel Field?. Does Coffin’s Kenn\ebec include . oL

. a map? .Who published Miller’s White Cliffs? Besxdes\showmg What s
- anthors’ works are represented in-the library, whether or not the__'
library has books on a- given . subject,’ Wheth or not.the library. -

contains a particular book, whether or not a dertain book contains
maps, and so forth, the catalog may brmg Gut, portions of: books, for "
example, there may be a card for Winterseétin John Gasher’s Twenty_.-. S

Best Plays of the Modern American Theat‘re, and one for materlal on . ':, -
. Christmas in Schauffler’s Days'We! Celebrote. - B O N B
A given book is represented in the catalog under its. author, oo

title, and if honfiction—or in‘some libraries even if fiction—under o
the subject of ‘which it tredis.” To. 111ustrate ‘Wind, Sand, and Stars -
would have cards undepthe title; under the author, Saint- -Exupéry;
_and under the subject AERONAUTICS FLIGHTS. Books may also be - -

found under the mame of the sefjes if it is an Jmportant subject :

series, e.g., “Thé Rlvers of, Amenca 7. In addition- to the cards for '
specific books ere are reference cards’ referrmg the reader from" -

the form oi the author’s. name under Whlch he may look to the form'...: '
usedmtha’tcatalog,eg '_ ._ R .
Struther Jan, pseud . Bee -
~ Maxtone Graham, Joyce Anstruther : L T e
There are also -cards referrmg the reader frorn the term or terms -
under which he may. look for material on 4 subject to the term or
ferms used in the catalog for that subJect e. g '

: Amnoorzs, 'j_._'s_ee R L R S



SIMPLE LIBRARY CATALOGING

Purpose of this manual.—This book has a three-fold purpose:
(1) to give to the librarian of the @nall public, school, college, or;
special library who lacks -professional education and experience
under expert guidance the necessary directions for classifying and
“cataloging a collection of printed material, in order that it may be
made available; (2) to serve as a textbook for short elementary
courses in cataloging; (3) to serve as collateral reading in the early
stages of first-year cataloging courses. An effort has been made to
avoid many of the technical terms commonly used in describing
cataloging processes, to define such terms as are used, and to state
the necessary rules clearly, simply, and as briefly as possibla\ These
rules have been adapted from the authorities on cataloging, prima-
rily the A.L.A. Catalog Rules? O

Order of the chapters—There were three grm{ps:of users to be
considered in deciding upon the order in w ich to arrange the
chapters: (1) instructors of courses in catalogitig; (2) inexperienced
librarians with little or no training who stody this book alone and
follow it through in direct connection with their work; and (3) k-
brarians using the book as a catalogCode. The first group is the
most diverse and thus was considered least. Cataloging instructors,
like instructors in other subjects;yary widely in the order and the
method they follow in preser}tiiig topics. It is expected, therefore,
that they will use the material in whatever order best suits the
' requirements of their courses. The material has been arranged with
reference to the convenience of the seécond group especially and to

* some extent to that of the third. It is logical in bringing together
closely related topics; e.g., Chapter I treats of classification and
Chapter II, of sibject headings, two allied processes. Then follow
the chapters.fhich deal with the headings used as entries; and these
chapters it\turn are followed by the ones concerned with the actual

~ deseription of the book on the catalog card. At the end of the vol-
ume 4re chapters on the use of printed catalog cards, the arrange-
mient of the cards in the catalog, and other subjects not strictly

2

" cataloging but essential in the cataloging of a library.

Scope.—The_following paragraphs summarize the contents of
the chapters and indicate the changes made in this edition. The
larger number of changes are those made necessary by the use of
the AIL.A. Catalog Rules, preliminary American second edition,
~ 1A.L.A. Catalog Rules; Author and Title Entries; prepared by th
Code Revision Committee of the American Library Agsoagax';ion; );viﬂf t%itacloci%

laboration of a committee of the (British) Libr: Associati limin
American 2d ed.; Chicago: ALA, c131). Out ofa[g;nt. nen (pre' inid

n



INTRODUCTION - * . %

1941, instead of the AL AlC alog,-RuIes, 1908 as the ba51s for the -

cataloging rules. Othewch s are-those reqmred by the substitu- i}
tion of the new fourteenth edition of the Déwey Decimal Classifica- -
tion for the thirteenth edition, of the fourth edition of Sears’ List of
Subject Headings for the. third, and the availability of printed cata=:
log cards fromn the H. W. Wilson Company as well as from the Li-
brary of Congress. Recent books have been ‘substituted in many of -
the examples. An entirely new section on the process of withdraw- -
ing books from a library has been added to the last chapter,. There -

. are three changes in the order of chapters: placing the chapfér on .
subject headings next to the one on classification; putting the'chap-

ter on a simpler form of cataloging fiction after the chapters dealing
with the making of catalog cards; and placing the chapter on the
arrangement of cards in a catalog after the chapter én printed catas,
-log cards. The appendixes on ‘definitions of techtieal terms, abbre-_

viations, and references on catalogzng and aidg for the lzbrarlan have '
been thoroughly revised. :

- Chapter I defines and descrlbes classxﬁ&mon and d.lscusses book :
numbers.. Parts of this chapter have hegn rewritten to include illis- -
trations from the fourteenth edition of Dewey and to point out the .
value to the classifier of the Dewoy Decimal Classification numbers
in the fourth edition of Sears’ Lwt of Subject Headings. Chapter JI

.on subject headings has Jﬂustratlons from the fourth ethlon of
Sears’ List. = - & '

Chapters II1.V, treatlng&of personal names anonymous class1cs
and other title entries,”and names of organizations required the -
greatest number of ghanges in order to incorporate the rules from
the new edition’¢fthe A.L.A. Catalog Code. Chapter ITT includes a
short dlscussm‘_n of name authority . files, their value, and how to =
make. and Y{lamtam them. A sample authority. card for a personal
name is skown. Chapters IV and V show sample authority cards for.
anonymoﬁs classics and names of organizations. While this. type of -
file"is'not needed by all libraries, a' discussion of it is included. by
request It is recommended that the librarian who is.in doubt as to
the value of such a file, or who questions whether or not there will
be time to keep it up, ignore this section. '

Chapters VI and VII, respectively, deal with main catalog cards
and added catalog cards. They are in general the same as the cor-
responding chapters in the former editions, They were rewritten in
order to incorporate the new A.L.A. Catalog Rules and to substitute
more recent books in the examples. Similar . changes have been
made in Chapter VIII, in which the oatalogmg ‘of sets, serlals and -

-



a e : SIMPLE LIBRARY CATALOGING

o independent works. bound together js discussed. Chapter X on

- printed catalog cards has been enlaffed to®include information on
" the Wilson printed catalog cards for the books listed in the Wilson
- Standard Catalogs. Directions are given for ordering and adapting
‘these cards as well as the printed ones from the Library of Con-
gress. Chapter XI on the arrangement of the cards in a catalog has’
“some new illustrations and brief mention of the new A.L.A. Rules
for Filing Catalog Cards, especially its Appendix V, “Yist of the
Rules Recornmended to Small Libraries. Comprehensive Example.”
Chapter XII now gives brief information on acquisitiopof the
. books, weeding the book collection, mechanical processes,, accession-
ing, cataloging routine, marking the spines of books, withdrawals,
where to catalog, cataloging supplies, and catalog cabinets.
Appendixes I-III include, as in former editioits, definitions of
technical terms, a list of publishers to be used ithout place, abbre-
viations of words commonly used on catalog cards, and references
on cataloging. They have been revised to dgree with the definitions
in the A.L.A. Catalog Rules, preliminar§American second edition,
and the publishers’ abbreviations conipared with those in the “Di-
rectory of Publishers” in the Cumulative Book Index. The list of
references on cataloging has beerbrought up to date.
Acknowledgments.——-The,a{ithor wishes to state again her ap-
preciation of the assistance 0f\Miss Harriet E. Howe, Director of the
University of Denver School of Librarianship, and Miss Margaret
Mann, Associate Professor Emeritus of the Department of Library
Seience of the Uniyersity of Michigan, This aid was given specifi-
cally for the firgt'and second editions of this book, but much of it
' carries over infb this third edition. The author owes especial grati-
tude to Miss/Elizabeth H. Thompson, Head of the Catalog Depart-
ment of fhe’/University of North Carolina Library, for her con-

. structive criticism. To three former students in cataloging, Miss

Ma}gga';‘ef Allman, Miss Betty Elinor Gosnold, and Miss Elizabeth
- Tarver, thanks are due for their help in preparing this edition.
' Twenty-nine librarians who, as teachers of courses in cataloging
or as library organizers, know the cataloging difficulties of begin-
ners gave inestimable assistance through their careful and detailed
- answers to a questionnaire sent to them in the fall of 1941 The
“author also wishes to record the practical help that she has received
from her students during many vears in the teaching of cataloging.
- 'Chapel Hill, North Carolina i S.G. A
April, 1944 . 7 :
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CDeﬁmtmn. : “To class1fy books is’ to place them in- groups \each
group mcludlng, as nearly as may be, all the.books: treatmg of a

given sub;ect for instance, geology; or all the books, ons Whatever
subject, cast in a. particular form,.for instance,’ poetx:y, ot all the

books having to do w1th a partlcular penod of tunei\for 1ns1:ance, :
the Middle Ages Its purpose 1s to make\ books more C
available™ . e
Reasons for classﬂymg —»If a g1ven mis ellaneous 001190131011 Of- _
books is to be used with ease, it should be @afranged in. some way.
The books could be sorted and put on the shelves in- ‘alphabetical
order according to their authors or. tlties ‘A collection arranged in - -
that way would be many times m,ore useful than a collectmn with-

out any arrangement. Colle ctlons of books however are consulted L

more for material on a given Sub]ect than for any other purpose.
Readers like to have the bot{k\s on the same subJect together as they -
much prefér exammmg the books to: searchlng a hst or a catalog.

Dewey Decimal Classﬁcatxon scheme —If books are to be classi- .

fied by subject, some Scheme or system of clasmﬁcatmn should be
adopted. Melvil Dewey’s Decimal Classification?’is the one most ™

widely used in the United States, and it has béen: adopted by many- .
libraries in fore1gn countries. The A. T_}L, Gotalogs, the Booklist, the " : -

H.W, Wllson Company’s Ston!@jd, -Catalogs, and many other library :

pubheations use this classification system, It is published in.two -

forths, the full form and the ﬂ)ﬂkﬁe’g{’_@m For the general small .
-library the abridged edition is convenient in size, inexpensive, and

serves most purposes. The. full Decimal CIassaﬁcatzon however, is -
especially valuable: because of the index and if the cost is not pro- .

‘1Dana, J. C. A Iabmfy Primer (Boston L1brary Bureau, c1920) p 98,

Dewey, Melvil. Decimal Classification and Relativ Index (14th ed. Tev.
and enl; Lake Placid, N.¥.: Lake Placid Club, Forest Pr,, c1942. $12).- :

Dewey, Melvil. Decimal ‘Classificotion ‘and - Relativ Index (abr., 5th ed
rev.; Lake Placid, N.Y.:- Lake Placid Club, Forest Pr., c1936. $2.50).

’ Either ed1t10n may be oblained from Demco, Gaylord or the’ Ll.brary '
Bureau as well as from the Forest Press - ; :
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: hibifive, the majority of librarians will prefer it regardless of the
size of the collection to be classified.

or the special library or spe-
cial collection which needs the minute subdivisions in the subjects
represented the full Decimal Classification is decidedly better. _
This system is called the decitppl” system because each class
may be subdivided into fen divisions, each subdivision_into fen

" further ones, thié numbers being considered as decimals not consecu-

-

" {ive numbers. The ten maih.classes of the system are:

800 Useful arts

700 Fine arts ¢ \“

800 Literature .\

900 History (including Bidgvephy,
Description\and
travel)’ « W

000 General works
100 Philosophy
200 Religion

300 Social sciences
400 Philology

500 Pure science

Certain numbers are used for forrﬂ\,df{risiopé (i.e., to show in
what form the material is written, e.g., a dicﬁbnary) as follows:

g1 Philosophy Theory 07 Study and teaching

02 Compends, handbeoks, 08 Folygraphy Collections
ouflines e . Extracts

03 Dictionaries, cyclopedias A \09 History and general

D4 Essays, addresses, local treatment
lectures o2,
e
Or=p b

05 Periodicals
ganizations, associa-"»

806—History
902—An outline of history
700—YFine arts

06 Collective bodies:
~ tions, societies Q 703—A dictionary of fine arts

If a-nﬁécellaneou&i‘colleqtion of books is to be classified accord-

: ing to the deci?ha} system, the books will be grouped according to

their subject matfer, with, for instance, general books on all or many
subjects; e.g.sdn encyclopedia, in one group; philosophical books in
a second;\Bobks about religion in a third; and those about sociol-

ogy in andther. Thus, all the books on science will be brought to-
. .ge_the::; all the books on history, and so forth,

_ “MJ'he divisions of the science class, given below, show the prin-
ciple of subdivision: C

500 Pure science
510 Mathematics

550 Geology

560 Paleontology

570 Biology Anthropology
580 Botany

590 Zoology -

In'tirn the books on mathefnatics may be divided as follows:

510, Mathematics 512 Algebra
-7 a1l Arithmetic 513 Ge%metry



CLASSIFICATION

In science (500) typlcal form d1v151ons are

501 Phxlesophy, theory, K S 503 chtwnarles, cyclopedlas :
: utilities, etc. T 504 Essays, lectures, addresses
502 Compends outlines L L o

The books can then be arranged 50 that all the encycloped.tas _
on music will be together, a11 handbooks on engmeermg, aIl hlstones
of France. -

“How to classify -—The book Whlch is to. bek cl ﬁed should be.
carefully examined to see what\ttds about, whg.y e author’s pUur-
pose was in writing it, what class of‘f_gfﬁefs will ﬁnd it most useful. .
To .do this, read the title page, preface, all or part of the mﬁ%duc- :
tion, look over the table of contents (as this spreads outPefore the
examiner the skeleton of the book) and read parts of the book. 1tse1f -
Having determined to what class the book belongsiieg., history,
turn to the table for that class—in this case 900. Anexamination of .-
the table shows that 900 is divided according $0¢ p}ace and time. The -
first question that arises is: -“What country or section of a country
is the book about? Then, does it cover, the ‘entire hlstory of that .
country or section or only 2 spemﬁc pemod"? Of course, if it covers
the entire world from the creation to(the present time, it goes in the
general number for hlstory\a,t}g But if the book is limited to United
States history, it will go in973; ‘the figure 0 indieating that it is his-
© tory, 7 that it is limited geographically to North: ‘America, and 3
that it is further confined 0 t\ the United States. The 900 class, which
_ includes history, travel, a}td bmgraphy, is.a good.one with . which to
- begin the work of class:»ﬁcatmn Tt is readily determined whether or .
. not a book treats of lustory, travel, or biography; and if it is hlstory, _'
the country ands perxod of- tlme covered are clearly indicated. - .. _

If the bookls one of pute literature, the first deciding factor is ~
.. the natmnahty of the author; the second, the literary form, Thus .

Masefields'poems are put with other books of Enghsh 11terature and
_in they section for poetry, 821. A book on the theory of electricity °
would” go in the main class, science, the d1v1310n for physms, and the h
section on electricity, 537.° .. ' )
The figures are the symbol of the class € g 620 represents engl- )
neering and all general books on engineering would be so marked.
If a book is on a specific kind of engineering, the third figure changes
to show that fact, e.g., 621, mechanical engmeermg Havmg discov-
ered what .a book is about and its place in the classification scheme,
one puts the number representing that subjéct in the system (the
notation) in the book and on its cover so that aII books may be kept
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’ : ’ ' &
ether on the shelves in the order of their classes. .
N\ Clefieral rules for classifying—Sajyers® gives the following gen-
. eral rules for classifying: |
1. Classify a book first according to its subject, and then by the form in
" which the subject is presented, except in generalia and in pure litera-
. ture where form is paramount.
" 2 'In determining the subject consider the predominant tendency or
; obvious purpose of a book, and its author’s intention in writing it
i 3, When a book appears to belong equally to two places in the classifica-
tion make a decision ag to the one in which it is to go. .
4. When a book deals with two (or three) divisions of a subjec{;place it
‘in the one which appears to be the most important; ory'if -the parts
" seem of equal importance, in the one first treated. Wheri-more than
' “two (or three) divisions of the subject are dealt wjth}*;ilace the back
\/_ . in the general heading which contains all or the majority of them.

5. When a subject arises for which no place is '0>ided in the scheme
of classification, find the heading to which it{seéms to be most nearly
allied and make a place for it there, \

. Place a book in the most spectfic head ‘tli*sh:”will contain it.
., Avoid placings which are in the nature of criticism. Pros and cons of
any subject go together. O\
8. Index all decisions, or new headings, which are not already included
in the index to the scheme; that is to say, make your index exactly
. represent your practice. U
9. Finally (to repeat), place @3book where you think it will be most use-
ful; and always have g\r«eason Jor placing it there.

-1,

. To illustrate the (application of the first rule for classifying:
- Grove’s Dictionaryy, of Music and Musicians would be given the .
.. Dewey Decimal’ Classification number 780.3; 78 shows that it treats
.of music, 0.3 fhat it is in the form of a dictionary. Masefield's poems
“would be gl;v‘en the number 821, 8 showing that it is pure literature,
2 that itAs\by an Englishman, and 1 that it is poetry. The literary
. form herg determines its symbol, not the subject matter.
- ~Rules-number 3, 4, and 9 may be illustrated by a single group
ofN\books. Reptiles and Amphibians; an Hlustrated Natural History,
". as the title indicates, deals with reptiles and amphibians, repre-
-sented in the tables by iwo numbeérs, 597.6 Batrachia (Amphibia)

W

: " and 5931 Reptiles.* The Standard Catalog for High School Libraries

s sSayers, W. C. B. An Introduction to Lib i ; Lon-
don:etfsrafton, fl 93? ), p. 167-68. . "orary Classification (6th ed; Lon

N . %As one of the differences between the abridged and the unabridged

- editions of Dewey, note that the abridged edition gigves the number: E§7d§;d

~ 598.], adding .1 to 598 since the smaller libraries as a rule have more books

¢ -on birds, which are given fhe general number 598; while the unabridged

. edition gives 597.6 Batrachia, 588.1 Reptiles, and 598.2 Birds, '
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gives thls book the number 598 1 Reptﬂes “where it “will be -most’ -
useful,” thus deciding which headmg should prevail. In this connée-

tion it should be added that in the dictionary catalog there Wﬂl be_;ﬁ.
entries for this book under ‘both ‘subjeets, namely, BATRACHIA and:’

REPTILES, so that it can. be easﬂy found by readers des1r1ng matenal .
on either subject. - :

M. W, Jermgan 5 Amencaﬂ. Colomes, 1492 1750 covers two perl— B

ods of American hlstory accordmg to thedivisions in Dewey, 9731 }Z_;_ .j:_
the period of discovery and exploration; and 973.2, the- eolonial - -

period. The emphasis is on the colonial period, the earlier matgnal")’ -

being given as background for 1t ‘therefore it will be more useful". '

_and will be in accordance with the. emphasm -and purpose of the :_
author to place it in colonial hlstory, 973.2.) C
Occasmnally a book comes up for classﬂ’icatmn Wliich deals thh o

an entirely new subjeéct, one for which there 1s\no place in the
Dewey Decimal Classification table. Representatwe of such sub] ects

are the terms. air conditioning, broadcastm}g sulfanilariide; and'_",-::-
-~ many others, William Huil Stangles ﬂ.Ai? Condmonmg Primer,.

published by McGraw-Hill in 1940, and Frank A, Arnold’s Do Youi-'-'.

Want To Get into Radw‘? pubhshed by Stokes m the same’. year- :
- are illustrations.,

The fifth. abndged edltmn of the Dewey Demml Classzﬁcamon,--..' '.

11936, does not include the te air condztzonmg, bmadca.mng, radio -

broadeasting, and sulfam!d?mde in its index or tables. ‘The four-

teenth ed1t1on of the una\brldged Deway has the follomng entnes_
in the index: "~ .\ :

Brdadcastmg T e
\eﬂucatwnal meth St BIL38% o
. Vradio . ¢ - . 621.384193 .
_ s\\‘ advertizing '. T TR
RO\ stations radm Sl T 621.384164 .
"\f.“_" Rad.lo : o S N
W, o activities, amateur . B21.384194 :.
o administrative control .. 351817 .- L
.~ apparatus, external e
... city planmng SIS F % E A
- applications™ - - ¢ < 621.38419 ..
radmtelegraphy 6213844
radmtelephony Coo . 6203847 - L
- speeial - ... 6213841028 .
- * broadeasting adVer < 65914 . . - '
-broadcasts types of - . 621 3841938
business "\ -0 65, - e

censcrshlp of ST g o
pohtlcal sczence ..:-23 44.3 :
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Turning to the tables, one ﬁnds.‘;. ’

o's
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conirol by
_edlucational methods
electricity
engineering
eguipment
engineering
radio manufacinres
radiotelegraphy
radiotelephony
ireguency
see Frequency, high
news channels
journalism
receiving
apparatus
from aircrait eng.
on aireraft eng.
recreation
services, commercial
. industrial
sociology

Education

621.384196
371.333
537.82
621.384

621.38413
621384182
521.3843
621.3846

23 3
N\ “n.

070.4311 e

621.384136
621.384
621,38419142
7584
6212384192
/2 621.3841926

& 3345

Teachers Methods Disciplin

3 Methods efiinstruction and study
33 Lectuyres™ Oral and visual instruetion
333 M. éanical oral instruction

adio, broadeasting; phonograf, ete.

= e

wireless

telefony

7\

%841 Radio

General questions Radio pr1nc1ples

Electnc engmeermg
Electric communication: telegrafy, telefony,

Wireless electric communication: telegrafy,

38416 : Radio stations
..384164 Broadcasting stations
-.38419 Applications

s 384193 Broadceasting

“The abridged edition in its index has: -

Radio husiness
engineering

654
-621.3

The tables of the abridged edition have:

654 Telegraf Telefone

LI

Cables Signals

6213 Electric engmeermg

- T the library uses the abridged edition of Dewey, where shall
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the book on broadcasting be classified? In rule number 5 ‘Sayers
states that if there is no place for a subject of which a book .
treats, the heading to which it is most nearly related should be .
determined and a place made for it there. Does the book deal with -
all phases of broadcasting, broadeasting as a means of business com-
munication, or, as a feat of electric engineering? Obviously one of -
the two numbers 654 or 621.3 will have to be decided upon. as the
general number for radio as well as for the special phase of the .

~subject which it indicates. The number 654 might be chOS% for
books or other material limited to radio as a method of business .
communication; 621.3 for its scientific and engineering sidel) Quite.
a different development, however, is the use of broaddasts for en-

tertainment and for educational purposes. The divigten for educa-
tion is 370; 371 is Teachers, methods, discipline; akd371.3, Methods .
of instruction and study; 371.3, therefore, would:ﬁ_e the number for:
a book on the educational valnes, possibilitieshor methods of radié
broadeasts. Radio broadecasts may also be .@}r’e entertainment. The
index gives: ' OO s

Entertainments O’

public R 791

The table of the abridged editiph shows no subdivision of 791; so if
a book on that phase of broateasting is added to the library, the
term radio broadcasts sho€ld be added to the list of public enter-
tainments in fine print delow this heading, and, according to rule
number 8, broadecasting’should be added in the index in its proper
alphabetical place,\e‘,g.’: o '

N
(Broadc stidg
. busingss 654
[ edUcation ‘3713 . o
L~ hﬁ:‘r‘:}‘,"‘me"f ggia RELATI SUBJECT INDEX L s
o) \British oomstitulion A4z - Buenns Aires  travel u18.z
NG empire histary 042 Buifalo walony 59
o~ € 3 travel 914.3 Tugle wind instrumieat 788
\ W filosofors 192 Burs thynchota 595.7
y Guiana histary 535 Bublwork 743
travel [FIE:: Bl fights amusements o
India  history 054 ethics 175
travel D15.4 Bulgarid -« histary 940.7
TusEgT obg hanguage 4a91.8
Lbmary 027.5 travel 014.97
navy 354 Bulisting library admin. o25.1
régime Canadn hist. [ . + putlications - oz7
: statintes 346 Bullign, coins and cuinage 332
Britoaz - history . 42 Buds and bears stock exchange A3z
\Brittany, France  histery - B44 . Irigh English hamor 827
travel 144 . papal eerles, polity ‘262
| Brozd thorch  Anglican eharch 283 . . Roman church. 282
Brondsword exercisa  military 85, 355 - Bundesrat Gesmsn empire 354

Applying the sixth rule, one would give James Ti'uslow Adams’ =
Provincial Society, 1690-1763 the classification number 973.2, the
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number for eolonial history of the United States, not 973, the gen-
eral number for United States history.

Books which would come under rule number 7 are quite rare,

- For instance, the early books on Christian Seience were placed in
615 with books on therapeutics. This classifying was according to
‘the classifier’s personal view of the subject. A place has since been
made for Christian Science in class 200, religion,

When ready to classify a collection of books, first sort them by
general groups, then examine those in each group carefullg and see
precisely what they are about. This is much easier, than taking
books as they come and switching one’s thoughts from)science fo
religion, to drama, to railroading, and so forth. The'rules for classi-

fying quoted from Sayers will be found very helgful. But one learns
to classify by classifying, Keep in mind the purpose of classifying,
- namely, “to make books more available” f0. the readers, for whose
benefit classification is used. Be as consister as possible; in deciding
upon a certain class for a certain book/See what other books are in
that elass. Should this book be with them? “Concrete well-defined
subjects should be more closely classified than abstract ones’®
Changes from the Dewey BPeeimal Classification. Bacon's pam-

phlet points out further:

Some deviations from the*D.C. [Decimal Classification] tables may
- often be employed to a@v@stage, e.g., public libraries generally disregard
the classification in fiction‘and arrange all fiction printed in ¥nglish, whether
original or translation)'in a single group, alphabetically by authors . . .
The average publicilibrary will find it best to arrange individual biography.
alphabetically by Subject in a single group, marked either B or 82 {or 921].
" - .. Almost evexy library will find lives of artists and musicians [both indi-
vidual an :igollective] more useful classed in art and music [e.g., Anne
" Leslie’s Rodin, Immortal Peasant in 735 and David Ewen’s Living Musicians
in 780,82]. Collective biography should be classified according to the D.C.
diyiions 920-923, or [preferably] arranged alphabetically by authors in a
single group under 920, . . . in any part of the classification the subdivisions
may be disregarded and the material collected under the general number.?

Since these or other changes in the tables are inevitable in every
Library, it is most important that each library, no matter how small,
have an official copy of the adopted classification table annotated to
~ show the practice of that particular library. For instance, if the li-
*_ brary uses 921 for individual biography, it is necessary to cross out
the words “of philosophy” beside 921 and to write in: “This number

5 - - L} - " a
-ﬂ?b%ﬁ?,anfg.mne' Classification (rev. ed.; C.h}cago: ALA,, 1925), p. 21.



CLA SSIFI CATION

is used for all 1nd1v1dua1 bmgraphy except that of art1sts, wh1ch 15 L
kept with the subject.” Tf this is done no one will forget and use <
921 sometimes for 1nd1v1dual bmgraphy, sornetlmes for bxographyj'.';
of philosophers. o . ; :

Classification aids’ and how to use them —The Bookhst Book_'_

Review Digest, A.L.A. Catalogs, Standard Catang series and their.
supplements give among other items the suggested classﬂicatlon' '

number for each hook listed. The Guidepost of the Public Library .'

of Cincinnati, the Wisconsin ‘Library Bulletin,:which contains in ':

. each number a “Selected List of Current Books,” the North Car@ma.
Education Association’s Library Book Catalogue, which is a aassz
fied list for elementary and high school libraries, and the Oregon- ;
State Library’s List of Books for ‘School Libraries are; examples of__'
bulletins which give the Decimal Classification numbers, v+

Using again as an illustration Frank A. Arnold’s' Do You Wasit
To Get into Radio?, one finds that the Book Rebiew Digest, 1940, -
another classification aid published by the HW. ‘Wilson- Company,
gives the Decimal Classification numiber 7912 for this book; that the -
Booklist and the Standard Catalog for \H'tgh School Lmbranes, 1938~ -
1941 Supplement give 621 .384; and that the printed catalog card from- '

the Library of Congress gives 621 384193{}69 ‘What shall a glven 11-.-"-_'-_

brary use? Turhing to the Dewey Decmnal (lassification: tables the .
. librarian finds the abridged edltmn glves '621.3 Electric engmeenng, R
the index, Radio engineering 621.3. The index of the" unabndged_ :
edition gives: Broadcastmé radio 621.384193. Such -a long number -
is impractical for use a5.2 call number or for arranging books on the
shelves, and it should be shortened.. The question remains, however;
as to which is bet¥er, 621.364 or 791.4. As three out of the four aids -
consulted gives 621 384 or the Ionger number which- includes it, that
would seem 49 be the better number., - The number 791.4 would be
the cne fhroadcasts ‘as a form of public entertamment and in -
some hbrames might be a more useful place for the book." ER
A\ relatlvely new aid for.users of the Dewey Decimal Classxﬁca- B
tion €ystem, though an old aid in decldmg upon the headings for the -
subject cards in a dictionary catalog, is Sears’ List of Subject Head:
ings for Small Lzbranes, fourth edltlon rev1sed T On pages 399-40{) i

are found ' _ Radxo 621 334

L Radlo advertlsmg 659 1

TSears, M. E ed. List of Subject Headings j‘orr Sma!l Libmﬂes (4th S
ed. rev., with the addition of Decimal Clasgification numbers by Isabel Stev.
Enson Monro N. Y.: H. W. Wilson, 1939. $2.75). A 16- page supplement brmg- o
ing the 1939 edltlon up to date is now avaﬂable Co
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) Radio ;m'd ‘mtus'ic 780

.......

Radio in aeronautics 621.384

TIn general the usage of the Standard Catalogs of the H. W. Wilson
Company as regards Decimal Classification numbers is followed in
. the Sears’ List of Subject Headings.

These aids and others will be found very useful as a check on
one’s classification and may suggest more desirable classification
numbers when the specific topic is not included in the i{ldex to the
tables. If one is continually in agreement with the gids, presum-
ably one knows how to classify. In case of doukt always consult
the aids. But having consulted the aids, be surexte consult the par-
ticular library’s collection and see that the.mumber suggested is in
accordance with its practice and is the besf\place for the given book
in that library. NV
. An aid may change its policy as the Booklist has done in regard

to the use of 810 and 820. At one time all literary works of Ameri-
_can or English authors were putitogether, and 821 English poetry
was used for both American and English poetry. The fourth edition

of the Standard Catalog for dHiyh School Libraries states that 522.2
~ - will be used for books on-the telescope rather than 520 Astronomy,
used in the earlier editiphs of this catalog; 621.384 for books on radio,
rather than 621.38, uged formerly. If a library is to adopt such a
change in policy, all of the books and records involved should have
the classificationgnitimbers changed,® while a bibliography such as
the Booklist m&y ignore earlier volumes and simply be consistent in
present and-fature issues. .

RN Shelf-artangement for books within a class.—In many libraries,
especially” in small public libraries but also in school and college
libragles, the books of fiction have an F or no symbol at all on the
- spiné (i.e, back) of the book and on the catalog cards to show the

location of the books on the shelves. All fiction printed in English
is shelved together, regardless of the language in which it was orig-
inally written. Some libraries use S.C. (Story Collections) to desig-
- nate the books of short stories and shelve them immediately follow-

- 8If there is a.large number of books with the shorter number, e.g., 520

- ; or 621.38, they might be left as they are and the more specific aumper, for in-

- stance 522.2 or 621.384, be used for books added to the library in th
_ , : e future.
(RS B e thoney cony ot e g bl oy
: um i
: the reader frc_}m che nitmbper to the othrgg or shelf label could be used to direct
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ing the books of ﬁctmn Juvenlle ﬁctlon is- usually desxgnated in
- publi¢ libraries by marking it with a’ plus sign'or 3 J. E ig similarly -
used for Easy Books, for children in the first to third grades and P«
is frequently used to distinguish Picture Beoks, which; because of
their size and shape, may be keption- specially built shelves. These
books are-arranged aIphabetlcally by author, but as a rule no at-
-fempt is made to keep the works of an author in alphabetlcal order -
by title; and if two authors have the same surname; no speclal effort
is made to keep their works separated on the shelves. \

In the case of nonfiction, however, library practlce}.irlll be ound .
to vary. Many libraries tise book numbers as well as e}asmﬁbatmn .
‘numbers; many do nof. Beok numbers make it possible | to keep the
books Wlthm -a class—i.e, those having the same content end there-
fore the same eIasmﬁeataon symbol—m ‘exact orQer wrth httle -
_ difficulty. \ S

Individual biography, whether or not bodk numbers are used

is arranged by the name of the person written about not the biog- ..

rapher, so that all of the biographies of, Ghe” person will come to- -
gether on the shelf. - If book numbers,'ere not used, individual
biographies should have the name of{ the person written about un--
derscored on the spine of the bookfor convenience in shelving. It -
should be added where it does! ot appear; for example, Eaton’s ..
Leader by Destiny should have Washmgton wrltten on the Sp]_ne and
be shelved under his name{ L
The name by whxeh\ \book is to be shelved shoitld be under--
scored on the back in ‘the’case of books with editors, translators, and
joint authors when there may be any doubt as to the choice of name: -
If fiction is pubhshed anonymously, but the author is known and -
his books arejentered in the catalog under his name,. the name
should be aqded to the spine of the book. When a book i is publlshed- -
under a_pseudonym and is cataloged and consequently shelved un-
der the real name, or vice versa, the name under: whrch it 1s to be
shélved should be underscored or added to the cover.  *° B
( Bock numbers.—A hook number is a combination of letters and -
figtires taken from an alphabetical order table e.g.,, the Cutter-San-
born? The ba.sm elements of the- book number system now com—. .
monly used are as Barden states: ) SR L T

1. An initigl letter followed by ﬁgures to represent a name ThIS provldes :
an alphabetical arrangement I

*Cutter, C. A. Alphabet:le order fable, altered and fitted Wlth three ﬁgures
' by Kate E. Sanborn. (For sale by Lrbrary Bureau leszon, Remmgton Rand
Ine., Bu_ﬁalo $3.50. )
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2. The figiires arranged as decimals fo make possible the insertion of a
- new name between any two combinations already used.’®

For example, Miles 645, Millikan 654, Mills 657; or—better—if just
two figures are used; Miles 64, Millikan 65, but Mills 657, since it
“must be distinguished from Millikan #f they have the same classifi-
cation number. If the book by Millikan is classified in 530 and the
one by Mills in 591.5, M65 may be used for both, since the classifi-
cation numbers differ.

In the collection of individual biography, if the books are classi-
‘fied as 92 or 921 and arranged by the name of the subjett of the
biography, many book numbers may begin with the'same initial
letter or letters. To illustrate: Agassiz, A262; Al;ed; Ad25; Arliss,
_A724: or shortening them to two figures: 6, 'A42, and AT2.
. Thus they may be distinguished with three symbols. By adding the
initial letter of the biographer’s name, one ma} readily differentiate
several biographies of the same person and arrange them in alpha-
betical order by author: eg., Goss’ biog‘éiphy of Johann Sebastian
Bach would have the book number82‘and Wheeler and Deucher’s,

_ BMG

92 ; Dan Beard’s autfobiography, 92 and Clemens and Sibley’s
‘BLIW _ B36
biography of Beard, 92. Nefe that the autobiography has no letter

: _ B36CL o

~added after the nqmb'e} B36 and would stand before the other

biographies. S\

. Many small‘ 1§I}raries have found the first letter of the author’s
surname a satisfactory substitute for book numbers and use it for

.. both fiction g nonfiction. Thus Stevenson’s Treasure Island might

~ be mai"k_gﬂ\:F on the back, this same symbol being used on the cata-
- WUs ‘
log cards to show the location of the book. Merrill and Davis’ How

- Fo B an Aviator would be 629.13.
- The system of using the initial letier only sometimes breaks

- down in the class of individual biography if there are many cases
*of persons with the same surname or surnames beginning with the

same letter or letters. To illustrate, Franklin D. Roosevelt’s biog-
- _raphles would be marked 92, and if there were several biographies

- wBard . . .
B _e1937);.-&g: %’fl, B R. BOOE Nuﬂ?-befs, a Manual for Siudents (Chica_gc_::: ALA,
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the author’s initial letter would. be added to dlstmgulsh them eg,;
92 for Ludw1g s 11:Ee of Roosevelt Suppose the hbrary havmg thls
RL
book adds Eleanor Roosevelt’s autoblography, Thw Is My Story
An o may be added to the R either in- the call Aumber for biogra- -
phies of Franklin D. Roosevelt or, better, to the number for b10g-.-_"_'--
raphies of Eleanor Roosevelt As there are 11ke1y to ‘be more -
‘biographies of Pres1den‘!‘. Roosevelt it may be well to keep the .
shorter designation for them: eveh though the arrangement on the:
shelves would not be strictly. alphabetical. - The ook numbégs,may
be: 92 for Thzs Is My Story and 92 for Ludw1g 5 Rooseoelt e Study -
Ro o “RIL: % :
in Fortune cmd Power or both may be 92, the order oiE books be- .
ing only approxunately alphabetlcal w1thm a class One may gwe '
another illustration, namely, that of the Adams’: ‘Henry 'Adams’
Letters (1892-1918); Mrs. Henry Adams’ Letters, 1865-1883; and J. C. -
Miller’s Sam Adems: Pioneer in Propagdnda ’I'hey could all be as-: .
signed the number 92; or (1n order) 92,;\92 and 92, If the Cutter-San— .
A CAVAL A2 L
born tables are used the books present no-. problem if three ﬁguresi E
are used, but are 92, 92, and 92 respectwely There are not;

- A213 A.215 L A217. ' -
likely to be many such géges in the average small general hbrary
Cutter-Sanborn numbers may be used for 1nd1v1dual blography, ;
and the initial letter uded in other classes ' -

f /\ VBarden states that hook numbers in addltmn to class numbers ¥
. ‘are needed: : SR ' : '

1, To as'range}ooks in order on the shelves R '
2. To prt%:de a brief and accurate call number for each book.
'3. To 10cate a particular hook on the-shelf, . L
4, ‘I‘o prowde a symbol for charging hooks to borrowers S
‘8. % facilitate the return of booksf;to the shelves, - . .

6. To assist in quick. 1dent1ﬁcat10n of 2 book when mvenf,ones are taken ir. t‘
! e

Fargo calls attention to the fact that it takes Iess time: to copy'f*;\__
" call numbers than authors and titles and. suggests therefore, that =~
when there is a crowd about the catalog it serves the pupils better =
to have call numbers ie, book numbers as well as class1ﬁcat1on'-.'
numbers 12 R . ; )

Ibid,, . 9. ' ' . ' ' L
uFargo, L.F. The Lzbmry m the School (3d ed Chlcago A L.A. c1939),-

». 363.
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Tomlinson points out that if book numbers are omitted, time is
saved in the work room; but as much or more time may be Iost in
shelving books and in locating books on the shelves®

On.the other side of the argument Brown writes: “In small vil-
lage and town libraries and perhaps in small school libraries I
should not recommend Cutter numbers.”** And Douglas recom-
mends that the small school library, especially where a teacher-
librarian is in charge, use only the initial of the author’s surname.!

Miss Brown and Mrs. Douglas were writing about ghe very
small library, but Miss Latimer, writing about the Children’s De-
partment of the Pyblic Library of the District of Colunibia in 1832,
lists among labor savers the doing away with book hitmbers on all
juvenile nonfiction except in the case of colle.cf\iv’é' biography and
collective poetry, adding, “The pages reporf shelving no harder
even in the transition period.”!? \%

To sum up this discussion: Adopt a.g@,iicy regarding the use of.
book numbers and adhere to it. If the dibrary has book numbers,

‘continue them, studying their advantages and disadvantages. If it
does not have them, continue without them unless certain that they
would improve the service o tite public. In case of a new library
or one previously uncataloge@Sand unclassified, go over the argu-
ments for and against book*numbers in this and other manuals,
make your decision, andstand by it. Unless the book collection
includes many differeni editions which may be difficult to distin-
. guish without book numbers or many books by the same author in
the same class, itswoéuld seem unnecessary to have them.

- Book numbers from the Cutter-Sanborn alphabetical order table
are given onj;l\lé sample cards for nonfiction in this book. Librarians
deciding net“to use book numbers have simply to omit them from
their _cargis’ and follow the sample card in all other respects.
57-:‘;;2’1;%1‘-{1:;:“1;;0?5’ .él&éggl'. “Are Cuiter Numbers Doomed?” Library Journdl,

#:Brown, Zaidee. “More about Cutter Numbers,” Library Journgl, 57:437,
May 1, 1632, -
Douglas, M. P. Teacher-Librarian’s Handboolk {Chicago: A.L:"A., cl541),

p. 4l... _ .
- MLatimer, L. P. “Labor Saving,” Library Journal, 57:647, August 1932,




. "CHAPTER H

. e

o Cbaibe of Suévjécthdmgj
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- Introduction.—This chapter deals with the problem £of\t:leter- -

mining of what subject a book treats and the topic or fepics under

e

which it should be listed in the catalog. ‘The forms of.the subject .

card and the subject analytic card! will be discussed\iti’a later chap-
ter. Some libraries find that subject cards for cértain types of fic-
tion serve a real purpose and improve the sexwiee of the library. If

sea stories, detective stories, and western {tgries,' to take a few of '
the best-known examples, are entered {u/the catalog under the -

headings SEA STORIES, DETECTIVE STORMES, and WESTERN STORIES, Ye- -

spectively, as well as under author’a,rid title, time will be saved both

for the public and the library staffi—though the time saved by the .-

staff in serving the publie mayfﬁo’ssibly be counterbalanced by the

time spent in assigning those ~s'ubjec_ts_and_ in making those extlja'-

cards. - . _ A\ ; A
. School libraries wil\find subject cards for fiction almost as use- -
ful as those for nonfietion. Both the Standard Catalog for High:

School Libraries aund’the Childrer’s Catalog indicate subjeet head-

“ings for many of'thé books of fiction. For example, Margery Bianco’s. -‘
Other People’s/Houses has listed below the description_of the book: -

1 VOCATIONAB.STORIES. ‘Alice Bertha Curtis’ Children:cf the-Prairie

has: 1 owA rrcrion. These are suggested subject headings under -

-which-{p» list these bocks in the catalog. On the other hand, it is not

adgisable to try to find subjects for all books of fiction. The Stand-

ard Catalog for High School Libraries does not: suggest any subjects . -

for John Buchan’s Adventures of Richerd Hannay nor for Nina
Fedorova’s Family; nor does the Children’s Catalog give any.for -
Bunyan’s Pilgrim’s Progress. Make subject cards for-the catalog for
fiction and nonfiction if the book gives definite information on a .

given subject. _ :

1An analytic card or entry is made for a portion of a book,eg, a card

- with the heading Ampeorrs would be made for pages 149-58 of E, Shenton’s

Couriers of the Clouds, while a subject card under ATR Maln SERVICE would ke

made for the entire bock, : _
. . .18
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Sub]ect treated.—To determlne the subject of a book requires

: such a careful examination of its contents as is described on page

7 in discussing “How to classify.” For this reason the subject head.
ings should be determined and assigned at the same {ime as the

- “classification number; otherwise examining the book and determin-
; ing what it is about has to be done twice. The two topics are sepa-
" rated in this manual because, since both classification and subject

" headings are difficult, it is better to take them up separately until

e i

each one is clearly understood. Furthermore, in orgamzmgor reor-
ganizing a library it is frequently best to classify the bool?s make a

" shelf list,? and later catalog the collection.

Review the directions given in Chapter I: Read f‘he t1tle page,
look over the table of contents carefully, read thé“preface, read or
look through the introduction, and dip into tho\l:\ak itself in several
places. This scrutiny will show what the'b is about and what
the author’s purpose was in writing it. Sueh an examination may
bring out the fact that the book treat§)of one subject, of several

- distinct phases of a subject, or of twg0r more subjects. No matter
. of how many subjects a book may ‘treat it can be classified in only
one place and stand on the shely@s in only one place, but it may be

entered in the catalog under as! thany subject headings as are neces-

" sary. If the book treats of oné subject, it requires only one subject

heading; e.g., Bassett’s 44{Short History of the United States deals
with the general subject\ and would be entered in the catalog only
under the heading U\§! HISTORY.

'On the other. kand, Quincy Howe’s The News and How To Un-
derstand It needs-to be brought out under several subjects, namely,
AMFERICAN Njg@ﬁ?ﬁpms REPORTERS AND REPORTING, PERTODICALS, and
RADIO BROADCASTING. Similarly Walter G. Whitman's- Household =

}Physzcs treats of both phySICS and home economics and. m:ght be

Ecoi\rg;\ﬂcs and one under PHYSICS, _Another type of book has one

. genéral topic and includes fhe special phases of that topic, e.g., Anna’

Botsford Comstock’s Handbook of Nature-Study, twenty-fourth edi-

- :tion, 1939. The general subject is nature study, and a card will be

made for the catalog with that as the heading. But the book will be

- much more useful if it is also entered in the catalog under the other

‘special topics' with which it deals; e.g., pages 780 to 807 are on the

. ‘weather; pages 717-27, on fungi; pages 27-143, on birds. Subject
_cards should be made for each of these topics, or as many of them

2The shelf list, which wiil be dlscussed in detail In a later chapter, is a

" bi*xef record of the books in a lbrary.
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hbrarys readers. . . > C At
Thus the book is exammed the subJect of Whlch it tfeats de-
termined, and one or more subject cards are made for the catalog
Whether these cards are general subject entrles or sub]ect analytlc _
entries for a particular portion of the book depends upon whether -
or not two or more subjects are: discussed together throughout the
book or each subject is discussed separately. . . f{_:-'
R .(Select:mg subject headings.—When deoldmg upon the h\eﬁdmg
for é"'“b:[efct entry,“choose that heading which most truly. ;represents
the contents of ‘the book or a certain part of the book{ hat is, the
most specific subject or subjects possible. For example; if a book is. "
about trees, how to identify them; their uses fo¥jérnarentation, .
select the specific term TREES, . The subject headi’tﬁ BOTANY includes -
the subject heading TrEES, but it obviously includes a-great -deal -
more, and this book tells of no other plant ﬂﬁn the tree. The subject
heading FORESTS AND FORESTRY would beused for a book which treats
of trees as they grow in forests, how t0 care for and preserve for-..
ests, but not for a book which treats, of irees as 1nd1v1dual varieties -1_'__..;
trees as an ornament for Jlawns ’and streets, and -the like: It would =
not, therefore, be a suitable headmg for this book.. Likewise, Fabre's
The Life of the Fly wouldy ‘have the specific-headingFLIES, and not. ..
theé general one INSECTS.{ ‘8} two equally correct and ‘specific head-
ings, such as BIRDS ahd A ORNITHOLOGY, the choice depends upon the:
type of library, and 3 cross referenée’ should be made from the one 7
not chozen. In & publlc or a school library, choose the headmg BIRDS "
as the term common]y used by the readers. . In a special’ ormthologl-
~ cal library, {Use the heading orNITHOLOGY, for the users of such a-" |
library are ‘quite familiar with the scientific term. - R
Consider opposite terms such as tempemnce and mtempemnce o
A OOk on one of these subjects necessarily includes material on.
the ‘other. Choose one,. e.g., TEMPERANCE, and put all the materlal .
under it, referring from the other term fo 1t : -
Select as many subject headings as aré necessary to cover the -
contents of the book, but do not multlply them unneoessarﬂy Test
each heading by asking whether or not a patron- would be glad to_
be - glvenfthe book or abooks 11sted under the gwen heading if he .
- were looking for material on the. toplc used ag’ heading.: It would ¥

be an unusual book whloh would need more than three .or four

o

3A Cross re.ference dJrects the reader irom one headmg to another
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sub;ect headmgs, and one or two will cover most books. In the case
. of subject analytics, however, very many may be needed for certain
- kinds of books. In the Children’s Catalog, 1940 Supplement, the set
‘Building America; IMustrated Studies of Modern Problems, pub-
lished by E. M. Hale, 1935-40, in five volumes, has the general sub-
~ ject heading U. 8. SocraL coNpITIONS and forty-one subject analyt-
ics, e.g., Foop SUPPLY, v.1, no.l. But, as will be explained in more
detail in a later chapter, it is not desirable to analyze books already
indexed in books available in the library. The usefulness of such
books as Cutts' Scenes & Characters of the Middle Ages, Which is
not analyzed in any of the Wilson Standard Catalogs, w\uld be
greatly increased, however, by having subject analytms* made for
“each of the groups described, e.g., KNIGHTS AND KNIGH‘I'HOOD PIL-
GRIMS AND PILGRTMAGES, \

Another point in the choice of subject hes@mgs may be illus-
trated by Percy Boynton’s America in Contémporary Fiction, which
is about American fiction and American, authors. The Standerd
Catalog for High School Libraries, 1938-1 41 Supplement lists this
book and suggests as subject headmgé ){1) AMERICAN FICTION—HIS-
TORY AND CRITICISM and (2) AUTHORS, AMERICAN (10 biography anals).
If the library owns this catalog, the librarian will not need to make
these ten analytics, but the réader can refer to the printed book
catalog to find references on“individual authors. The two subject
cards, however, are necessary. First the suggested headings should
be checked with Sears’\List of Subject Headings, if it is the list
adopted by the library, to see if they are authorized. AMERICAN
FICTION, a8 a subject heading, is found in its alphabetical place, and
below it the headmg AMERICAN LITERATURE, and below that the form

subheading ms}omr AND crrrcisM. The form subheads used under _

literature ﬁlﬁy also be used under the headings for the different
types ofs a literature, so for this book the heading AMERICAN FICTION
—HISTORY AND CRITICISM may be used. The Standerd Catalog for
High/School Libraries gives AUTHORS, AMERICAN; this heading is
found in Sears and below it: “Refer from (see ref.) American
authors.” So a second subject card should be made with the heading
AUTHORS, AMERICAN, and a cross-reference card should be made,
readmg :

AMERICAN AUTHORS, gee
AUTHORS, AMERICAN

. Why use the terms aMERICAN FICTION, ‘AMERICAN LITERATURE, etc., but
AUTHORS, AMERICAN? The aids and the lists agree that it is important

T =, T . e T L e
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to bring all material in the cataldg together under AUTI-IORS then" :
separate it according to nationalily, ¢.g., AUTHORS, AMERICAN; AUTH-
ORS, ENGLISH; while with the terms literature, poetry, fiction, etc.,

it is more useful to put the national adjective first and bring to—' -

gether everything on the 11terature of one couniry, as AMERICAN
DRAMA, AMERTCAN FICTION, AMERICAN LITERATURE. Among these head-
ings in the catalog will be the reference from AMERICAN AUTHORS. -
Besides subject cards for books and parts of books, subject cards
may be made to call attention to an entire group of books. One -
method is suggested in Mrs. Douglas’s Teacher-Librarian’s H\and—
book* and is now in use in some school libraries and chlldren\'!; de--
partments of publie libraries. By means of this scheme ofg-subject
card may serve for all the general books on a given subjeet, by sim-
ply referring the reader to the books on the shelves b&'é:lassiﬁcation :
number, and to the shelf list to find the books which may be tem- -
porarily out of the library. This practice SEI"‘_?'E,ES' he reader quite
satisfactorily in a small library, where he makes his choice from
the books on.the shelves ahd uses the catalgs only to see that there -
are books on the subject and where they are.- Also the hbranan s _' '
time is saved and space is saved in the.eatalog.
If the library has books with chapters on alrplanes not 1ndexed '
in the Standard Catalog for Hzgh School In.bmmes, Standa*rd Cata- |

629.15 AIRPLM}'ES : ""

{W Booka a’bou‘t airplanes will be found on 'bha
T*-,' shelve{ amnder the number 629.13. _
T \For &8 compleis a.u‘l,hor list of the books in the_'

library on eirplanes, consult the shelf list wnder
K ~the number 629.13. : ;

\ . . . S . o L

1, GENERAYL SUBJECT CARD FOR ALI. OF THE BOOKS IN a SUB.IECT Crass

5 ;Douglas, M. P. Teacher-Labmﬂans Ha-ndbook (Chlcago ALA, c1941),
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AMERICAN FOETRY. COLLECTIONMS.

Books of poetry by individual American poets
will be found on the shelves under the number 811,

Collections of poetry by several American poets
will be found on the shelves under the number 811.08..

For & complete list of books in the library “eon-
. teining poetry by individual American poets, eonsult
“the shelf 1ist under the number 811; for coI.Lect.iona
by several Amerlcen poets, 811.08, ,\...’
A

O

S

s 2. GENERAL SUBJECT CARD FOR ALL OF THE Boo’x} m ONE or More CrASSES

' log for Public Libraries, or Childrez‘r}sgCatang and their supple-

ments, or if the library does not have these aids, subject analytic
cards for the catalog should he. made for this material. Chapter
VII (pages 99-100) gives details as to how to make these cards.
Card 1 should be filed in the catalog before these subject analytic
dards and should include as a third paragraph: “For parts of books
n airplanes see the cafds following this one.”
(Suhdlwsmns of’a subject.—Some subjects need to be subdivided

Tto be exact. Most($iibjects can be divided by either: (1) phase, (2)

form, (3) geog(a.phmal area, or (4) period of time, For instance, the
subject heading smps would be used for a general book on that
subject. But if a given book is limited to the protection of birds or
the migration of birds, the general subject heading Bmps can be lim- -
ited. by adding a phase subdivision, e.g., BIRDS. PROTECTION; BIRDS.
MIGRATION. If, however, the book is not a book about birds but a list
of books about birds, the form subhead BrBLIOGRAPHY should be
added and the heading becomes BIRDS. PBIBLIOGRAPHY. Or the book.
may be on birds of the United States, and the heading may be lim-

ited by geographical area to Bmps. WU, s.

- For some subjects, notably history] next in importance to the

geographical area is the period of time covered. For a general history

in which there is no geographical limitation, the period of time cov-

- ered is the significant item., Take H. A. Davies’ History of the World,:

which covers all countries and all periods up fo 1937; the subject
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heading would be HISTORY, UNIVERSAE. ‘But a history which, though
covering all lands, stops at the beginning of the Middle Ages would
have the subject heading HISTORY, ANCIENT. A general history of .
the United States, however, would have the subject heading U. s.
msTorRY. A time subhead may be added, e.g.,, U. 8. HISTORY, REVO-
LUTION, of U. S, HISTORY. 1898- -, The use of subheads depends
upon whether or not the book is limited to one phase, period of time,
ete., and. the amount of material on that subject which the given’
library has or expects to have. - - o
Tf the collection contains only a few (e.g., five) books treating of
United States history, they may as well all have the samg sub-
ject heading, namely, U. s. HIsTORY. The larger library/may have
a dozen or more books, e.g., three general works covngin’g the his- -
tory of the United States from the Revolution to the present time;
two books dealing exclusively with the period p;fj\t‘l'le Revolution;
one on the Civil War period; two on the history of the period since
1898. Tt would be well to group them in thie’catalog under such - .
headings as U. 8. HISTORY; U. S. HISTORX:, REVOLUTION; U. S.  HIS-
TORY. CIVIL WAR; U. S. HISTORY. 1898 2. - o
«.To sum up this matter of the choice of subject headings use the
term or terms which most clearly.describe the contents of the book.
“In choosing between synonymaus headings prefer the one that—
(a) is most familiar to the olass of people who consult the library;
(b) is most used in other:‘éf}talogs; (c) has fewest meanings other
than the sense in which@bis to be employed; (d) brings the subject
into the neighborhoad ‘of other related subjects.” (Cutter, 168)° /?
Form headings=~A subject heading, as nioted before, is the” °
word or words used to describe the content of the book; thus
Miller’s Ch{liﬂren’s Book of Birds will have the subject heading -
 mmps. Nowels do not usually have a definite subject and ave read -
for theiftstyle, characterizations, ete, rather than for information. -
- Thiswjg)also true of poems and plays. They have author and {title .
enthids in the catalog but seldom subject entries.  The heading
POETRY is not used for a hook of poems, but for a book about poetry;
e.g., Max Eastman’s Enjoyment of Poetry requires POETRY as a sub-
ject heading. The literary works of an individual are represénte'd in
the catalog under his name and under the title if distinetive. Who-
ever wishes to read Edwin Arlington Robinson’s Nicodemus will
look under Robinson or Nicodemus; and his collected poems will
" ‘be found only under Robinson, not under poETRY. It is, however,

] 5Cutter, C. A. Rules for a Dietionary Catulog (4th ed. rewritten; Wash.:
Govt. Print. Off, 1904). _ '

T
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worthwhile and practical to bring together in the catalog collec-
tions of poems, essays, or dramas of three or more authors. This is
done by adding a form subhead to the heading. Thus the heading
POETRY Or AMERICAN POETRY is used for books about poetry; while
the headings POETRY. COLLECTIONS Or AMERICAN POETRY. COLLEC-
TIONS are used for such works as Untermeyer's Modern American
Poetry. These latter headings, POETRY. COLLECTIONS and AMERICAN
POETRY, COLLECTIONS are called form headings, as they refer to the
form in which the material is written, not to its content. '

As stated before, the term POETRY is used in the catalog for.hooks
about poetry, not for books of poetry, and the heading*poETRY.
COLLECTIONS is used for the collections of three or more-poets, not
for the collected poems of one poet. The reader will\not find en-
tries for the books of poems of individual authorssinless he looks
under their names. Form cards similar to card.§'2’might take the
place of the form heading POETRY, COLLECTIONS'dnd AMERICAN FPOETRY.
corrEcTIONs and direct the reader to books,en the shelves. If this -
practice is adopted, similar cards would bgéunade for ENGLISH POETRY.

COLLECTIONS; AMERICAN DRAMA. COLLEECTIONS; ENGLISH DRAMA,
COLLECTIONS, ete. .

Lists of subject headings.——Néict in importance to choosing the
right subject heading for a given'book is to use the same wording
for all the subject headings for books or parts of books on the
same subject, so that thgz.'\%xay be brought together in the catalog.
To do this it is essential 10 have a carefully worked-out list of sub-

ject headings from avhich to choose and to check it to show which
headings have beénused.

There are,available two very good lists: for small public and
high school (libraries, Sears’ List of Subject Headings for Small
Librariesf 'and for school libraries and for cataloging the child-

-ren’s bavks of the public library, Smith’s Subject Headings for
Children’s Books.”

How to use lists of subject headings.—Determine what the book
is about; then look in the list of subject headings adopted by the
tlbriry for a suitable heading which expresses the content of the

ook.

On examining the list itself or this page reproduction, one

SSears, M. E., ed. List of Subject Headings for Small Libraries (4th ed.
I‘.;\?I‘cr;ﬁr“ouﬂlzl ﬂ_ég! aﬁdi‘t;‘é;:n‘l?iJr ?If Deciu;%aé %aggiﬁcation nfumbers by Isabel Stevenst%n
s NLY. HOW. son, . $2.75). A 16- inging the
19397§d1t_§31n %p tso date is now available.) 6-page supplement bringing
mith, E, 8.

Subject Headi i ’ $ - AL.A.,
1033, $3.25). 1 ngs for Children’s Books (Chicago: AL




8ears’ List oF SUBJECT Hmnmcs FOR SMALL ananms Pacss I0 AND 123,

Ajr condihomng 67 ’
See also Refrigeratior and rafrigerat-
ing machinery: Ventiation
' Air defenses 629.13; 623
See - alsn Acvonautics, Military
Refer from {see ref) Defenses, Air -
Air enginez  £2{4
Refer from (see ref.) Caloric engines;
Hot air engines
Refer from (see a!so ref) Engines
Air lines 620,13 s
{Used for works dealing with gystems ' . .
of aerlal transportation and wnh '
companies engaged in this busigess, ' o
Works dealing with the routes : . \\
along which the planes are flown ' A
are entered under Airways}) N
See also Airways 2N
Refer from (see also rel) Asros \J
nautics, Commercial; Alrways ) A
Air mail service 383 :
Refer from (sce also ref) Aeronan- 9.\ :
tics; Postal service \v S
Ajr pilots  920; 620.13 . NN s
See alse Women in aerpnactics N/
Refer from (see ref)} Airplanese . ’
Pilots: Aviators; Pilots, Airplane . 3 \\,
Refer from {see also rel) Aeropau- . - ¢
tics; Asronautics—Biography ¢ N\ ) -
v Air ports. See’Alrgorta N\ v ALE H
WAir routes. See AIDWays =% 3 A”- ralds

N/
1 3

a3 W
"

Coiirt ond conrtiers
(Ured as a subdivirion under mmc}’o,f

cotntries, slates, €le) ~ TN
Refer from (see olsp ref) -Courly and
Eourtiers \

VCourt tife. Se¥Courts and cdunicrs
Courtesy 205; 177 ¢ N\
See alo Conduct'ePite; Etiquet
Refer ‘from (see rel.) Manaers; Po-
Liteness .\
Reler l'ron\‘(see also yef) Conduct of
tife; Ethics; Etignet
Courtiers. £ VCau.rls and ¢ourtiers
Courts ((Use” geog, subdiv) 3519
&e’:”alsu Courts martial and courts
\\ of inquiry; Judges; Jury: Justice,
oy " Administration of; Juvenile courts
4 ”w Refer from {see alsp ref) Justice,
a\ Administration of; _Judges; Law
\ VCourts and courtiers 930099
See also Kings and rulers; Queens;
alsg subdivision Court and courti- -
erzs under names of countriea,
stales, etc,
Refer from {see um\fcmn life;
Courtiers
Refer from {sex a!so ref) Kings and
ruters; M s and H
Queens
Courts marfial and courts of m.quiry 344
See also Military law ’
Refer from (see also ref) Conns' o S
Military faw; Trials : '-'":,




o8 SIMPLE LIBRARY CATALOGING.

should note that the headings are listed in alphabetical order ang

that some are in heavy black type. Those in heavy black type are

followed by the Dewey Decimal Classification number for mate.

rial on that subject, e.g., AIR DEFENSES with the numbers 629, 13

and 623,

Note on the line below AIR DEFENSES the words: See also Agro-
NAUTICS, MILITARY, This suggests another heading which may be
better for the book in hand than the first subject heading looked
up. If that is the case, turn to AERONAUTICS, MILITARY in its alphabeti-
cal place in the list. But if AR DEFENSES is the better, use it..NOte the
next line: Refer from (see ref.) DEFENSES, AIR. This mean§ that a
_ see cross reference should probably be made from the term pE-

FENSES, AIR to the one chosen, namely, ATR DEFENSES. A see refer-
ence is a reference from a heading which is not used in the cata-
log to a heading that is used. L&

If one looks farther down the list, one-notices that the term
AIR PORIS is not in heavy black type and that it is followed by the’
phrase: See AIRPORTS. This means that thislist recommends that the
term be spelled as one word, ATRPORTS,)not as two. Further search -
in the list will show, on page 11\ of Sears, the term AIRPORTS in
heavy black type, followed by the clasmﬁcatlon number 629.13; and
on the line below: .. Refer frapy (see ref.) AERODROMES; AIR FORTS;
ATRDROMES. From this observation it is apparent that the terms fol-.
lowed by see are not ugéd as headings.

Below the term @RFILOTS note: See also WOMEN IN AERONAUTICS.
Farther down notes, Refer from (see also ref.) AERONAUTICS; AERO-
NAUTICS—BIOGRAREY, What is the distinction between these direc-
tions? The former phrase, as explained before, is to suggest to the.
librarian ther headings which might be more apt; the latfer phrase
suggests(> lated terms, which if also used as subject headings in
this catalog, should have cross references made from them to
thts headmg, so that attention may be called to all related sub-
jeets. Such a reference from one heading that is used to another
that is used is called a see also reference. H. T. Tindall and George
Daws’ How To Be an Aviator would have a subject card, AIR PILOTS, -
and there would be a see also reference card from related headmgsl
for instance, ARRONAUTICS, see also AIR PILOTS.

_ The Preface to Sears’ list explains what subjects have been in--
cluded, what omitted, the provision for subdivisions, and refer-
ences. Preceding the list of headings there is a short list of form .
divisions which may be used under any subject.
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The third and fourth editions of Sears' List of Subject Head-
ings for Small Libraries contain a chapter “Practical Suggestions
for the Beginner in Subject Heading Work,” which will be found -
very helpful. The librarian who has a copy of this list or of the -
pamphlet edition of this chapter available may well skip the direc-
" tions given here. ' o L S
An examination of Smith’s Subject Headings for Children’s
Books shows that the form is the same as that of Sears’ list. Smith’s
list, however, includes names of persons, which may be used as
subject headings for biographies, ete. These forms would al ays
be used for these names, no matter what the type of heading.The -
introductory pages contain much valuable material for the'person
cataloging the children’s books in a public or school library. An-
other special feature of this list is the discussion in@h’e Introdue-
tion of the terms fairy tales, fables, sagas, legends -and myths., -
Subject ecross references.—In deciding upofi Subject headings,
as explained before {pages 21-25), sometimes\it is found that there

‘are two or more different terms that stight be used for the -

same subject. For example, which is bet{el;, AVIATION Or AERONATTICS;
' MARIONETTES or PUPPET FLAYS; POTITERY Or CERAMICS; RABIES OT
HYpROPHOBIA? Turn to page 25; ther¢'ere four guides as to which of
. two synonymous headings to chaose. Unless there is sonie very good -
reason for not doing so, one.slib’uld always use the heading given
in the subject heading listcadopted by the library. If one looks up .
these groups of terms, ‘hg@\ﬂl see that Sears gives AERONAUTICS, PUP-
PET PLAYS, POTTERY, @ntl HYDROPHOBIA, but some persons who will .
use the catalog willindoubtedly lock under the terms: AVIATION,
. MARIONETTES, CERAMICS, and RaBIES. When they find nothing, will
they think of the other terms? They may not. Therefore, adopt one

- of these termis’ (the one listed in the list of subject headings, which
is not followed by the phrase see —).and refer from the other;

eg., use;PéTTERY and refer from ceramics. The lists of subject head~
ing§ not only suggest subject headings to be used but list synony- -
mous and related terms from which it is wise to refer. L

Some librarians do not consider see also references neces- -

“sary for the small library’s catalog and do not make them. Other .
librarians feel that they are needed especially: in the small cata-
log, since the collection is limited, and that all material on related
- subjeets should be brought to the inquirer’s attention. C
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AV
AVIATORS, 8880
; ATR PIIOTS,
3. SEE REFERENCE (CARD
S
JUSTICE, ADMINISTRATION OF, see also A -
GOURTS. B N x’%?’ ..“:

4, Sem Ars0o REFERENCE CARD \‘
N

at the time that the subject heading to whieh they refer is first
used, since they are synonyms for the headings decided upon. One
should avoid making too many cross references for the small cata-
log. It is not desirable to make see re}érences from terms not in
the vocabulary of the publie; for iex’ample one would not refer
from PRESTIDIGITATION to MAGIC unless the public using the library
in question might be likely ta look under the term prestidigitation.
One need not make a card. MINGEONS see PRISONS,” if the book to
be entered under Pmsons\has nothing in it on dungeons.

Before makmg see\alsos one should consider the fnllowmg
questions: .

1. Daes the catalog have material under the term referred from?

2. Is the term\suggested for a reference one which anyone is likely
to use? ~“\”

3 Is t]jeée.}material in the book on the topic that this reference term

sug‘ge ts? For example, does the book on pantomimes have anything.

’~Qn the ballet? If it has, make a reference from saLrer,

'\ It is true that after a reference is once made from one subject :

to another, there is no way of telling which of the books treat of
that phase of the subject except by examining the books in ques-
, tion. That does not matter, however. To go back again to the ex-
u ample given above—if there is a card in the catalog which reads,

1“BALLET see also PANTOMIME ” the reader turns to pANTOMIME and -

5there among the several books on the subject finds upon examina-
'tlon one or more which contain something on the ballet, and he

N 1s satlsﬁed But if, on the other hand, he turns to the subject pAN- '
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roMIME and finds a few books, none of which has the shghtest refer-
ence to the ballet, he may lose faith in the catalog. _
Thus a catalog may be made much more useful by the wise

.............

" what he desires. References, éspecially ‘see @lso references, should’ .
be made sparingly, as nothing is more annoying than o turn card
after card and find only, see so and so, or see also so and so. .
~ Another slighily different kind of cross reference is the so-

called general reference card., In Sears, page 298, in the list of~see =
atso’s under MANNERS AND cUSTOMS is found: “...and subdn?ﬁx on .
Social life and .customs under names of countrles cities, etc M(eg.,
U.S. SOCIAL LIFE AND CUSTOMS), This sort of reference is <ery useful
- in a catalog and saves much duplication, as otherwige- 1}; would be
necessary to list on a cross-reference card a heading for each in-
dividual country with the subdivision sociaL MIFE AND cusTOMS.

under names of couiltnes, c:.ties, etc., &0 gey Us S
SOCIAL LIFE AND GJSTOE’S. o

_ B. GENE‘ML REFERENCE CARD : .

Keep down the r;umber of cross references. Be absolutely sure.
- that no reference refers to a heading not in the catalog. See the .

i first restriction given above. Do not make a see also reference frormn . .

a subject on Wi h there is no material, but wait until there i is ma~
@ terial on th\a‘t subject. On the other hand one may meke tem- -
" porary see references. For example, in order that the reader may
have the suggestion. and find the small amount of materlal on the
ballet Jthat is inchided in the book on pantom:me, one may make’
a temporary card, “BALLET, see PANTOMIME.” Lafer if there is a .
- card with the heading BaLLET, this cross-reference card may be :
changed to read, “see also.” .

Aids for subject headings other than the llsts mentlonetlm
Special libraries need special lists in their fields. Appendix IIT lisfs-
some which are available. Even small public libraries and school.
libraries will have books and paris of books treating of a subject
not included in Sears or Smith. This is especially true of the new
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subjects which are constantly developing, e.g., air raids and soecjal
planning, The subject headings used in general and special period-

ical indexes, bibliographies of special subjects, and the terms in

general and special encyclopedias will be found very helpful in

determining the wording for such headings. First be sure no term -
in the regular list meets the need, then look in the authorities men-.
tioned for the best possible term,

At the end of this manual is found a list of aids for subject
headings which include headings for the newest subjects. An author-
itative checked list either in bhook or card form is absolutely eces-
sary. Great care should be taken in the use of indexes,eoming
out at regular intervals, e.g., the Booklist, since these hsts can best |
serve their purpose by changing their headings to, suit the latest
development of subjects. If a heading in a cat@og is changed,
all the cards with that heading should be changed.*

To illustrate how the aids may vary, take'the subject airplanes.
Since 1935 the Booklist, which follows Ler:ary of Congress prac-
tice, has used the term AEROPLANES as a §ubject heading; the Stan-
dm-d, Catalog for Public Libraries, 1%4\0~ed1t10n on the other hand,
uses AEROPLANES a5 a see reference fo the heading AIRPLANES, as both
the Cumulative Book Index serigs;*1933-42, and the Stendard Cata-
log for High School Libraries\in all of its editions do. Another
example is the use of the terms aviaTors and AR PiLots. The Cumu-
lative Book Index since, 4928 has used AviAToms with a see refer-
ence from AIR PILOTS. But the Standard Catalog for High School
Libraries, fourth ed;t:on 1942, uses AIR PILOTS with a see reference -
from AVIATORS. . :

Checking sibject- -headings lists for tracing.—When a heading is
decided uponifor the first time, it is checked in the list of sub-
ject headings to show that it has been adopted for entry. Note the
check mark (/) before amr pEFENsEs and before COURTS AND COUR-
TIERS “(page 27) on the reproduced page from Sears, In this way the
librarian can tell which subject headings have been used without
referring to the catalog, This is a great convenience, and care should

- be taken that each subject heading is checked the first time it is
used, In cases where there is no suitable heading in the adopted list
and-a heading is selected from some other source, this heading is
written in the printed list of subject headings in its alphabetical

. ;place. The sample page from Sears, given on page 27, shows the sub-

" ject heading ATR RAIDS — used in the Cumulative Book Index, 1941—
written in. :

~ As subject headings that are used for the catalog are checked .

i
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~ in the list, so should subject cross referénces that are used in the
catalog be recorded. This shows the librarian which of the refer-
ences have already been made,’ If it is decided to discontinue a
. heading in the catalog, this checked list W111 be a gulde 1n removmg
the references to that heading,

The rule is: Mark with a check (/} at the Ieft the sub;;ect head— _

ing used and the cross references which have been made to it;
turn o each reference in its regular alphabetical place and check it
and the subject heading used.-The.checks on the page reproduced
from Sears (page 27) indicate that there are entries in the catalog
under ATR DEFENSES and COURTS AND COURTIFRS and that a refe}ence

has been made from AIR PORTS {0 AIRPORTS and from coumt nrm and

COURTIERS t0 COURTS AND COURTIERS.
Summary: In making subject entries for a catalog use the head-

ings and the cross references suggested in the list’ of subject head-

ings selected and keep it carefully checked for' all terms used,
Subject authority file—Instead of checkl{lg d printed list of sub-

ject headings the special library for which there is no suitable prmt-

ed list or the small general library may have a subject authority -
file on cards. In this file there is ofercard for each subject used
in the catalog and on this card isig*record of all cross references

made to that subject. If the subject is not taken from the adopted _'
list of subject headings, the soifrce is given on’ this card. There is. -

also a card correspondmg\ to each cross—reference card in. the -

catalog. e
Cards 6, 6a, and 7 are sample subJect authorlty cards

The cross-referénce cards, the second kind of card in the sub-

“ject authority ﬁlé are just like the see and see also reference cards

~ for the eatalag,\glven on page 30, except that the subject headings
are not m\full capltals Subjeet headings in the card catalog need -

to be d:Lstmgulshed in some way from other headmgs for the con-

“\. ¥

A¥r pil_ots.

:
Y

Refer from. .
s Alrplanes. Pilois.
8 Aviators. L
g Pilots, Airplana. o
" Beropautics. . - .
" Aeronautics. Biography,

6. SUBJECT . AUTHORITY CARD.
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Air pilotes ¢ ~ - — — ——2nd line, 2nd space from left edge

Refer from €-—4th line, 12th space from leftedge

g Airplenes. Pilots.
L I S 5th line, 6th space from left edge
__________ 6th line, 8th space from left edge

fa. SUBJECT AUTNORITY CARD WITH EXPLANATION OF SPACING

Atr raids (R. G. 1941) O

N/

7. SUBIECT AUTHORITY CARD SHOWING SOURCE or HEABING

venience of the readers. In some catalogs red i /4% used for these
headings; in other catalogs full capitals are ised. As the subject
authority file is only for the use of the librarian, the terms are
given with only the first letter of each he@ding or subheading cap-
italized. Cards 8 and 8 are sample clzo‘ss-reference cards for the
subject authority file,

%
&l ¢
N

L QY

Aviators, ¢ Lkee
Adr pilots.¢

A

8. Sem }Qﬁrtm‘.ﬂcz CARD FOR SUBJECT AUTHORITY FILE

75 —

N

\ Aeroneutics, see also
\ Alr mall service.
Air pilots,

¢, SEE ALS0O REFERENCE CARD FOR SUBJECT AUTHORITY FILE

Card 9a shows the exact location on the card of the heading
referred from, in this example AVIATORS, the word see, and the head-
ing referred to, AR prLoxs. X the heading referred from or the
word see cannot all be wriiten on one line, it would be continued
on the line below, beginning on the fourteenth space from the left
edge. Similarly the heading referred to, if very long, would be
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;=——=——-——-— 4th line, 12th space from left
" ' sdge ‘
Aviators, seoedth line, S5th space aftergsomma
Air pilots. ¢ ————— 5th line, 8th space from left
edge

95, SEE REFERENCE CARD WITH EXrLANATION OF SPACING

continued on the line below, beginning on the twelfth spacesrom
the left, This arrangement makes the first word of each“hé}ding
stand out. _ ' . o R \ o
The advantages of a subject authority file on cards.are: (1) It
saves adding to a printed list the headings chosém\ from other
sources. (2) It avoids transferring the checks wh n?é new edition of -
the adopted list comes out. (3) It gives spaceNn) the proper alpha-
betical place for new subjects to be added. ( 4{}_‘: 1s always up to date..
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CHAPTER III

Choice of Personal Names

Introduction—Offhand it seems simple to make catalog eards for
books, and it is not difficult if one knows how to meet theproblems
which are presented. Even in cataloging the smallest collection, it

-will soon be discovered that all authors do not have ‘simple names,
such as George Bernard Shaw; and even if they have; they may pub-
lish one book as Bernard Shaw, another as George Bernard Shaw,

- and a third as'G. Bernard Shaw. In that case the"obvious thing to do,

in order that all cards for books by or abeut the same author may
stand together in the catalog, is to find qut‘the author’s full name—
(George Bernard Shaw-—and use that form consistently.

An investigation of any misegllaneous group of books shows
quite a variety of kinds of namés; but further study shows a lim-
ited number of types of namas, thus indicating the possibility of
introducing a system. The names may be complicated, but librarians
have sought to simplify the task of locating the names in the cata-
log by framing rulesito cover the points most often met.

. There are two)geheral rules about names: (1) List a person
under the best-kfiown form of his name, putting the surname first,
then the given name. (2) Always use the same form of a name.

Personaliames fall into the following groups: simple surnames,
compound\stirnames, surnames with prefixes, noblemen with both

- family wiame and title, married women’s names, pseudonyms, and
LY ) P

forenames only.
Rules for names as headings.

‘1. Simple surnames with one or more given names.
1908.24; 1941.34, adapted)?

Cataloy Rules; Author and Title Enfries; comp. by committees of the
AA:geArican Library Association and (British) Library Association (Chicago:
LA, 1908).

- A.L.A, Catalog Rules; Author and Title Entries; prepared by the Catalog
Code Revision Commitiee of the American Library Association; with the col-
laboration of a committee of the (British) Library Association (preliminary
American 2d ed.; Chicago: AL.A., ¢1941). Out of print.

(Citations give the year of the edition of Catalog Rules. followed by the
rule number in that edition. When pages are cited, this is indicated.)

(AL.A.
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“Enter , . . under the famﬂy name - followed by the ..
[given name] 5 . S _ .

Ex. Adams, James Truslow..
Apar, Herbert, )
Finger, Charlas Joseph, -
Harris, Joel Chandler,
Milne, Alan Alexander

2. Compound SUTRAMeEs. —-(A L.A, 1908 25; 1941 35)
“In general enter compound surnames under the first part
of the name and refer frorn the other parts ” X 4
Ex. Lloyd George, David, o R g '.‘\ -
Langdon-Davies, John. . : : R~
Maxtone Greham, Joyce (Anstruther) -
Mendelssohn—BarthoIdy, Felix, :.~~-:ﬁ .
References should usually be made from the «dther part e. g '

Graham, Joyce (Anstruther) Maxtone, .see
Maxtone Graham, Joyce (Anstruther) A v
N

3. Surnames with prefives——(A. LMQ 1908 26; 1941 36) _
I. “Enter under the prefix in Q]l Janguages surnames with :
© attributive preﬁxes such as AT, Ap, Fitz, M’ Mac, Mc, o, :
Saint, San, etc.” N e e e

Ex. MacDowell, Edwerd A]exander.
Saunt»Exupéry,\Antome de.

II. “Names begmning with a preposmon an artlcle a prepo-
* sition and gn ‘article, or a contraction of the two are en-
tered under the prefix, or the part of the name followmg
the pz:eﬁx varlously in different languages. : o
%en the bearer of a name with a. preﬁx has :
ged his citizenship, enter according to the_rules for
S the language of the country adopted. :
' \"\ “Exceptlon is to be made in any case where estab-
N/ lished usage . . . is contrary to the prescribed rule.”
(a) “Enter under the prefix and refer from the part fol- -
lIowing the prefix.” . : . :
(1) “English names.”
Ex De Qumce'y, Thomas, |
De Voto, Bernard Augustine,
_De 1a Mare, Walter John. -
La Farge, Oliver.

2) “French'._neme-s when the prefix eonsists'\t_)f an



31 SIMPLE LIBRARY CATALOGING
article or the contraction of a preposition and an
article.”

Ex. Du Chaillu, Paul Belloni.

(3) “Italian names when the prefix consists simply
of an article.”

Ex, La Guardia, Fiorello Henry.

(4) “In all languages when the prefix and name are
written as one word.”
Ex. Debussy, Achille Claude.

A\
Delacroix, Eugéne, A
Lafayette, Marquis de. :' )

~

“Since such names occur sometnmes as separate
words, make reference from\\the component
parts, e.g.” .\
Delacreix, Eugine, v
Refer from \
Croix, Eugine de la,* ‘\
La Croix, Eugéngsde,

(b) “Enter under the part of the name following the
prefix in all caseginot specified above and refer from
name beginning with the prefix.”

(1) “Freach, names when the prefix consists of a
preposition.” '
Ex%, Ronsard, Pierre de.

LIn French names containing a preposition and
Méan article (not a contraction of the two) the
{7 article precedes and the preposition follows the
7  name”
Q N
. :N Ex, Le Bédolliére, Emile Gigault de.
AN La Fontaine, Jean de.

\V, (2) “Italian names when the prefix consists of or
contains a preposition.”
Ex, Annunzio, Gabriele d'.

Refer from
D'Annunzio, Gabriele.

{(3) “Dutch names.”

Ex, Van Loon, Hendrik Willem, (Born in Holland
but lived in .S, many years.) :
Gogh, Vincent van.

But
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“In Dutch names the prefix de has the same s:g—‘
nificance as van and follows the forename
(4) “German names.” :

Ex. Goethe, Johann 'Wolfgang von. .

(5) “Scandinavian names when the prefix consists
of the preposition av (af) or the German equiva-
lent won.” "

- Bx, Linné, Carl von.

(6) “Spanish and Portuguese names. With veryyare
exceptions, Spanish and Portuguese nan'les' are
entered under the part of the name follcwmg the -
prefix.” \

o~~

Ex. Cervantes Saavedra, M1guel de \\
Gama, Vasco da. \

* § 3

4, Titles of address. (AL.A1941.42) \ o
“Omit from the heading titles of addréss {Miss, Mr., Mrs., -
Frau, Mime,, etc.); minor eccleszastlcal titles (abbé, archdea—
con, dean, rabbi, reverend, etc.);ygovernmental titles below
the highest ranks (vxce-presrdent senator, governor, efc.);
military and naval titles; acadenuc and professional titles.
Make exceptions . When [tltle is] needed as an aid in 1den-
tification.”

5. Noblemen with fc{ﬂ}zly name and tztle—(ALA190833
1941.55) \
“Enter a nobléman under his latest title unless he is decidedly
better kngwn/ by an earlier title or by the family name.”
When nelsessary, “refer from the name not adopted as entry

Wwor
\\
JEx, Duke: Wellmgton, Arthur Wellesley, 1st duke of.
PR ¢ ) ' Refer from 8
\ ) Wellegley, Arthur, 1st duke of Wellington.”

Earl: Chesterfield, Philip Dormer Stanhope, 4th earl of.
. Refer ;fmm S
Stanhope, Philip Dormer 4th earl of Chesterﬁelcl
Viscount: Grey of Falloden, Edward Grey, 1st viscount.
Refer from :
: Grey; Edward, 1st viscount Grey of Falloden.”
Baron:  Beaverbrock, William Maxwell Aitken, baron.
Punsany, Edward John Moreton Drax Plunkett,
18th baron.
{No references necessary in these cases &= they are
known only as Beaverbrook and Dunsany)
Baronet: Scott, Sir Walter, bart
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Exceptions to the above are:

Bacon, Francis, viscount St. Albans.
Buchan, John, 1st baron Tweedsmuir,

“The titles lord and lady are commonly applied to all mem-
bers of the English peerage except dukes and duchesses. In
the heading the appropriate title is substituted.” For exam-
ple, Lord Dunsany becomes:

Dunsany, Edward John Moreton Drax Plunkett, 18th baron.

The names of titled persons of other countries are writfen in
‘a similar way, e.g., Hugo, Victor Marie, comte; Tolstoi, Lev
Nikolaevieh, graf, or, in this case the entire name ‘may be
anglicized, Tolstoy, Leo, count,
6. Married women’s names.—— (AL A 1908.41; 1\941 .59)
“Enter a married woman under her latest\name unless . ..,
she has consistently written under anothér name, The head-
ing is to consist of (a) husband’s,surname, (b) her own
[given names], (c) her maiden name;when known, in paren-
theses.” In accordance with th{e\r(ﬂe given on page 39 the
title Mrs, is to be omitted unless'needed as an aid in identifi-
cation. Refer from any othEr names or forms of name under
which she may be known.
Ex. Buck, Pearl (Syde{lsmcker) (She is now Mrs. Richard J.
Walsh, but Beck 'is the name which she has used in all of
her writing.) _
Earhart, Ameétia. (Maiden name under which she always wrote.}
Gray, Ehizabeth Janet. (Maiden name under which she writes.)
Rawﬂihgs Marjorie (Kinnan) (Latest form of name.}

\7 Psequnyms o~ (AL, A1908.38; 1941.56)
' “Epfer an author who uses a pseudonym,under real name if
k:noWn Refer from pseudonym.” Inch{de the pseudonym,
" followed by the abbreviation, pseud., in the title if entry is
under the real name, Enter under pseudonym when real
‘ name is unknown or when the pseudonym has been fixed in
| literary history; e.g., enter under Sand, George, pseud. and
| refer from Dudevant, Mme, '
} Ex. Hannay, James Oweh.
; Refer from
i Birmingham, A., pseud.

: Housman, Arthur Ellsworth
! Refer from
o A. E.. pseud.
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Eliot, George,'_pseud.
Refer from .
Cross, Marzan Evans.

8. Entry under forename — (Based on A L A.1908. 31 32, 5 A6,
48; 1941.45,46,53,04)

Enter saints, popes, soverelgns rulmg prmces and mem-
bers of the immediate families of soverelgns under their

forenames.
Ex. Paftrick, saint. ) - . ) :
Pius XI, pope. : : . . O
George VI king of Great Brltam \\
“Kings pﬂar to J ames I have title: king of Englax;d iy fA L.A i
1941.53) ~\

Albert, consort of Vlctorla, queen-of Great Brltaln
Albert I, prince of Monaco. . A
George, duke of Kent, 1902. O
Refer from _ K¢
Kent, George, duke of. N o _ -
“Add to the forename when it is uged\as entry word any epi~ |
thet, by-name, or adjective of Jrigin, nationalily, ete, by
which the person is usually known ? (AL.A.1941 43) “Enter .
medieval authors under thelgiven name. . . . Include in the
heading any epithet or dy-name denoting place of origin, -
domicile, occupation, or diétinguishing. characteristie by which -
the individual is known. Refer from . . . any other names by
which the authorgs-known. . . . (ALA1941. 63) |

Ex. Geofirey of Momneut.h

Conclusmns regardmg choice of personal names.—It will be
seen from th e'rules that nearly all authors’ names will fall into-
one of t p}:’ecedmg groups. Sometimes the rule is not absolutely
definite, h%he rule regarding noblemen’s names 1nc1udes the phrase -
better, %nown, and most of the rules conclude with “. . . refer from
the. other parts,” or “ ... refer from the name not adopted as entry -
- word” Tt is believed that the illustrations will make the meaning .
clear, as in most instances the form of the reference is indicated. .
The better known form would be the one used on the title pages of
the author’s books, the ohe given in most biographical dictionaries,
encyclopedias, the Booklist, and other standard authorities. It is .
necessary to consult only"-_bne reliable aid for each name provided
" that aid gives full name and does not suggest other forms, If other
forms are indicated, the librarian should consult several aids before

- deciding on the form for the catalog.
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Where one form is as well known as the other, choose one and
always use it. A few authors use their real names for one type of
writing, and a pseudonym or pseudonyms for other types. Ray
Stannard Baker wrote under his own name, except when writing
his popular essays, Adventures in Contentment, Adventures in
Friendship, etc., for which he used David Grayson. In some libraries
his books are entered in the catalog under both his real name and
his pseudonym, his essays under Grayson, his other works under
Baker, and see also cross references are made from one to the other,
But for the small library it would seem better to put all hls\\WOrks
under his own name and refer {from Grayson, David, pseud,

There may be cases where the librarian does not knew whether
the name is real or a pseudonym, Consider it a real'name. If later
it proves to be a pseudonym, add the abbreviation pseud to the
name as given in the catalog and make a refer‘ence from the real
name, unless it is decided to change the entty to the real name.

Some libraries find it very useful to ha\}e authors’ dates of birth
and death included in the heading on\the catalog card, e.g.:

Cather, Willa Sibert, 1876- Q
Bennett, Arnold, 1867-1931. &)

In a number of schools the pypils are required to know the dates of
birth and death of the authors on whose works they report. Where
bibliographical tools aredfew, it is convenient for both pupils and
librarians to have the§e'dates on the catalog cards. The librarian, -
in looking up the feyms of the name for the heading in the catalog,
may note the daiemf they are given and include them in the head-
ing. If the dites are not readily found, they may be omitted and
added latern‘Dates are essential for the identification of authors
whose ngnies are the same.

Anthor:ty file for names.—Many librarians find it convenient
to-have an authority file for the names used in their catalogs. The
librarian may decide to enter all of Dorothy Canfield’s books under
Fisher, Dorothea Frances (Canfield).2 A card would then be made -
using the adopted form as heading. It would be followed by the
title of one of her books to identify the author, by a list of the au- -
thorities consulted in deciding on that form, and by a note indieating
a reference from Canfield, After an author’s name has been estab-
lished, when a book is added, all that is necessary is to look in the -

2The Standard Catalog for High School Li
Mrs. Dovotbon Tranaenied for i d)g 0 braries uses the form: Flsher.



CHOICE OF PERSONAL NAMES =~ - = .3

authority file for names, note the form adapted, be sure it is the
* same person, and use that form for the new title,

Fisher, Dorothea Frances (Ganfield) 1879~ '
Seasoned timber. "1959.

xx BKlist v. 35 (Fisher, ¥rg. Dorothea Frances (Cen-

Pield)) . .
xd Liv. auth. {Dorothy Oanfield) S "\
x Std. cat. for h. 8. 1ibs. 3a ed. (Fisher, Mrs. Bor—-
othea Frances (Canfield)) _ A\
TN

5 Cenfield, quétiiy '

Y

£ &/ .

10, NaME AUT}IORITY CAR!:I\EOI{ PERSON

The items and form for the cards in this file may be descrxbed_
as follows: (1) The heading on _.the name authority eard is the one _
- adopted for the catalog. (2) The title is that of the first book by
that author cataloged for that library and serves to identify him.
~ (3) The date is the c0py1‘1§ht date (if no copyright date, the im-
print or some other dafe). Jof that book, as found on the back of the
itle page, preceded b¥ythe word copyright and given on the card as’
©1939. (4) The abbrematlons are for the blbhographlcal and bie-' .
- graphical aids m\whmh the librarian looked. (5) One x to theleft'of
* the abbreviation’ for the name of an aid means that the author’s
- name was found in that aid, but not the fitle; two «’s mean that
both the: élrthor s name and the title were found in the aid so marked.

(6} Af\ t~he author’s dates of birth and death are included in the S

headmg, a d may be added to indicate that the date or dates were
- found. (7) If the form of the name in the aid differs from that given
in the heading on this card, or if the date differs, the variant form
is put in parentheses after the'abbreviation for the aid. (8) If refer-
ences are made from other forms of the natne, they are indicated
or the line or lines directly above the hole in the card preceded by
an s, the symbol for a see reference. - -

It‘ the name is not that of the author of the book, but the subJ ect
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or the illustrator, for example, it is given above the author’s name
and is indented farther to the right. To the left of the author’s -
name is given an abbreviation which stands for the relation of the -
name in the heading to the book; e.g., the authority eard for Cha-
teaubriand, subject of André Maurois’ biography would be:
Chateaubriand, Frangols Auguste René, vicomte de, -
1768-1848.

subj. Maurois, André, 1885-
Chateaubriand; poet, statesman, lover. 1938.

The abbreviation subj. indicates that Chateaubriand is the subject
of this book. The remainder of the card would have e;ca \Iy the
same form as the card for Fisher. The aids would be{those con-
sulted for Chateaubriand, There would be another authnrlty card for
the heading Maurois, Andre. \
' The name authority file should have an aut m\ty card for every
‘name used as a heading in the catalog whether as author, sub]ect
llustrator, or in any other capacity. O :
- When to have authority files for mm\ms —If the library uses
printed cards (which are discussed ﬁxChapter X) and is able to
get them for practically all of its books, it is best to use the form
of the name given on the prmjéd card; thus an authority file for -
names would be unnecessary, It a special library’s collection, how-
ever, is of such a nature ag to'include many works by authors with
complicated names—fore{gn names, for instance—and there are no
printed cards for mang of them, a name authority file will be found -
to save time, It regords, once for all, the form of name to be used, -
- the information pbtained in establishing the form of name, and the
.references to it w\hich have been filed in the catalog. -
If the hbrary is small and the catalog is near the desk, a name
authorlty\ﬁle is not necessary; the catalog itself may be the author-
ity file,\One drawback to this arrangement is that when references -
arg, fitlnde from other forms of the name than that adopted, either a
spedial file of name references must be maintained or these refer-
ences must be noted on the first main card for that author; and .
when that card is withdrawn, the tracing of the references has to -
be transferred to another main card, and so on.

" The value of an authority file for names depends upon: (1)
whether or not the names to be entered are so complicated that any
one of a number of different forms might be used; (2) whether there

. are one. or more references from other forms to be recorded; (3) the

distance from the desk of the librarian to the cata]og, {4) whether :
or not printed cards are used.



CHAPTER IV

- Amnymom(]lmmy -
- and Other Title Entries

. S

-‘Anonymous books.—Anonymicus books are those whose avhhors - )
are not known, or, at least, are not given in the book There may be: .
(1) no indication of authorship; (2) a descriptive. or_generic word -

" or phrase preceded by an article, e.g., “by ‘the so](\ilei:’ Py (3) the

title of another of the writer's works, e.g., “by thetauthor of .
“or (4) initials, which may or may not be those efthe author’s name' _

If the author uses a specific word or phrase with or without a defi-

nite article, this word or phrase is treated aa psaudonym (Based . .
- on “Specification,” A.L.A. Catalog Rules, 1941, page 174.) . L
- fGeneral rule for anonymous books —(AL.A, 1908 112; 1941 199,

modified) '

“Enter works publlshed anony‘mously under author when .
known . . . If the author is not known, enter under title and-

make added eniry dinder the phrase expressing authorsh1p'
. for under the]\nutlals (both first and last Ietters)

Ex. The log-cabm Iady

The way to life, by ‘the soldier.’ L
Mahéddded entry under: The soldier o

I ofh “wait, by the author of “Miss Tiverton goes | out LA :
{"Malke ndded entry under: Miss TNerton goes out,” Author of .

: }}nfﬂth Hubert Freeling,

kit L '; R. A F. occasions, by H. G
: Refer from :
G., .
H G

Anonymous classics.—{A. L. A 1941, pages 182 83)

“An anonymous classic is a work of unknown or doubtful author-
ship, commonly designated by title, which may have appeared in
. ~the course of time in many editions, versions, and/or translations. .

The term ineludes: . poems, epxcs, romances, tales, plays chrom-
- cles, , . . sacred hterature ' : :
Rule 1. {AL.A. 1908 120 1941 206) .

“Enter editions, versions, and translatlons of anonymous .
. . 45 _ .
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clagsics ... . under a uniform heading for the title, using the -

best-known English form unless the vernacular form is de-
cidedly betted“known. In either case refer from forms not . -
chosen for‘entry. Make added entries under names of editors,
translators, and supposed authors. Make title cards when
title is sufficiently distinctive ...

Ex. Mother Goose.
The little Mother Goose,

Arabian nights.
The Arabian nights entertainments. . \
Roland. 7 A
The song of Roland.

4 3
{ S
2N\

The entering of anonymous classics under the narrre of the per-
son who retells the story is explained in Chapter\VI For instance,
James Baldwin’s Story of Roland has the mam\ éntry under Bald-
win, but has an added entry under Roland. Likewise Eleanor Hull’s
Boys’ Cuchulgin; Heroic Legends of Irelmtd may he entered under
Hull as in the Children’s Catalog, bl{t with an added entry under
Cuchulain, {

Make necessary cross referepces from other paris or forms of
the title under which someone might look, e.g.:

Song of Roland, 'fs’;ée
Roland.

Chanson de RoTand see
Roland.

The fc::lltz)win‘.tg,ﬂI“i'st‘l gives some headings commonly used:

Arabighynights,  Grail. _ Njals saga.
Artiir)” King. Kalevala. Reynard the Fox.
6“‘(1111 Mabinogion, Robin Hood.
Campeador. Mother Goose. Roland.
Cuchulam Nibelungenlied. Seven sages.

'\fRuIe 2—-(AL.A1908.119; 1941.208)
“Enter the Bible or any part of it . . . under the word Bible.
Include as subheading . .. Old Testament, . . . New Testa-
ment, the name of the book or group of books . . . Refer ...
from the names of individual books to the heading under
which they appear in the catalog.” :
Ex. Bible.

The Holy Bible containing the Old and New Testaments.
Bible, Old Testament.
Refer from: 0ld Testament.

1Based on various codes and aids.
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Bible., New Testament co L
Refer from: New Testament. -

Bible. Old Testament. Psalms. I
Refer from: Psaims,

Bible. New Testament. G.ospels;'._ o '
Refer from: Gospels. :

Bible, New Testament. John,
Refer from: John, .

The sacred literature of any other rehglon is e:ntered in a sim-
ilar way under a uniform heading, - _

Other types of title eniries, O

1. Periodicals.——(A.L.A.1908.121; 1941 214) N N
“Enter a periodical under its latest title, usmg Jlangmg in-
dention, Capitalize the initial article, if there is'ene, and the
word following it. Refer from any earlier tlt\Ie or titles under -
which the per1od1ca1 may have been 1ssueQ . A periodical
issued by a society, institution, or government body is ordi-.
narily to be entered under its fitle (especially if this is dis-
tinctive in character) with addea‘ entry for the lssumg
body. . N\ o _

Ex. The Atlantic monthly \ '

“If the title of 2 permd:xeal oceurs in d.lﬁerent forms on the
title page, covers, capiions, etc., prefer the title-page form
and refer when nedessary from other forms. 'If the covers,
ete., have a fullexrt {itle than the fitle page, it may be desmable

to use the fuller tltle __
“When the title of a perlodlcal begins with the 1n1tlals of

the nameé. et a corporate body, enter under the initials and -
make adided eniry or reference under the name of the body
for \(hrch they stand.” - :

JBx. 5. A. E. journal. _
N Refer from: 'Society of automotwe engineers, ine.

~O) (01- make an added entry for the society)

2 Almanacs, yem'books etc—-——(ALAIQOS 123; 1941. 215) _
“Enter almanaecs, general yearbooks and 31m11ar serial pub-_

‘lications under title.”

Ex. The Statesmans yearbook.
The World. almanac
3. Encyclopedms dtctzonames———(ﬁ 1..A.1908.127; 1941.218)
“Enter encyclopedias and dictionaries under t1t1e t_mless de-
cidedly better known by the name of their editors. In either

-
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case make added entry under the form not chosen for main -
entry, and for the publisher if the work is likely to be referred

to by his name.”

Ex. Compton’s pletured encyclopedia and fact-index.
Encyclopedia Americana.
The World hoock encyclopedia,

. Composite works.—— (AL.A.1808,126; 1841.3) o
“Enter a work dealing with a single subject, produced by the -
collaboration of two or more authors, in which the coptribu-
tion of each forms a distinct part or section, under the author,
personal or corporate, chiefly responsible for it.{2: If the °
entry is under . . . [an organization] it is advisable to make

an added entry for at least the first pers@iil. author men-
tioned on the title page.” L&

Ex. Coyle, David Cushman, 1887- v .
The American way, by David Cushman Coyle; together

with three additional discussiops/by Carl Dreher, Carl Lan: |

dauer [and] Gerald W. Johnsan\\ .

Examination of this book sho}\}s a half title for each part with

\‘tkle title and author of that part, e.g.:

N . THE AMERICAN WAY

A VOICE FROM THE LEFT
e by
a \ Car]l Dreher

But “if origin, chief interest, or responsibility is not clearly
identified with or attributable to any one of the contributors,

enter-under the first-named author if there are not more than -

three “and the title of the whole work is applicable to each
Jof the contributions, with added entry for the other authors.

j:f"Otherwise, enter under title, with added entry for the first '_
' author mentioned and for as many others as the individual

case warrants.”

Bx. I'll fake my stand; the Scuth and the agrarian tradition, by
 twelve southerners. Harper, 1930.
359 p.

Contents.—Introduction; a statement of principles—Recon- -

structed but unregenerate, by J. C. Ransom.—A mirror for

artists, by Donald Davidson.-—The irrepressible conflict, by F. C-.

Owsley,—-. ..

Since no author is mentioned on the title page it is not neces-

et o i s v

T TR
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. sary to make an added entry for the author ﬁrst hsted in the

contents. .

~ Name authority cards are made for anonymous classms and
“sacred books, similar to thoce for personal names.

Roland. ) ’ ) B
Song of Roland; tr. by Merriam Sherwood il h@
by Edith Basrson,. 1938. . \\
X Compton's 1941 ed. L TN ’“x'_
x World bk 1941 o
xx Children's cat. 6th ed. - (Chanson de Ro{q.mi)
x Akers - . \s ;

B Ghaman\\de Roland
8 Song. of Roland

11, NamE AUTHORITY ,QAmJ FOR ANONYMOUS Cmss:c

In the smaller, gener \libraries name authorlty cards are not'_"'.'
necessary for mchwdual\bﬁo s, perwdlcals, almanacs encyclopedlas,
ete.,, entered under tltlg :

o~ ,o

¢
\



CHAPTER V¥

Names of Organizations

Introduction—In Chapter III various types of authors’ names.

- are considered, but in every instance the author is a person, .There
'is a kind of publication for whose contents no person js\primarily
responsible, namely, the publications of societies and jnstitutions,
~ and the official publications of countries, states, ci ies, and towns.
- Examples of such publications are: Annual Rept}(l‘ of the Board of
 Regents of the Smithsonian Imstitution; Journel of the National

'Education Association of the United Statesp Annual Report of the
Los Angeles Public Library; Collectwns of&he State Historical So-
ciety of Wisconsin; Official Guide Book the World’s Fair of 1940 in
‘New York; Handbook of the Layton Aﬂ: Gallery. Are not the Smith-

sonian Institution, National Edugation Association of the United

. States, Los Angeles Public Libr%irj, State Historical Society of Wis-
" consin, World's Fair of 1940.in*New York, and the Layton Art Gal-
lery the authors of thesg{ublications? Since this is so, the works
“are cataloged under th€lr*authors just as are other works.
As personal authors, upon closer observation, group themselves
"into certain clasa\es-'.&sunple surnames, compound surnames, names
with prefixes—&d these names of organizations may be grouped by
<¢lass. The fodt’major divisions are: government agencies, societies,
- mstltutmr%‘(estabhshments), and miscellaneous bodies not falling
under the other three classifications.
Guvernment publications ~—This term lncludes the publications
of._ ‘nations, states, provinces, municipalities, and other govern-

mental disiricts.” They are “considered as authors of their official

publications.” " (Based on “Spemﬁcatmn ” ALA. Catalog Rules, 1941,
page 79.})

‘1. General rule ——(AL.A. 1908 58 1941.71)

“Enter under names of countries, - states, cities, towns, and
other government distriets, official pubhcatmns issued by

them or under their auspices.

*
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tive departments, bureaus, boards, commissions, committees,
etc,, from which the publications emanate as subheadings in
their latest form and in the vernacular.- Refer Irom variant
forms.”

Ex. TI. S. Dept. of state1

“In the entry of government publications, use for a sub-
heading the name of the office rather than the title of the
officer except where the title of the oﬂicer is the only name
of the office.” : . o &

A\
Ex. Conmecticut, Tax commissioner. _ A N
Maine. Commissioner of inland fisheries and game.' : \~

2. Bureaus or offices subordinate to a departmem&—«—‘ {AL.A,
1908.59; 1941.72) o
“Enter government bureaus or offices.sibordinate to an
executive department, ministry or secretariat directly under
the name of the jurisdiction, not as; a.stibheading under the .
department, ministry or secretarla‘t '
Ex. U. 8. Bureau of the census.

Refer from ‘*3 ’
T. 8. Dept. of ccmmerce Bureau of the census.

“But divisions, regional oﬂicej ‘and other units of departments IR
bureaus, cemnnssmne\ ete., subordlnate to [them} are
usually entered agsubheadings . .

Ex. U. 5. Forest service. Forest products laboratory
. S8, Bu.reau of mines. Foreign minerals division,
3

. Reports! by an official——(A.L.A.1941.75)
(a) “Enter under the department adminijstrative reports
which are prepared by an official as a part of his routine
) duty ” An added entry for the official is unnecessary
\ 3' Ex U.S. Federal housing administration.
# , Annual report.

. 8. Bonneville power adrrumstratlon
Annual report, .

(b) “Enter under personal author scie'ntiﬁc papers, addresses,.
and other publications, not administrative or routine in
character, but which are issued ofﬁelally by the depart—

1Fcrr convenience in locating cards in the catalog the distinective word in' -

the subduusmn under the name of a couniry, state, city, or other govemment -
- disiriet is underscored, -
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. ment to Wthh the author is attached. - Make added entry-'
under the department.”
" Ex, Johnston, William Drumm, 1899~

. Gold guartz veins of Grass Valley, Calif, - 1940,
- (U, 8. Geological survey. Professional paper, 194)

4, Reports not by an official.— (A.L.A.1908.60; 1941.76)
“Enter under the writer reports made to a department or
other government agency by a person who is not an official,
with added enfry under the department or agency.” .

N
5. Legislative bodies.——(A.L.A.1941.84) ¢
“Enter the proceedings of sessions, debates, reports; etc (but
not ‘acts’ or laws), of legislative bedies under the‘pame of the

-government with the name of the body as subﬁeading
Ex. U. 8. Congress. N\

Congressional record proceedings and debates of 77th
Congress, 1st session, " [1841] ) \\

6. Laws, Modern~——(A.L.A.1908.62; 1941’ 86)
“Enter laws, decrees, and other acts having the force of law
- under the country, state, or other Junsdlctlgn with the form -
subheading Laws, statutes, etc ? '
Ex. 1. 8. Laws, statutg:s, etc.

7. Constitutions.——(AS1:A.1908.68; 1941.87)
“Enter constitutiohs under the name of the couniry or state
with the form subheading Constitution . ..”

Ex. U, 8. »Canstitution,
ViIgiQia’_. Constitution.

, Soeicty?ﬁublications.«-—“A society is an organization of persons
' associatgd{ together for the promotion of common purposes or ob-
- jeets, such as research, business, recreation, ete. An academy is a
leatped society devoted to the cultivation and promotion of litera-
fure, o_f arts and sciences, or of some particular art or science.” The
term soclety is used to include: “academies, associations, and socie-
‘ties of all kinds, scientific, technical, educatxonal benevolent, moral,
ete., even when strictly local or named: from a country, state, prov-
" ince, or city; also clubs, gilds, orders of kn1ghthood secret Societies,’
Gree.k letter fraternities, Young Men’s and Young Women’s Chris-
" tian Associations, affiliated societies, political parties, rehgmus sects,
. ete,, as dlstmffulshed from institutions (establishments}. ... Socie-
tles are to be regarded as authors of their proceedmgs, routme re-
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ports of their officials, and other publications for which they, as
corporate bodies, are responsible . . .” (AL.A.1941, pages 99-100)
1. General rule——{(A1.A.1908.92; 1941.103).
“Enter a society under the first word (not an article . . .) of
its latest corporate name, with reference from any other name
by which it is known, and from the name of the place where
its headquarters are established.” Use the article as first word -
if necessary for clearness, but disregard it in filing.

Ex. American council on education. A
American nature association, Washington, D. C. \\
Refer from N
_ Washington, D. C. American nature assocmuom )
2. Change of name.——(A.1..A,1841,104) N

(a) “When a society has changed its name; e\ater under the
latest form, with references from earhe‘s forms.”
Ex. Congress of industrial organizatlons
Refer from \/
Committee for mdustrml nrrg tmn
(b) “When, two or more socletles ‘which have had an mde-
pen&ent existence unite 10, form a new society, enter each -
under its own name up. 't the time of union, with see also
references to and from the new hody.”
Ex. (1) Americafy plannmg and civie associatien. (Preaent
name\formed by unicn of 2 and 3 In 1935. ) :
(2) Américan civic association, (Use for its publications
until it united with 3 in 1935 to form 1.} o
(3) (National conference on city plenning. (Use for its
\ \ s publications until it united with 2 in 1935 to form 1. )
3. Amerwa}z state historical and agncultural societieg,~——
(A. M 1941.108) :
“Enqter American state historical and agmcultural somet;es
Ainder the name of the state whether or not it is the first word
“\'6f the name of the society. If the corporate nanie beging with -
the name of the state, the corporate form isto be followed; if
not, the name of the state is to be fo].lowed_by a period.”
Ex, Pennsylvania, Histarical society. '
Refer from
T . Historical society of Pennsylvania. - .
4. Churches not organized within national bounds——m(AL A
1941.129) : B
“For . . . all churches not orgamzed as corporate bodies thhm_ _
nationa],. bounds, adopt the most commonly accepted English
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form of name as the official entry, and use this form for all .
subject headings.”

Ex. Catholic church.
Moravian church.

Publications of institutions.—"Institutions (establishments) are
entities whose functions require a plant with buildings, apparatus,
ete., as distinguished from bodies, organized groups of persons such
as societies, associations, etc., whose duties may be performed equal-
ly well in one place or another. The necessity of having a perma-
nent material equipment tends to identify the institution, with a
loeality. . ..” The term institution is used to include: “cql}'égés, uhi-
versities, schools, libraries, museums, galleries, observatéries, lab-
oratories, churches, cemeteries, monasteries, convéii‘fs, hospitals,
asylums, prisons, theaters, botanical and zoologic,\ql gardens, build-
ings, ete. . . . Institutions are to be regarded\as authors of their
official publications. . . . Prefer eniry under)personal author for
monographic works of individuals issued By‘institutions when these
are not clearly official or routine in ?}hf’acter.” (A.L.A.1941, page
131) o\
: 1. General rule——(AL.A.1908:82; 1941.150) .

“Fnter an institution (usipg the latest name) under the nam
_ of the place in whichyif is located.”

Ex. Minneapolis. _Bublic library.
New York.{Museum of modern art.

2. Names begigning with a proper noun or proper adjective——
- (AL.A.1908,83; 1941.151)
‘“Enter. @i institution of the United States or of the British
empire“whose name begins with a proper noun or a proper
o gd’j}ee’tive under the first word of its name and [when neces-
& ;sa’ry] refer from the place where it is located. Add the name
) of the place to the heading if it does not occur in the name of
the institution unless the institution is so well known as to -
- make the addition of the place unnecessary....”
" Ex. Coreoran gallery of art, Washington, D. C.
. ' Refer from

- Washington, D. C. Corcoran gallery of art.
Smithsonian institution,

. “Initials or personal names occurring at the beginning of the

name of an institution are omitted, but forenames when given
in full are included,” :
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Ex. Enoch Pratf free library, Baltimore.
Refer from
Prait free library, Baltimore,
Baltimore. Enoch Pratt free library,

3. State and provincial institutions (U.S. qnd Canada) ——
(AL.A.1908.91; 1941154}
“Enter state and provincial institutions of the United States
and Canada under the name of the state or province. The
name of the state or province is to be followed by a period

and the next word capitalized.” ~
Ex, California. University. . N
Ontario. Civilian defence committee, ¢\

4. Agricultural experiment stations.—— (A.L.A.IQOS.Q.?’;" 1943.155)
“Enter agricultural experiment stations of { e';U‘nited States
under the name of the state or territory .i(i‘which they ate
organized. Include in the heading the'name of the place
where the station is located. Refer frem the university or
college of which the station may fornta department, from the
name of the station, if it is at:’:}ll"distinctive, and from the
name of the place where it is ldcated ”

Ex. New York, Agnculturai experunent station, Ithaca.
Refer from o)

Ithaca, N. Y. Ag'ricultural experiment station.
Cornell umvers\lty Agricultural experiment station,

5. Institutions formmg an integral part of a larger orgamzamon -
(A.L.A.1908. 84,85;" 1941.158)
“Enter the ¢ varxous faculties, .colleges, professmnal schools,
laborator\es, libraries, museums, observatories, hospitals,
shops, etc which form an integral part of a university or
othef\ wstitution under the larger institution with the name of.
the ‘particular entity as subheading.”

Ex Chicago. University. Press. ’

Wisconsin, University. University extension dlvision _
Exception: “Exception may be made in the case of an obsewa- _.
tory which is much more likely to be looked for under its own
name than under that of the place or of the instituticn of
which it forms a part.” '

Ex. Lick observatory.

Publications of miscellaneous bodies—The term miscellaneous =
~ bodies includes: “conferences, congresses, exhibitions, and other



“ s - . *  SIMPLE LIBRARY CATALOGING

" occasional meetings; firms, and other business concerns; committees.
and classes of citizens not belonging to any body or organization;
foundations and endowments; expeditions, etc.” (A.L.A.1941, pages
152-53)
1. National congresses.——(A.L.A.1941. 176)
“Enter national congresses under the vernacular form of the
name.”

Ex. National congress of parents and teachers.

2. Regional, state, and local conventions, conferences, institutes,
ete—— (A.1..A.1908.80,81,105; 1941.177) N
{a) “Enter regional, state, and local conventlons gonierences,
institutes, etc., under their names.’ {

Ex. PBCLﬁc Northwest regional planning co\:{{él‘ence.

(b) “If, however, they are held by a so?;\iéty or other body,
"~ enter under the name of the body

Ex. Insgiitute of Pacific relatxon& 7th conference, Virginia
Beach, Va., 1939. e

“InStitutes meetings, confercndes, etc., held at some institu-
tion (college, umvermty, &te.) but not officially connected
with its organization, are “ehtered under the name of the meet-
. ing, followed by the hatne of the institution, Refer from the
institution where the meeting was held.”

Ex. Institutegot}olitics, Williams college, 1932,
_-Refer from
~ Williams college. Institute of polities.

3. Emhibfg_{o}z.s, ete——{A.1.A.1908.102; 1941.178)
- “Entergeneral exhibitions, fairs, bazaars, etc., under the name
~ of\the place where they are held, and refer from the official
_ \ tltle and any other names by which the exhlbltlon is generally
O known.”

Ex New York. World‘s fair, 19309-1940,
. Refer from : -
World's fa1r, New York. :

(A L.A 1941,184)
- #“Joint committees of two or more organizations are ordinarily
entered under the name of the comm1ttee with added entry
. for each of the bodies if not more than two. -If there are more
‘than two, make added eniry as a rule, for the first only; how-
B ever, if one of the other part1c1pat1ng bodles is obmously the

! y
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- one upon whose initiative the committee was formed, make

added entry for it also.”
Ex. Joint committee on curriculum of the Departrnent of supervisors
and directors of instruction of the National education associa-
tion and the Society for curriculum study,

Joint commitice of the American library association and the
National educdtion association. i

5. Boards, trustees, etc.——(A.L.A.1908.108; 1941.185)
“Enter bodies whose legal names begin with such words as
Board, Corporation, Trustees, under the names of the jnsti-
tutions or bodies over which they exercise'supervision.?\

2\

¥x. Smithsonian institution, N4
Not Board of regents of the Smithzsonian mstn‘utlon

6. Foundations, endowments, funds. —(ALA{1~908 11(} 1941

186) \
“Enter foundations and endowments, funds efe., under thelr
names. Refer from place.” \\~

Ex. Duke endowment. Hospital ses;tien
Rockefeller foundation. {
Russell Sage foundation, New York.
Refer from
New York. Russell S’age foundation.

7. Firms, business corpomtzons, etc. —-—(ALA 1908. 109 1941
187) \\ :
“Enter firms, buéinéss corporations (including those owned

- by governments); hotels [‘while they may be considered as
1nst1tut1ons,\a~re better treated as firms’], railway companies,
ete, undeq;d;he corporate name. The terms incorporated (inc.)
hmlte\ (ltd.) ete. or their equivalents if 1ncluded in the cor-
pora'\fe name are to be retained.” : . -

\ Ex. Pennsylvania railroad company.

\J“If the name begins with a personal name or initials, enter
under surname rather than forename, giving forenames or

initials according to the usage of the firm or corporation.”

Ex. Johnston, W. & A, K, 1td,, publishers.
. Hammond C. 8., and company.
“ Further rules regarding geographical headmgs properly belong
. here, as many corporate bodles are entered under place

Geographical headings. :
v . 1. Language of headmg‘—m(AL A.1908. 130 1941. 192) '
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“G1ve countnes, self-governing dominions, colonies and pro-
.= ftectorates in the conventional English form.”

Ex. Canada.
French West Afriea. -
- Martinique. i
Mexico.
9. Cities and’towns.——(A.L.A.1941,193)
. (a) “When used as entry word, cities and towns in the United
Siates and Canada are followed by the name of the siate
or provinee, in accepted abbreviated form.” LA

. A\
Ex. Richmond, Ind. Board of sthool trustees. A N\

(b) “Cities and towns other than those in the Umfed States
‘and Canada are followed by the name of the c‘ountry (not
by the name of the province or smaller ;hw ion) .

Ex, Rlchmond Eng, X ’x

(c) “Ewception. Enter largest or best known city of its name,
‘in America or elsewhere, without further designation.”
Ex. Chicago. Depti. of superhighw’ayé.
. Rmhmond Chamber oﬁ commerce,

-3 Counttes ——(A. L.A. 1941, 194)

" “Counties in the United States and Canada when used as
entry word are follq by the name of the state or province,
elsewhere by the pame of the country.”

Ex J efferson Eo. Ala. Board of health

4. States,. pmmces, etc_—(ALA 1941.195) :
- “The states of the United States, and the provinces of Canada
- and ﬂ:@ more familiar foreign states, provinces and ‘départe-

ments, do not. reqlure the addition of the name of the
ﬁountry ”

P

LU Ex '_I‘gxas. State auditor’s dept. -

“For states of the United States, publications of the colonial

_and territorial periods are distinguished by the designation
‘Colony’ or ‘Ter.’ in parenthesis.”

. Ex. New York (Colony)

5 Polmcal division in heading. -—-—(A L..A.1941.196) :
“When for the sake of clarity it is necessary to specify the
part:cular kmd of political or admmlstratwe d.lwsmn gwe '
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" the demgnatmn in parentheses, preferably in the vernacular
form.” :
Ex. New York (City)
New York (State) _ .
As indicated on page 50 and in the preceding rules, all corporate
: authors are divided into four groups, namely Governments, Societies,
Institutions, and Miscellaneous Bodies. Note that these authors con-

- sist of the place and the name of the organization, or the name of .

. the organization with or without the place,’
In deciding upon the form of the entry for an orgamzatloﬁtit is -
" necessary to consider whether it is a government, soclety, institu- -
‘tion, or some other body or organization. The stateménts in this
chapter as to what each group includes will help one i 'deterr'nining
what the organization is. Take, for example: Forést Trees of Wis-
- congin; How to Know Them, by F. G. Wilson)(5 %permtendent of
Cooperative Forestry, published by the V\Qsconsm Conservation
Department, Madison, third edition, 1938. ,Who is the author? Wil- -
son? Wisconsin Conservation Departient? Under “Government
publications,” on page 50, the general rule reads: “Enter under -
-names of countries, states . oﬂielal publications issued by them
or under their auspices.” ThlS is an official publication; therefore,
_ the author is Wisconsin Congérvation Department. A search in the
-Wisconsin statutes, Wiscongin Blue Book for 1938, or other.aid will '
- show that the official name is State Conservatmn Commission. The
: entry will then be: : :

Wlsconsm \State coniservation commission.

If it is thgl?ght advisable, an added entry may be made under
Wilson, afte(one has looked up his full name, e.g.: -

W}lson, Frederick Grover, 1587-

. A.nother illustration is: The Book of Fishes; Remsed a,nd En-
larged Edition Presenting the Beiter Known Species of Food and
L Game Fishes of the Coastal and Inland Waters of the United States,
edited by John Oliver La Goree . .. If was published in Washington -
by the National Geographic Society and copyrighted in 1939. The
- - -National Geographic Society will come under the general rule for -
. Societies, as stated on page 53: “Enter a society under the first
- Word of its latest corporate name.”- It is well to consult the aids also |
to see what forms they use. The Standard Catalog for High School
' L‘bmﬁes, 1938-1941 Supplement gives National Geographic Society,
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as does the Readers’ Guide to Periodical Literature, July 1939-June .
' 1941 'Hence the entry will be:

National geographie soclety
Book of fishes .

---Another illustration is: Annual Report of the International
' Health Division of the Rockefeller Foundation. On page 56, under
. “Miscellaneous bodies,” it is stated that the term includes “, .
foundations and endowments, expeditions, etc.,” and rule 6 reads:
“Enter foundations and -endowments, funds, ete., under their
names.” This report will be cataloged under Ror:kefeller sunda-
tion with the International Health Division as a subdivision of the
heading; thus the cataloger will bring together in the catang all of
the pubhcatlons ‘of the Rockefeller Foundation and, under that all
- of those of the International Health Division. \\ ’

Ex. Rockefeller foundation, International he}{th division.

There may be a reference from New York (Slty) Rockefeller foun-
dation to Rockefeller foundation.

In determining the heading to be; ﬁséd for the publication of an
organization one consulis the catalogmg rules and library aids. An
authority card may be made if 1t 1¢* considered desirable to have a
permanent record of the form adOpted and the aids consulted. An
illustration is given below: "

7

Q)

Carnegi@’ corporation of New York.

'I‘k\w Carnegie art{ reference set for colleges.
°1959, _

x\&ericma 1941 od. .
“\x'R. G. Nov. 1941 {Carnegie corporation)
’“ X Viorld almanac 1941

12. NAME AUTHORITY ('ARD FOR AN ORGANIZATION
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Introduction.—Up to this point the reader has been concertied
with the contents of the book and how books of similar content may
be grouped together; the forms of personal names and-names of
organizations, with reference to the choice of proper headings for
catalog cards. This chapter discusses the items abput the book to
be put on the unit catalog card. p \

The catalog is expected to answer such questions as: What
books by Archibald MacLeish are in the library? Hag the library a
copy of Treasure Island? What material has-the library on air-con-
ditioning? These questions can be answered by consulting the cata-

-log for the author’s name, the titlg; or the subject heading and
noting the call numbers in order td locate the books on the shelves.

Begides these types, howg{rér", such questions are asked as:
What is the latest book by Marjorie Rawlings in the library? Has
the library the one-volume\}dition of The Science of Life by H. G.
Wells, Julian S. Huxléy,G. P. Wells? What books has the library
with illustrations by Kurt Wiese? When and by whom was the first
edition' of Robinsen’s Collected Poems published? .In deciding upon
what to includeyin’ the description of the book on the catalog card, .
consider the (itets given for books in such aids as the Standard

- Catalog se;:ifé’bf the H, W. Wilson Company. Remember that where

- the shelv@s are open fo the readers, little time is spent at the catalog ’

‘lookéng.at the cards. On the other hand, even in the smallest li-

braryy the catalog may be called upon to answer some question

“about a book which is out in circulation;-and in looking for material
on a subject the reader will sometimes examine all the cards before

going to the shelves, considering the author, publisher, date, and

-size of the book as indicated by the number of pages.

Cataloging a book.!—The first step in cataloging a book is to
examine the title page, the official ptge from which the librarian
gets most of the information put on the catalog card. Besides the:

1IChapter IX discusses cataloging fiction in a simple way if thatis desired.
61
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author and the tltle, the title page often gives the author’s degrees'._'
. and other information, yet this information on the catalog card .
would not be of sufficient value to warrant the space it would take, -
The title page may also give a statement about the edition, as second
~ edition or revised. edition, and may specify how the book is fllus-
" trated. Then there is the imprint, that is, place of publication, pub- -
" ‘lisher, and date of publication, given at the bottom of the title page, -
The librarian should examine not only the title page for the items :
~ mentioned but also the pages precedmg the title page-and the cover
~ 1o see if the book belongs to a series, e.g., “The Rivers of America”; -
the back of the title page for the copyright date; the prefage for
~ further information regarding the edition; the book itself (L) for the
- collation, that is, the number of pages ar- yolumes dlﬁerent kinds of
~ illustrations, and (2) for b1b110graph1e§ appendixeg" contammg ma-

‘terial of special value, contents, and.any other spe,\m%ﬁ‘ features Whlch

- should be brought out in notes.

. Take, for instance, Eve Curie’s Madame C‘une

+Madame Curie, ‘\ .
A Blography by E.\(e;‘Curie
. Translated by Vinéent Sheean

L S o Illwsl:rated

Doubleday, Daran # Company, Inc.
Garrke)&x City 1538 New York

: On the back of the title page is found: '

¢ Copyright, 1937
By Douhleday, Doran & Company, Inc.
\~ All Rights Regerved

- Exmﬁmat;on of the book shows that it has 393 pages, 111ustra-.f
tions, including portraits, and an appendix that lists Madame Curie’s..
) prlzes 'medals and decorations, and honorary titles, After the cata-.

l_oger has examined the book, the next step is to assign the clagsifi- .
cation number and the subject headings, Chapter I describes the-
process of classifying and gives directions for doing it. Chapter I
does the same for subject headings. The classification number, 92.

o oor By should be writfen in pencil in the upper left-hand corner Of.

the page following the title page about an inch from the top of the-

- page and from the hinge.- Here it will be easy to locate and if the.

" hook is rebound it wﬂl not be cut oﬁ in the trimming nor hidden by'
. the sewmg o
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. The author card for the book would include: the classification - -
~pumber, book number if book numbers are used:in the library, - .
- author and her dates (if dates are used), title;, publisher, copyright

" date,? the total number of pages, information about the 111ustrat10ns :
‘and a note about the information included in the appendix. -

&

92 '
97 Curie, Eve, 1904- L
Madame Curie: a biography, tr. by Vincent SheQ{: s
an. Doubleday, ©1937. . AFS
393 p. {1lus. ports.. N\

: N

Appendix 1ists Madame Curiels prizes<~lieaﬁls and’
decorations and her honorary titless Oy "

: 13. AuTHOR CARD FOR NONFICTION WITE CALL NUMEER, AUTHOR, Tzn.n:, .
IMPRINT, COLLATION, AND NOTE .

R
az O, | 5
G [Cubi® Eve \Qo4- - - IR
"m':h;\':aé'ame. Cuete: a_b_'m.g.ta.?lm;,ii‘-_.
L\., incent Sheean.,  Dauk }g,d'msggsm -
> A3 e \WNue pevke, L

e f— ' R?Qe.n.;\hc \\m_MaA_amf_QJu_\.e.s._ -
e brizdes _medals and desevakions and |

hee \'\o'navav\ll he\es,

\_/"

14. AuTHor Carp For NONFieTION WITH CALL NUMBER, AUTHOR, Tr:.'LE,
. IMPRINT, COLLATION, AND NoTE—FJANDWRITTEN

2See p. 68 for information regarding dgtes of books.
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Indention and spacing on cards—Before discussing the place - |

and the order of the items given on the catalog card it is necessary
to explain the indentions and spacing commonly used on such cards:

The purpose of indention and spacing is to emphasize the different |

groups of information and to give special prom_inence to certain
words, e.g,, the author’s surname. _
Cards 6a and 9a in Chapter II show the indentions and spacing

used on subject authority and cross reference. cards. The sample -

name authority cards, numbers 10-12, in Chapters III-V respectively,

show the indention and the spacing recommended for thesc{\types_._
of cards, but do not indicate the specific lines and spaces. [They are,

in general, the same as for the catalog cards given in this, and subse-
quent chapters, Card l4a is a skeleton carg with_ihdentions and
spacing indicated so as to make clear the use m\}hls text of the

terms first, second, and third indention. This cérd also shows the -
relative location on the card of the call number, author, title, im-

. prmt collatmn, series note, and other notea,

N \.
o RN O
Call . N :',,:
no. -Author oo
_ Title — <L
W i - » Imprint
. Collatmn» . {Series

%te s' I

. A~ Contents.-

" O

143 SKELETON CARD SHOWING Loca'rmn OF THE Dmsm'r ITEMS
Call no.

Book no., 4th Ime, 2nd space from left edgé of card.

A_uthqr.- ‘4th line, 1st indention (Sth space from left edge of card). If-'
' author’s name runs over, the succeeding line hegins at 3rd -
.. dention (14th space from left edge of card).

Title.

Classification no., 3rd line, 2nd space from Ieft edge of Cm'd*_ ;-..-

Lme below author, 2nd indention (12th space from left edge of -
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card). If tifle runs over, the succeeding line begms at 1st
o indention. _
mprint.  5th space after period following title, if there is room; if not, at
1st indention. If the imprint runs over, the succeedmg line be-
: gins at 1st indention. _
Collation. Line below imprint, 2nd indention; if it runs s over, the stcceed-
ing line begins at 1st indention. -
" Series note, 3rd space after collation if there is room; J:E not, at 1st inden- .
tion. If the series note runs over, the succeedmg line begms at
1st indention.

- Notes. - One line is skipped before the 1st note. Notes begln\ét ?nd - -
indention, the succeeding line at 1st mdentlon D!ﬁ’efent notes
form separate paragraphs, - PN\ N :

Contcnts In paragraph form begmnmg at 2nd mdentwn the succeedlng :

«= .7 wline al 1st thdention, . \\ ) :

- On a card ruled for handwriting the 1ndent10\15 and. spacmg of
. the items are similar to those on a plain caxd The outer vertical”
- line indicates ﬁrst indention; the inner vert\tcal line, second.: mden- .
- tion. Two spaces farther to the right.ef the inner vertical'line is
_‘“the third indention. The author’s nafie¥is put on the Second hor1- ;
zontal Iine. See sample card 14. &\ Lo
Rules for cataloging. N g
1. Cull number., The cdld number is the classification symbol- _ )
and the book number or ifiitial of the author’s surname; e.g., for
Eve Curie’ s book the call\number is 92, Other ﬂlustratlons of calI -
. co7T -
_ ..numbers-are. 82 (\973 - or if author’s initial Ietter only 15 used '
T 87 B31 © - -

- 92 973. This, combmatmn of ﬁgures and letters whlch IS neces—' :
C . B ':M:‘ .
sary to dme the reader to the shelves, is given on the catalog cai'ds, L

;- on the spme of the book, and on the hook card. Some librarians put
this Tlumber on the catalog cards in red to make it more. evident to

- the'véader.

2. Author.~——Chapter III explams how to detemune the form_
of name to be used, and shows a name authority card with the name’
Properly written for a catalog card. Whether or not the librarian

- makes name authority cards, each name must be looked up and the
form to be used in the catalog decided upon. For example in the
Standard Catalog for High School Libraries, fourth edition, the
heading for the Curie book is Curie, Eve 1804-  , the form used. -
on cards 13 and 14. e
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The general rule for catalogmg is to “enter a work under the

' narne of its author whether individual or corporate.” (AL.A.1808.1;~

1941.1) “In the heading give the author’s name in full and in the

!

vernacular form . ..” unless another form has commonly been used

~ and is better known. ““The form adopted for a given person is used

without- variation whenever it occurs-as a heading, whether as

- author, added entry, or subject. Refer from forms not adopted.”
(AL.A.1908.23; 1941.33) “For medieval and modern names add

dates of birth and death in the heading when they can be discov- -

- ered with & reasonable amount of search.” (A L.A.1908.37; 194144)

For example, Bassett, John Spencer, 1867- 1928 If the llbra does
not find these dates on its catalog cards of - use, theyoshould be
i .

_ omltted

{ -
"~ The author s surname is foﬁ;wed by a comm { one space the -

- given names, comma, one space, dates of birth @nd death, period.
If only initials for given names appear on thewtitle page and the

_given names cannot be found, eight spaces ate left after each initial

. so that the names ‘may be ﬁJled in, if fouaddater.
"~ 3. Title—*. . . follow the title I}age striétly as to order .

' _ and content , punctuate when necessary for cléarness .. .” (A. L

. +A1908.136; 1941 225) “. .. The napie:of a-personal author in the pos~
.. sessive case at the begmmng of a t1t1e is not [necessarily] omitted,
“but may. be dxsregarded 4n-filing 7 - Trielide the statement [of 111us—

- trations] .- ., when it gives'the . . type of illustrations or the name"
" of the ﬂlustrator. .., Ot mottoes quotatmns and other non-essen-
tial matter . .7 (AL A1941 226) “, .. When a pseudonymous work,

* is entered under the author’s real name . . , the designation [pseud.]
in italics is supplied after the pseudonym in the title....” (AL.A. -

~1908. 139; 19412 7) The only time that the author needs to be given :
. as part of\tl're title is in the case of joint authors and when the title

page gives the pseudonym and the catalog card has the real name .

‘as heading

o ¥ When the 1e4f bearing the title page is lost, supply the title
. from some bibliographical source . . . cover title, half title, caption,
~ . running title . . . and state in a note which has been used. If these

~are lacking, Supply a title (w1th1n brackets) . . " (AL.A.1908.147; |

1041.238) . .

- “Capitalize the first word of every sentence, every title oceur-

rmg on the title page, every title quoted, and every alternatlve t1t1e
:Lntroduced by or or its equivalent,

- “Capitalize all proper names, as fiames of persons, places .

- adgectlves denved from names of persons unless used in a genenc
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~ semse...in English and Latin, . ., Adjectives derived from geo-
- graphical names are to be capitalized in English only.” (From
- AL.A1941 Appendix I11.1-4) : S \
~ “Follow the punctuation of the title page. When the title as
transeribed in the catalog entry requires additional punctuation for
the sake of clarity, supply the necessary marks according to the .
grammatical usage of the language of the title page. Avoid, as far . -
as possible, the use of two [punciuation] poinis together.” (AL:A
" 1941 Appendix IL1) | ' A
. Examples of punctuation of titles: e
Dewey, John, 1859~ - : O
: Intelligence in the modern world: John Dewey’s.phi_lgégphy; ed. _
with introd. by Joseph Ratner. Ny

Russell, Bertrand Arthur William Russell, 3d earl, 1872+
Principles of mathematics. 2d ed. . \\ .

Casteret, Norbert. ¢ :
Ten years under the earth; pref. by E. Ax Martel; tr. and ed. by

Barrows Mussey.

Peterson, Roger Tory, 1908~ PN _ T
Tield guide to the birds; givmg\ﬁéldmarks of all species found

east of the Rockies. Rev. and enl) ) . -

€

. The abbreviations used in the illustrations of titles given above ..
and on the card for Eve Curiegbook will be found listed in Ap- .
_pendix IL SO L _ '
" 4 Imprint——The plaéé of publication, publisher, and date of :..
copyright or of publicaion'follow the title, and are separated fram -
each other by commas. “(ive the name of the city as it appears on
* the title page withgut abbreviation, but omit street address or sec- .
- tion of city . . {"The name of a country, state, ete., following the
name of the.pla\é may be abbreviated if there is a well-established
. abbreviat{&i‘fbr it. In case of doubt, follow the title page. ...” -

© (AL.A1008.150; 1941.242) If the name of the city is well known,

' e-g-,\N'géin’r York, Boston, Chicago, London, the name of the state or

. coumfry after it is unnecessary. In cases where two or more. cities -

‘have the same name the best known is given without state, the -
lesser known with state, e.g., Washington (referring to W_gshin’gton,-'_' -
D.C)), but Washington, N.C. Of two equally well-known cities with
the same name, give state in each case, e.g., Portland, Me.; Port-
1and, Ore, . S : o .
“Following the name of the place, give the name of the pub-
lisher . . | as it appears on the title page . ..” Exception: The given
names of the publisher may.be reduced to initials. S
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Ex. Title page: ¥ London WC2
: George Bell & Sons, Litd

York House, 8 Portugal St., Lincoln’s Inn Fields '

Give: London, G. Bell & sons, 1td.

Title page: Stephen Daye Press
Room 12, 67 Main Street
Brattleboro, V1.

Give: DBrattieboro, Vt. 8. Daye press.

“«. ., omit . . .the expressions published by ... preceding the |

©.name of the pubhsher, omit also the word pubhsher followmg

the name of the publisher ...” (A.L.A.1908.152; 1941 243)

Ex. Tifle page: New York
W. W. Norton & Company, Jnc
Publishers . 9

Give: New Yorl, W. W. Norton & co. ine. \
W\

. “Imprints in which the author (compiler, e(htor, etc.) appears
- as publisher are treated in the same manriercas other imprints.”

(AL.A.1041.249) N
: Ex. Title page: Pubﬁshe:i by the Compiler
- £\Y Washington
B Oy 1938
Give' Washmgton, Thp compﬂer, 1938.
S

“Give the statement THag! ‘a book-is-privately printed as it ap-
* . pears on the title page. Aithe statement does not appear on the
title page, give it in 2 nbte. . . ¥ (AL.A.1908.154; 1941.252)
" “When pubhshers are well known the place of publication may -
be omitted and the. publishers’ names may be abbrev1ated (Note
. -that Doubleday; Doran & Company, the publlsher of Eve Curie’s .
. -Madame C@cx@g\é given on card 13 simply as Doubleday.) Appendix ’
II -gives a\list of well-known publishers, with abbreviations, to be -
' _used without place. If the publisher of a given book is not included -
in thig list, the place appearing first on the title page and the name .
of the publisher listed first are to be given on the card with. such -
abbreviations as are authorized in this appendix, If, on the other ‘
hand, a publisher’s name becomes more common on catalog cards,
it may be used in abbreviation and without place and should be
- added {o the list in the appendix.

- The date of publication is the date given at the foot of the t1tle
page. This date is usually changed when the book is reprinted.
- The important point is not when the book was printed, but when it

- was written and when the latest changes in it were made. The latest -
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" copyright date shows this, for books can be recopyrighted only
‘when important changes are made in them; therefore, the latest
copyright date is used for the Curie book. The person or firm copy-
righting an average volume is of no importance in the catalog, so
variation in this fact is not noted. The letter ¢ before a date, 1942,
shows that it is the copyright date. If there is no copyright date,
give the date of publication; if no publication date, give the date
in or at the end of the preface or introduction, preceded by the
abbreviation pref. or introd. or the appropriate word written out;
if no date is given anywhere, write n.d. Some librarians may Rrefer
to use no date instead of the abbreviation n.d. Use arabie ﬁ‘gures
 for dates even though the book uses roman numerals. 2 -
Ex. Harper, <1841, Houghton, 1943. Dutton, nd. o
New York, W. J. Black, inc. [introd. 1826} A 3

5. Collation.——This term is used to incluée‘ the number of
pages of a one-volume work, or the number of volumes of a work
. in more than one volume, and informatioam\about the illustrations.
The title page may include a stateméht as to the number of

. volumes and the number and {ype of(thé illustrations, or this infor-

' mation may be discovered only through an examination of the book.
Frontispieces, plates, diagrams,tharts, plans, facsimiles are to be
 included under the general tertn illustrations. Maps, portraits, and
tables are to be speciﬁe’dﬁ,jif important. They are to be given in
" alphabetical order, using\the abbreviations listed under “Collation”
in Appendix II; e.g, for Eve Curie’s book the collation is: 393 p.
. illus. ports. Othen illustrations are: 3 v. illus. map, port. tab. or,
for a one-volume}'\work: 179 p. illus. map, port. tab. Use the plural -
if there is more than one illustration of a kind, e.g., illus. maps,

. ports. tabléé.” 'If a work is in two or more volumes and the library
has nob all of them, give what it has in pencil so that changes may
_;_.'-be.njzidé easily if other volumes are added, e.g., v. 1, 3, illus. maps.

. (Se¢’sample cards 13-33 for examples of collation.) o
“When a book is unpaged, give in brackets the total number -
" of pages as ascertained by actual count . . 2 (ALA1908.160;

1941.290) C R e

. Some librarians prefer to use the word Illustrated and not
specify the kinds of illustrations, thus aveiding the use of abbre-
viations which may not be clear to the public. If the librarian thinks
‘that paging would be ignored by the reader that item may<be
omitted, though in all other respects cards follow the samples gi;’ré_ﬁ. ; '
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6. Notes.—There are many kinds of notes which may be
added to catalog cards, since they describe any special feature of the
book not/included in the title, imprint, or collation. The safest rule,
" however, is not to make a note if there is doubt as to its value, _
. “Add}fnotes when necessary to explain the title or to correct
any misapprehension to which it might lead, and also to supply
essential information about the author and bibliographical details
not given in the title, imprint or collation. They should be as brief
as is consistent with absolute clarity....” (A.L.A.1508.168; 194\ 323)
The following order i is suggested for notes: X
a. Added information about the physical make-up of the book e.g., that
the title page is lacking (something which may oq:tir when an old
library is being eataloged). '\ £
b. Notes explaining variations in title. 9
Notes on pseudonyms, sequels, editors, and translators :
d. Source of the book, e.g., that it has heen pﬁ\bhshed previously in some
periodical; the fact that it is bound with 'some other work; that it has _
been published under some other tifle) '
‘e. Bibliographies or lists of authorities consulted, information about the .
appendixes #f they contain va’luable material which may be over-
looked, e.g., the note for Eve Curie's book concerning lists of Madame
Curie’s prizes, ete. in thé appendix, Give inclusive paging for bibliog-

raphies, eg., Bibhograﬁhy p. 287-298. For examples showing notes,
- see samp]e cards 18,14, 15, 16, 17, 19, 22, 23, 32, 33,

o

N

Another example of a book having an appendix which might
~well be brought but in a note on the catalog cards is C. E. Turner’s
Principles of (Health Education, second edition. The note might
read, Appendix: Underweight and- growth as health indices. The °

_fr‘f-'followmg suggested note for the catalog cards for Azriel L. Eisen-.

berg s)Children and Radio Programs shows how several appendixes
may be mdlcated '

_ Appendmes A Descriptions of sixty-seven programs, men-
tioned by at least 1 per cent of the children—B, A classification of

“the most frequently mentioned programs into categories—C.
Charaéter and personality {raits on which children were rated.—

"' D. Pupils’ questionnaire—E, Parents questionnaire,—F, Pupils’
mtemew form . .

leferent ed:tmns of the same book -«The title page of the first
.edltmn of Bassett’s A .Short Hi zstory of the United States reads:
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- A Short History of '
The United States

By
John Spencer Bassett

New York
The Macmillan Company
1913

Examination of this book shows no copyright date, so the date on

the title page is used in cataloging. There is a b1b110graph1ca\note
at the end of each chapter, and a total of 885 pages.

873 R4
P31 Bassett, John Spencer, 1867-1928. [ : .
A short history of the United\s'batas._ Macmile

lan, 1913. }
885 p. R o
o\ .
"Bibliographical notg" &t the end of each chap-

L] k. g

Al e
g

UTHOR CARD WITH IMPRINT, COLLATION, AND No-rs :

2t 7 A e b g

The title page of anot’h\er edition of Bassett's hlstory reads:

/A Short History of
The United States
_1492-1929.

&) - John Spencer Bassett, Ph. D. . -
A4 Professor of American History in : L
N\ Smiih College R S

AN ' Revised Edition
N _ _l" ' New York

The Macmillan Compahy
1931 -

This edition also has a “B1bhographlcal note” at the end of each ‘
~ chapter. The Preface states that Mr. Nevins supplied’ the material
following page 902 and that this is the second revised edltlon On h
“the title page simply “Revised Edition” is given. o :
. Should these two editions of Bassett’s history be cataloged as .| -

" two different books or as two copies of the same book? In some
. small general libraries only the latest edition of a book is wanted
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and the earlier edition is withdrawn when the later one is secured.
In such a library the catalog cards for the earlier edition would be
destroyed, and new cards would be made for the new edition, A
librarian wishing to keep all editions would make separate cards
for the added edition as for any other book. Sample cards 15 and 16
show different editions of the same book. These two editions of
" Basseit’'s A Short History of the United States have author cards
similar to those for the biography of Madame Curie. For the later
edition a statement regarding the edition is added after the 1:11;1e
There are also notes about blbhograplues, ete. ~\\

| 973 AN
. BZ1A Bassett, John Spencer, 186'?-—1928. .\\ ’
' : A short history of the Unlted St&tes s 1492-1929.
Rav. ed. Macmillen, ©1929.
976 p. mapd. )
1 p P ’.;\\“
. "Bibliographical note" gt the end of each chep-
ter. O\

"A11l of the material i:éillowing page S02 has been
sapplied by Mr. Allan»Nevins. - Pref. to the 2d

rev. ed. \
r\\ f
¢)t

b . P

16. AGTHOR CARD WITH EDITION STATEMENT AND NOTES

Note tha¥’the figures in the book number B3! are followed by
~the letter"\&. This is to distinguish the revised edition of 1929 from -
. the firstedition of the work,
-7 /The wording of the edition statement varies, since it is taken
ffom“the. title page of the book, though occasionally the informa-
tion is found in the preface only. Then the statement is given as a
~ note. For instance, examining an edition of Isaiah Bowman’s The
New World, one finds on the title page: “Fourth Edition with 257
Maps.” In cataloglng this book “Fourth edition,” or the customary
abbreviation, “4th ed.,” would be added after the title. In the colla- .-
tion would appear the word “Maps.”
_ John Gunther’s Inside Asia, published by Harper & Brothers in
* 1939, has on the back of the title page the copyright dates 1938 and
1939, ar__ld “Twenty-fifth Edifion.” Here “Twenty-fifth Edition”
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réally means twenty-fifth printing, as the copyright dates indicate
that the book has actually been altered only once since the original

. printing. The latest copyright date would be given on the catalog

card, and no mention made of the edition. Most publishers use num-
pered editions to indicate new editions. : ' .
Sometimes the copyright statement on the back of a title page
is followed by a list of various impressions and printings with dates.
These are not the same as editions. An edition as recorded in cata-
_ loging implies some change in the text, either additions, revigions,
* corrections, or all three, Since there is no difference between the
fifth impression and the first or between the twenty-second printing
and the first, so far as the confent is concerned, the 'nﬁmber of
_ printings or impressions is not mentioned. The copyrtibgbt date is
given because it establishes the date for the latest {ﬁhﬁnges in the
book, _ K¢ .
In books published in Englidhd there is freguently found on the
back of the title page such a statement as: N '
First published, ésqi'%
Reprinted 19: \/
~ As 1940 more nearly represents the.date of the writing of the book
that date is preferred for the catalgg card rather than the later date,
1942, or the one on the title pagé’.' ‘When there are several copyright
dates, however, the latest one is given on the catalog card, since it
signifies a change in the content of the book.
The rule regarding _the edition statement is: “Consider the
statement specifying'the edition as a part of the title. It is to be
“given in the lan"gungé of the book and in the order of the title page,
except that custdmary abbreviations may ordinarily be used unless
" editor’s or re¥iser’s name is included in edition statement.” (AL.A.
1908.148; 1021.239) 2 L
_ Sexies note—Many books belong to a series and it is sometimes *. .
. imgottant to include this information on the catalog card., A-series
is “a’number of separate works, usually related to one another in
subject or otherwise, issued in succession, normally by the same
publisher and in uniform style, with a collective title . . .” (AL.A.
1941, p.xxix) There are three kinds of series: author, subject, and
publishers’. Pilgrimage, parts I-XII, by Dorothy M. Richardson,
which includes Dawn’s Left Hand and Clegr Horizon, is an example
~ of an author series; “American Guide Series” and “The Rivers of
" America,” are examples of subject series; “Everyman’s Library,” an
example of publishers’ series. To the reader the third is relatively
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unimportant; therefore it may well be ignored in cataloging books
for the small library.

The name of the series may be found on the 0uts1de cover of
the book, on one of the pages precedmg the title page, or at the head
of the title page.

A series note states the name of the series fo which a book be- .
longs. If the name of the series begins with an article, the second
word as well as the article beging with a capital letter in both the
geries entry and the series note,

N

a78.%7
BO7  Burt, Maswell Struthers, 1882~ '
Powder River, let 'er buck; illus.@y Ross San-
tee, Ferrar, °1938. S
B89 p. illus. map. {The Rivers-of Americe) ,
- ; :
Appendix: River and Aneriédn folk, by C. L. Skin-
ner. \ §;~.
§

17. AuTHOR CARD SHOWING SERIES NOTE

It is not always necessarjf 1o include the name of the series on
the catalog cards, and in a very small public library it may always
be omitted. School Ilbra}lans however, may find it very useful,

. especially for imporfant subject series, such as “The Rivers of
America,” In sonie schools an effort is being made to direct the
pupils’ attentloq 10 the differences that exist among books in their
authority as.gsomirces of information, their literary excellence, and

. their physieal make-up. In a school collection for the.use of such °
studentg\ii“would be well worth while to include on the catalog
cardss the series note for the’ unportant author, subject, or publish-
exs! ‘Series. ,

) Contents “lee contents of publications containing several

- works by the same author, or works by several authors, or works on

- several subjects, or a single work on a number of distinct subjects;

. especlally if the collective title does not sufficiently describe them,

and for all works in more than one volume where the division by

. volume is chronological, or where any other formal division of mat-

‘ter makes contents advisable, e.g. a bi-lingual dictionary. .

_ “In works of one volume articles are separated by a period and

_ a dash; in works of more than one volume the period and dash pre-

. cede the volurne numher artlcles within volumes (l‘f any) are sepa- :
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rated by a period only. .. ." (AL.A.1908.167; 1941.324) .
An example of a smgle work on a number of distinct sub_]ects
which needs to have its contents listed is Gamaliel Bradford’s Amer-
jcan Portraits, 1875-1900. The contents would be given as follows:
Contents.--Mark Twain—Henry Adams~—Sidney Lanier.— =

James McNeill Whistler.—James Gillespie Blaine.—Grover Cleve-
land.—Henry James.-—Joseph Jefferson.

When the contents note consisting of names is long and the narries
are well known and distinctive, the surnames may be used alone;
for example: _ CoN
O
Work in two or more volumes.—Al of the books cataldgéd above
are in one volume. De la Mare’s Collected Poems, 1\01-1918 isin
two volumes, The title page for the first volume g\VeE
Collected Poems v
1901-1918 .
D
By X &
Walter De La Mave) " .

In Two Volwﬁgs
Vol I N

Contents.-—Grieg.--—-Dvorak.—Saint-SaEns.-—[efc ]

NeW~'fork
Henry Holl’ and Company
\\ 1920 . .

821 P\%
D35 De la Mare, Walter John, 1875 | |
’goﬂected poems, 1901-1918.  Holt, °1820.
R\l .
1"\:" Contenta.—v. 1 Poens, 1906.  The listeners, .
'1914. Motley, 1919.-v. 2 Songs of childhood, 1901.

Peacock pie,

N

a O

18, AormEOR Camp FOR WoORE OF MORE THax ONE VorLuMs Lisrve Coﬂmf&{-' "
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The title page of Volume II is identical with that of Volume I except
that it reads: “In Two Volumes, Vol. IL” One card {number 18)
records both volumes, “Works in more than one volume (other than
- serial publications) are, as a rule, to be cataloged from the title
' page of the first volume, subsequent variations being explained in -
notes or shown in contents.” (AL.A,1908.142; 1941.232)

The card for De la Mare's Collected Poems illustrates the colla-
tion for a work in more than one volume. “When a work consists
of more than one volume, give the number of volumes. ., .” (ALA
1908.159; 1941.295) '\

“In works of more than one volume where the date of “publica-
tion [or of copyright] extends over more than one year, give in- -
clusive dates.” (A.L.A.1941.261)

N
O

973 \\
€45  Channing, Edward, 1856-1931. ¢°{

A histéry of the Uni.ted\%at.es. Macmillen,
©1905-25. \

6 v. illus. maps.

Includes blbliogmphles.

Contents.-v. 1 The planting of a nation in the
new world, 1000-1860.-v. 2 A century of colonisl
history, 1660-4F60.~v. 3 The American revolution,
1761-1789.~vi ¢ Federslists and Republicens, 1789-
1815.-v. ¥ 'The period of transition, 1815-1848.~

v. 8§ The\war for scuth independencs.
& O

19, AUTI{OR CARD FOR WORE OF MORE THAN ONE VOLUME WITH DDIFFERENT
: Copynmm DATES FoR DIFFERENT VOLUMES, Giving CONTENTS

Supplements, indexes.—Channing’s history, for which a card is .
given, has a general index which forms a supplementary volume to -
the work, but was not compiled by Channing. Such a supplement or-
index is cataloged as an entirely different book but with the entry -
under Channing so that cards for other books may not come between
the cards for the history and its index. The word indexr may be

‘written just below the call number. An added entry would be made '
under the name of the compiler.
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a73

A5  Channing, Edward, 1856-1831. _

Indax A history of the Unlted States; supplementary
volume, general index, comp. by Eva G. Moore.
Macmillan, 1832. . _

155 p. '

90. AUTHOR CARD FOR AN INDEX WHICH IS AN INDEPENDENT WORE,

A work by joint authors.—The title page reads: R\
You Can’t : ,Ii )
Take It With You N

A Play AN
by 3
Moss Harg .’;.\\ .
and y x\
George S, Kaufman \\

Farrar & Rinehart \\~
New York Torg‘nto h

\ W

On the back of the title page: U .
, Copyright 1937 by Moss Hartand George S. Kaufman
\., here are 207 pages, no iiili’étrations except the frontispiece,

v which represents one scene 31 the play. There are no bibliographies
or appendixes. Note that4he author whose name comes first on the
title page is given in &hthor place on the tep line of the card and
the names of both are,given in the title. : s

. I the work .is\'b_‘} more than one author “enter under the first
author mentioped-on the title page . .. include all the names in the

title .. . [ug 10 three] (AL.A.1908.2; 1941.2)

rm \ .
HE2 Bart, Moss, 1904- . '
You can't take it with you, a play by Moss Hart
and George S. Ka.ufma.n. Farrar, °1957.
£07 p. illus. S

21, AUTHOR CARD FOR A WORK BY TwO AUTHORS

For“a work by four or more authors whose names appear r on -
the title page, the name fisted Afst 1s used as the author entry.and
- also inchrdsd Th The fitle Tollowed by the words and others. And

. ——
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others is given in brackets, since it is not on the title page of the .
book but is supplied by the librarian. If the authors are well known,
the names may be given in contenis or in a note.

4

B78
K82 [Koos, Leonard Vincent, 1881- o
Administering the secondary school, by L. V.
Eoos pand othersy  Amer. bk. %1940, N
678 p. 11lug. tables. "\

Written by L. V. Koos, J. M. Hughes, B.{WoHut-
son and W. C. Reavis, . \J
Bibliography at end of each chapter\’.wg
(M

, 22. AuTHOR CARD FOR A WORK DY FOUR/ A}rmons

Names of organizations as authors.— hapter V gives the rules
“covering the forms of names of organizatjens to be used as headings
in the catalog. The author card for a'government document would
be just like that for a book with a piarsonal author, except that the
heading would frequently be thevefficial name of the government

body, adapted to agree with the'rules in Chapter V.

] _ ) :\\
621.364 &0
US8 U, S. Library of Congress. Bibliography division.
: Redio,end radio broadcasting: & selected list
of refierences; comp. by Anne 'L, Baden. cU. S.
Govtloprint, off., 1941,  +7 . ©
0?-\'”109 p. A B

Mimeographed'.

7 -

4 23." AUTHOR CARD FOR A GOVERNMENT DOCUMENT
' 'Note that the name'is given or‘the same line as if it were 2
personal author, There are periods at the end of the main heading .
- and each subheading, e.g,, U. S.. Library of Congress. Bibliography
- division. Kach subheading is preceded by two spaces. S g
In headings as well as in the body of the card “capitalize the
first word of the names of government departments, bureaus, and -
offices; of legislative, judicial, and administrative bodies. . , .* (AL
A.1941.Appendix I1.23) ' - 2
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Ex. U. 8. Library of Congress. Tocuments divisiomn.
1. 8. Maritime commission,
Virginia. Conservation commission.

“Capitalize the first word of the names of societies, institutions,
religious denominations, commissions, committees, and other or-
ganized bodies. If the name requires the initial article for clarity, -

capitalize the second word also. . . .” (AL.A.1941.Appendix IT1.44) o

Fx. Minneapolis. Public library.
National conference on city planning.

Capitalize all proper names and adjectives derived from proper
names unless used in a generic sense. {Based on A.L.A.1941.‘Aﬁp -

- dix TIL1 and 2) <
Ex. Child study association of America. =~ - 4 N7
Association of American geographers. \
L ,‘,\'-_ndx..-._..- L. 9.\
CBT8.75 ' AR _ :
887 Soclety for eurriculum study. Lemmitiee on second-
: ary education. WO

A challenge tol-;rsecondarﬁr:. education; plans Lor the
reconstruction of the Anerican high school, ed. by
Samuel Everett. Appleton-Century, €1935.

353 p. SN _ '

. \ ’
24, AUTHOR CARD FOR THE{PUBLICATION OF A COMMIITEE OF A SOCIETY
PN ) .

The title is given 3s"for a work having a personal author. The.
title page is followed.as to order and content. *. .. Omit the name
~ of a society or instifution in the possessive case with which a title . N
“sometimes beg{ns . . . (AL.A.1941.226) ' ._

“GOVe{L‘n\g;ﬁénts, federal, state, or local, are ordinarily the pub-
lishers of\their own documents, hence the printer’s name rather
than.thie publisher’s usually appears: on the title page, and should o
be “given in the imprint together with any statq}ﬁent indicating:
official capacity. . . . (A.1.A.1941.256) - S

“In public documents of a serial character, especially in. state .

and city publications where there are frequent changes of publisher -

or printer, omit the publisher or printer, giving only the first-men-.
tioned place. . . C : : o .
“Ag societies ordinarily publish their own works, the printer’s
‘hame rather than the publisher’s is usually given on the title page, -
and this as a rule should be omitted on the catalog entry for serial
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publications. . , . 'Tl{"e phrase Published by the society, Published for -

the society, or Printed for the society is abridged to The Society. ., »
(AL.A.1941.257)

Works which have been abridged, retold, etc.—Two books about
King Arthur for young people illustrate how a title page may leaye
one in doub{ about the entry for the books.

The
Boy's King Arthur

Sir Thomas Malory’s History
of \\
King Arthur and His Knights of the Round Table A\

Edited For Boys ¢

b]? . \

Sidney Lanier ) \“
IMustrated by N. C. Wyeth \\

7

S\ J

New York Y
Charles Scribner’s Sons, )
. 1923 D

Close examination of this book ;a\f1& its title page shows that
it is Malory's book, edited and with\ah explanatory introduction to
make it ¢lear to readers. Therefore; it is entered in the catalog under
Malory with an added entry fof. Ranier. )
A work similar to The, Boy’s King Arthur is The Book of King
Arthur, by Mary Macleog{ Miss Macleod has selected certain stories
from Malory and rewgtded them to suit her young readers. It is
neither Malory’s language nor his selection; therefore the main
entry for the catalog would be under Macleod with added eniry
under Malory\ti,%inb’s Tales from Shakespeare is cataloged in the

same way, the\tain entry under Lamb, the adapter, with an added
eniry up'c{g ‘Shakespeare.

™

[ - . The Bock of King Arthur
N ::\:_ . : . h . -And His
\ 3 i B _ Noble Knights

S:t(')riés from Sir Thomas Malory's Morte Darthur

By
S Mary Macleod
Bl - Introduction by John W. Hales
Dlustrationg from Drawings by A. G. Walker, Sculptor |

New York
Frederick A. Stokes Company
Publishers
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398
N25 UYalory, Sir Thomss, 15th century.

The boy's King Arthur: Sir Thomes Malory's His-
tory of King Arthur and his knights of the Kound
table; ed. for boys by Sidney Lanier; illus. by
N. C. Wyeth. .Scribner, ©1880.

321 p. illus. (Scribmer illustrated clessics)

N

It is not known just when Malory was born or died, go-that if
the library’s poliey is to give author’s dates, the closest aiﬁ'proxima-
tion to the real date is given, in this instance the cex{cwry in which
he lived.

25. Marn CARD FOR AN ABKIDGMENT

598 RS
416 Macleod, Mary, d. 1914, A&
The book of King Arthur ’and his nobie knights:
stories from Sir Thomas Malor'y s Morte Darthur; in-
trod, by John W, Hales, i1lus. from drawings by
A, G. Talker, sculpteor. Stokes, n.d.

370 p. illus. N
N\

O\ C
26, Maww CARD FOR AN ADAPTATION

- Note that on the Macleod card, since the date of birth is not
known, the abbreviation d. is given preceding the date of her-death. = *
For cmld:en&a‘asmcs the earliest copyright date is given rather -
than the latést as it is nearer the date of actual writing of the book.

Anoth&‘ type of book which is sometimes puzzling is “Selec-
tiong” :Einm an individual work of an author. For example:
\ } The Canterbury Tales
The Prologue and Four Tales with the
Book of the Duchess and Six Lyrics

By Geoffrey Chaucer

Translated into Modern English Verse by
Frank Ernest Hill
I].lustrated by Hermann Rosse

Longmans, Green and Company
London: New York: Toronto
1930
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A work similar to the one edited by Salter 1s " .;Ni‘rr-'...s is
Century English Prose. The title page reads: ‘:~ cards
Nineteenth Century English Prose L, of
A i ™ the
Early Essayists i !
Lamb, Hazlit{, Hunt, .
De Quincey, Macaulay Tesk,
N
Edited with Introduction oy :
By Ny
Frederick William Roe b

Junlor Dean and Associate Professor of Englls :
The University of W:sconsln '

New York
Harcourt, Brace and Company
1923

Should this be entered under Lamb, the first a{iﬁi‘or md
the title page, or under Roe, the editor? “Exker a collect
pendent works, by various authors . . . issfed with a collj
under the compiler or editor, indiv1dﬁ‘aI or corporate,
entry under title. If the work of the editor or editing bod
be but slight and their names do"not appear prominej
publication, or if there are frequent changes of editor, ¢
title with added entry undex editor.. . ." (AL.A. 1908.1
Since Roe’s name is promi‘n\ent on the tltle page this bod
entered under Roe. The catalog cards would be very;
those for The Ametiean Politician with Roe’s name inj
-position. The cantents would indicate which essays by
litt, and others ére ineluded.

Complmmn without an editor. —When a complla
editor, hOW is it entered?
O | The
3 Patriotic .
Anthology
Introduced By
Carl Van Doren

Doubleday, Doran and Company Ine.
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In some titles selected is used in the sense that the selections -
included are taken from all of the works of an author rather thyy
from a single work. In either case, however, the treatment is the -
same. The main entry is made under the author’s name and the
translator’s or editor’s name is included on the card. An added entry
would be made for the editor or the translator; for this book, Frank
Ernest Hill. _

Compiler, editor, or translator as author.— The American Politi-
cian consists of a number of articles on well-known people, written
by many authors and edited by J. T. Salter. “Enter a collection of -
independent works, by various authors, artists, compasers, ete,
issued with a collective title under the compiler or editoryindividual
or corporate, with added entry under title. If the work of the editor
_ orediting body seems {o be but slight and their na.m:es’do not appear

prominently in the publication, or if there are :Eﬁéquent changes of

- editor, enfer under title with added entry undereditor. . . ” (ALA
- 1908.126; 1941.10) N _
The main entry for The Americ n{PoIitician would be under .

the editor since he is considered thecauthor of the volume, and the

abbreviation ed. would be added ong'space after the comma follow-

* ing his name. If no dates are given, thirteen spaces are left before
' the abbreviation ed. so that.the dates may be filled in later when

found, If only the date of birth is given, six spaces are left before .

ed. for the date of deathie'g., 1904- ed.
02 O
517 Selter, John Thomas, 1898- ed.

. ,\'The American politicien. Chapel Hill, The Uri-|
. wFersity of Nerth Carolina press, c1938. -
% 412 p. ports. '

Contents.-Fiorello H. La Guardia, by P. Jo Eermes)
- Arthur H. Vendenberg, by P, M: Cuncannon.~Faul Ve Mo -
Nutt, by Harold Zink.-George Williem Norris, by C. O
- Johnson.-Robert P. Wagner, by J. C. 0'Brien,-Millard.
- B. Tydinga, by Holmes Alexander.-Rebert M. La Fol-
lette, Jr. by W. 8. Seyre.-Msury Maverick, by Re C¢
- - See next ocard '

. .2T. MaIN Carp. E0ITOR TN AUTHOR POSITION
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The usefulness of Salter's book may be increased if the catalog

- card lists the contents. The University of North Carolina Press is -
" not as well known as the publishers of the books for which cards .-

have been given and is not listed in Appendix II, so the place of
publication, Chapel Hill, precedes the publlsher s name in the'
unprlnt )
. Give contents in the order in which they appear 1n the book :
and in paragraph form . .. In case different parts are writien by .
different authors, let the name of the author follow rather than -

precede the title, provided always this is the order of arrangement i

in the book. In transcribing confents, give a single forename’ip-full, | -
‘but initials only for more than one forename . P\ g S
“In works of one volume, the contents note may be taken_from

the publisher’s table of contents, or from half tltles\\or captlons of .-
the various parts to be noted . . . Introductions, if @entioned in<the i -
title, need not be repeated in contents . Gontents given on the ..
_title page as part of the title are preferably@ be so transcnbed on..

the catalog entry.” {(A.L.A.1908.167; 1941,324)

Note the comma following the 1i1t\1e of the: essay before the - -

author’s name on the card for Salter.Often the table of contents g
gives the title, “by,” and the authgiyif this is so, the- contents oh the -

~card would be in this form, e.g,) “Secret of the charm of ﬂowers, by S

William Henry Hudson.” I the word “by” is omitted in the table. .
of contents, however, it is.6mitted on the catalog card; e.g., contents
for From Anne to V‘acto‘na edited by Bonamy Dobrée, would be. .
given as follows: \ .

Contents -—Joﬁn Church.ﬂl Duke of Marlborough, A, S Tur- :
berville—Addison and Steele, WJllard Connely -—Jonathan Swift,
John Haywa}d—[etc] . co

But if the a}fhor 's name in the contents is glven ﬁrst as in Fmedom,-f .
Its M eamng, edited by Ruth Nanda Anshen, the name is 1nverted on - -
~ theeard, e.g.: :

Contents.—Freedom’ mvades history: Shotwell J T. Freedom
—its history and meaning. Croce, Benedetio. The roocts of liberty.

Whitehead, A. N. Aspects of freedom Mann, Thomas Freedom S
and equahty —[ete] - : . C
The contents gwen above also show the headmg of a part or main )
division of a book followed by the more detailed contents for that
_part. In contents in this form the title of each part is preceded bya-

period and a dash and followed by a colon. A period and two spaces - ‘3_

separate the items within a part. As an aItematlve forrn the parts- :
- or main divisions only may be- gwen e, g R
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Contents.—Freedom invades history.—Freedom of the mind.—
¥reedom in the body politic.—{etc.

oR. . 2

Sl"r' Salters
Brooks ..—"Happy" Chandler, by J. B. Shennon.-Jobhn L,
Lewis, by Philip Teft.~Jim Farley, by Duncan Aikman,.
NMorman Thomes, by D. D. Lescohler.-Dan Hoam, by Lind-
sey Hoben.-S. Davis Wilson, by T. H. Walnut.-Sol
Levitan, by J. T. Sszlter.-Sickler, by R. C. -"Broa\ks.-
Anna Brancato, by F. L. Reinhold.-Robert Heuck\and
the "Citizens" movement in Hamilton county,momo, by
Murray Seasongood.-Tom Meintyre, by J. T. Selter,

ke

A\
5\. O

\'l

27a. Ex'rmstoi\f bﬁhn

When there is not space on the card for all of the information,
added cards known as extenswn fards are made. Whenever an ex-
tension card follows, “See nex’c card” is typed (or stamped witha
rubber stamp) on a line fth the hole in the card, and immediately
to the right of it. The gall number and the first or filing word of the

_.’ﬁrst card are repeated on all extension cards and the number of the -
“card is written inthe middle of the card, on the line above the head-
ing. The mformatlon is continued from the preceding card at the
same indention it would have had on that card and on the line below
the headlﬁg. On an author or main card, the filing word at the top
of the eXtension cards would be the author’s surname; if the name
of.an Jorganization, the first word in the name. For example, for
| card 24, page 79, it would be Society; for card 30, Arabian; but if
| the first words are the abbreviation U.S., the entire headmg would
! be repeated for the sake of identification.

- ; - Extension cards may be tied to the first card with heavy white

{ thread. A pencil may be slipped in while the thread is being tied,
so that the cards may be turned easily without being cut. Tying
makes it easier to handle the cards before they are filed, and if for
any reason they have to be removed from the catalog for additional

) \ _information or a correction they can be kept together.

Y
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A work similar to the one edlted by Salter 15 Roe s Nmeteenth
Century English Prose. The title page reads: :

Ninefeenth Century English Prose
Early Essayists
Lamb, Hazlitt, Hunt,
De Quincey, Macaulay
Edited w1th Introductmn

Frederick Wﬂham Roe

Junior Dean and Associate Professor of English o &N
The University of Wisconsin - N
- New York 'S\l
Harcourt, Brace and Company AT
1923 R
i

Should this be entered under Lamb, the first aut}}o} ‘mentioned on
the title page, or under Roe, the edifor? “Entera “collection of inde-
pendent works, by various authors . . issuédwith a colleetive title,
under the compiler or editor, 1nd1v1du&1 or corporate with added
eniry under title. If the work of the ethtor or editing body seems to -
‘be but slight and their names de: Jibt appear prominently in the
publication, or if there are frequent changes of editor, enter under
title with added enfry under aditor.~. . .7 (AT.A.1908.126; 1941. 10)
Since Roe’s name is promﬁa‘ént on the tltle page this book would be.
entered under Roe.’ THe catalog cards would be very much like'
those for The American Politician with Roe’s name in the author
. position. The contents would indicate Whlch essays by Lamb Haz-.
litt, and otherg'are included.
Compilation without an editor. »——When a compﬂation has no .
editor, haW is it entered? : '
o ) The

@ Patriotic
N\ Anthology

Introduced By .
Carl Van Doren

Doubleday, Doran and Company, Inc,
Garden City, N. Y. 1841

Following the second part of the rule glven on page 48 The
Patriotic Anthology would have its main entry under title. Hanging
indention would be used ie,, the title begins where the authors
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surname would ordinarily stand and the succeeding lines begin at
second indention. This arrangement makes the first word of the .
title stand out clearly on the card and is the form to be followeq
whenever there is no author, editor, compiler, or the like, to he
used as author. “Capitalize the word following an initial article in
any entry having a hanging indention (collections, serials, series,
etc.).” (A.L.A1941 Appendix II1.46) With anonymous books, how-
ever, since it is expected that the author will be found at any time,
the title of the book begins on the fifth line at the second indention
as usual, When the author is found his name is added to.ﬂk card
in the usual place and the note: “Pub. anonymously,”.fs added to
the card. A

RS

X

© 810.8

PEL  The Patriotic anthology; introdaded by Carl Van
Doren. Doubledny, S194d\
527 p. A

. Contents.-The discovery and early history of
America.-The revoluiion.-Post-revolution to 1815.-
1815-1860.~The civid war.-Lincoln.-1865-1900,-1900-
1914.-%orld war~Contemporary America.~Basic Americen
ideals. ' S \

¢

28. Maxmw £OaRD FOR COMPILATION WITHOUT AN EDITOR

Dramatizgti?ﬁ.;-A dramatization is based on a novel, legend, - -
‘poem, or Oﬂler\literary form, It is entered in the catalog under the
playwright\with added entries for the author and title of the orig-

inal Wp'r}:. - The card below illustrates the entry for this kind
of work.

812 .
€54  Chodorov, Jerome.

Junior miss, & new comedy by Jerome Chodorov end
Joseph Fields, based on the book by Sally Benson.
Rardom house, inc. (1942,

_ ®0%9 p.

28. MaIn CArD ror DRAMATIZATION OF ANOTHER'S WORE
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Anonymous classics and sacred books. —Chapter IV deals with
the heading for the main entry of books which do not have authors,
because they were not writien by any one person but grew up -

- through the ages, e.g., Mother Goose, and sacred books, e.g., The

Bible. For these books the best-known form of the English titleis
‘used as the author; in all other respects they are cataloged as any
other books with authors. The title page of The Arabian Nights as
reproduced and the main card for an anonymous classic 111ustrate_
the rule, - : . o &
The O\
Arabian Nights - : ‘ KA

Based on the Translatwn A\
From the Arabic By N
Edward William Lane . \ &

Selected, Edited, and Arrangéa™"
For Young People Byy
Frances Jenkins Qlcj)tt’

IMustrations ‘a}:ﬁ :
Decorations By
Monre. . orr
Ve ﬁéﬁlr York
Henty: Holt and Company
N -

AN/

£98 "
A65 AR{‘bia.n nighta.

\"The Arabian nights; based on 'hhe tr. from the.

Arabi.c by Edward William Lane; selected, ed. and. .
s"\ ‘arrenged for young people by Frances Jenkins Olcoti;
N\ . 1llus. and decorations by Monro S. Orre Hol'h, .
T %1913, : .
294 p. 11llus.

30. Mam Carp FOR AN ANONYM'OUS Crasgi¢

‘Arabign nights is the form given in the hst of commonly used
headings for anonymous classms on page 46 and is in accordance
with the rule on page 45. Also Btble is the headmg seIected on page
48 for entermg the Blble or its parts. .
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220
B58  Eible.

The Holy Bible, containlng the 014 and the New
Testaments, being the version set forth 1611 A, D,
tr. out of the original tongues and with the forner
tr. diligently compared and rev. New York, T.
Nelson & scns, n.d.

1382 p.

~N

N

31. MAm CARD FOR A SACRED Boox SO\
The same book with two different titles (changed’ fitle).—Vin-
cent Sheean’s Not Peace But a¢ Sword, publishgd(‘ti? Doubleday,
Doran & Company, was also published in Londo\i}’))y H. Hamilton,
The content of the English and the American editions is the same,
but the English edition has the title The\Bleventh Hour. If the
library has a copy of one title, an entryljs made under the author
for that title and a reference is made/from the author and the other
title so that the reader will be sur‘q’tg"find the book. A note on each
entry informs the reader of the changed title.

1 &
| 9240.5 - «O
554  Bheean, Jémes Vincent, 1899-

lot peace but a sword.  Doubleday, °1939.
36:? })'. )
.’\M

o ,§3ﬁ3° pub. under title, The eleventh hour.
AN :
32..MarN Carp For BoOK WITH CHANGED TI?LE—BOOK IN LIDRARY

£ X

\ 2

940.5 .
854  Sheean, James Vincent, 1899-

gl;e eleventh hour. London, H. Hemilton, 1939,
T p. :

Also Pub. under title, Nob peace but a swords

33. MADN CARb FOR BOOE WITH CHANGED TiTre—Bo0oK IN LIBRARY
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-

Sheean, James Vincent, 1899-
The eleventh hour.
see his
Not peace but & sword.

34, ReFERENCE FOR Boox wirHE CHANGED TiTLE— BOOE NOT 1IN LIBRARY

The rule for the enfry of a book which has been published under
more than one title is: “If a book has been published undex two or
more titles, make full entry for each of the titles in the Hbrary and
give in a note under each entry the other title or titles. under which
the book has appeared. If the library has but one ofﬂae titles make -
full entry under . .. [the title in the library] aﬁd refer from the
others. . ..” (AL. A 1908 143; 1941.233) ;

Another kind of book it may be well, 4b-mention here is the _
book with more than one title page. “Ifa \book has more than one
title page, select the most general, and give the others if necessary

"in a note or as contents, ... Of twa, tatle pages equally general in
the same language, choose the firsh, When one follows the other, the
second when they face each other, of an engraved and a printed
title page, the latter is usually o be preferred, and always when it -
bears a later date.” (AL A\1\908 144; 1941.234) _




CHAPTER VII

Added Catalog Cards

Introduction—An added entry is a “secondary entry,, e any
other than the main entry, There may be added entries. forjeditor,
translator, title, subjects, series, ete. . .. An added entry is a dupli-
cate of the main entry, with the addltlon of a sp\éclal heading.”
(AL.A194], p.xv) y

Title cards.—Title cards are made for all books of fiction and
may or may not be made for all books of nonfiction. Consider Bas-
sett’s A Short History of the United States and Gunther's Inside
Asie. The former title is neither stn;lhng nor distinctive and may
be used for many different historiesof-the United States. Undoubt-
edly many readers, however, williremember the latter and look for
it in the catalog. A given library should have a definite policy and
either always make title cardsfor nonfiction, or have a list of intro- '

* duetory words commonly uged in titles for which title cards are not

_ to be made, e.g., “Int¥gduction to,” “The principles of,” “A story o 7

Title cards may well be omitted from the catalog also if the first

: word. '(_or'words) {35 the same as that of the subject heading on the:

. subject card.: Since directions for using the catalog commonly state . "

‘that it COK 8§ an author and a title card for every book in the '

11brary afd'in addition subject cards for nonfiction, many readers
expech. ’cor {ind a book under its title, even though it is a common ong,

andy may think the book i 1s not in the hbrary if it is not found under
its\title. o

There are two poss:ble forms for tltle cards, namely, the short . -

“form and-ti#& it card form. The short.form title card has classﬁx

cation nuraber; book numbér; title, and author. Title cards may be
made just.like the main’ entry, however, with the brief title added
above.the. heading of the umﬁard This form is in accordance with

- the statement madé above that “an added entry is a duplicate of the

main entry, with the addition of a special heading.” If the unit card

% is used, the reader need not refer to the author card.

90
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. 950
o7 Inside Asia.
Cunther, John, 1901~ :
35. TrrLE CARD—SRORT Fom\& *
’*53
950 Inslde Asisz. _ o O\
G97 Gunther, John, 1901~ ' AN
Inside Asia.  Harpery °1959. RO
599 p. .
p. wap .- Yl
Bibliograghy, p. 578-581. A

36. TITLE CarRp—IJNIT C@

In the preceding chapter the authc\n- eard is glven for. Sheean s
Not Peace But ¢ Sword as an 111ustrat1on of what is done with books
published under different tltles, Correspondmg cards would be, N
made for the titles. . ST

. O coT

. \ E

540.5 Not peace Bift a sword.

854 Sheean, Jamed Vincent, 1899- - - P
Not péace but & sword. Doubleday',' €989, - |
367, p. BRI

N\

\Also pub. mder trble, The eleventh hour.
O

'\375» TITLE CaRp For BOOXK WITH Cmcnn TITLE—BOOK m™ me*:

£ N
N\ - " ) s . " K
) : - *.

I

The eleventh hour, . see.
Sheean, Joames Vincent, 1899~
. Not peace but a sword.

38. REFERENCE CARD FOR Booxs WITH Cmcmn Trrw—-nBoor: NO‘I‘ m‘mm"i’,’f

" The latter part of the title of some books is better lmown than SR

' the full title, e.g., The Tragedy of Macbeth. In such cases a catch~
+ OF partial title card is made. This card begins with the first st_rlkmg
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word of the titlé, for example, Macbeth. If the card is a unit card,
the full title is given after the author. -
' Ex.  Macheth.

Shakespeare, William, 1564-1816.
The tragedy of Macbeth,

There are other books for which full and partial titles should .

be brought out in the catalog, e.g, J. George Frederick’s A Primer -
of “New Deal” Economics. This work should have title cards as
follgws:

A primer of “new deal” economies,

Frederick, Justus George, 1882- \\
A primer of “new deal” economies. )

“New deal” economics. o\
Frederick, Justus George, 1882~ A
A primer of “new deal” economics.\\

Subjeet cards.—There are usually more inguiries for material
on a specific subject than there are for books\by a particular author
or having a special title. The most used caxds in the catalog are the
subject cards, that is, the cards which'irl?:licate on the top line the
subject of which the book treats. For this reason a subject card
should be made for every book which deals with a definite subject.

 Frequently a book includes se;\?e’rail different subjects and requires
two, three, or even more subjget cards. Subject cards are not neces-
sary for books containi: \& single poem or a single play, or for-a
colection of all or partof the works of an individual author. Chap-
- ter II, “Choice, of Subject Headings,” deals with the question of
ascertaining what\a" book is about and what subject headings best - -
‘express its contie\nts. There is also the possibility of making general
subject refeije\lces for entire groups of books, e.g., books on birds,
airplangs,\e‘té., or for ali books of a certain form, e.g., books of Amer- '
ican paetry. See sample cards 1 and 2. ”
o~ If one turns back to card 1, one will note that the classification
- humber for this general subject reference is given in the same posi-
“tion as on the main card, described in Chapter VI; the subject head-
ing in the same position as the added title on card,36. A line is.
skipped and a paragraph, beginning on the second line below the
heading and at the same indention as the heading, tells where books |
.- on the given subject may be found. The second and succeeding Hines

15 of this paragraph begin at the first indention. Another line is skip-+:

.ped; then the second paragraph about the use of the shelf-list card
“is given with .-1_;he same indentions as the first paragraph.
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On a subject card the subject heading is given on the third line -
from the top of the card, the line above the author or main heading -
(two lines above if the length of the heading requires it), beginning
- at the second indention, so that the author heading may be more
prominent. If the subject heading occupies more than one line, suc-. -
ceeding lines begin at the third indention, Subdivisions of a main
heading may be separated from it by a period and two spaces, or
other punctuation marks agreed utpon locally, as a long dash (e.g.,
U. S—History). This heading is usually given in red ink or infull
capitals in black ink to make it stand out conspicuously. In all other

" respects the subject card is a copy of the author card. , N\
950 STATESHEN. o\
(97 Gunther, John, 1901.. . L+
Inside Asia. Harper, ®1933. )
599 p. map. RN,

4D
Bibliography, p. 578-58a N

:\\

‘:’\' O
A

4 \3§ SussEcT CARD—SIMPLE HEADING

\w"..
O

950 0% ASIA. POLITICS. S
Gg7'yGunther, John, 1901- . - o
WV Inside Asia.  Harper, °1839.

589 p. map._

Bitliography, p. 576-581.

40, Susseer Carp—HEADING WITH SUBDIVISION

Added én.try for joint author, cnmpiler,‘_editor, illus'tra_tbr_,-- trans- . '
lator, etc.—Added entry cards may be made for the second of two .
joint authors, or for the second and third of three joint authors, and
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so forth; for the compiler, editor, illﬁstrator, translator, or for a per- .-

son or organization connected with the book in some way other than
these, for instance, a person writing the introduction to another’s
book; for the organization which issues or sponsors a work by an
individual, which has its main entry under that individual—pro-
vided these added entries are likely to be useful. An added entry = -
under Kaufman would be useful for Hart and Kaufman's You Can’t
Take It with You. This play is frequently referred to as Hart and
Kaufman’s play, and some readers will look under Hart, some under
Kaufman, The abridgment given on page 80 will need an added
entry under Lanier, since it is spoken of as Lanier's Boy’s King
Arthur. Also, though the main entry for The Book of Kingdrthur
and His Noble Knights is under Macleod, an entry is ngeded under
Malory for the reader who is interested in everything of Malory's.
If a writer, Pope or Longfellow for instance, t;‘alﬁla’ces another’s
work, an added entry would enable the student/to\consider not only
Pope’s or Longfellow’s original writings but higranslations as well.
The student of The Iliad may be interestgdtiﬁ the Pope translation
and think of it as Pope’s Iliad, though\kno‘ﬂving it is Homer’s Iliad.
Oceasionally an added entry is necessaty*for a compiler or an editor,
for the same reason. If the libraryus likely to have a call for illus-

" tratiohs by a well-known artist, eig., Walter Crane, an added entry
under his name would make it\possible to find examples of his il-
lustrations. If the libraryhas a copy of Louise P. Latimer’s IHus-
trators, which lists well-known illustrators and the books they illus-
trate, or the H. W. Wilson Company’s Children’s Catalog, these
printed sources may\be used to locate books with illustrations by & .
particular artistédnid no added entry need be made under illustrator. -

To make added entries of the kind mentioned, the full name in

- its best-knoii'form (see Chapter ITI, “Choice of Personal Names")

with dat€s,if the library uses them, is written on the line above the

authg:p.‘ “Begin at the second indention, so that the heading of the

. maithentry may remain in a prominent position. If this added head-

812 - - Kaufman, George 9 lgag- -
H32 . Hart, Moss, 1904—
- You can't take it with you, a play by Moss Hard
- and George S. Kaufmsn,  Farvar, S1957.
- 807 p. 11us.

~ 41. Avpep ENTRY FOR A JOINT AUTHOR
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“ing occupies more than one line, succeeding lines begin at the'th_ird .
indention. The abbreviation, comp., ed., illus.,, or tr. (or the full - 3
word if preferred) is given one space after the comma at the end of '~
~ the heading. I@e case of an added entry for a joint author or for -
the individual who writes the preface or introduction for another’s " -
work, Tio designation follows the name. S

e e

92 Sheean; Vincent, 1899- tr. o N
097 Curie, Eve, 1904- R
_ Modame Curie: a biography, tr. by Vincent\Shee-

an.  Doubledey, °1937. _ e X

343 p. illus. ports. AN

%

. LY
. i .
Appendix- 1ists Medanme Curie's prizes, medals -
and decorations and her honorary ikles. -
42. AopED ENTRY POR A TRANSLATOR:
\® ’

R

Another type of added entry is ofigfor the author and title of a-
work which has been dramatized. by ‘another writer. The name of
the author and the title of the-griginal work are added above the
unit card at the second aI}d’~fhird indentions respectively. B

K
'\
- Bensoh, Saidy, 1900~
8i2 Junior, missg.

€34  Chodorov /Jerome. _ - o o
Jugior miss, a new comedy by Jerome Chodorov ‘and
Joseph Fields, based on the book by Saily Bemson..
. Esghdem house, inc., ¢1942; _ .
‘."s N 209 P- ' .

' 4’3; ﬁnnEn ENTRY FOR THE AUTHOR AND TITLE OF A WdRK DRAMATIZED co

BY ANOTHER WRETER o -

Added entries, except title and subject- cards, are made,’*spgr_—;“

ingly in the small library where the collection is accessible.©©

Analytic. cards.—An analytic, or analytical entry as it is also
called, is “the eniry of some part of a work or of some article con-
‘tained in a collection (volume of essays, serial, etc.) including a -+
- reference to the publication which contains the article or work -~
- entered.” (A.L.A.1908, p.xiii; 1941, pxv) “Analytical entry under "
 author or- title is made for distinct parts of works or collections, -
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whether with or without special title pages and separate paging”
{(AL.A.1908.170; 1941.220)

Some books are made up of two or more separate works of an
author, or of different authors; or they may treat of several distinct
subjects or phases of a subject. For example, the two-volume edi-
tion of De la Mare’s Collected Poems, the {itle page and main card
for which are reproduced in the preceding chapter, contains his
well-known poems for children, published under the title Peacock
Pie. In this collection the library has the work, Peacock Pie,
whether or not it also has the separately bound edition. How can
this be shown in the catalog? By making author and title analytics
for it. Law’s Science in Literature contains an essay by\Madame
Curie on her discovery of radium. This material on radiui is as im-
portant as any that will be found in many librartes. It can be

- brought out by means of a subject analytic, i.e., & Sﬁbj'ect entry for
a part of a book. Small collections and speciaflibraries need to
have their material analyzed freely, since tljle' analytic card may
represent the only work by the author, t,h;é}(inly copy of the essay,
play, ete., or the only material on the subject. Frequently the ana-
Iytic is used to call attention to an ekxira copy of popular material
already available in another form, t\

In this conneetion it should be stated that advantage should be
taken of work already done.tThe H. W. Wilson Company’s Chil-
drem’s Catalog, sixth editiéh revised, analyzes 910 of the books it
lists. It has entries qn\dér 28 headings for the different subjects
‘treated in Carpenter’sHow the World Is Fed. If the library has this
printed catalog, it-should depend upon it for locating the material

- in the books whicdh/it analyzes and should analyze in its card catalog
‘only the collegtions or books of the character of Carpenter’s that are
not analyzgdfélsewhere. The Standard Catalog for High School Li~

. braries also analyzes several hundred books. Printed indexes less '
likel.y‘;_f:o‘be found in the small library are Firkin's Index to Short

. Sgories; Logasa. and Ver Nooy's Index to One-Act Plays and other

* similar indexes. For an author analytic, the author of the analytic

- is given on the second line ahove the author of the book on the unit
card, the title on the line below the author of the analytic, followed
by: “p. 00-00 of:” For a title analytic this heading is reversed and
the title is given on the top line, the author of the analytic on the -
next line followed by the same phrase and punctuation, namely:

_ “p. 00-00 of:” N

~ Note that for the two cards, 44 and 45, the regular unit card is

used’ as it is for all added entries, with the appropriate heading
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De la Mare; Welter John, 1873~ .

821 Peacock pie, v. 2, p. 95-218 of:

P38 Do la Mare, Walter John, 1875— : '
Collected poems, 1901-1918.  Holt, 5’1920. S
2 V. '

Contents.-v. 1 Poems, 1906. The Hateners,
1914. Mo'tley, 1819 .-v. 2 Bongs of ehildhoad, 1501.
Peacock pie. _

44, AUTHOR ANALYTIC—EBOOE AND ANALYTIC BY THE SAME 'Aumox-\\

added. The author of the analytic is given on the second ling’of the
 card, the title on the third line, followed by: a comma, the paging
(in case of 2 work of two or more volumes, as D ~la ‘Mare’s, the
volume number precedes the paging) and the WQK@ of and a colon.
- The indentions deserve special attention, In erder that the author
of the main book may stand out as well as the author and title of_

the analytic, the author of the heading (ie. ;}he analytic author) is - -

given at the second or title indention‘angd the title of the analytic S

comes at third indention, If the namei of the author of the analytic
takes two lines, it begins on the ﬁrst line and comes back to the o

second line, third indention; ang: if ‘he title of the’ analytlc runs over,
it comes back to the secc:nd indention. '
Note that on cards 45 a@i 49 the phrase see next card is omitted, -

Brooks, {(Rebert €larkson, 1874~1941.
92 Maury Maverick, p. 150-174 of:
'} 517 SalteryyJehn Thomas, 1898- ed. b
The Amerioen politician. ﬂhapel H111 The mi-'_- CF
vers ity of North Cerolina press, C1938,.
412 p. ports.
.\’x“ Contents.-Piorello H. la Guerdis, by P. J. Kern.- - .
Arthur H. Vandenberg, by P. M» Cuncennon.=Paul V. Me-
Nutt, by Harold Zink.-George William Norris, by C. O.
Johnson.—Robert F. Wagner, by J. Ce O'Brien.-Millard
E. Tydings, ‘by Holmes Alexanders=Robert M. La Fol-
lette, jr. by W. S. Sayre.-Maury Maverick, by R. Cs.

N O

45. AUTHOR ANALYTIC—BOOK AND ANALYTIC BY DIFFERENT AUTHORS o
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as it is unnecessary to make extension eards for analytic and tifle
entries. '

82 Peacock ple, v. 2, p. 95-218 of:

D55 De la Mare, Walter John, 1873-
Collected poems, 1901-1918. Holt, °1920.
2 V.

Contents.-v. 1 Poems, 1906. The 1listeners,
1914. Motley, 1919.-v..2 Songs of childhood, . 1901,
Peacock ple. ' A '\

. “

4

- 46, TITLE ANALYTIC-—BOOR AND ANALYTIC BY THE SAME AUTHOR

The two title analytie cards (numbers 46 a :ﬁ?), as the author
analytics above, are unit cards with the title ‘and author of the re-
spective analyties added as headings, followed by the paging. In
the first example, since the author of the/@nalytic is the same as the
author of the book, it would be absu.ljd;to put:

Peacock ple. O
De la Mare, Walter. John, 1873- v. 2, p. 95-218 of:

De Ja Mare, Walter John, 1873-
Collected poems,\1901-1918,

Therefore the name of tll{a;aufhor of the analytic is omitted and the

The sthobl for scandal, -
- Sherigan, Richard Brinsley Butler, 1751-181i6,

808.82 P¢HIBR-265 of:.
087 Coheny Helen Louise, 1852 ed,
: _Hilestones of the drama. Harcourt, ©1940.
' \:,,.580 P )
RN Includes bibliographies.
~) - Contents.-Sophocles. Oedipus, king of Thebss.-

Vo Everyman.-Marlowe, Christopher. Doctor Faustus.—
Sheridan, R. B. The school for,scandal.-Ibsen,
Henrik. A doll's house.-Rostand s EBEdmond, . Cyrano de
Bergerac.-0wWeill, Eugene. The Emperor Jones.-Fur-

ther explorations.

47. TITLE ANALYTIC—BOOK AND ANALYTIC BY DIFFERENT AUTHORS
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a75 U. S. HISTORY. COLONIAL PERIOD, v. 2 of:
45 Channing, Edward, 1856-1931. ' '

A histery of the United States. Macﬁillan ’
©1905-25. : :
6_ T ﬂ.lt‘lB. ma.ps. )

Includes bibliographies. e =

Contents.~v. 1 The plenting of a nation in the
new world, 1000-1660.-v. 2 A century of colonial "\ *

. history, 1660-1760.-v. 3 The American revolutiom -
1761-1789.~v. 4 Federalists and Republicans, 1789~ -
1815.~v. 5 The .period of transition, 1815-1848.~
v. 6 The war for aouth@independence. \\
N\

X

48, SUBJECT ANALYTIC—BOOK AND ANALY;':QB& SAME AUTHOR =~ -
WV .

N\

92

S17  Salter, John Thomas, (1898 ede -

N |
L 3

N .
\

¢

MAVERICK, MAURY, 18954
Brooks, Robert Clarksen, 18741941,
p. 150=174 of: o)

The Americen peliticien. - Gléapel KEill, The Uni~i
versity of Northarolina press, 1938. - -

412 P ‘pqrtg.

Contentsy-Fiorello H. La Guardia, by P. J. Kern.-
Arthur H.@andenberg, by F. M. Cuncammon.-Paul V. Mo~
Nutt, by-Harold Zink.-Georgé wiiliam Norris, by €. O.
Johngof.-Robert F. Wagner, by J. Ce. O1Briens.-Millard
E.~tydings, by Holmes Alexander.-Robert M. La Fol~-
1’<§t£e, jr. by W. S. Seyre.-Meury Maverick, by R« Ce

49. SusiEcT ANALYTIC—BOOK AND ANALYTIC BY DIFFERENT AUTHORS '

paging given immediately after the title of the analytic. In this in-
‘stance the added heading, consisting of a title only, comes. at the °
same indention as any added heading for a title, i.e., the second
indention. In the second example, since the authors are different
the same items are given as for the author analytic for the same
essay, but in reverse order. If the title runs over, the second line
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begins at the same indention, ie., the third indention; and if the
author’s name runs over, it continues on the next line beginning at
the third indention. :

For a subject analytic the subject heading is given as on any
subject card, only it is followed by the phrase regarding the paging,
If the author of the chapter or section whose subject is being
brought out in the catalog in this way is different from the author
of the book, his name comes on the line below the subject, and the
phrase regarding the paging follows that.

On subject analytic cards it is observed that the title of\the
analytic is omitted because the name of the author and the stbject -
heading are more important than the title and there is¢net room
for all three at the top of the unit card. Dropping the author, title,
etc., of the unit card another line would make all gther items too
low on the card and make extension cards more oge}l necessary. To
omit these items on subject analytic eards onlyWbould mean remem-
bering the difference each time or giving Schial instructions fo the
typist. If the title is very important, an exggption may be made by
omitting the notes and contents of the\iinit card from this copy of
the card and substituting a note giving(the title of the analyzed part.

BOONE, DANIEL,%1735-1820.
973 Roosevelt, Theedore, 1858~1919, p. 18-28 of:
L82 - Lodge, Henry Cabab, 1850-1924.
Hero taleg“from American history, by Henry Cab-

ot Lodge and ‘ThHeodore Roosevelt. Century, ©1922.
835 p.(IMlus.

Dem\iel Boone and the founding of Kentucky.

\a}s"SUBJEC'I ANALYTIC INCLUDING TITLE OF ANALYTIC

Series' entry.—“An entry, usually brief, of the several works in
thelibrary which belong to a series under the name of that series
‘as avheading” (AI.A 1908, p.xvi; 1941, p.xxix) “Enter a series
under its title . . . include editor’s name in title if given in statement
of series.... Make added entry or reference under name of editor.

. . . List as contents the works in the library which belong to the

series, giving for each item, the author’s name . . . brief title . . . dafe .
Arrange numerically if the series is numbered, otherwise

alphabetically by hames of authors, unless another arrangement:

would be more useful, as by subject in a series of biographies ce s
(AL.A.1908.128; 1941.219)
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The title of the series is given (see ‘card 51) on the fourth lme' _
from the top at the first indention; if it runs over, the succeeding

" lines begin at the second indention. Following a comma, the words

ed. by and the name of the editor of the series as found in the book
are given. There is a period at the end. If there is no editor, or it
seems unnecessary to give the editor’s name, the phrase is omitted.
The classification number is given on the next line, and below that,
on the same line with the book number, are g:ven “the author’s
name inverted, beginning at the second indention, with his dates
omitted to conserve space; after four typewriter spaces, the title of
‘the work, omitting explanatory and alternative titles; then after

:t\'\wﬁ' ’
_ L

The Rivers of America. \%
978.7 R
BO7 Burt, Mazwell Struthers. ,//Powder River.

: ©1938. o A
975,1 (.‘ _
21 Canby, RHenry Se:ldelv. “The Brandywine.

1941, N .
977-3 o:’::" . . :-"' '
G77 Grey, James. . “The Illinols. ®1940, = &
&
S "\;u. :
(“pY. Anpep EnTRY UNDER SERIES—SHORT FORM
Q° -
NN
O
\™
The Chronicles of America series, ed. by Allen John-
son. ) . N N

973.1. . SR .
H84 v, 1 Huntington, Ellsworth. The red man's conti-
o nent. ©1919.

S Anm:n Extry UNDER SERIES, GIVING VOLUME NUMEER AND EDITOR G
' OF SERIES—SHORT FORM
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four typewriter spaces, the date. The second line of the entry for -
each individual work begins at the second indention. Other volumes
in the series are added to the card in the same form. A line skipped,
as shown on card 51, makes it easier to read the entry for any one
volume. For a numbered series in which the volumes are preferably
read in a certain order, the volume numbers are given at the first
indention, and the surname of the author of the individual book at
the third indention.

Another way to make a series entry is to write the name,of the
series above the heading of the unit card. Thus a series emtry is

made for each book in the set, and these cards file toggthgr in the
catalog alphabetically by author. QO -

K
978.7 The Rivers of America. \M
BS7  Burt, Maxwell Struthers, 1882\

Powder River, let 'er buck}” illus. by Ross San-
tee. Farrar, °1938, N

- 589 p. illus. map. ‘(.'f'he Rivers of Amerieca)

Appendix: River it Americen folk, by €. L. Skin-
ner. : A,

N\
53. ADDED\EMRY UnpER SERIES—IINIT CARD

For the unit eaxd form for a numbered series, if it is desirable
. to have the cardg/file in volume order rather than alphabetically by
the author, the vélume number is added to the heading; for instance,

. card 54 h §as heading: ¥The Chronicles of America series, ed. by
Allen Johnson, v. 1.”

N

%
3

' The Chronicles of Americs series, ed. by Allen
975.1 JOhIlSOIl, v- l‘ :

H94 - Huntington, Ellsworth, 1876- \'
' . The red man's continent: & chronicle of aborigi-

xéil Americs. . New Haven, Yale wmiversity press,

919, - ' .

. 185 ;p. i1lus, maps. {The Chronmicles of America
86T V. 1} . ) o

. L.
W

54. AppED EnTRY UNDER SERIES, NUMBERED SERTES—UNIT CARD
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L

Golden hind serles.

92
H39 Hawkins, by Philip Gosse. - °1930.
. ]:"92 _ - p
788 Hudson, by Llewelyn Powys.  ©1928. |
92 | | O
W16 : Baleigh, by Milton Waldman,  °1928. AN

N
X ‘..:\"

55. AppEp ENTRY UNDER SER:ES—:BQQGRMHY

S

The Leatherstocking t*aies, by James Fenimore Cooper. |

The daerala;@\.” | o |

Last of thn\ Mohicans. h
Thefgz,t:.ﬁi‘indar. )

) .E[i);f{éers .
O

B B— -
) N . . )
'»\“
PR W : .
\% .
1 \ y
y ) .

56, ADDED ENTRY TUNDEE SFERIES-—AUTHOR THE Same

Special entry under series is necessary for important subject

" series, i.e., for series in which all the books deal with the same
subject, e.g., “Rural Seience Series,” “The Chronicles of America
Series.” School libraries will find these entries useful for well--
known series. Even the smallest public library which owns “The -
Chronicles of America Series” would probably find a series entry
useful, _ ' . ' Rt
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Cooper, James Fenimore, 1789-1851.
The Leatherstocking tales, see
The Leatherstocking tales.

o
3

=
S Pl
>

57. REFERENCE FROM THE NAME OF THE AE@H’()R OF THE SERIES

NS
. L
{‘.

- Skinner, Constanee Lindsay, ed. ses
The Rivers of Amer:lca.

58. REFERENCE !'Ro.@}rm NAME OF TEE EDITOR OF THE SERIES

Another kind of series for which an added entry under the
series title is useful™is.an author’s series, e.g., The Leatherstocking
Tales, by Jameg Fenimore Cooper (see card 56). Added entries un-
der series tltlés are also useful for standard works in an attractive
format, for example, “Scribner Ilustrated Classics,” “The W:mder—
mere SEI'IES

~Name reference cards.—On page 42 it is stated that the libra- .
rian/must choose one form of an author’s name and always enter -
his works under that form and that a reference must be made from

- any other forms with which the public may be familiar, These ref-
erence cards (numbers 59-62) are very brief. They should be made
for all names which might be searched for in the catalog under any
other form than the one chosen for entry. The form of name not .
used for entry is given on the fourth line from the top, at the second
indention; this is followed by a comma, four typewriter spaces, and
the worg see, on the same lme 1f poss1b1e if noi, at the third inden-
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. tion on the succeeding line. The form of name that has been adopted
for entry is given on the next line at the first indention.

Struther, Jan, pseud. see '
Maxtone Graham, Joyce (Anstruther) 1901-

59, NAME REFERENCE CARD—PSEUDORYM

N\’ s

o

Graham, Joyce (Anstruther) Maxtone, ,dee .|
Maxtone Graham, Joyca (Anstruther) 2001 °
\ ’

60. NAME REFERENCE CARD—COM‘POUND NAME

If the name referred from runs over, the ﬁe'xt line begms at the
third indention; and if the name referrecl‘to runs over, the next lme
begins at the second indention. Q -

Song of Rolam{e\ see
Roland.

61. NaAME REFERENEE CARD—HEADING FOR ANONYMOUS CLASSIC

o \y
g &
g 3

Cz\b. S. Dept. of commerce. Bureau of the cemsus,
/N Bee .
“\“. S. Bureau of the gensus.

“‘\ )

62, NaME REFERENCE CARD—NAME OF AN ORGANIZATION

Subject reference cards.—Cards 3 and 4 in Chapter II are ﬂlus- :
trations of see and see also reference cards. Note that both the term
not used and the term used as a subject headmg are given.in full -
capitals, as were the subject headings on the cards on pages 23-24.
H red ink is used for the headings on the subject cards, it should
- lso be used for the subject references. The indentions and spacmg
. are the same as for name references ' : :
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Tracing.—Tracing is the memorandum on the main card (or on
the shelf list) of all other cards made for a book, It is necessary in -
order that all the cards may be found and taken out of the catalog

-if it is decided o make a correction on or addition to them, or if the
book is withdrawn from the library. The headings for the other

S
Cattle )
Dakote Indians o’z.\
Powder River NS
Wyoming His O
geries : .

63. Back oF Mamnw Carp ror BURT'S POWDER Rrver, Spowince TRACING OF
SUBQ(: AND SERIES CARDS
£

£N>®
“Msia Biography

'~ Yisia Politics
Chiang, Xai-shek, 1886-
Chine :

Gandhi, Mohandas Karemchand, 1869-
‘Statesnen v

64. Back or MAIN CARD ForR GUNTHER'S. INSIDE ASIA, SHOWING TRACING OF
TITLE, SUBJECT, AND SUBJECT ANALYTIC CARDS o
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The eleventh
% The eleventh

Sheean, Jemes Vincent, 1898=

t
Europe  Politics :
Spain  History Civil wer, 1836-1939 \\

K7
&

65. Bace or Mary CARD FOR SHEEAN's NoT PEACE\\BUT 4 SWORD, SHOWING .
TRACING OF REFERENCE, AUTHOR, AND TITL :
CHANGED TrTLE (ONE TITL‘E

LE ‘CARD FOR A BOOR WITH
:t' 1 LIBRARY)

cards decided upon as necessary :Eo;~the book are traced on the main
-card as soon as it is made. These\added entries may be typed by -
the librarian or preferably by a typist who has been taught how

" to make them,

: Rules for tracmg.—Tum the main card over and with the hole

. .at the top, list the iterhs of the tracing beginning on the fifth type-

- writer space from the left edge of the card, and, if there are not

many cards {o traéé; about halfway between the hole and the bot-

"~ tom of the card{&f, however, there are many additional cards to

note, begin % \tracing just below the hole. Periods are not used in
4

tracing, ag

ey may show through on the front of typewmtten

cards, The tracing may be continued on the extension card or cards.
it nesessary The tracing thus recorded can be easily read by the
libragian and vet will not be noticed by the users of the catalog.

The letter t traces the title card; the word series, a series card.

The full heading serves to trace added entry cards for joint authors,

tompilers, editors, illustrators, translators, or extra author cards for
two or more works bound together, each work having its own title
Page. (See pages 131-32.) In the latter case the title and other
- tards for each work are traced on the back of the extra author
-tard, which has been traced, as indicated above, on the back of the

' -Main author card of the baok.

Author analytics are traced by the headmg for the author fol-
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lowed, if not apparent on the front of the card, by the first word
of the title of the analytic. The exact 'wording of the subject head-
ing traces subject ¥nd sub]ect analytlc cards, including those for .
individual blography If ‘the author of a subject analytic is not tha -
author of the book, the Tulf name of the author of the analytic is
traced after the subject: heacimg for the analytlc Title analytics are
traced by a t on the back:of: the qorrespondmg author analytie card,
Some librarians may,_ prefér “t0 have all of the tracing on the back -
of the main card. Thén-t followed by the first word of the tifle of
the analytic is written directly below the tracing for the correéponéb -
ing author analytic.

If author and title analytics are made for all the pTays, essays,
or stories listed in contents on the main card, instéad of tracing
them in the usual way, there may be a statement on\the back of the -
main card that author and title analytics hav\e been made; eg, .
“Author and title analytics made for each play” or “See contents_ :
for tracing” = - \\ -

The reference card for the authca{' or “the editor of a series is ..

traced on the back of the series card By giving his name in full. For

~ example, the tracing for card 57, &Cooper, James Fenimore, 1789-
1851,” is written on the back of .card 56, the series card for The .
: Leathe?stockmg Tales, \ L
Name and subject refe\rence cards do not need to be traced on
any catalog card, as they‘are applicable to all books by or aboutan
individual or on a subjeet and do not belong to one particular book.
But the subject reference cards are traced by checking the printed
list of subject \Hetadings, or in the card subject authority file, as -
described in Ghdpter I, Name reference cards are iraced on the
name autlk ity card, if such cards are made for all names with eross - -
referenced.* Or the name reference cards may be traced ‘on the -
- author! eard for the first book cataloged with which that personis .-
: comlected just as it would be on the name authority card. Lafer .
if\that book is withdrawn from the library and consequently its
cards from the catalog, that tracing is transferred to another author .
card.
Other examples of tracing are:
He;rt and Kaufman’s You Can’t Teke It with You.
Kaufman, George 5 1889-
_ Cllodortjv and Field’s Junior Miss,
Fields, Joseph :
Benson, Sally, 1900~ Junior
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Salter’s The American Politician, . L
t .
Politics, Practical o
Statesmen, Ameriean i ~ o
U S BRiography " - S
U 8 Politics and government .~ .
Brooks, Robert Clarkson, 1874-1941 + Maury
_Maverick, Maury, 1885- . Brooks, Robert Clarkson, :
1874-1941 T ' S B
Cohen’s Milestones of the Drama. -~ . S
t . r'a : . L S
Drama Collections . ’ ST LN T
. Sheridan, Richard Brinsley Butler, 175_1-—1816 The schqol_\\_._ T

Title analytic card 47 would be traced by the letter % on the
. . back of the author analytic for Sheridan. . W
- The shelf list—The shelf list is “a brief .- .-'[{'eébrd] of the
. _books in a library . . . arranged in the order of the books on the
. shelves.” (Cutter) Hence its name. Itis a verysimportant recqrd. '
s . Uses of a shelf list.—The shelf list isusedss.> o

i+ -1. To take the annual inventory to see ikagy‘books are missing,
| 2. To show how many copies of a given(book the library owns.
" - 3. To show what kind of boocks are'in.'a"given class as an aid in classi- -
' fying, E N ' ST
4. To show the librarian who is ma.kmg out book orders how many books
the library already has in.an¥ given class. . T

5. To serve in a limited way\as a classed catalog. .
. To give source, date, #md cost if no accession record is kept. B
1. To serve as a bagis\or a bibliography or reading list on a specific -

o

subiect. O™

Rules for shelf-listing.—(Cards 66-68) The shelf-list card is.a-
unit card; 1.6, 1t is a duplicate of the main card, except that the. :
notes, confents, and tracing are omitted. ‘This saves space for the .
shelf-List\information. If an accession book is used, the aceession . =
number, described in Chapter XII, is added to this card: If an

 accéwbion book is not used, the source, date of acquisition, and cost
of the book are added to the shelf-list card, -Some Iibrarians may. *
prefer to omit the date. S C T
If an accession number is used, it begins on the second space -
from the left edge of the card on the second line below the last line. -
- of the description—imprint, collation, or series note, as the case rr_iay__
be. If there are two or more copies 0T volumes of a work, the ac- *. -
‘cession numbers are listed on the shelf-list cards in numerical order. - - '
. The volume numbers or the copy numbers are writfen at the first
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indention opposite their respective aceession numbers. Thus all
copies and volumes of one work go on the same shelf-list eard, and .
there are as many shelf-list cards as there are titles in the library, '
i.e., different works in the library. Copy numbers may be omitted
if the librarian wishes, as long as accession numbers are used.

821 iy
D33 De la Mare, Walter John, 1873~ "
Collected poens, 1901-1918, Holt, °1920:0\

2 V. ,: \
2997 v. 1 , ' \O
2098 v. 2. - . O
2598 v. 1l ¢.’2 D
2599 v. 2 c. 2 N

66 SHELF—LIST CARD SHOWING ACCESSION NUMBERS FOR A TWO-VOLUME
Work oF WHicH THE LerarY HAS Two CoPIES -

If accession numbers are not usefi “the source, date, and cost of
book are given instead, Abbrewatwﬁs which will be clear to the
librarian, e.g, B. & T. for Baker ‘& Taylor, may be given for the
source, if the book is a gift, the name of the donor is given, e.g,
Mrs. J H. Jones. The umber of the month, day, and last two
figures of the year arel piven,’ separated by hyphens, e.g., 2-16-42..
~ The date follows the'sbuirce, with two spaces between; then the cost,
or, if '1t isa g1ft the Word “gift.

821 \~ '
D33 ‘Se la Mare, Walter .Tohn 1873-.

~N" Coliected poens, 19014913. Holt, ©1820.
2 v.
\ 3
B. & T 2-16-42 £2.00 v. 1-

: &2,00 v, 2
Scrlbner 1-25-42 42.56 v. 1 c. 2

Jones, Nrs. J. H. 5-—2—42 gift v. 2 ¢. 2

67. SmELF-LisT CARD Smowmic SoUrcE, DATE, AND COST FOR A TWO—VOLUME
- WORK OF WHICH THE LIBRARY Has Two CopiEs

Noté that one ditto mark is sufficient for both source and date, |
but that the cost, or word gift, is repeated for each volume or copy.
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The sheli-list card may be simplified by the omission of: N

" 1. The edition statement, unless needed to identify the book.
2, The publisher (and the place if given on the catalog cards). -
- 3. The collation. : '

Thus it would contain: The classification number, book number, au- -

thor heading, title, date, and accession number (or source, date,
and cost). .

Shelf-list eards for nonfiction are arranged exactly as the books.

are on the shelves, first numerically by classification number._and

" second alphabetically by author, except individual biographg, which

is arranged alphabetically by the subject of the biogragh}%. H book

numbers are used, then all nonfiction shelf-list cards ate arranged -

by call numbers, e.g.: O ?
973 973 o\
B2l B3l : v/

for Bancroft’s History of the United States’ ?}’America and Bassett’s. |

A Short History of the United States, 'rpspecﬁvely. In book numbers .

where three figures are necessary, thé third is considered a decimal
and the numbers are arranged accpijdingly, e.g.: :

973 973 973 0N :
B21 B219 B3I ~N° _

. For individual biography %he name of the subject may be added on’

"the top line of the cafd(jiist as it is on the subject card. -

In a public librasy the adult-and the juvenile shelf-list cards are _

filed separately../The juvenile shelf-list cards as well as the jivenile

- catalog cards aremarked with a location symbol in connection with

J :

- the _(,‘Iassiﬁéiion number, e.g., 973 or 973. Also the Shelf-list:car'ds\-_"

for the. i'éfere'nce collection are _marked with a location symbol (eg.,

BANU#*

* 39%\er 394) to distinguish them and are filed separately. The books, .

of course, have these location symbols added to the _classiﬁcation :

humber,

 tion shelf list may serve also as an author list; and the nonfiction

- shelf list may serve as a subject catalog -(since it brings together_
all of the botanies, all of the United States histories, etc.) until such.

time as the library can be cataloged. Before beginning the catalog-

ing of an old library, be sure that there is a correct shelf list fo use -

as a basis for the work. In a new library, if it is not possible to cata-

When to shelf-list—If the library is not yet cataloged,.the fies

il
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92 OSLER, SIR WILLIAM, 1849-1919.
082 Relq, Edith Gittings.
The great physicien: a short life of Sir Willism
Osler. London, Oxford university press, ©1931,
209 p. illus, "ports.

B. & T. 2-2-42 $3.05

N

68. SHELP-LIST CARD FOR AN INDIVIDUAL BIOCRAPEY i A\

log the new books as rapidly as they are being boughtgibuds'well to
accession (if an accession record is to be made), clagsify, and shelf-
list them at once, Later, using the shelf list as a ekteci: catalog the .
- different classes. In a well-organized and well-estabhshed library it
is best to make the shelf-list and catalog cardsfor each book When '
it is added to the library. W\

If printed catalog cards are used whenever they can be secured,
they may be used for the shelf list also Many Library of Congress
cards contain so much information: that there is little or no space
for the accession number or squrce date, and cost. Though the
printed cards are used for the catalog, it may be preferable to make
the shelf list locally. In such™a case the simpler shelf-list card de-
scribed on page 111 may\%ell be adopted. Some librarians, how-
_'ever, find the fuller shelf*list cards very useful and prefer to have
-the lecally made unif ¢ard or printed catalog card for the shelf list.
The use of these gards is part:cularly desirable if many subject ref-
erences are made 0 class number in the shelf hst (see cards 1 and 2).
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'CHAPTER VIII

- Cataloging Setx, '.Se?'z'dl_.r,' _@d' |
Independent Publications o
Bowund Toge%e’ﬁ I

Sets.—The cataloging of sets differs as do the sets themselves.
H there is a common title for the entire set, if one volumegivgés the

- contents for two or more volumes and the last volume ¢dntains the

index to the set, then, needless to say, it must be given one classifi- -~ °
cation number and be cataloged as one work. If the common title
is distinctive the set will be kuown by that title; and this fact is.

~another argument for keeping the volumes together. If they are
- bound alike and have a common title, bujc.eéch volume is complete
© in itself, has a distinctive title, an index;etc., there is no reason for

. ‘keeping them together. Besides, the average reader will not select -

- Por example, a set of The Waverley Novels, the different volumes all .-
" bound alike—on the back of daeh volume: “The Waverley Novels,:

a volume from a set as readily as he-will pick up an individual book.

Vol. XXTI” (or XXII, etc.)~does not attract readers as does a bind-

" ing reading Rob Roy, evq'n\though below Rob Roy “Vol. XL .or even

"“Waverley Novels, VOL-XI,” is-given.” H this volume X1 is shelved

with other editiong(of Rob Roy, it is likely to be chosen for reading .
more often thanifit is one of twenty-five books in the same binding
shelved together: . S o o
To congider examples of different kinds of sets:
. \ ‘ The Works of '~
N John Milton

Vélume 1
‘Part I

New York
Columbia University Press
All of the volumes of this set of Milton's works have identical title
pages, except for the volume number and date. Volume I has'two -

. parts, bound separately but with the table of contents for both in
- part I, The two parts are paged consecutively. The _same'__is_ true of -

a3
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volumes II and III. But volumes IV to XVIII are each bound sepa- '
rately. Each one has the copyright statement on the back of the
title page, running from 1931 to 1938 in the different volumes,

This set of Milton has a two-volume index with the same bind-
ing and style of title page as the set, but it is not included in the
volume numbering of the set. The title page is given below:

An Index
To the

Columbia Edition of the
Works of John Milton

By Frank Allen Patterson &
Assisted By N
French Rowe Fogle )

Volume I, A - K Dl

New York ; ’\\
Columbia University Press./~\
1940 v

The title page of the second volume of thej}i’aex is the same as that
for volume I, except that it has: “Velume II. L-Z.” These index
volumes will be cataloged in the samg way as the index for Chan-
. ning's History of the United Stafes, described on page 76. Obvi-
. ously this set of Milton’s worksiwill have to be cataloged as a set
because of the way in whiclr e works are divided among the dif-
ferent volumes and beca’ e of the index. .
_ A type of title page\which is found rather frequently in such
works of fiction as The"Waverley Novels, is the following:
' ON The
P Waverley Novels
{IN" ;
Y By .
Q\“" Sir Walter Scott, Bart.
..\
AN : Vol. XXXV

~) " *  Redgauntlet. - 1.

N Edinburgh
Adam and Charles Black
1879

Volume II of this work has the identical information on the title
page except the volume numbers. On this particular title page the
title of the series is more prominent than that of the work. Yet )
Redgauntlet is one of Secott’s well-known novels and will be asked

for by title. If fiction is cataloged as nonfiction is, The Waverley
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" Nowvels would be given as a series note. But if fiction is to be cata~
. loged very simply with only author, title, and date, as recommended
in Chapter IX, the card for the above book would not show that it is .

‘one of The Waverley Novels. Regardless of how little defail is given
on the catalog cards an added eniry under the name of the series,
The Waverley Novels, will be found useful. : "
_ The A.L.A. Catalog 1926 gives the following note regarding
Cooper’s The Deerslayer: “The first of five novels devoted to the -
. career of the great Leather Stocking, pioneer, hunter, and Indian
fighter.” The first sentence of the note for The Last of the MohiCans

is: “The second of the Leatherstocking tales”; for The Pathfieder: -

“The third of the Leatherstocking tales”; for Pioneers: ‘fThé'Iburth
‘of the Leatherstocking tales”; and for The Proiries, \“The fifth
- of the Leatherstocking tales.” The editor’s note 'ﬁb“Everyman’s :
" . Library edition of The Last of the Mohicans states\f X, .. one of the
five ‘Leatherstocking Tales’ . ..” The introduciitn’to the Illustrated
Sterling Edition of The Prairie, published by Pana Estes and Com-

pany has: “This baok closes the career oflLeatherstocking.” The

Houghton Mifflin edition of The Pathfihder, copyright 1898, states
" in the author’s preface: “Following.fhe order of events this book -
should be the third in the series 6f¥The Leather-Stocking Tales.” ™ .
On the other hand, The Last aff;hé Mohicans, in the Riverside Lit- .
erature Series, also published By Houghton Mifflin, makes no men- .
tion of The Leatherstocking Tales. s S
. As has been pointef_bitt, the averag’é"'-"';té_'f{_der_'_i:s not atiracted by
_ books which belong e sets, consisting of many volumes bound alike. - -
Yet the reader is @pt to be much interested in reading all the vol- .
umes in a seriesiiii which the same characters appear. The Leather- -
stocking Talé$is a series of this type. Having read and enjoyed the
first work{he reader is likely to continue until he has read them all:

TQ"S’uinmarize, the works of Milton described on page 113 would " - |

begataloged as a work in many volumes. If a set is incomplete, the
‘date¥” (except the date for volume I), the number of volumes, and
the number of parts would be written in pencil, so that they may be
easily changed when another volume is added. But “The Chronicles -
of America Series,” The Leatherstocking Tales, and The Waverley

Nowvels would have a main card for each .title and the _:tie_cessary

added cards, including a series entry. See cards 52, 54, 56.
 Note that as there are twenty-one physical volumes in this set
~ of Milton’s works (card 69) but only eighteen from the point of
~ view of the division of the works, itis stated as “18 v. in 21.7 The
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828 :
Mé6 Milton, John, 1608-3674.
' Works. VNew York, Columbia university press,
°1931-38.
18 v, in 21. 11lue. ports.

69, Mamy Carp FOR & SET

828 ' o
M66 Patterson, Franx Allen, 1678- \
Index An index to the Columbia edition g¢b¢he Works of
John Milton, by Frank Allen Petterson,“assisted by
French Rowe Fogle. ~ New York, GColwmble university
press, ©1940. O
2w, e K7,

WV
\ ’\l*:
70, Mam CARD FOR Smmnm:s INDEX FoR A SET

‘word indezx is added to the call >number for the index, which is the -

B28 :
same as that for the set, so thaf 11: will be shelved with the set: M66. .
'\ Index

Sequels ~—Closely: akm to such series as The Leatherstocking
Tales are sequels, fur instance, Nordhoff and Hall's Mutiny on the
Bounty, which igithe first volume of a trilogy, the next of which is

Men against tk@ ‘Sea. Such books are cataloged as any other work

with not Qtatlng the sequence. Such notes are very desirable,
since reg&&‘s are usually anxious to read sequels. Men against the .

NS

ON”
)

\N o -
’ Nordhoff Ch&rles Bernard, 188%-°
> Mutmy on the Bounty, by Charles Nordhoff ‘and
' James Normen Hall, Litt.la, °1982. ~
L 396 P . ’

1 ‘The first volume of a trilogy. Followed by
" Men agamst the sea, Pltcalm's Islend.

1. MamN CarD For BOOK WITH a SEQUEL
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" Sea would have as a note: “A sequel.to Mutiny on the Bduxﬁy. Fol_; '_ -

. lowed by Pitcairn’s Island.” Pitcairn’s Island wouldhave as a note:
~ “A sequel fo Mutiny on the Bounty, Men against the sea.” o

Serials.—Of quite a different type are serials, the volumes of
which are issued at regular intervals, e.g., periodicals, yearbooks,

- annual and biennial reports, directories. The World Almanac is'a S

serial. The title page of the 1942 edition is as follows:

New York World Telegram _
The World Almanac .. :

and : ] o \\
Book of Facts A
For : - (NS
1942_ "‘
Edited B N
4 BN

E. Eastman Irvine

Fifty-sixth Year of Publication \

N\

Published Annually By"\ S .

The New York World-Telegram - _ -
A Seripps Howard Newspaper : I

125 Barclay Street, New York City

P

Copyrighied 1942 By New York World-Telegram Corporation

Title Registered in United States Patent Office o

' The title page for the 1941 edition is just the same, except that:

it has: “1041," “Fifty-ﬁf’gh\year\ of publication,” and “copyrighted -
19417 'The 1935.editiop(niot only has different dates, but a different. =~
editor: “Robert Hunf Lyman, Officier de I'Instruction Publique, Fel-
low of the RquL'Geographical Society, Fellow of the American
Geographical Sgclety, Fellow of the American Association for the
Advancementdf Science™; “Fiftieth Year of Publication” and “Copy-
righted 1}1:%}"' Each of these volumes has the copyright date onthe
~ back oftthe title page, namely, 1842, 1941, 1940, ete., respectively.’

.. They@all contain many tables.

" NThe reader consults the catalog to see ,if/’ﬁ‘he World Almanac
is in the library, and if it is, what volumes the library has. ‘All num-

bers of The World Almanac are, therefore, cataloged on one setof

.- cards and only items of importance common to all nur_i:_lb'ers are .
_given. Since there is no author. and the editor will necessarily -

- change from time fo time, ‘the main entry is made under the_ title,
~ which begins on the top line, so as not to waste that space. In order -’
- that it may be readily distinguished from the usual title entry, the

information on the card through the series mote is written-_._“:‘r:ith

- hanging indention instead of paragraph indention.. - . oo e o

“
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Subtitles of serials fréquently vary; therefore only the shoit
title common to all issues is given. The editors are omitted, since’
they change more or less frequently and their names are not needed -
on the cards. _ :

No date is given in the imprint, which otherv_vise follows the *
usual rules. The collation is usually omitted since it may vary for
the different volumes. The frequency of publication, if not included
in the title, e.g,, annual, is given as the first note. As the second
note and in the usual place for notes, is the statement as™d the
holdings of the library—the words library has followedmb&.“the vol-
umes and dates covered, arranged in columns. As the\information
is given in columnar form, unlike other notes, no@ing is written
directly after library has. To make the library ha\s “statement easier
to read a line is skipped to indicate when theteis a gap in the set,
e.g, before the first issue held by the library, 1928, and again be-
tween 1928 and 1931, 1932 and 1935, 1935 and 1938, 1938 and 1940, -

£
3

310

¥92  The World almenac.. * New York, World-telegram.
Tables. (N
L
fnnual, "
L:.br&ry has

1928 \~ TN
‘g{;\\.,az \Aue-uz .
wss

a \ W

72. MATIN CARD FOR AN ALMANAC

“Added éntries.rhay be made as- -usual by duplicating the main-

"card and adding the appropriate heading. Or the unit card may be .=

made, but in note place, instead of Izbm'ry has statement, may b_e '
given: “For volumes in the library see the title of this wor AT
To take another example of a serial:
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Who's Who '
In America

. A Biographical Dictionary of
Notable Living Men and Women
of the United States

Vol 21
1940-1941

Edited By
Albert Nelson Marguis.

Revised and Reissued Biennially L \* e
Founded 1899 By Albert Nelson Marquis e\t

Chieago, U. 8. A, Ve
The A. N. Marquis Company = \

1940 : » \\

" The back of this title page lists the copyright datés of alI igsues of
this work, ending “Copyright, 1940.” '

* The title pages of volumes 17, 20, and ZIQre ahke w1th the fol-

Tlowing exceptions. The title page of. the twentieth volume has:
Vol. 20. Volume 17 has: Vol.17. I.h all other respects the m- o
1938-1939 1932~ 1933
formation on the title page for, thls volume is.the same as that for =

volume 21. The back of the title page for volume 17 has, “Copy-- _5
- right 1932”; for volume 20;\‘<Copymght 1938.” )

920 ' ,\' o :

we2 Who's wtro in America. Chicago, A. N. Harguis co.

\\Biennial. ' .
A% Library has

\‘:" v. 17 1932-33
V. 20-2y 193%-4U\

73. Mamv Cm FOR A Bmlmm:.

' .'The volume numbers are especially helpful in cases like thls Where
-.each volurne covers more than one calendar year. -
‘Besides serials which are entered under their titles, there are

e thOSe which are published yearly, ‘biennially, etc,, by a go"emment
' department or an association, for example i '
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U. 8. Department of Commerce
Jesse H, Jones, Secretary
Bureau of the Census
Vergil D, Reed, Acting Director

Statistical Abstract
of the
United States

1940
Sixty-second Number
Compiled Under the Supervision ot
Leverne Beales
Chief Statistician, Territorial, Insular, and Foreign Statistics

By Kathleen H Dugan, Editor ) \\
United States z':;. N
Government Printing Office ’

Washington: 1941
For Sale by the Superintendent of Docugfm 5,
Washington, D, C. Price $1.50 (Buckr

The numbers for 1829, 1931, 1932, 1937, 1933,\&1d 1938 have practically

. the same information on their respectivé title pages. The number
for 1929 does not give the name of the secretary of the Department .
of Commerce; has 1929, Fifty-first, Number” in place of the date
and number of the other 1ssues, and gives 1929 in the imprint. The

_ price is given at the bottom of\ he title page, “$1.00.” The one im- -

., wportant difference is that the Abstracts for 1929 through 1937 are’

- issued by the Bureau p\f\ﬁoreign and Domestic Commerce of the

\NY;
317.3 A
U8 U, 5+ Buresau of the census.

§~Statlst1ca3. abstract of the United States.
Vs 8. Govt. print. off, ' .
A% Tables, ) ' )

\ g - Annual,
' Library has

1920 Walm
{a%-3n o

: . o - Nl OSEE aext C&I‘d

%74, MAIN CARD FOR A SERIAL WITH AN AUTHOR
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-name 6B the department and of the bureau which issues them. The "~

317.3 2
g8 U. 8. Bureau of the gensus.

elgn and domeatic commerce.

74a., MAIN CARD FOR A SERIAL WITH AN Amnon\—ﬁbcrmsmn Carp
INY

O Lo
U. S. Bureau of foreign snd domestic commerce.
Statistical sbstvact of the United Btates.
see N : a
U. 8. Burean of the census. ' .
Statistical-hAbstract of the United States.

75. REFERENCE CARD FOR A SERIAL WITH CHANGE IN AUTEOR

Department of ~ér}1'merce, whereas the numbers for 1938-1941 are’
issued by the Biifeau of the Census of the Department of Commerce. -
The letters%f“subrrﬂttal given on the back of the title pages of all
these nuri%ers, except the one for 1937 which has none, have the

pride ¥aries from $1 to $1.50; the numbers and dates vary.

There is really nothing new about cataloging a work of this. -

" kind. It has the same sort of author heading as any other govern- .

" ment document and this heading should be established in the usual . ..
way. Aside from the fact that it has an author, it is cataloged as is .
The World Almanac or Who’s Who in America. S

_ Periodicals.—Sets of bound periodicals may be cataloged justas -
~ these almanacs and other serials are cataloged. The title pages have .
~ most features in common with the serials discussed on the preced-
ing pages. S B

Numbers before 1938 issued by the Bureau of for- | -



129 : SIMPLE LIBRARY CATALOGING

The librarian of a small public, school, or even special librafjr\‘-
with sets of bound periodicals may catalog them in this way, or may
'not catalog them at all. As they are conspicuous by their make-up,
they are easily located on the shelves in a one-room library; and .

they are used through the general or special periodical indexes
rather than through the catalog,

909.82 o N
€97 Current history and Forum. New York, C-H pub:
' _ -eorporation. o
| fﬁo_nthly. ) \“
Library has \ o
Y. 51-83, no. 1 Sept. 1939-June 1341
;. 4 N '.;\\00
\NS)

A\ W
FL e L
o '

ol ¢

See next card

3

76. I\{:aiu CARD FOR A PERIODICAL

209,82 \/ ' 2
C97 . Currént. |
‘3,\\ Curreat history combined with The Forum and The
\Century magezine, May 23, 1940, under the title: Cur- |
“\* renti history and Forum; Current history snd Forum
N was superseded by Current history, September, 1941.

“T6a. MAIN CARD FOR A PErIODICAL—ExXTENSION CARD

¥
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909,82 . -
0876 Current history. New York, Events pub. co. ine.
Monthly.
Library has

v. 1-4 Sept. 1941-Rug\A43

._im

N

OSee pext cardsn
R

77. MAIN CARD FOR A PERIODICAL

o NS,
900.82 2 o3V
C976 Current. N
Formed hy the\mion of Current history and forum | -
with Events., & & . ‘

7'7a Mam CARD FOR A PERIODICAI:——EXTENSION Cm

Note that e\hbmry has statement for Current Htstory and
Forum gives the”months as well as the years covered by the vol- -
umes, Thls,{nrm is used when the volumes do not coincide with the -
calendar yéars 'Since Current History and Forum ceased publica-
tion Wlt‘h volume 53, number 1, June, 1941, this volume number and

: ﬁnﬂ\d‘ate are typed, thus closing the entry. When Current sttm-y__ '_
- -and Forum united with Events in September, 1941, to form Current
. Hastory, a new volume numbering began The library having this-

hew periodical would add the latest volume “v, 4, Mar.-Aug. 1943,

in pencil to facilitate changing the statément when the next volume . . -

is received, The notes on cards 76a and 77a explain the formation

- of the periodicals. Because the new periodical Current History has

2 different name and a new volume numbemng begms 1t is. cata—_"'_

__10ged as a separate periodical.

General encyclopedlas are examples of sets that may or may.-"_ )
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not be cataloged. Unless the library has a number of encyclopedias
the reader does not go to the catalog to locate them, but goes directly
to the shelves. Like bound pericdicals they may be easily located in
a small library. Shelf-list cards, however, should be made for all
bound periodicals, encyclopedias, and other works, whether cata-
loged or not, in order that the library may have a record of such
works and of what volumes of each it has.

Rules for cataloging serials and periodieals.

1. Classification number is given as usual.——If book numbers :
are used in the library they are assigned for serials as for anyp.other
book. If the serial is entered under its title, the book fiinber is

derived from the first word of the title not an articley> The book

nuinber for The World Almanac would be W92, for Who’s Who in
America, W62, O °
2. Author.———Reports of institutions, goverﬁments, bureaus, as- -
sociations, and the like, are entered under . the institution, bureay,
or association as author (see Chapter V) s¥ith the title in its usual
place. If there is a change in the su oj‘,‘as the one noted on page
120 for the Statistical Abstract of the\Wnited States, the work may
be recataloged under the new author with a reference from the -
former author and title; or if many volumes have been cataloged
previously, the work may he left under the former author with a
reference from the new author and title, _
' 3. Title as main enf?*y} —“Enter a periodical under its latest
title, using hanging indéntion. Cap1tahze the initial article, if there .
is one, and the word following it. Refer from any earlier title or
titles under whieli the periodical may have been issued. . .. A peri-
odical issued l{y a society, institution, or government body is ordi-
narily to benéentered under its title . . . with added entry for the .
issuing hody” (AL.A.1908.121; 1941.214) :
. “Enter almanaes, general yearbooks and similar serial publl—
' catwns ‘under title. Follow the same cataloging procedure as for
petjodicals.” (A.1.A.1908. 123; 1941.215) .
"~ “Enter encyclopedias and dictionaries under title unless dec1d-
edly better known by the name of their editors. In either case make
added entry under the form not chosen for main enfry, and for the
publisher if the work is likely to be referred to by his name.”
(A.L.A1508.127; 1941.218) .
On all cards the title begins on the fourth line at the first inden-
--tion, succeeding lines at the second indention. In cataleging in a
library that has been established for some time several issues of the
* serial will probably be available so that several title pages may be -
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eompared and phrases not common {o all omitted. Use the brief
title if cataloging the first issue of a yearbook, etc,, since the sub- -
title may vary or be omitted from later numbers. If a radieal change °
is made in the title, keep all numbers on one card and state in a
note, “Beginning with issue, title is

" card from the form of title not used. An illustration of stich a change
" in title is the Magazine of Art, the title of which from September

‘to December, 1936, was Art Including “Creative Art”; and from its
first publication in January, 1916, to August, 1936, was The Ameri-

" can Magazine of Art, '\

When a periodical is formed by the merging of two, o more
+ periodicals and has new volume numbering, it is treated-as & sepa- _
. rate periodical. If the title of the new periodical begins with.the . -
same words as one of the original magazines, a refex\ence from the .
similar title is not necessary. Current History 1s\an iHustration of
this kind of title. o

4, Title——as usual if the work has an av.(thor except that if the _
title begins with the number of the report, e'g., Second Annual Re- -
port, omit the number, as it is given as s.the volume number in the o
library has statement. :

5. Imprint——Give as usual »only omlt date

6. Collation.—Omit.
- 7. Library has——The sstatement of the numbers or volumes . .

" Make a reference -

or years of a serial thatt h\hbrary owns beging with the phrase o

library has on the secérid)line below the imprint or, if frequency is =~
given in a note, on the line below the frequency note beginning at -
the second mdentmn 'On the line below, begm.nmg at the first inden- -

tion, are given fhie’volumes or the years, or both, of the issues in the -

hbrary in s%alght columns. They are put on the same line with a -
dash betwee

the numbers if the volumes are consecutive, giving -

the latest-one in pencil so that it may be changed when the next_
numher comes. A line is skipped o indicate each gap, not each vol- f
ume léclung, and statements that need to be changed are written o
in pencil. Such statements as “Forty-third issue,” “Third echtlon S

-and “Second annual report ¥ may be written “v. 43, v..3, v, 2”:_,_
Sample cards 72-T4 and 76-77 111ustrate the form of the Iabmry hasﬁ
statement. -

- 8. Notes—Unless it is 1nc1uded in the tltle give the fre-___-
quency as the first note. Notes other than that of irequency- are_:'.'.

given on a separate extension card, since library has statements. -

- may take up more space if there are many gaps in the set. Later if.
the first card should be filled up, a a second . and, if need be a thlrd_. -
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card could be inserted between the first card and the card giving
the notes.

Shelf-listing serials,—To make the sheli-list card for a serial
the same rules are followed as for other shelf-list cards. The library’
has statemnent is given on the shelf-list card as it is on the catalog
card except that each number is listed separately. If accession
numbers are used they are given in parallel columns opposite their

510 §
W92  The World almanac, New York, World-telegfg’miz
Tables. O
Library has ’,t\\w
B “\QO
2899 1928 5096 1938 v/
L3 '\\“0
3506 1931 6017 1940
3725 1932 6356 1941 NS
6800 1942 i;‘
4019 1935 ¢
F 4 "L
78, Sy{?u;-Lm‘r Cann For SERIAL
30 O
WOR € World almanac.  New York, World-telegram.
&\ Tables. .
«i\ Libtrary has
\P“b- 2-9-29 $1.00 1928 Pub. 2-9-39 $1.00 1938
" 4-9-32 "$1.00 1931 n 2-5-40 $1.00 1840
" 3-9-35 §1.00 1932 no 2.6-41 $1.00 1941
" 2-1.42 $£1.00 1942

" 4-6-35 $1.00 2935

it

79. SHELF-LIsT CaAxp FOR SERIAL (ALTERNATIVE METHOD)
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respective volume numbers or years. The phrase library has may -
be omitted to save space. .

Works published independently but subsequenily bound to-
gether.—There are two kinds of books which are similar. The books
consist of two or more works of the same author or works of differ-
ent authors bound or published together in one volume. If the book .

has a title page for each work as well as table of contents, a preface, -

. and separate paging, each work may be called informally a bound

with. The book is cataloged as a separate bock, but on the cards -

for each work there is a note of the other work or works with which
it is bound. The true test of such a volume is that it could bé cut
into two or more works, each of which if bound separately would
be a complete volume, not showing in any way that.t had ever
been bound with another. \\ e
A similar sort of work has one title page giv_.dt% all of the sepa-
rate titles included, or, at least, fwo or more, Frequently such a
volume has a common title and the individt:;iﬁ"titles appear only on
half-title pages. As noted previously,.tligyhalf title is a brief title
on a page preceding a title page, or gdeparate work in a collection:
Tt does not include the imprint. I ‘this second type of book the
- paging may or may not be segarﬁte for each work. The title page
given below for Bennett’s Howl'o Live is for such a volume,
A How to Live
A .
By
Arnold Bennett

" \ r »
A Special Editjon for the Bookman Subscribers Only, Containing
“How Tof Live on Twenty-Four Iours 2 Day,” “The Human
\ } Machine,” “Mental Efficiency,” “Self and -
O\ Selt Management.”

) New York
) The Bockman’
On Murray Hill

The back of the title page gives: “Copyright, 1910, 1911, 1918, -
and 1925 By George H, Doran Company.” Examination of the vol- _
ume shows that each of the four works has a half title and a table
of contents, The first work How To Live on Twenty-four Hours a
Day has its own preface, the cthers do not. Fach work is paged
separately. L o

Another example very much like this edition of Bennett’s How -
To Live is: ' C e o _ :
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A Wonder-Eook
Tanglewood Tales, and
Grandfather’s Chair

by
Nathaniel Hawthorne

Boston and New York
Houghton Mifflin Company
The Riverside Press, Cambridge

The back of the title page has: A

\
Copyright, 1850, 1851, and 1858 AN
By Nathaniel Hawthorne _
Copyright, 1878, 1879, and 1881 O
By Rose Hawthorne Lathrop AN Y

Copyright, 1683

By Houghton Mifflin & Co. /"

ATl rights reserved v

DS

. . - ' NY;
The half title preceding this title page has?)
Riverside Edi}i}ni‘:
The s
Complete Works.of Nathaniel
Hawthorne, with Introductory

Notes bytGeorge Parsons
Tiathrop

A\
And Illustrate@ With Etchings by Blum, Chureh,
Dillman, Gifford, Shirlaw, and Turner
In Thirteen Volumes

AV Volume IV .

ON :
Each Keark is preceded by half title, introductory note, ﬁnd _
preface. The “book is paged consecutively throughout. The binding.

had: .
\”
'\‘ o Wonder-Book
\ Tanglewood Tales, etc.

While examining these title pages and half titles, the librarian must’

- keep in mind such questions as these: What is there in these vol- .
umes that readers would want? Under what would they look in
the catalog? Make the main entry under Hawthorne, bring out all
three titles given on the title page so that the reader will know what _
is in the volume, and make necessary analytics. For instance, the
reader may not want Hawthorne’s Wonder-Book but his Grand-

. father’s Chair, or Tanglewood Tales. Therefore author and title
analytics must be made for Grandfather’s Chair and for Tanglewoﬂd
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Tales. The fact given in the half title, namely, that thzs is volume v -
of Hawthorne’s complete works may be ignored in the small library -
catalog, as the volumes will be used more if they are cataloged sepa-"
rately and shelved with the adult fiction, juvenile fiction, or wher-
ever the individual book belongs. If they are cataloged as a set, for
iinstance, like the set of Milton, described on pages 113-14, there
should be author and title analytics for the most popular of the '
individual works. '

a24 ' : N
B47 . Bernett, Arnold, 1867-19%1. "/
How to live. A spocial edition for a» Bookman
subseribers only, conteining "How to 1iv‘e on twenty-
four hours & day," "The humsn machingy® "Mental ef-

ficiency," #8elf and self manegemehdy" Bew. York,
The Bookman, ©1925. N\ o
&
Various peging. \S)

£
N/

80. Mamv CARD FOR SEVERAL WORKS, By‘ ONE AUTHOR WITH COMMON
TIirLe BUT Nomt Bounn Wit | .

Note that since the pagmg is separate for each part, the phrase
“Various paging” is given in\a note. The title of each work is given
. In guotations ag on the trﬂe page and the first word begins with a -
-capital. Since readexs may look in the catalog for Bennett's Self -

and Self Management Mental Efficiency, or The Human Machine, -
author analytics #hould be made for each one. Title analytics are " -
also needed er\t'hose readers who Iook in the catalog under the '

titles. % )
Slmllar\ yet different, is this bound wzth
o ::\: . The Riverside Literature Series "
\V o . Birds and Bees
Essays
By

John Burroughs -
Wlth An Introduction '
By
. Mary E. Burt .~
And A Biographical Skeich .

Houghton Mifflin Company : :
Boston: 4 Park Street; New York: 85 Fifth Avenue S
Chicago: 378-388 Wabash Avenue -

The Riverside Press Cambridge -
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On the back of this title page are listed the contents and the copy-
right dates. This is followed by the biographical sketch, introdye-
tion, and the essays, then this title page:

The Riverside Literature Series
A=-Hunting of the Deer
And Other Essays

By
Charles Dudley Warner-

Houghton Mifflin Company . \*
Boston: 4 Park Street; New York: 85 Fifth Avenue '\
Chicago: 378-388 Wabash Avenue s\
The Riverside Press Cambridge o\

The imprint on this title page is the same as that pg‘ﬁ;e Burroughs
title page. The copyright dates on the backs o . 4he title pages, of
course, differ. On the back of the title page for. Burroughs:
Copyright, 1879, 1881, an(k\lgaﬁ
By John Burroughs/
Copyright, 1867
By Houghton Mifflin & Co.
. All righty.Feserved
And on the back of the title pé’é’é for Warner’s work:
{Copyright, 1878
By Charles Dudley Warner

0" Copyright, 1906
By Susan Lee Warner
All rights reserved

QN

The titlespege for the third work in this volume with Bur-
roughs’ and Warner’s works, namely Thoreaw’s The Succession of
Forest".l}ibes, Wild Apples, and Sounds, is complete also and has
the copyright dates on the back of the title page. The paging for
tiis\book is: Burroughs’ essays, 88; Warner’s essays, 85; and Thor-
eau’s essays, 103, _

The work by Thoreau would be cataloged in the same way.
The series note “(The Riverside literature series)” may be included
on the card if the library finds it advisable. Some readers, instruc-
tors, and an occasional pupil may wish to know if the edition they
are getting is of a certain series, since it implies a particular type of
printing, paper, binding, illustrations, ete. (See card 17, page 4
for the form and location of a series note.) Notice that sample cards .
81 and 82 are identical as far as form is. concerned, and that the -
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131
814 .
B37 Burroughs, John, 1837-1921.
Birds and bees; essays, with an introd. by Mary
E. Burt and a biographicel sketch. Houghton,
©1887.
88 p. oy _ . !
Bound with: Warmer’s A-hunting of the deer and
other essays and Thoreau's The succession of i‘orQa\
trees; Wild apples, and Scunds.
O &
81. Mamn Carp FOR THE FIRST WORK IN{MBOUND Wira
A X . $ :
- i )
814 ' -
B37 VWarner, Charles Dudley, 1829—1900.
: A-hunting of ‘cha decr and other essays.
Houghton, ©1906.,.{
85 p. .. O
N
Boimd with. Burroughts Birds and bees a.ud Tho- |
reau's The succeasion of forest irees, Wild apples,
and Sewnds. ‘
.3.\\
O
\"; .

82. MAIN CARD FOR AnY WORK OrEER THaN THE Fmmst 1v A Bound Wit

' titles listed in the note vary for each one. If a book number is used
it is the same for all of the works since there is only one physical

volume on the shelf. The book number is taken from the name of .

-the author of the first volume.
The added cards are traced on each main card as usual, and in -

addition the main cards for Warner and Thoreaw (the other works - :
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in this volume) are traced on the Burroughs card—simply by giv-
ing the author headings in full.

o &\
A
ALY
Beas zj\,\
Birds ' . A\
Natural history N *
Warner, Charles Dudley, 1829-1900 (&
Thoreau, Henry David, 1817-1862 "_’\‘,3
' NP
R€
83. Mamvy Ca=mp roR Bunnour;@ﬁowmc TRACING
'S ‘ 5 ‘“
A\ .\x
& .
84 Ma;u%f(’nn FOR WARNER SHOWING TRACING
\<&"
x’{:\“'




CHAPTER IX

Catalog Cards for Fz'cz‘z'm

Information on the catalog cards for fiction.—Some schoo \?:md
college libraries, though they have a comparatively small collec ion,
prefer to classify their fiction as literature and to catalog-i$ exactly

as they do their nonfiction. Others do not classify it, but vatalog all )
hooks the same way whether fiction or nonfictions \The librarian .

read this, but should follow the directions gwen\m the preceding
who prefers to catalog fiction and nonfiction alike’does not need to B

chapters. : PN

To determine whether the author’s namé given on the title page' L

is a pseudonym or the author’s marned ‘narne, it is always necessary

to look up an author’s name in ongé of more authorities, such as . -
biographical dictionaries, eneyclepedlas the Booklist, the A.L.A. o
Catalogs, the Wilson Standards Cdatalogs. Take for example, Mary .

- EHen Chase’s Windswept pubhshed in New York by The Macmillan
Company in 1941. The Sta ard Catalog for High School Libraries,

Supplement March 1942 {and Who's Who in America, 1940-1941 both

record the name as Chase, Mary Elen. Therefore that form of the -

hame ecan be adopted and should be used in the catalog for all of

_her books. e\
Since t]\ reader who wants fiction uses the catalog to find

whether ongot a certain book is in the library or what books the
library, has by a certain author, cards for fiction may be much sim-" ° -

plex’than for nonfiction. As he frequently remembers the_ title
rather than the author, title cards are espema]ly important,

The simplest form of eard may contain only the author's full

- hame, without dates, and the title. Many librarians may prefer,

. however, to follow the same policy regarding author’s dates: for _' = _3
_ ﬁctlon -as for nonfiction. Some librarians find the copynght date or.- e
the date of publication useful as the date answers the reader 8 query o

as to which of the titles is the most recent.
133 .
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Chasge, Mary Ellen, 1887-
Windswept. °1941.

85. AuTHOR CARD FOR FICTION WITH AUTHOR’S DATES anNDp COFYRIGHT DATE

If more information regarding the book than this, e.g., the pub-
lisher, is desired on the catalog cards, it is better to catalog fiction
and nonfiction alike, But if this information is available i “trade
catalogs and bibliographical tools which are at hand, time may be
saved by making simple catalog cards such as 85 and byreferrmg '
to these printed aids for the occasional ealls for such information. -

If the printed eatalog cards, described in Cha 1er X, are used
for fiction, there are very few books for which the author’s name
and dates have to be established. If only authdr.and title, or author,
title, and dates are given for fiction, howeyer, it is less expensive,
takes less time, and is as satisfactory to tybe the cards for fiction in
the library as it is to order Wilson pm‘mtéd cards or Library of Con--
gress printed cards.

On a title card the mforma‘lsmn given on the author card is

reversed. The unit card may e used, but the simpler form is
preferable.

P,
A
¢\

Win{swept. ®1941.
Chase,{ Mary Ellen, 1887-

a8, TITLs}Cann FoR FicTion wItH AUTHOR'S DATES AND COPYRIGHT DATE

N "\~ :o

Y . Windswept.

Chase, Mary Ellen, 1887-
Windswapt. %1941,

. L
87. Unrr Trrie CARD FOR FICTION, WITH AUTHOR’S DATES AND COPYRIGET DATE

Another question to be considered is what should be done with

a book having a long title, a part of which is very familiar, while

the full title, though frequently given on the title page, remains
unfamiliar, Many readers do not know that the title of some edi-
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tions of Robinson Crusoe is The Life and Strange Surprising Ad-
ventures of Robinson Crusoe. A title card filed under “Life” in the
catalog would rarely be found by the person seeking Robinson
Crusoe. The title card, therefore, is made for that part of the title
which is known, i.e, Robinson Crusoe. Such partial or catch title
entries are frequently advisable and are discussed on page 91,

Defos, Deniel, 16617-1751. - RN
The 1ife and strange surprising adventures of
Robinson Crusoe. 1950. ' N\

a8. AuTHOR CarD FOR BooK oF FIcTIoN WITH LONG '{@L}:

<

NS
I ) "".'. :\\r.
Robingon Crusoe.  1950a0°
Defoe, Daniel, 16617-1751. ()"

89, ParTrAL TITLE CARD

& | ._
Robinson Crusoe. : : . .
Defoe, Daniel," 1661?-1781. ' S
The life’and stranga surprising adventuorea of
Robinson"\Crusos. 19%0. s '
O

NO7 0 s0. Une PaRTIAL TrILE CARD
A

AthﬁEr type of fiction is the anonymous book the author of
which(is unknown, This is the easiest of all to catalog. Obviously
there Jean be no author card, and the only items that could go on
the title card are the title and the copyright date. The latter item
may be omitted. - . B G

Lo

=

The log-cabin ladye. - €1922.

* 91, 'CARD-FOR ANONYMOUS BOOK OF FICTION
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Chapter IV considers two kinds of anonymous books, those with
authors not known and those with authors known though the books -
were published anonymously. In case initials (the author’s own or
fictitious ones) are given on the title page and the author’s name is .
not known, entry is under the title, but the initials are included in
the title and a reference is made from them.

S
Adventures of Agnes, by E. M. 1951.&3':";‘

92. CARD FOR BooK GIVING INITIALS INSTEAD OF Aun‘@fi’s NAME

When the author is known but his name is, nht given on the title
page, the book is cataloged as any other woirk of fiction, and a note
states that the book is published anonymously. The title card is
made as usual with the addition of thisnote. The reader will then
know that this volume is the anonymous book for which he is
searching and not another book with.the same title.

LN
A
s

'\
Russell, Mary\ﬁhnette {Beauchamp) Russell, countess,
1866-1341 .,

Elizabeth and her Germen garden. 1901.

Pub P anonymously.

83. AUTH‘Q\CARD FOR FI¢TIoN PUBLISHED ANONYMOUSLY—AUTHOR KNOWN

..\ :

e A\ Y

N



Printed Catalog Cards | f

What they are—The Library of Congress prints the cards which
are used in its catalogs and the H. W. Wilson Company prints.¢ards.
for the books listed in its Standard Catalog series. They are for
gale to libraries. Since the cards are somewhat diﬂerenf, and the
procedure in ordering them differs, they will be treated -separately.

Differences between Library of Congress priﬁtp(}}arﬂs and type--

written cards.—Examine carefully the facsimiles-of Library of Con= " o

gress (commonly called L.C.) printed catalog\eards 84-87 and 105-
106 given in this chapter and rote the dlfﬁ‘erences between them
and the sample typewritien catalog cards in previous chapters. -

Twrner, Clair Elsmexé’,;"fss{}— : : C
Personal and community health, by C. B, Turner ... 5thed.

St. Louis, Tho G.\?‘. Moshy company, 1830.. .- o
g52p. ildgiay col. pl, dlagrs. 225%™ o

“Referentes” at end of each chapter exeept t_:hap'ter 1. _
> Nas . 5 _' .

\<
¢ '\st
" ~.\ 1. Hygiene, 2. Hyglene, Publie.  xTitle. : -
AN _ . - _ . 8514699
N oo 4 - ‘ - ) N ) .
' \ ) Library of Congress - TA#25.783 1939 - L
. : 20 613} 6

04. L.C. PRINTED CATALOG CARD

The author’s name is included in the title in the form in which~
it appears on the title page, just as it is on the typewritten cards for

- books by joint authors. The author heading, as usual, gives the .

author’s name in the form adopted by the Library of _Co_n_gress, with
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dates when they can be found readily. Three dots (,..) in the title
indicate that something on the title page, considered unnecessary,
has been omitted. The imprint is fuller; e.g., when there are two
places of publication, both are given, while “etc.” indicates that

there are more than two on the title page. Likewise if more than . -

one publisher is given on the title page, the first is given followed
by “ete., ete.,” or two publishers and “etc., etc.” may be given. The
imprint date is commonly given. If there is no imprint date, the
copyright date is given; if no copyright date, any date found else-
where in the book, e.g., [1943]; if no date is found, the nearestap-
proximate date is given, e.g,, [18—73, [192-7], [1937?]. The brack-
ets, as usual, indicate that the material within the brackets is not
on the title page.

Notice that different sizes and styles of type, a\m ‘used to em-
phasize or make less conspicuous the different itéms. The collation
specifies frontispiece (front.) ete, and includes the size for all
books. The size (ex. 20% cm) refers to tthelght of the bock and
is given in centimeters. _

Directly after the collation the sérfes note is given. This is in.
parentheses, as usual, and sometimes Is'preceded by the location of
this information in the book (fof~example, “On cover” or “Half
title”), If there is an author O veditor of the series, his name is
included.

Next come the notes \oY contents, which are given as on the
sample cards in the precgdmg chapters.

.\ s

Hock\t John Alpheus, 1804—

\Modem practices in the elementary school, by John A.
\Hockett ... and E. Y. Jacobsen ... DBoston, New York etca
* Gimn and company (*1938,

NN v, 846 p, fllus, 204™,
“Suppestions for further study™ at end of each chapter.

1 Educétlon of children. 2, Teaching. 1. Tacobgen, Einar Willlam,
1803~ Joint author. 1r, Title. '

23—27501

Library of Congress O LE1555.H67 :
1122, a72

st

05, I.C. PRINTED CATALOG CARD
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Kelsey, Vera,

Six great men of Brazil, by Vera Kelsey, ﬂlustrated by
Stephen J. Voorhies. Boston,D C. Heath and company (1942,

63 p, Incl, col, front., 1llus, {part col.) 213 {Holf-title; New world
nelghbors) ’

The frontlspteca and Mustrated t.-p, form a douhle colored plate, -
Maop on lining-papers.

ConTENTS, — Flag-bearers of Brazll,— Pedro Ir. — Géneral Caxlas.;- \“
Baron Maud—Carlos Gomeﬂ.-—Santos—Dumont.l——GeneraI Rondon, N\

EN)

1, Brazil—Blog. . Title, ' O
S a0
Iibrary of Congress 2703 SRS N _
a4, N 008t

P

96. L.C. PRINTED CATALOG cs:m

At the bottom of the cards is the t}acmg for the added entnes
made for the L.C. catalog. Subject headmgs are indicated by Arabic
numerals. Title entries or added eéntries for editors, ete,, are indi-
. cated by Roman numerals. Below the tracing and to the right of
_ the hole are given the L.C, classification and book numbers (for
- example, F2505.K4) and fatther to the right the L.C. card number--

“{for example, 42—9292) { which may be used in ordering L.C. cards.

9.\
"ék‘, Anne Merriman, 1884-

“Koundabout South America, by Anne Merriman Peck, ﬂlus-
\trated by the author. New. York:and London, Harper &.

, ‘:"\:" brothers 71940,
V), £p, 21,3859 p, Ias, plates. 221™.

Il‘lnstrated Ilining-papers,
“Tirst edltlow™
nibllography : p. §52-853.

1. South America—Deser, & trav. L TIile. - .
: © L 427769

Library of Congress . ‘222334 . : L
7wty RS

.97. L.C. PRINTEDP CaraLot CARD
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Such symbols ag [43j4] below the L.C, classification and book num- ¢’
ber indicate facts as to the edition of the card and are to be ignored,
The figures in the extreme lower right-hand corner are the
Dewey Decimal Classification number, e.g., 372 for Hockelt’'s Mod- -
ern Practices in the Elementary School. On some cards an alterna-
tive number is given, e.g., [613] 614, _ ' SR
Cards indicate a second copy of the book at the Library of Con- . -

gress by two long dashes followed by “Copy 2” (— — Copy 2) -
below the tracing at the left of the card. This information, which is
to be ignored, is given on cards 105-106. &

_ Ordering L.C, cards—If L.C. cards are to be used, one'ma; write.
to the Librarian of Congress, Washington, D. C., and askfor a tem-
porary subscriber’s card and a copy of L.C. Printed Cerds: How To
Order and Use Them. This pamphlet is free, and, it\efzplains in de-
tail just how to order the cards. It includes sampl&’L.C. cards, sam-
ple order slips correctly filled out, etc., and.shakes the procedure
all very clear, especially the scope of the statk of L.C. cards. _

Differences between Wilson cards and“typewritien cards.—The |
H. W. Wilson Company printed cata{bbséards reproduce the entries
for books in their printed book catalogs, including the very helpful -
annotations. Unlike the Library 0f Congress printed cards, all the
cards of a set are not exactly alike, but have title, etc., added at the
top. The sets for each bogk ate available in two forms. One form
has subject heading and‘classification number at top of card; the
other has subject heagding'and class number at bottom of card where
it may be used as a’suggestion but is not in the way if the particular-
library has used .gi:f:“prefers to use another form of subject heading
or a different clagsification number. The illustrations in this chapter
show the tweolforms. It will also be noted that the shelf-list card
ormits thg}tﬁnotation in order to leave space for the special shelf
list infernation. o :

.Cards 98-104 and 107 will be found upon examination io differ .
fferi the typewritten cards given in this book and from Library of
Congress catalog cards. The most conspicuous difference is in theil -
scanty use of punctuation. This is done to save expense and space -
in the printed book catalogs, and the cards are printed from ’ch_E- _
same copy. Each issue of the book catalog includes at the end 2"
“Directory of Publishers”; hence entries for individual books give .
only the abbreviation for the book publisher which is found in this
directory. . S

On the cafalog cards for Benz’ Pasteur {card 98) the subject
card is traced on the face of the card and the classification number
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Benz, Frances E, 1899+ ' S

Pasteur, knight of the laboratory; il. by James MacDonald. 3
Dodd 1938 T
232 1l . . S )
The obstacles in_the path of this great crusader for the health of =
humanity were terrific. How he succeeded, to the Iasting benefit of
mankind, makes an absorbing story.  Writtent for young peaple - .

1 Pasteur, Louis, 1822-1805 5 i“_; “» .
: (¢ 12
98. WILSON PRINTED Cuan@q ‘{Qmin o :
\\ ‘\. v o
raN\Zg

AN
g
*

Benz, Frances E. 1899- ,‘.";“

NS

Pasteur, knight of thelaboratory; il. by James MacDopald. * | .

Dodd 1938 a\ - B
232p il R : T P
\&~
“‘x;\sw
N %.

99. WiLsoN PRINIED SHELF-LIST CARD

is given in the lower right-hand corner. Note 't.hat ﬂle??-. 15 no
punctuation in the imprint, there is a period. after the atithor’s mid-

. dle initial in the heading, the abbreviation il is used instead of ilus. -

- for illustration, and the annotation and tracing are omitted from

- card 99 to make space for the sheli-list information. _The subject . -

- card for this book is exactly like the main card ex_éept for the addi-
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tion of the subject heading. The call number is added fo each card
in the usual place. :

The cards for Price's Plays of Belles and Beaux have the classifi- -
cation number at the left of the author’s name on each card, and the
title and the subject cards have the title and the subject heading,
respectively, printed above the author’s hame. Note in the tracing:
“(7 title anals).” The shelf-list card for this has the same form as

§

812,08 Price, Olive M. N

Plays of belles and beaux; seven short Q&ys‘“for high
schools and junior highs. French 1937 O\ ?

182p a ’\.

Contents: Phantom fiddler; Pirate and\theJady; Mulberry gown;
Shining armour; Golden stair; Gift from heaven; Dark road

R\
) L ¥
QO
£ . ¥
1 American dmma—-Col!I”:affs 1 Title (7 title anals)

AN

ra\
100X WILsSOoN PRINTED AUTHOR CARD

S

_AMERICAN DRAMA-—COLLECTIONS
812,08 ~Frice, Olive M.

\ Plays of belles and beaux; seven short plays for high
%" schools and junior highs, French 1937
P\ 162p

Y Co om i ' ;
atents: Phantom fiddler; Pirate and the lady; Mulberry gown;
Shining armour; Golden stair; Gift from heamdg'Dark ‘road

1 American drama-Collections £ Title (7 title anals)

101, WiLsoN PRINTED SUBJECT CARrD
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Plays of bellegand beaux

812.08 Price, Olive M. . S
Plays of belles and beaux; seven short lavs for hich |

schools and junior highs, Fre:nch 197 plays for hlgh
162p

Contents: Phantom fiddler;” Pirate and the lad : Mulbe
Shining armour: Golden stair: Gift fmm hcavenyDarlil: rorarg gcwn,

1 ‘American drama—Collections 1 Tiile (7 title anals) e

A

SR

102, WiLsoN PriNTED TrITLE CARD
’\ .I

\

0

N/

812,08 Price, Olive M o !
Plays of belles and, br;aux, seven short plays for h!g

schools and j Jumcr highs " French 1937 o
N\

162p oL

103. WsoN PRINTED SHALF-LIST Carp -

the shelf-list card for Benz, except that the clasmﬁcatmn number is -

‘printed at the Ieft of the author’s name instead of in the lower rlght- "

band corner. The punctuation of the contents note on the cards for

- Price, as noted, differs from that used on the typewrltten ca.rds in-

this book. '
Below is a sub]ect card for fiction. Chapter II suggests that -

subject headmgs may -be assigned to fiction as well as to nonﬁct;on
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NEW JERSEY—FICTION

t Seredy, Kate '
Listening ; written and il. by Kate Seredy, Viking 1936
157p il : .

“Uncle George lived in an old Dutch colonial house with his two
boys, Pins and Needles the eats, and Viking the shepherd dog. White
on = visit there, Gail's uncle told her the story of the house from its
beginning in 1656 to the present, showing how each generation had

N added to it. In between the stories she had gay frolics with her cousins
' and the animal pets. The pictures which are on nearly every page are
charming”  Ontario library review .

N

1 New Jersey—Fiction 1 Title ’“,f "/ iFic

O &
O

104, WILSON PRINTED SURJECT CARD.FOR FICTION
: 4

Ordering Wilson cards.—If one wishes to use the Wilson printed
cards, one may write to the H. W, Wilson Company, 950-72 Univer- .
sity Avenue, New York City, for a'eopy of their Complete Checklist
of Sets of Catalog Cards. This\pamphlet gives simple, clear direc-
tions for ordering the cards #nd the method of paying for them.
Each January the compah} isstes a complete check list of cards™

~printed up to that tifne,Jand each month a check list of new cards
is issued, This annital check list or the monthly check lists may be -
marked with a dymbol (/) to indicate the books for whith the .

: ,..,‘librérian wants cards and to show whether or not he wants them

- with the q@{éﬁfﬁca’cion number and subject headings printed in their
proper position or in the lower right-hand corner of the card. Or .
the librarian may fill out the catalog card order form, to be secured = -
from the Wilson Company, listing the author’s surname, initials,

-~ and brief title of each book.

Cost of printed catalog cards.—The Library of Congress catalog
cards give more detail about the book and are, therefore, more ex-
pensive than the Wilson cards. The cost of Library of Congress

" eards varies according to the method used in ordering them, H =

. cards are ordered by card numbers, correctly arranged, the price of .

 first copy is 3% cents. If the order is by author and title on separate
slips, correctly arranged, with all the necessary information of

-~ specifications given on each slip, the price of the first card is 5 cents: -
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otherwise the basic charge for the first card is 5% cents! The pr1ce. E

- of each card ordered for one book, after the first card for that book o

is always 2 cents,

In ordering Wilson cards one pays 6 cents for each order plus

8 cents for each set of cards. If the book requires. more than the =
average number of analytic cards, the additional cards are sold sep-- -
o arately in sets at the price indicated in the check list. Fcr example '

Beals, C. America South
1 ~— cards for § analytics 10c extra.

In considering the cost of the printed catalog card one sh}suld- _'
- not forget that blank catalog cards cost something, and e time -

saved the librarian by using the printed cards should also be taken__. '

into aceount,
Advantages of using prmted catalog cards, —\‘I‘he copy for -

printed catalog cards is prepared by expert catalc‘gers, with all that

this fact implies in regard to author headings, items included on __
the cards, suggestions as to subject headmgs\‘clasmﬁcatmn numbers,-."

and added entries to be made. The Libraty“of Congress. cards give .

considerable bibliographical mformatzgf} about the book which may.

be of great value. The Wilson cards give annotations which are e

very useful. Prinfed cards are uruform as to blackness and are very

. legible. Their use saves time in preparmg the entry, in typing cards, - L

and in revising typewritten.cards. One printed card may bé com- -~
pared with the book to segdPit matches the particular edition which

the library has, and only the call number and the typewritten head- :

'ings added to the cards need to be checked for accuracy. Printed
cards are especially nseful for books which require several subject
cards or numer{:s analytics. The L.C. cards do not Spec1fy ‘which -

added eards arglénalyties; bul the necessary extra cards may be or- o
| dered and By havmg call number, headlngs, and pagmg added are' o

. Guickly migde into analyties. = '
Typewntten or handwritten reference cards and shcrt fcrm S
-~ serfes rards have to be made by each library for its own catalog I

the unit card is used for series entries, printed cards- ‘may be used.

The simple form of cataloging for fiction recommended in this man- L
ual makes the process of cataloging by the library as: ‘quick as or E
quicker than ordering L.C. printed cards and adaptmg them for the . e
- catalog. Tt is recommended, therefore, that typewritten eards be -
used for fiction even though L.C. cards are ordered for, all nonfietion. -

On the other hand, if the Wilson cards are tobe used for ncnﬁctlon, _ _j

‘U.S. Library of Congress.

. Card lesion To Subscmbers to L C.
Printed Cards, March 15, 1944. e
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it is recommended that they be ordered for fiction as well, since they |
include annotations and are easy to order.

The question of whether to use L.C. cards or Wilson cards de-

pends largely upon the kind of library, The school or children’s .

library having chiefly books which are listed in the Wilson Standard
Catalogs and for which printed Wilson cards are available would do.
well to use Wilson cards, ordering L.C, cards only for older books
~ and others for which Wilson cards are not available. The library -
for aduits and the more scholarly library would do well to use L.C.
cards with their added bibliographical information. The mix’the of
L.C. and Wilson printed cards and also of typewritten cards.in the
same catalog does not reduce the usefulness of the cataleg, - '

Adapting printed cards for use in the catalog.-<The librarian
compares the cards with the book which they are\ba represent in
the catalog to see that they agree, and with the catalog or authority
file to see whether or not the form of heading\agrees with what has
already been used. If, for example, the piinted card has the au- '
thor’s real name on the first line and it seéms better to use the pseu-
donym in the given library, write it op* ihé line above the real name
—beginning at the first mdentmn——followed by a comma, one space,
and pseud. of. N

If the library has entereds a “few books under another form of .
the name, e.g., Mulock, Dinah Maria, instead of Craik, Dinah Maria -

(Mulock), it would be hefter to change those and adopt the form -

used on the printed ¢ards. If on the other hand there are many
cards in the catalog by the author, the headings on the printed cards
may be changed, & 1ine can be drawn through the author heading
and the preferzéd) form written above, beginning at the first inden-
tion, as usual~The rule for married names in Chapter IIT omits Mrs.
in the nar(m\of a married woman, but, as indicated, the Wilson cata- -

logs angdredrds up to the fall of 1943, «and the L.C. cards up to 1942

keegthe Mrs. For this reason, on the few cards which the librarian

will_have {0 type he may omit the Mrs., or he may draw a line

through it on the printed cards.

The title on the I.C. card may be fuller and may also include
the author’s name, but it is not necessary to change this. It is un- .
necessary to cross out any item given on the L.C. card, provided it .
applies to the book in question. Changes may be made by crossing -
out or erasing items and typing or writing in the corrections. As
few corrections as possible are to be made on the L (. cards so as
not 1o spoil the appearance of the cards.

If a different publisher is given in the imprint, the statement. :
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Twaln, Mark, 1835-1910, pseud. of
(Clemens, Samuel Langhorne, 1835-1910,

. The adventures of Huckleberry an, by Mark Twam
;pseud . edited by Emily Fapning Barry ... and Herbert B. -
Bruner ... New York and London, Harper & brothers (*1931; -

xviif, ;1; y. 21, 448, [, p. front. 10 (Harper's medern classies)

. . ® \
L. Borry, Emily Fanning, ed. 11, Braner, Herbert Bascom, 1892— \ i
Jolut ed. m. Title,
: 31-17593
Library of Congress PZ3.CH0A B2 P W

Copy 2. O \ S
Copyright A 30336 N \\ D s 748 .

Kt

105, L.C, PRINTED CARD WITH AUTHOR Hz\anmc: CHANGED
92\ -
should be changed. If the date gwen is. not the copyright date ¢ :
should be added and the date changed’if'\necessary. For incomplete
sets date and volume should be changed with pencil, so that the card
will show what the library has and th order that the statement may :
-be changed when other volumes are added.

After the Hbrarian makes the corrections.or additions: Whlch
may be necessary in ordetthat the printed card may represent th_e
book correctly, the nexd step is to add the call number. For most
books published singe 1930 the Decimal Classification number is
suggested in the lpwer right-hand corner of the card and may be L
used if it is nof.tob long and is in agreement with the policy of the
hbrary For ingtance, if the number suggested for a biography is 923
it would net\be used, since the plan recommended for the small
school ox pubhc I1brary in Chapter I is to-use.920 for all collective
blog{aphy and 92 or B for all individual blography _ RUE

After adding the call nitmber put the tracing on the back~_

the main card is ready 1o be filed in the catalog. As seen on'the sdm- -

“ ple cards, L.C. cards have their tracing on the front of the card. This
suggests what added entries may be made, but it should be remem- .
bered that there is a great difference between the use of a catalog in -
a large reference library with thousands and thousands of books
which are not accessible to the readers and the use of a catalog ofa -
small lLibrary where the reader may go to the shelves and consult
the books. As a rule the small library does not need added entries. _

_for joint authors, editors, compilers, 111ustrat01_'s, or translators, and_ "
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the subject headings need not be carried out as far as suggested on. =

I.C. cards. For example, the catalog card may trace as a subjeci - .'
eniry: ENGLISH PROSE LITERATURE-—19TH CENTURY-—HISTORY AND CRIT-
1c1sM. The small library does not have enough material on the his-
tory of English literature to make necessary so much subdivision,
Such a library would have the heading ENGLISH LITERATURE. HISTORY
AND cRITICISM.. Thus the L.C, card suggests added entries to be made,
subject headings, ete., which fit the book. 'The librarian should de-
cide which of these added entries will be of use in his catalog, select *
the term for the subject heading which agrees with the heading
.given in the list adopted for the given library, and not divide a
heading when the amount of material on a subject does nat war-
rant it.

On the L.C, cards Whlch are to be used as added e\ntnes the call
number is added, the necessary alterations are mgde, and in addi- -
tion the appropriate headings are added. Below)is given an L.C.
card which has been made into an author analyiic. Estimate in ad-
vance the number of lines which the addéd heading will require.
If contenis or any other extra inforrgafion have made extension
cards necessary, use a full set of cards, i.e., first, second, third, ete.,
for the main and all other entries gxeept title cards and analytics.
For title cards, use the first card.’dnly, drawing a line through the
words, “Continued on next cardy® For analytics, use the card which
contains that part of the celitents for which the analytic is made,
crossmg out “Contmued Qn\next card” or “Card 2.”

i Dunganyy Edward John Moreton Drax Plunkett, 18th
haz-cn » 1878~

8g2 e evil kettle, p. 157178 of:

D9 Dtm?a y, Edward John' Moreton Drax Plunkett, 78:h baron,

N\ Alexander, & three small plays, by Lord Dunsany New
, York, London, G. P. Putnam’s sons, 1926

‘v, 199 p. 204,

ConTesTs,—Alexguder.~The old king's tale—The eovil ketile—The
- amusements of Khan Kbaruda.

1. Alexander the Great, B, . 356-323—Drama.

Library of Congtess PRE00T.UGAT 19261
s Copy 2. : O
{32k1,

Copyright A 890395

26—0026

108, L.C. PriNTED CARD A5 AUTHOR ANALYTIC
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The Wilson printed cards will rarely need any alteration, as L':;
~ they are more often made for the edition of the book which the %i- - -

- brary has. The Dewey Decimal Clagsification number is suggested
for the same type of library as that for which the cards are ordered,

while on the L.C. cards the Dewey Decimal Classification numbers

assigned at the Library of Congress are frequently too detailed for

. the small library. With simple. cataloging, numbers are rarely car- .
ried out more than two to three digits beyond the decimal point. - =

' Then, too, the added entries for joint authors, editors, and subject -
headings on the Wilson cards are selected for the {ype of reader

served by the library ordering their cards. The suggested gubject - |

headings on these cards are chosen from Sears’ list. Henea.it will :Ej'

rarely happen that the indicated entries need not be maﬂé; that the
subject heading will need to be shortened. Even with-these cards, -

however, it is best in many libraries to order the cards that do not .
have the subject headings printed at the top of;%he subject cards: - .
nor the classification number in its place in thevpper left-hand por- -

.tion of the card, as the subject headings ar;lﬁ“’blassi_ﬁcation’ number .

may not agree with those used by thelibrary and may have to be. -
- modified. ' . OF . E S

Elizabeth the queer’ Spt. 1
812 Anderson, Mach1(<\1888— e
A54 Eleven verseplays, 1920-1939.  Harcourt (1940; © =
11v in 1 illus O™ e
n;’ \“
. . :"\‘:’ . - . : . - . . ..

107, WiLsoN PRINTED CARD AS TITLE ANALYTIC




CHAPTER XI

Arvangement of Cards in a C@t@!&g

Introduction.—Next in importance to making the card’S\b:ar the
catalog is their arrangement in the trays of the catalog case Unless
all cards with the same heading are found together and all cards
- are arranged according to some definite plan, a caed catalog is of
very little use. One of the most important mechémical points is to
watch that the trays do not become overcrowded. A good rule is
never to fill a catalog tray more than two thujds full; space is needed
to shift cards so that the one being exam;néh may be handled easily.

Another important matter is to lahel the trays so that the reader
can easily locate the tray which cgﬁiams the author, title, or sub-
ject for which he is searching. Adet}date guide cards, preferably cut
in thirds, should indicate the approxunate location of the desired
card.

A very good methad oi arrangmg guide cards in the catalog is
to have the authors’ 'sumames on the left, main subject headings in '
the center, and subdivisions of the subject on the right. This plan

\:;'.\’" // BRITISH EAST \
§ / AFRICA \
:~\’,:~:‘\- / AFGAANISTAN \
)f AESCHYLUS \ - T
/ BIBLIOGRAPHY ‘t
/ AERONAUTICS \ |
/ ADVERTISING \
\ |

/ ADAMS

150
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enables the caption on the guide card to be short and near enough
to the top of the card so that it -may be read. So far as possible
there should be a guide card for every inch of tightly held cards.
A very minor point is to have a blank card in the front of each
iray. so that the first card in each tray will not become soiled.
One of the signs telling how to use the catalog, which may be
* purchased from a library supply house, may be placed in a poster
holder on top of the catalog if it is a low cabinet, or hung beside it.
Be sure that the printed directions fit the given catalog,

Some large libraries file cards in the catalog once a week small .
libraries may file oftener or less often than this. It is not Wort.'h while
to file a few cards if there will be more tomorrow; if it may be a
week or more before there are others, those ready ma,y be filed so
that the readers may have the use of these new cards> *

Before filing cards, they should be sorted mto\catalog and shelf-
list cards, and counted for the library reportss®

' After this preliminary sorting the cafds”are arranged for the -
catalog alphabetically, according to the rules adopted for filing in’
the given catalog. Then file above thé rod revise, and lock in with
the rod. '

Filing should not be contm‘ued for a long perlod Stnce ﬁhng o

ards requires close attention)“the eye becomes tired and mistakes
are likely to oceur, If thé same person both files and revises, sev-
eral hours should elapsge between the filing and the rev1smg _

~ Below are givem riiles which should prove adequate for ﬁlmg
cards in the dlctlonary catalog of a small library. The appendix Hsts
~alphabeting rules which are available if more m;formatmn is desired.
The cards i @b dictionary catalog.are filed absolutely alphabetlcally _
word by word or letter by letter, as the filing of the cards in-all
such cartalogs has at least a few logical exceptions. If the catalog .

ig alteady made and filed, observe what alphabeting code was used -

before filing by this or any other code. If the cards have been filed
© by another code, continue to follow it unless it is unsatisfactory. Be . -
Sure that the change will be an lmprovement before deciding to re- -
file the catalog. S o
Rules for arranging cards in a. catalog —-—There are two funda-
fnental methods of filing alphabetically, namely, word by word and .
letter by letter (as the headings are arranged in some encyclo—
: pedlas) . , R
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Word by word filing: Letter by letter filing:
Book Book
Book collecting Bookbinding
Book of English essays Book collecting
Book of famous ships Bookish
Book scorpion Book of English essays
Bookbinding Book of famous ships
Bookish . Books
Books Books and reading
Books and reading Book scorpion
Books that count Booksellers and bookselling
Booksellers and bookselling Books that count

In word by word filing, each word is a unit, and thus Boo?s\s that
count precedes Booksellers and bookselling, since Books\precedes
Booksellers; while in letter by letter filing, no attentlon is paid to
words, but each letter is considered. Thus Books ‘that count fol-
lows Booksellers because book st follows bo %7;;} e. To take an-
other example: Book scorpion precedes Bookbinding in word by
word filing as Book precedes Bookb, but in letter by letter filing,
the opposite is true and Bookbinding precedes Book scorpion, since
bookb precedes books. NS

Basic rule—(1) “Arrange all eatries according to the order

of the English alphabet... . (2) Arfenge word by word, alphabetzng _ .

letter by letter to the end of each word.” (A.L.A)?

Ex, New Hampshire. N
New viewpoints i n; American history.
New York. N\
Newer knowledge of nutrition,
Newton, Alfred Edward.

Abbreviations2—(1) *“Arrange abbreviations as if spelled in
full {except Mz, \ahd Mrs.), and elisions as if one word. {2) Arrange
proper namesybeginning with M, Mec, St., Ste, as if spelled Mac,
Saint, Sainte. " {Pittsburgh)?

Ex (1) American library association.
"~ AT.A. catalog 1932-1936.
) ) _Amencan library institute.

Dr, Jekyll and Mr, Hyde. i
Doctor Luke, ’
Dr, Norton's wife.

Doctors on horseback.

Documents of American history.

Miss Lulu Bett.
. Mistress Margaret,
1A.L.A. Rules for Filing Catalog Cards; prepared hy a special cornmittee,
Sophie K. Hiss, chairman (Chicago: A.L.A., ¢c1942).
1’1:’1'ctsburgh Carnegie Library. Rules for Faing Cards (5th ed.; Pitts-
burgh: Carnegie Library, 1932 5 centa).

1
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Mitchell, Margaret, H
Mr. Emmanuel. : o -
Mr. Pim passes by, o
Mrs, Miniver. _ . T B
Mrys. Warren's profession. -

Who owns Ameriea? -
Who reads what?

Who'd shoof a genius?
Who's who In American art.
Whose constitution,

{2} McAlpine, Roy Kenneth, .
Macartney, Carlile Ayimer. S ' ~ -
Macartney, William Napier, j ' B\
Macaulay, Thomas Babingfon, . -~ . . AN
MacBride, Ernest William. A 4
MeBride, Robert Medill, o W
MeCartney, Singerly., A\ o
MacDonsald, James Ramsey. =~ AN ¢ ol o
Macdonald, Zilla K. A o )
Machiavelli, Niceolo, ' 8
Machine shop training course. ~\NY . - . .
Mellwain, Charles Howard, 0N = . .7
MacInnes, Duncan Arthur. ” v T
Macintire, Horace Jamess ) - B e
Mcintire, Samuel. O

&\ ¢

5i. Denis, Ruth. AN .
Samt-—Exupéry, A:ftome de._ o
Saint-Gaudens, Augustus

St. Helena. L., ~ . .

Saint Joan,{\ o '
Saint Joh‘q‘éé Crevecoeur. .

St. Lawrence River. -

5t. Louis.

Stes Anne des Monts.

Sainte-Beuve, Charles Aug‘ustim
Gamtsbury, George Edward Bateman

Aml’e'}émd —SCharacter ‘&’ is alphabeted as 311‘,1, " .;t,". ‘und,’
etc accorhmg to the language used.”- (Plttsburgh) e

Ex Aucassin and Nicolete, . . .
4 Avucassin & Nicolette: an old French 10ve story

Atleassin et Nicoletts, . . o
Aucassin und Nxcolette, -

Analytics, ' B . L

Author——File by author and t:tle of analyhc dxsregardmg-_'-;\\
author and title of the main book. o o

Subject. File first by subject of analytlc secorxd by author -
of analytic, and third by author of the mam book (Plttsburgh
- modified) R R
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Ex. Dela Mare, ‘Walter John, 1873-

Collected poems .

De Ja Mare, Walter J ohn, 1873~
Memoirs of a midget -
De la Mare, Walter John, 1873-

Peacock pie, v. 2, p. 95-213 of:

De 1a Mare, Walter John, 1873-
Collected poems . . .

De 1a Mare, Walter John, 1873-
Songs of childhood . . .

Huxley, Thomas Henry, 1825-1895.

Collected essays ... A\
Huxley, Thomas Henry, 1825-1895. N
On a piece of chalk, p. 157-187 of: RN
Law, Frederick Houk, 1871- U
Y Science in literature . . . PNY
Huxley, Thomas Henry, 1825-1895, NI
Science and education . . . (v
Peabody, J; osephine Preston, 1874- \%

The piper . O
* Peacock p1e, v. 2, p. 95-218 of: , /)"

De la Mare, Walter John, 1873-\ \
Collected poems .

Peacock pie. g
De 1a Mare, Walter J ohn, 1873—
- Peacock pie . AN

Peacocks and pagétias
Edmonds, Paul.

o

U.5. HISTORY. COLONIAL PERIODS
Andrews, Charles McLean, 1863- _
Colonial background of the American revolution.

U, 8 MHISTORY. COLONIAL PERIOD, v. 2 of:
Channing, Edward, 1856-1931.
/A history of the Uniled States , ..

()U.s. HISTORY. COLONIAL PERIOD. -
“Dole, John Andrew, 1844-1907, -
«\“  English colonies in America.

s

shown in the example, the volume or paging or both some- -
t1m§ given in the {op line of an analytic heading are disregarded
entirely in alphabeting. Thus, cards with the heading U. 8. HISTORY.
COLONIAL PERIOD are arranged by authors, and the phrase, “v. 2 of,”
following the subject heading for Channing has no effect upon its
alphabetical place. The method of filing analytics in the catalog
of a given library depends upon the way the analytics are made,
but the reader’s point of view should always be kept in mind: Is
he searching for material on a given subject? For a work by a given

3Bubject headings are given in full capitals.
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author" For a work with a given title? Thus author analytms should';_f_. -
- e subarranged by title with the books by that author, as shown SR

under De la Mare.

Articles.—“Disregard article at the begmmng of an entry, but; .

: con51der if not the first word.” (Plttsburgh) - %

Ex. Laski, Harold Joseph.
The last of the Vikings.
The last of Uptake,
LATIN AMERICA.

Powder River.

Power, Richard Anderson, S 'j:-'\,_: N

POWER (MECHANICS) _ e

The power of a lie. . DA
The power of color. : o \
Powers, Franeis Fountain, K 70 20

I hear America singing, : R\ &
I married a vagabond. : \
I married adventure. \\.
1 saw it happen in Norway. R4 ZE

Author arrangement.—(1) Arrange ih one’ alphabet all works

wntten edited, or translated by the $ame person or organization.

~ whether main or added entries.; Arrange main entries. secondanly_ﬁf: _;::'_
© by title; added entries secondarﬂy by the main author of the ‘book, .-
not by title. (2) Arrange\in a second alphabet works about the-

person or organization.("\

' Ex. (1) Lang Andrew, 1844-1912.
, (Ballads of books.
2, Andrew, 1844-1912.
¢ A batch of golfing papers.
’\\“ Lang, Andrew, 1844-1912, comp. -
_ A" Lang, Andrew, 1844-1912,
QY Complete works. B
Lang, Andrew, 1844-1912,tr, - = =, .
Homer. - S
Iliad; tr. by Andrew Lang. _
Lang, Andrew, 1844-1012, tr.
Homer, ]
Odyssey; tr. by Andrew Lang.

Lang, Andrew, 1844-1912.

N\ Blue poetry book. - o o

Homer and anthropology, p- 44-65 of . -

Marett, Robert Ranulph, 1866-
Anthropology and the classics.

Lang, Andrew, 1844-1912,
Homer and the epic.

PR




156 | SIMPLE LIBRARY CATALOGING.

(2) LANG, ANDREW, 1844-1912.
Gosse, Sir Edmund William, 1848-1928.
Andrew Lang.

LANG, ANDREW, 1844-1912.
James, Henry, 1843-1916.
Lang: a bicgraphy. .
Thus the reader looking for Lang’s original works, or his com-
pilations, such as the Blue Poetry Book, the Red Fairy Book, finds

entries for them all together, arranged alphabetically by title, Com~ o

+ plete Works following Blue Poetry Book. If he is interested jn see-'
ing whether or not the library has Lang’s translation of m fiad
or The Odyssey, he finds the entry for it in its alphabehcal place -

among the same group of cards, arranged alphabetmally by the -

name of the author of the work, and if there are e{@nes for several
works by the same author, alphabetically b:,\t}tle thus I.ang’s
translation of Homer’s The Ilied follows Laug's Complete Works.
After that are the biographies of Lang, gr\ranged alphabetically by
authors, James following Gosse. The adtantage in this arrangement
is that all of an author’s works, bot]gi griginals and translations, are .
together and all the books about h;m are in another group.

' Author analytics would, Qf eourse, be filed in with entries for
works published separately‘ Lang’s Homer and Anthropology
would come between hig{lomplete Works and his Homer and the .
Epic. Subject analytles ould come with other works about him, .
in alphabetical place dccording to their authors.

- Rible —Arrange as follows:

1 %hdle Bible
\: Y"1, As author
p 2. As subject
W\ VI New Testament
% Whole:
\ ™ o . 1, As author
: - 2. As subject
: Individual books, alphabetically:
1. As author
. 2. As subject
III. Old Testament
Whaole:
1. As author
2. As subject
Individual books, alphabetically:
1. As author
2. As subject
IV. Bible as first word of a title.

N



ARRANGEMENT OF CARDS . ., L. - T . 157

Ex. Bible. ' e
RIBLE. COMMENTARIES
BIBLE. STUDY AND TEACHING R
Bible. New Testament. . R RO
BIBLE. NEW TESTAMENT. HISTORY.- D B
Bible. New Testament. Acts. -
BIBLE. NEW TESTAMENT. ACTS.,
Bible. New Testament. Matthew,
Bible. Old Testament.” Daniel S .
Bible, Old Testament. Genesis. - = s
Bible and the rights of labor. R Lol
Bible talks for heart and mind. "~ - . . o

Compiler—See Author arrangement, ON™ o
Congresses.-—— When congresses and conferences ar:e chstm-'.-

guished by number or date, arrange by number or date, not alpha- .

betically.” (Pittsburgh) - R o \ b SR A
Editor.—See Author arrangement. ST K ;\_ Do
Elisions.—See Abbreviations. EERERRG )

' Figures—See Niunerals. R ST
- Firm names.—*“Arrange the name of ag ﬁﬁn in wh.lch iorenames Co
or initials follow the first name in 1ts aIph‘sbetlcal place among the Sy

. personal narnes. o
“Arrange a firrn name w1thout forename, a compound ﬁrm .

name, or a phrase firm name,: ‘alphabetlcally with the titles -and -

uther headings following the $ame name as sumame (A E. A)

Ex. Wilson, Forrest,{ S
Wilson, The, H:\W., company, firm:
Wilson, Jameg-Calmar. -~ . v 5
Wiison, Maggery. ' o E
Wilson,(William Jerome. e C T
Wilsan\and allied families. o S
Wilsbi & Greene lumber co., inc. :
WILSON'S CREEK, BATTLE OF, 1861
\W‘ilstach Frank Jenners. A

\ 3 Rand, Edward Kennard., .. -
{N\" . Rand, Winifred. T
Rand, McNally & ¢o. e
Randall, John Herman.. .~ .~~~ .-
Ra.uda]l-MacIver, David. N s Ly

- Forenames.—Where the same word is used as a forename and ag . ¢
a sumame forenames come first. Forenames are subarranged alpha— L

betically by the title that follows. In the case of kings of the : same.
-tountry, the entries are arranged by number. T S

Ex. Charlemagne. £
Charles, duke of Burgundy )
Charles I, emperor of Austria..
Charles V, empsror of the Holy Roman empu'e T
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Charles VIII, king of France.
Charles I, king of Greai Britain,
Charles II, king of Great Britain.
Charles XI1, king of Sweden.
Charles d’Orléans :

Charles Edward, the Young Pretender,
Charles the Bold

Charles, Garfield, comp.

Charles, Robert Henry.

Charles the Second. (title of a book}
Charleston, 8. C. '

Charleston, historic and romantic.
Charleston, historie city of gardens.

~

Geographical names.—When the same word serves :fdr,several

kinds of heading, the order is: person, place, subject, title.”

L 3

Ex, Buffalo, William. \
Buffalo, N. Y. AN
BUFFALQO, AMERICAN. \ Y
Buffalo Bill's wild West show. \/

Washington, Booker Tallaferro. )
WASHINGTON, BOOKER TALIA:FFZRRO.
Washington, George \ N
WASHINGTON, GEORGE.

Washington (State) Umvermty
Washington, D. C. A\

Washington, D, C. Playground association.
Washington, Pa. o

Washington and Jefferson college,
‘Washington co sge

Washington c@.

Washingtan(cb. Pa.

‘Washington co. Va.

WASHINGTON CO, VA

Washifgton county reports, 1934,
Washington digest annolated, 1854 to date.

JVashington housing association, incorporated.

Washington in Lincoln's time.
‘Washington national monument.

If\‘éh'oulc'i also be noted that authors’ forenames need to be con-

si‘siered in filing only when there is more than one person with the "
same surname, in which case the personal headings are subarranged

by the forenames; e.g., Washington, George follows Washmgt_m}," -
" Booker, because G follows B in the alphabet. Cities or other divi-

sions of a country are treated in the same way; e.g., Washington, Pa.

" would follow Washington, D.C., and both would come before head-. -

ings beginning with the word Washington and without punctuation”
marks, e.g, Washington digest annotated, 1854 to date, but after
" Washington as a person’s name,

Government entrles.mSee Place (county, state, city).
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) History.—"“When the history of a country is subdw:ded by per-,

" iods or events, these subdivisions are arranged chronologically, not.

* - alphabetically,” following other subdivisions arranged alphabet:-':_- :
cally, (Pittsburgh)

Ex. U. HISTORY. BIBLIOGRAPHY,
HISTORY. SOURCES,
HISTQORY, REVOLUTION. -
HISTORY. 1783-1865.¢
HISTORY. 1783-1800.
HISTORY. WAR OF 1812. -
HISTORY. CIVIL WAR,
HISTORY. 1B65-1858. - IR N, Q25
HISTORY. WAR OF 1898. - ' A N
IMMIGRATION AND EMIGRATION &N j,'_‘l, cols
GREAT BRITAIN. HISTORY. TO 1066. '
GREAT BRITAIN. HISTORY. TUDORS, 1485—1603 .
GREAT BRITAIN. HISTORY. CIVIL WAMD COM—

gegddaadd
nhmpnnnnnn

MONWEALTH, 1642-1660. L7 L n
" Subdivisions under a chronologxcal penod would be arranged ..
alphabetically, e.g.: : \ v EETERORE

U. 8. EISTORY. CIVIL V&AR. BIBLIOGRAPKY
U. 8. HISTORY. CIVIL WA’R FICTIDN -

_ Hyphened words. —*Arranges aslf separate words dssregardmg'='.
byphen.” N _ L
' Ex. Happy home, N
Happy-thought\@all
Happy thouglxts
~ "“But file as one‘word hyphened words compcunded w1th a Prf-“':'
fix, such as, antieo, inter, non, pl’JSt pre, e, traps, etc’ S (Pltts
”burgh) A\ . T
@nfi-Christ _
,&\ icentennial
oy Con-tect (weekly)
T ¢\ Co-operative
T "N\ Pre-Raphaelite
o \‘ To-day

Hiustrator.—See Author arrangement _ _
Initial articles.—See Articles. t o
Initials—“Arrange all entries begmnmg W!th emtmls onIy be-
. _fore those beginning with full words of same initial letter. Fxle: o
initials standing for the name of a person before those begmnmg B

- a'title” (Pittsburgh) e S

Anclusive penods file hefore subordmate peﬁods




180

SIMPLE LIERARY CATALOGING

L.
w P
. E. Lawrence in Arabia and after,
T. R. In cartoons.
Tabb, John Banister,
Table decorations for all occasions.

See also Abbreviations.
Joint author.—“File with other works by the first author given
in the entry at the top of the card, disregarding the name of the
second author.” (Pittsburgh) )

Ex,

Hall, James Norman, 1887-
Nordhoff, Charles Bernard, 1887-
Botany bay, by Charles Nordhoff

and James Norman Hell. \\ 3

Hall, James Norman, 1887- .\“
Doctor Deghody's leg . . . N\

Hall, James Norman, 1887- A
Nordhoff, Charles Bernard, 1887~ /%"
The hurricane, by Charles\quéhoft

and James Norman Hall, AN

Hall, James Norman, 1887~ .~
The tale of a slﬁpw,z:éck‘. ..

Me., Mac.—See Abbreviatit:irﬁé.
Main enfry.—See Authpr arrangement.

Mr. and Mrs.—See Ab\breviatiuns. \
Numerals.~-“Arranhge titles béginning with numerals as if the’

'ﬁgures were writigh Jout in the language of the rest of the title”
(Pittsburgh) N\ ¢/ :

N\

o

3

Ex. EGYPT.

1848: chapters of German history.

{Ekblaw, Sidney E
43" ELECTRIC BATTERIES,

Nilson, Arthur Reinhold.
1940: our finest hour.
1839: how the war began.
99 stanzas European.
Noreross, Carl,

On borrowed time,

ONE-ACT PLAYS.

100,060,000 allies—if we choose.

One hundred non-royalty one-act plays,
One man caravan.

1001 mechanical facts made easy,

1000 questions and answers on T. B.

O'Neill, Eugene Gladstone,
OPERA. -
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Things a boy can do with electrochemistry,
Thirteen lead soldiers,

Thirty-nine steps.

Thirty-thousand dollar slap.

32 metal spinning designs.

This Constitution of ours.

This iz Bving,

- “Arrange numerals in English, 100, 1,000, 100,000, as if spelled
out, one hundred, one thousand, one hundred thousand; not a hun-

dred, a thousand, a hundred thousand, Such numbers over 1,008,

as 1,500, 2,300, 1,000,000, arrange as if spelled out, one. thousand
five hundred, two thousand three hundred, one million; not ﬁ(teen_
hundred, twenty-three hundred, ten hundred thousand. T

“English and German numerals indicating years form an ex-.

 ception to this, and 1800, 1000, etc. are arranged as if.gpelled eight-

een hundred, nineteen hundred, achizehn hundert;peunzehn hun-

dert, but corresponding French numerals are apranged as if begin- - .

ning with mil, thus 1812 is arranged -as if spelled rml hmt cent L

douze.” (Pittsburgh) ' N

Person, place, subject, title having ths same name.— —“When the - '_

samne word serves for several kinds of headmgs, the order is: person
Place, subject, title.” N '

Ex. “Buffalo, William. ~N B
Buffalo, N. 7. :
BUFFALQ, AMERICAN )
Buffalo Bi]l 3 wil\d\Wesi show.

Manchester, Alfred.
Manchester,\Arthur Livingston.
Manchester, Paniel W. o
Manchester, Daniel Wilbert.,
Manchester, Robert. -
Mafichester, Eng. Board of educat:on
WManchester cathedral .
\M‘anchester city news.

3 ’; Washmgton, Ceorge.

7N Washington (State)

“\™ ' Washington (State) University.
Washington, D. C.
WASHINGTON, D. . HISTORY
Washington, Pa.

Washington Adams in England
Washington co. Pa.
Washington literary somety ”» (Plttsburgh--_ :

As it has been stated, authors’ forenames need to be cons:dered e
in filing only when there is more than one person with the same
Surname, in which case the personal headings are subarranged by
the fOrenames e g Manchester DameI follows Manchester Alfred £y
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because D follows 4 'in the alphabet. Cities or other divisions of g R

country are treated in the same way; e.g., Manchester, N. H. would
follow Manchester, Mass., and both would come before headings be-
ginning with the word Manchester and without punctuation marks, ,
e.g., Manchester cathedral, buf after Manchester as a person’s name.

Personal names, titles of honor and distinction.—“Pay no atten-
tion to prefixes as Mrs,, Sir, Lady, [Rev.] etc, or to suffixes, as . .,

baron, ete.,, unless forenames are the same, in which case use to .

distinguish.” (Pittsburgh)

Personal names with prefix.—“Personal and place nam@with '
prefix are considered as one word,” (Pittsburgh) A -

Ex, Debussy NS
De la Mare : \
"DELAWARE \ A
De Scheinitz K7,
DESERTS N\
De Wilde N\
-Dickens

N\Y;
DRIVERS, AUTOMOBILE D
DRUGS N "\
Du Bois _ 2\ 4
Ducal palaces
"Du Chaillu o’
Dugan ™Y
Dunsany N\
Du Puy N
Durant o\

The lady and.;h} panda
La Farge %\
La Gorea,
Laing ,\/
VALENTINE'S DAY
VdnyArsdale
Var Buren

\Vanity fair

11

N
«\\ Van Loon
»3%"  VARNISH AND VARNISHING

\"\]él':ice. (country, state, city).—File in two alphabets all entries
beginning with the same place name. (1) Author headings and sub-
ject headings. (A department heading as subject follows a depart-
ment heading as author,) (2) Titles and names of associations and
institutions beginning with the same place name,

' Ex. Wyoming. Attorney-general's dept.
WYOMING. ATTORNEY-GENERAL'S DEPT,
WYOMING. GEOLOGY. ‘

Wyoming banker's association,
Wyoming Valley, -
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In filing cards under New York, arrange:

New York (City)
New York (Colony)
New York (County)
New York (State)

Arrange each one of these four groups first as authqr; théﬁ as
subject. ' . g

Ex. New York (City) Health dept.
NEW YORK (CITY) HEALTH DEPT.
New York (City) DPolice dept. '
NEW YORK (CITY) POOR, o
New York (Colony) S et \\ L
NEW YORK (COLONY) S Ay T
New York (Colony) Counell, _ '
New York {County) Court house board.. )
New York (State) . N
NEW YORK (STATE) GEOLOGY. y \ C
NEW YORK (STATE) HISTORY. L M
New York Edison company. ¢
New York tribune. A\

Dept. of agriculture. \\

Office of education. :

Forest service, W\
HISTORY. O
President. N
PRESIDENT. o)
Statutes. ol *
War dept. N
WAR D

cadadadad
mwumnphninhh o 2

(=]
E
B
=
4]
A
@
o

O

un
H
5
w1
B
n
Qg
g.
=
4
B
Q
53
5
Q
2

United States‘steel cerporation.

Possessive cas‘e{'—:-'See Punctuation marks. . . o
Prefixes.—See Personal names, titles of honer and distinction
Personghynames with prefix. = Ce e
Publislier-—See Firm names. : S
_ Punctuation marks.—“Disregard punctuation marks and apos- -
“OUI;‘%QZ““\'The possessive case singular should be. arranged vfnththe :
. plurall” (Pittshurgh) R Ll e
Ex. Boys’ book of photography. .
Boys® life of Will Rogers.
Boy’s Odyssey.
Boys of 1812, :
Boys will be boys. -
See also cards.—See also cards follow entry of same _l?eadl.ng
' Ex. CHILDREN. - ' R
" CHILDREN, gig_EE \ND HYGIENE. Sée also’ (Piitsburgh
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Series.—*“When a series entry consists of an author and title,
arrange with other works by the same author as main entry, and

arrange secondarily by the author of the individual book-in the . '

series, .. .”

Ex. "Minnesota. Universify.
Alumni record.
Minnesota, University.
Current problems, (series)
Minnesota. University.
President's report,
Minnesota. University. \
Studies in the physical sciences and mathematlcs. (series)
Minnesota. University,
Vocations open to women.” (Pltts’burgh m"b,dlﬁed)

~

Subject (as subhead).—“Arrange subheads of @y ‘subject alpha- - ”
betically under subject.” (Plttsburgh) K¢

Ex. CHILDREN. N4
CHILDREN. CARE AND HYGIENE.
CHILDREN., LAW. ,

&.
AGRICULTURE, QO
AGRICULTURE. BIBLIOGRAPHY.
AGRICULTURE, COOPERATIVE,
AGRICULTURE. DICTIONARIES,
AGRICULTURE, ECONOMIC ASPECTS.
AGRICULTURE. -INDIA 5
AGRICULTURE:, STUDY AND TEACHING.
AGRICULTT.IR@.\ U. S.

Note that whether & ‘stibhead is separated from the main headmg
by a period (e.g., AGRICULTURE. BIBLIOGRAPHY) or by a comma (eg.,

AGRICULTURE, coopmm), all headings are filed together alphabeti-- _

cally by sulghhads. '
Title: {"The arrangement of title entries is first by the heading
words; if they are the same, then by the next word; if that is the

same, by the next, and so on, Every word, article (except initial - -

arncle), and preposition included, is to be regarded.” (Plttsburgh)

Ex. Why Europe ﬁghts
Why I believe in religion.
Why the chimes rang.
‘Why the weather.

sSome libraries may prefer to have two alphabets, one of subject and one
of geographical subheads, e.g.: '

AGRICULTURE. )

AGRICULTURE. STUDY AND TEACHING.

AGRICULTURE, INDIA,

AGRICULTURE. TJ. 8. o
In this case it will make it easier for the user of the catalog if there is &
guide card at the beginning of the geographical subdivisions, e.g., AGRICULTUE?
{SUBDIVIDED GEOGRAPHICALLY).
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In ar unknown land. '
In and out of the old missions of Cal:forma

In and under Mexico.

In little America.

In the Amazon jungle.

In the days of giants.

In the days of the guilds, _ '
In the footsteps of the Lincolns. - I
In this our life, ' '

In tidewater Virginia.

If two or more titles under an author's name are the same, dis-
tinguish by edition or date, publisher, place of pubhcatmn 1@}5
trator, translator, editor, etc. (Pittsburgh, modified)"

Translator.—See Author arrangement. . : 5\\ “
United States.—See Place (country, state, city). .\

oY

) & \’\} .
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CHAPTER XN L

Relared Topics and Mzmeﬂzmeom

Information

~

"\ .
Introduction.—For the librarian of the small library thel}: area
few closely related matters about which some mformatmn may .

be helpful, With a staff of one or possibly two, ordermg, acces-

sioning, classifying, cataloging, and preparing bQ&ks for circula-
tion are so closely associated that they are thopg;ht of almost as one
process. This chapter contains some practical\iints regarding these

processes. N

Acquisition of the books.—The b o];:s‘are usually selected and . -

ordered by the librarian, although a“committee of the board of a

public library may make suggestions and in rare cases place the -

orders. In some schools the librarian prepares the order but it is | '

sent out by the principal, mij:enntendent or school purchasing

office. When the books and+the bill are received, the bill is checked .
with the books to be suré}hat the titles and editions received are

those which were ordered Some librarians write the name of the

dealer from whom the book is purchased, the date it is received, and

the cost in the inner margin of the book on the right-hand page fol-
lowing the tltl‘a ‘page, writing it parallel to the sewing of the book. B '
This mfom{atlon is useful when one is examining a book with ref-
erence to\Baving it rebound, or to see how long it has been in the *
library when one is checking its use with the time it has been avail- -

allefor circulation. o
Weeding the book collection.—Before beginning to classify and

catalog an old library, weed the collection, removing books that are o
. out of date, worn out, unsuitable for that particular library, have =
very poor print, or have been superseded by a better book. In doing .~
this it is well for the inexperienced librarian to seek the guidance =
" of a trained and experienced librarian, or to check with the best -
printed book selection aids in the fields represented in that library. . .
Books that need mending or rebinding should be put in good physi- S

cal condition before being cataloged.

166
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Mechanical processes —After checkmg the bill for a new. book F
one should cut the pages and open the book correctly, i.e, take a:
few pages at the front and at the back alternately and press them -
~ down gently against the covers, until the middle of the. book ~
is reached. This makes it easier to open and read the book and W
- minimizes the danger of breaking the back of the book. o
_ The next step is to put in the mark of ownership, which usually'.
means stamping certain pages of the book with an embossing, per~,
forating, or rubber stamp that gives the name of the library. Stamp .
the page following the title page and a certain arbitrary rlght shand
page, e.g., page 89. If book plates are used, they are pasted an the',-_-
inside cover and no stamp is necessary. -
Accessioning.—When these mechanical processes are cornpleted Co
" the next task is to accession the book. Some libfarahs consider i
this process essential for the library recordsy 3}1& some do “not. S
- The records of the library usually include 1nf0rmatlon as to the -
" total number of bound volumes in the llbséry, and they may in-.. "
clude the number of volumes in the ereﬁt classes; e.g., a library -
of 5000 volumes may have one hundlzed‘ to two Hundred books on -
" history. Besides the total number ofibound volumes in the. hbrary, L
. record of the number of volumes whlch were added the last year, .-~
the last month, ete., may hendésired. The accession number is -
- a serial number glven to each bound volume as it'is added.to-the -
~ library. It is useful in 1dén}1fy1ng books from the book card when
charging or d1scharg1ng\books e.g., number 1312 means a certain o
book—and if there 4s,more than one volume in a set 11; represents,__.=. _'
a specific volume., :
One of the bést accession records for the small lzbrary, espe-
- cially if the\e \ire frequent changes in personnel, is the book acces-
Such books may be purchased from any of the library
supply. HKouses. The lines in an accession record are numbered con- -
secut;tvely, beginning with one,  The ‘entry descriptive of. each vol-__. o
umbor copy of a book is written on a line by itself, and the number - -
" of that line becomes the accession number of that volume or copy. - :
This accession number should be written in each volume or ¢ 0
of the book on the first rrght—hand page after the title pag‘e_ in
the center of the lower margin about one inch from the bottom
or as nearly in this place as possible considering the prmtmg on
- the page. The accession number should -also be written on one-_
other page, e, the page which is stamped. By means of the'ae--
cession number one can turn at once fo the description of the book”
in the accessmn book Since entrzes in the accessmn book are dated e
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it serves as a chronological list of all the books the hbrary has . -

ever owned., It shows how many and what books have been
added to the library during any specified length of time, from
whom they were purchased, and what they cost. _
To accession is to write in the accession book under the proper -
column heading: (1} the date of the bill of the book, or if there
is no bill, the date on which the book is being accessioned; (2) the
author heading as found on the title page; (3) the brief title of the
book; (4) the publisher in abbreviated form as on a catalog eard;
(8) the date from the title page or, if none, the copyright\\iate;'
(6} the volume number; (7) the name of the dealer through~whom’
the book was purchased; and (8) the cost of the book tdthe library.

Some accession books give more items than these, butithese are the

essential ones. Follow rules for cataloging in giving the title, capi-
talizing, ete. If the book is a gift, give the.d6hor’s name instead
of the dealer’s, and use the word gift instead of cost. Use ditto
marks—one ditto mark to a column—whére items for successive
books are the same, Give the date of ’access:onmg {month, day, -

and year) on the top line of each page ‘of the accession book. a |

page is not filled during one day, give the new date on the line for

. the first entry made later, Smce the source, date, and cost are,

the only information which the 'accession book gives that the shelf

list ordinarily does not, these items may be added to the sheli-
list cards if an accessiombook is not used.

Cataloging routine—The first step in the cataloging process is

to order the cardsyif'the printed cards of the Library of Congress

or. of the H. W' Wllson Company are used. If printed cards are - ‘

not- used, the. ﬁ\rst step is to classify and assign subject headings,
- processes Q‘eSCrlbed in Chapters I and II, In either case as soon -
as the classﬁcatwn number and the book number, if book numbers

are, used are determined, they should be written in pencil on the .

pagefollowing the title page, about one inch from the top of the
page and one inch from the hinge of the book. If the number is
placed too close to the top or the hinge, it may be cut off when the:
book is rebound. .

The next step is to decide on the form of the heading for the
main entry and for other added entries besides subject entiries.
Check with the name authority file or the catalog to insure con-.
sisteney in headings and search the aids if the name is new fo the -

. catalog and there is no printed card for the book. If there are

printed cards, they are checked with the book to be sure they -
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mateh; and if there are no printed cards, _th.e'ite'r_ns' to be includ-. s

ed on-the cards are decided upon.

The third step is to type the main card, including. the trac- .

ing for the added cards, or to add the headings and call number .
"and make any changes which may be necessary on the printed
~ cards. If there are no printed cards, the added entry cards and the

shelf-list card are typed and revised. The book card and the book. . -

pocket are typed at the same time that the catalog and shelf-list -

cards are typed. The book card should have the call number typed .

in the upper lefi-hand corner, the accession number (if one is uie:cllj)]
5

in the upper right-hand corner; the surname of the author o

_ heading, if a corporate author, on the line below the callnumber -
and the title below that. Indent the first letter of thetitle to the -

third space to the right, so as to make both author éﬁé[_‘.title more *
- prominent. - : L

_ When an added copy is acquired by thédibrary, it:is enly . -
 necessary to remove the shelf-list card fromthe tray and add the - -
accession number (or the source, date, and{¢ost of the new copy).. - -

and refile the card, since no change isvmade on-the catalog cards.

On the other hand, when another yqﬁlme is added to the library, =~ -

the new volume must be added to-the catalog cards. as well as to
the shelf-list card. And when a tiew edition is added, it is necessary
to catalog it as a new book, exeept that the same classification num-
“'ber and, as a rule, the same subject headings will be used for:-the

new edition as for the"czl'd’ one, ' S

After each newsbook order is cataloged, or once a.week in a

_ library buying hogks/continuously, the catalog and shelf-list cards *.
should be sorteds totinted, and recorded for the annual report. They -
are then filed. & ove the rod in the catalog and shelf list respec-’ o
tively, the-filing is revised, the rod pulled out, and the cards are .
drOPPedé;ld locked in the trays. -~ . - oL
Marking the spines of books.—Books of nonfiction should have

thér eall numbers written on the back of the book for convenience

_'in locating a given book or in returning it to the shelf." The call’
number should be placed at the same distance from the bottom ~
of all books for the sake of ease in locating books and the appear- -

ance of the shelves. A stiff card with this distance marked on it

should be used as a guide in marking. One and a half inches from - -

the bottom of the book usually avoids any printing and is a con- .

' venient height. The process of marking may be outlined as follows: .

1. Mark the place to be occupied by the call ‘number, noting the exact -

‘place where each line begins if the call number _cons_ists tjf twr:- ]_i:nes..' C
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2. Remove the sizing by painting over the spot with acetone or shellae, .

3. Write the call number in white ink at the place marked or use an elee:
trie stylus and transfer paper.

4, Cover the lettering with a thin coat of white shellac.

Make the figures of the call number vertical, without any flourishes,
and round, not angular, so that they may be easily read and there

may be less variation when the lettering is done by different -

workers. _

Check list of processes in the preparation of a book for circu- -
lation. : N '
Librarian: 1. Check books thh the bill. &\

Clerical assistant; 2. Write in each book the name of the dealer, date
received in the lihrary, and coit‘ {Tius step may
be omitted.) s

Cut pages. v x\

Open correctly.

Stamp with mark of O\Qnershlp unless book plate
is used.

6. Accession. (This p}ecess may be omitted.)

v

oo o

Librarian: 1. Order printed cards
8. Classify and assign subject headings, making note
of them Oma slip. (If printed cards are available,
compamsuggested classification number and head-
S\Wlth the shelf list and library’s record of
SQ.’:I ect headings.)
9. Decide upon the added eniries other than subject
\, entries. _
" .@0." Determine heading for author and such added en- .°
\~ tries as editor, translator, illustrator, (If printed
cards are used, compare forms of names Wwith .
\\ those in catalog or name authority file.)
11, Adapt printed cards or type main card and shelf—
. "S ’ list card.
Y} 12. Revise these typed cards. s
Clerical assistant: 13, Type added cards, book card and items on book
: pocket.
Librarian: _ 14. . Revise typed cards and book pocket

Clerical assistant: 15. Paste in book pocket, date slip, and book plate (f -

used).
16. Mark book on spine, put book card in pocket, and
_ put book out for use.
Librarian: 17. Sort cards and count for annual report. L
Clerical ‘assistant: 18. File cards in shelf list and catalog trays above rod. . .
Librarian: 19. Revise filing and lock cards in trays. '
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Withdrawals.—When a book is added to the hbrary, 1t has {0 be L -
noted in various records; when it is withdrawn from. the 11brary, -
those records have to be changed. If, for instance, a book wears out: .-
and is to be replaced by a new copy, note is made on the shelf-list'
card that that particular copy has been withdrawn from the library, ..
and note is made of the addition of the new copy. Since the catalog

cards do not show how many copies of a given title there are in the =

library, withdrawing a book does not affect the catalog so long as

there are other copies. If, however, there is only one copy of;the

book and it is not to be replaced, the catalog cards must be'taken. -

- out of the catalog, and the shelf-list card (after having 1;he with-
drawal note written on it, e.g., “W 5-17-42,”) must also be Yemoved

from the shelf list, Some libraries give the cause, e.g) 4 <W B-17- 42 .
Worn out.” If one wishes to make a study of the mtmber of books
being lost by borrowers, being worn out, etc., Wﬁh reference to 'a
. possible ehange in policy, it is worth while to include i in the note

the cause of withdrawal, : AN L ce

If it is a volume which is bemg wﬁ:hdrawn, note should be .

made, usually in pencil, on the catalog eard that such and such a .-

volume is lacking. If it is to be replaced as soon as it can be secured B
this peneiled note can be easily erased when the new copy of the .- -
missing volume is added to the! Iibrary _ S
If the library keeps an accéssion record, the hbrarlan may also I
write the withdrawal notefih the accession book in the remarks eol- - .
umn, And when the aécession book is consulted for any purpose, - -~
there is a record of Whether or not the book is still in the llbrary o
and if it is not, the Qate on which it was withdrawn. =~ s
~ Occasional 1t will happen that the book being mthdrawn is
the only one-ehfered under that name, under that subject, ete. If. ..
. that ig the ﬁse, not only should the catalog eards and the shelf-list
" card be removed but the name or subject cross references.tfo and - -
from these headings and the corresponding cards in the name and .
sub]ect authority files should be withdrawn. If 2 book is to be re- " -
placed as soon as funds are available, the cards may be Wlthdraw_n
" from the files, properly labeled, and put aside to be used later.:

If there are more copies or volumes in the library, after maklng -

the proper withdrawal note on the shelf-llst card reﬁle the eard in
~ the shelf Iist. .

~ If the book Wlthdrawn is the only copy or volume the shelf-hst I
card for that book, with the withdrawal note on it, should. be filed .
alphabetically by author in a special file- cailed a withdrawal file. R

This file will be found a great comremence when some questlon
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comes up as to what has become of a book, whether or not the 1i- -

brary ever had a copy, ete. The cards do not need to be kept indefi-
nitely, but might well be kept for five years. :

The eount of books withdrawn is fo be made, just as the count
of books added is made. The annual report should show the num-
ber of books in the library at the beginning of the year for which
the report is being made, the number added during that period, the
number withdrawn, and the number in the library at the end of the
year.

All library marks of ownership should be removed or “\With-
drawn by-- (name of library)” should be written or stamped\in the

book before selling it for old paper or giving it away. Some libra-

ries are governed by definite laws affecting disposal of\books. _
The first time that a book is withdrawn, the g{jﬁgy should be
carefully worked out, note made of the proced]{re to be followed,
and a withdrawal file set up. O
" Where to catalog.—The smallest librar;( ghould have a place in -
which to catalog, even though it is only a‘desk or table in a corner.
Have shelves nearby on which may bekept the necessary catalog-
ing tools and aids and the books 4o be cataloged. Label these

shelves, so that it will be possible’te tell at a glance what stage of .

preparation the books are in. .;Ljéave any unfinished work clearly
marked so that it may be resuiied with a minimum loss of time. A
quarter of an hour or ha fan hour may be used advantageously to
accession a dozen books, 40 mark ten on the back, to order printed
“cards, and the like. \Thelonger periods may be used for determining
the form of the auilor’s name, classifying and assigning subject
headings, or typ‘iﬁg the main ecards. The added cards can be typed
by any‘good..t;}ﬁist if he is given adequate instruction and supervi-
sion at firsh : : '

Catéioging supplies.—A few suggestions as to the supplies which
will be found necessary in cataloging a collection as described in -
tHig manual may prove useful.

Accession record book.—Any of the simplified accession record
books which are sold by Demco,' Gaylord,? or Library Bureau® will
be found. satisfactory. Accession books are listed according to.the -
number of lines they contain. As each volume in the library re-
-quires one line, the number of lines desired depends upon the num-
ber of volumes on hand and the approximate number that will be

iDemeo Library Supplies, Madison, Wis., and New Haven, Conm.

*Gaylord Bruos., Inc., Syracuse, N.¥., and Stockton, Calif.
tLibrary Bureau Division, Remington Rand, Inc., Buffale, N.Y.
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added in the next two or three years. Loose-leaf accession books,
which may be used on a typewrifer, are also available from the
" firms mentioned above.

Catalog cards.—Cards of the same quality may be used for the

.+ shelf list and for the catalog. Medium weight cards are best as they

are strong enough to stand the wear, without taking up unnecessary
room or adding unnecessary weight to the card eabinets. The me-
" dium weight is practically that of the printed cards, and for that
reason is much more satisfactory if the library uses printed cards
in addition to its own. It pays to buy the best catalog cards, and it
. is important to use the same kind so that all the cards in thé catalog
will be of the same size and thickness and, therefore, can Hé handled
more guickly in the trays. For fiction at least three c'ards for each
hook, namely, author, title, and shelf-list, will bhe¢ necessary For
nonfiction, if many analytics are made, an average\of five cards for
each book is the minimum number to count on\Catalog cards come
in boxes of 500 or 1000 and cost less if bought\\m this or larger num-
bers,
Number 263-2 unruled, 260-2 ruled fbr a pen, and 262-2, spe-
‘cially ruled for a typewriter with two vertical lines, are the most
suitable cards from Demco. Mggzlrum weight ecards, number 311
plain and number 301 ruled forpen, and numbers 306 or 307, ruled
specially for typewriter with/wo vertical lines (306 has red vertical
lines, 307 blue vertical Imes) om Gaylord are most su1table Num_
ber 33020 Cm plain, 33022 Cm number 2 ruling for pen, and 33025
Cm number 5 ruling*or typewriter from the L1brary Bureau are
most suitable. Soméwill prefer to use plain cards for typing; others
will prefer those\wﬂh the one horizontal line and two vertical lineg
to indicate thé‘top margin of the card and the first and second in-
dentions. If'tuled cards are used, wherever the rule states that an
item is 10 begm at the first indention, begin at the first or outer ver-
tical ding; if at the second indention, at the second or inner ver-
ticalNljne. Instead of beginning on the fourth line from the top, be-
gin on the line just below the horizontal line, leavmg the space
. above it for the added headings.

Catalog guide cards—Guide cards should be inserted at inter-
vals of about an inch. Satisfactory plain buff gulde cards, punched
for a catalog tray rod, cut in thirds or halves (i.e., the tab is one-

~ third or one-half the width of the card) may be putchased in pack-
- ages of 100’s or 1000’s. The Library Bureau has number 4310 Cm
buff heavy and 4390 Cm white, light weight, good for use with type-
writer; Gaylord, number 350, buff, Durostock; and Demco, number
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600 cut in halves, 601 cut in thirds. All of these are plain, punched
for tray rod, and cut in thirds or halves. o

Gaylord’s tilted tab guides, cut in halves, catalog number 305; -
the Library Bureau’s angle tab visible name guides, half cut, catalog
number 45529 Cm; and Demco’s visible angle tab catalog guides, cut
in halves, number 644, are good. Demco also has insertable catalog
guides, with left, center, and right cut tabs, catalog number 622,
These visible angle guide cards are, as is to be expected, more ex- -
pensive than the others.

Demeo, Gaylord, and the Library Bureau all have cent%r cut
seis of shelf-list-guide cards for libraries using the Dewex JBecimal
Classification. Demco has number 640 of gray pressboard and 640-C
buff celluleided; Gaylord, number 91; and the Librapy. Bureau num- -
. ber 435-10SL. o’

Miscellaneous supplies —If extension cards® }‘or the catalog are
to be tied to the first card, Barbour’s white migehine thread, 3 cord, -
number 35, is suitable for this purpose, Tﬁis or some other heavy
linen thread may be purchased at an}\clry goods store.

The special supplies needed for mayking books on the spine are:
a bottle of white ink—“David's Lettenne ? “Johnson’s Snow White,”
and “Gaylord’s White Ink” are gpod Higgins’ India ink for light col-
ored books; a good grade of white shellac or book lacquer; a bottle
of acetone; and pens. Keuffel & Esser’s freehand number 6 from
Baughman Stationery @ompany, Richmond, Virginia, is a good,
though expensive, pér Jor white ink; but any broad-pointed pen.
may be used. Any good pen point, the type depending upon the per-
sonal choice of the person doing the lettering, is satisfactory for
India ink. Gaglerd, Demco, and the Library Bureau have electric
styluses and fransfer paper if that method of marking call numbers
on the spxk of books is used. Gaylord also has an inexpensive elec-
tric pen Which is satisfactory if only a few books are marked at any
one*tlme but for continucus work for several hours an electrlc
stylus is necessary.

The American Library Association’s Letfering on Lzbra*ry

Books* gives practical instructions about lettering books on the back
and includes a sample alphabet and pictures of the process.

A good steel eraser or a razor blade with a bar top with which - .
to erase words, or more especially letters, is a necessity. Gaylord’s
number 20 steel eraser, which has a white bone handle, is useful in
smoothing over the erased surface without any danger of soiling it--

. #American lerary Assomatlon Lettering on Library Boaoks (Chlcagﬂ -
* The Assoclatmn, 1619).

.
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Gaylord and Demco also have a less ei:péﬁsive_ stéél-éré'ser?vﬁri.i;h:ﬂ'
wooden handle. A good bar pencil and ink eraser is also very use- .
ful, as well as a typewriter eraser, - . . - . 7t
A typewriter is a practical necessity for any. library for typing & .

- cards for the books and other material for which,printed cards are . . '.

not available, for typing book orders and business letters, and for . -
typing book lists, ete. Get a typewriter having a removable platen - .
- with special card attachment and then buy an additional platen for .
.use in typing letters, etc. If subject headings are to be'in red, :
bichrome typewriter ribbons will be necessary. Royal and I'C,
Smith and the semi-noiseless Remington are very good typewkiters
for card work as well as other typing. .~ = {377 i
Card catalog cabinets.—Although there are many:fitms making = -
card catalog cabinets, it pays to get the best, such a§3¥hose marufac- . -
tured by Demco, Gaylord, and the Library ‘:.Bmzea}l,._whosé-cat_alog._”_' _
cabinets are especially well adapted for library use: These firms -
have cabinets varying in size from one tray#0 sixty trays, and their *. -
catalogs give an estimate of the number/of cards which the cabinets - -
of different sizes will hold. Knowing jlie number of books in‘the .
library and the approximate numberidf new books added each y_ea'_l_-,' e
one can easily decide by countifig five cards to a book the size of .
cabinet needed, - G el
~ Card catalog cabinets §hould have standard trays and. _shppld_'-
be purchased from the same firm so that they will match exactly "= .
and the trays will heinterchangeable when cards are shifted with -
the expansion of the catalog. Gaylord and Library Bureau fraysare .. .
seventeen inched\J6ng; Demco, fifteen and a half inches.  Each tray - -
should have a.j‘étiower-blo:zk or compressor 1o hold the e,a_.rds_'e_rect o
when the tedy)is only partially filled, and a rod which runs through . - :.
the holesdn the cards and locks them into the tray. Itis 31_59.-‘“_31__-"_3'.' R
imporiant to have the cards fit the tray exactly so that they. will, -
stafid straight, drop in easily, and remain in alignment for the I:Od'; i
Thethree firms mentioned have cabinets which meet these require- -
ments. Catalog trays should be only two-thirds full if the cards are
to be consulted easily. The shelf-list cards may befiled in one or' . -
more trayvs of a catalog cabinet. . o S ol tumen e
If thg library can a%ord it, the sectional cabinet is_b’F_-I‘Stf__a__S added -
" units are less expensive than the same fumber of trays ina.sepa- .-
‘rate cabinet and the sections fit together and form one cabinet. - If as.
many as eight or nine trays are needed or will be "I_‘.e.e__ded soom, it- - -
will pay to buy the sectional type, available in _.gmt_s;__of_.ﬁvg,zt?n,_ s
or fifteen irays. The same base and top will serve f_o_r.se;"???-‘l_ units. .-




APPENDIX I

Definitions of lichnical Torms

. .
Accession. To enter in an accession . .. [record]. (Cutte;"\j
1

Accession number. The number'given to a volume m“‘ghé“érder of
its addition to a library. (Cutter) N

T

Accession record. 'The business record of books}}td., added to a
library in the order of receipt, giving a conq&lsed description of
the book and the essential facts in its Ii{));ary history. (Cutter)

Adaptation, Anything changed, modiﬁed}o} remodeled so as to fit
it for a special use, for example, Larb’s Tales from Shakespeare.

. Added entry. A secondary entry;,.:i.'é., any other than the main
entry. ... [It] is a duplicate of the main entry, with the addition
of a special heading. (A.L,A\1941%)

Alternative title. A subfiile introduced by “or” or its equivalent;
e.g., Hypatia; or, Ngw\’f}es with an old face. (AL.A. 1941)

Analytic. The ent,ry' of some part of a work or of some article con-
tained in a collgbtion (volume of essays, serial, ete.) including a
reference to ?t}l\é publication which contains the article or work °
entered, (ALL.A. 1941)

: Aﬂ"“m@w\”classic. A work of unknown or doubtful authorship,
co;p{ﬁﬁnly designated by title, which may have appeared in the
coiwrse of time in many editions, versions, and/or translations.
A LA, 1941)

Anonymous work, One in which the author’s name does not ap- -
pear anywhere in the book. {(A.L.A. 1941)

Author authority list. See Name authority file.

Author.entry. An entry of a work in a catalog under its author’s

1Cutter, C. A, Rules for o Dictionary Catalog (4th ed. rewritten; Wash.:
Govt. Print. Off,, 1904), p. 13, . log

2Definltions with the source indicated in this way are from A.L.4. Catalod
Rules . . . 1941, Glossary, p. Xv-Xxxil. ) '
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name as heading . .. The author\headmg may conmst of a per-.’
sonal or . . . [an organization’s] name or some substitute fof it,
e.g., initials, pseudonym, ete. (A.L.A, 1941)

Author humber. See Book number.

Book number, One or more characters ased to dlstmgulsh f
vidual book from all others havmg the same . ]
number. (Cutter?)

Card catalog. A catalog made on separate cards and kept in trays -
{Cutter, adapted) - \\ .

Catalog. A list of books, maps, ete,, arranged accordmg to some
definite plan. As distinguished from a bibliography it is“a list .
which records, describes, and indexes the resources. \of a c¢ollec-
tion, a library, or a group of f libraries. See also ch&nary catalog o
(AL.A. 1941) o\ Y e

Catch title. See Partial title. LA

o
Classification is “the putting together of\ h'ke thmgs » Book classrﬁ-
cation, as defined by C. A, Cuttery is’ “the grouping of books
written on the same ox similar subjects ? (Bacon?) :

Collation. That part of the catalog entry which descnbes the work -
as a material object, enumeriting its volumes, pages . . ; and the
type and character of 1t§s411ustratlons (AL.A. 1941) - -

Compiler. One who prGduces a work by collecting and puttmg to- _
gether written on prmted matter from the works of various
authors. Also, one who chooses :and combines into one work .

- selections or\%uotatlons from one author (A L.A. 1941) :

C“mPound aime. A name formed from two or more proper names,' :
. often conneeted by a hyphen, a con]unctlon, or a preposrtlon o
(ALA *1941) L L : S

. Continuatlon LA work 1ssued asa supplement to one prev:lously L
issued. - 2." A part issued in contmuance of a book a serlal ora
series. (A.L.A, 1941) : - -

Copyright date. The date of copyrlght as glven in _f;he book as a. o
rule on the back of the title page. (A:.L A, 1941) o

Corporate entry. An entry under the name of a society, institu-
tion, government department bureau or other orgamzed body,

3Cutter, op. cit,, p. 14.

4Baoon, Corinne. Classzﬁcatwﬂ (TeV ed Ch_lcago AL'A" 1925) p 1
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for works issued in its name or by its authority, whether this be |
a main or an added heading. (A.L.A. 1941)

Cover title. The title printed on the original covers of a book or
pamphlet, or lettered or stamped on the publisher’s binding, as
distinguished from the title leitered on the cover of a partlcular
copy by a binder. (A.L.A. 1941)

Cross reference. See Reference, See reference, See also reference.
Cutter number. See Book number.

Dictionary catalog. A catalog, usually on cards, in which a{i the
entries (author, title, subject, series, ete.) and their reIa,ted trefer-
ences are arranged together in one general alphabet¢\THe sub- -

~arrangement frequently varies from the strietly. alphabetlcal
(AL.A. 1941) O

Edition. All the impressions of a work printed at:.}iny time or times
from one seiting of type, including those prihted from stereotype
or electrotype plates from that setting (provided, however, that
there is no substantial change in ox’addition to the text, or no
change in make-up, format, or charadter of the resulting book).

. Also, one of the successive fatms in which a literary text is
1ssued either by the author or by a subsequent editor. (A.L.A.
1941) \

Editor. One who prepares\‘.for publlcatlon a work or collection of
works or articles not hisown. . .. (A.L.A, 1941)

Entry. A record of a\book in a catalog or list. (A.L.A. 1941)

Entry word. Tha 'v{rb}d by which the entry is arranged in the cata-
log; usually 1 the first word of the heading. (A.L.A. 1941)

Extension caed. An additional card on which is written any in-
formatmn for which there is not space on the preceding card.

Fllmg;wo:d. See Entry word.

" Firsbindention, 1. The eighth typewriter space from the left edge
of the card. 2, The first or outer vertical line on a ruled card.

Form division. A division of a class of books according to their
form, e.g., a bibliography, periodical, outline.

~ Guide card. A projecting labeled card insef_ted in a card catalog
to aid in finding a desired place or heading. . (Cutter®)

Half title. A brief title . . . without imprint and usually without
sCutter, op. cit., p. 20.
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the author's name, printed on a separate leaf precedm the mam
 title page. (A.L.A. 1841) . : .

Heading. The word, name, or phrase used at the head of an entry
to indicate some special aspect of the book (authorship, subject

content, series, title, etc.) and thereby to bring-together in. the

catalog associated and allied material. (A.L.A. 1941)

Mustration. A pictorial or other representation in or belongmg to.
a book or other publication, as issued; usually designed to eluci- -
date the text. In the narrow sense the term stands for illustra< -

tions within the fext... (A.L.A. 1941) SR "\\ S

Imprint. The place and date of publication, and the nameXf the
publisher or the printer {or sometimes both); ordmar“‘ly prmted- o
at the foot of the title page. (AL.A. 1941)

Imprint date. The year of pubhcatlon or prm‘a{g\as spemﬁed on'_' -
the title page. (A.L.A. 1941)

Introduction date. 'The date given at the Qegmmng or end of the_-._-'”
introduction, o o

Joint author. A person who collabora\’ces w1th one or-more asso-_
ciates to produce a work in whicli the contrlbutmn of eaeh_x_s not ..
separable from that of the others (A.LA 1941) B R

Main card. See Main entry

Main entry. A full cataléhs entry, usually the author entry, giving’ ;'
all the information, necessary to the complete identification of a
work. This entrysbears also the tracing of all the other- headings
under which the work in guestion is entered in the catalog L
(AL.A, 1941)¢ . o -

Name authorify ﬁle The lxs‘ﬁ of name headmgs'used ina given';l-:;
catalog,\ d the references made to them from other forms. e

N gtatu)n‘ The system of . ﬁgu_res [used] to number the bODkS
aceordmg to the subd1v1smns of the classification. - (Bacon“}

Partial title. One which consists of a secondary I'JEUTt of the t11:1e
as given on the title page. ‘Tt may: be a catch tltle subt1t1e or-
alfernative title. (A.L.A, 1041) L T R

Periodical. A pubhcatmn with a dlstlnctwe tltle 1ntended to ap-._;_'i -

Pear in sucecessive (usually unbound) ‘numbers or parts at stated

or regular intervals and, as a rule, for an. indefinite tlme_ :.Ea.ch
part generally contains artlcles by several contnbutors I '

ﬁBaeon, op.: mt p. 6.
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Newspapers, whose chief function it is to disseminate news
and the Memoirs, Proceedings, Journals, ete., of societies are not
considered periodicals under the rules. (A. L A, 1941) -

Preface date. The date given at the beginning or end of the pref—
ace. (ALA 1941)

Pseudonym A false name assumed by an author to conceal his
identity. (A.L.A. 1941)

Reference. A direction from one heading to another. (A.I.A, 1941) _

Second indention. 1. The twelfth typewriter space from the left

edge of the card. 2. The second or inner vertlcal line on a-ruled
" card. ~\

Secondary entry. See Added entry.

See reference. A direction from one ]l':eadmg\0 b another eq.,
Alighieri, Dante see Dante Alighieri. (A.L.AN9 _

See also reference. A reference from a texmn' which is used or is
expected to be used when the library has}naterxal to which it ap-

plies. (Fellows,” adapted) {\ b

Serial. A publication issued in succgssive parts, usually at regular
intervals, and,. as a rule, :Lnten.ded to be continued indefinitely, -
Serials include periodicals,s annuals (reports, yearhooks, ete.)

.-and memoirs, proceedings; and transactions of societies. (A.L.A.
1941) O

- £\ .
Series. 1. A number\of separate works, usually related to one
another in subjecf ot otherwise, issued in succession, normally by
the same publishér and in uniform style, with a collective title
which generaﬂy appears at the head of the title page, on the half
title, or ot the cover.
2. . Bach of two or more volumes of essays, lectures, articles,
- or other writings, similar in character and issued in sequence, -
€. Lowell’s Among my books, second series.

. 3. Several successive volumes of a periodical or other serial
publication numbered separately in order to distinguish them
“from preceding or following volumes of the same publication, e.g..

Notes and queries, Ist series, 2d series, ete. (AL.A, 1941)

Series eniry. An entry, usually brief, of the several works in the
library which belong to a series under the name of that series as
a headmg (AL.A, 1941)

"Fellows, J. D. Cataloging Rules (N, Y.: Wilsen, 1926), p. 47.
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Sexies mote. A note stating the name of<4 eries fo-which 2 bick
belongs. (AL.A. 1941) iy gting ._ .

Shelf list. A brief... [record] of the books in'a llbrary, the entries -
arranged in the order of the books on the shelves. (Cutters)

Source of a book. The dealer from whom it was purchased ‘or 11;3
donor, .

- Spine. That part of the cover or bmdmg which conceals the sewed
or bound edge of a book, usually bearlng the title, and frequently
the author. (A.L.A. 1941) o

Subject authority file. The book or card list of sub]ect headin\gs ) '_
used in a given catalog and the references made to them, !

Subject card. The card for a book in the catalog under the subJect '
heading. _ : \. L

N .
Subject heading. The word or words representmg ‘the content of
the book, .

Subtitle. The explanatory part of the tltlé followmg the main |
title, e.g., The creative adult; self- ed@qtﬂm in the art of Iwmg
(A LA 1541) ¢ ; _

Third indention. 1, The fourteentl: typewrlter space from the left
edge of the ecard. 2. The thu&'d space from the second or mner
vertical line on a ruled eard.y : L

Title eniry. The record o{\a Work in the catalog under the t1t1e -
generally beginning, with the first word not an artlcle A t.lﬂef e
entry may be a main‘enfry or an added entry. (AI.A.1941)

Title page. A page’ a‘t the beginning of a book or work, bearmg 1ts

full title and. Lgshally, though not necessarily, the authocs (edl
tor’s, etc.) mame and the imprint, (AL.A. 1941) G

Tracing. Theé record on the main entry card of all the addltwnal
headmgs under which the work is represented in the’ cata]og -
Alsu, 4he record on . .. an authorlty card of aIl the related ref- '
ererces made, S

The tracing may be on the face or on the back of the card L
(AL.A. 1941) . S e

Unit card. A basic catalog card, in the form of a main entry, _wl'uch .
when duplicated may be used as a unit for all other entries for - _
that work in the catalog by the addition of the approprlate head-
ing. (AL.A. 1941) : AR T

$Cutter, op. cit., p. 22.
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Abbreviations

To be used on catalog and shelf-list cards in: '\\\
Headings. O
compiler ...viiiiriiiaiereriieerraeiesa.. COMD. O
COUNLY .vnvrveariririenrsnnrcraensannes €O A

department ....coiiieiininiinirarirrnan
editor (i e et i i i i

illustrator

part, parts

L O N RN

Jumdor ...l .\\jr
PAZE, PAEES veievisrrieritsasiarssaiaieid P

..... IR N

\
NS YN
£

pseudonymt ...veeiiisiiaiiannn WM

publisher
senior
translater ...
United States .

al

[RRT R

~ g
R R RS

Q)

Lt
R S ]

YRR

I

IR R

pt., pts.
pseud.

pub.
ST.
tr.
U. 8.

VOIUME - .evvrrver fateervrernnsnesnns V.
¢\

Title—Words in ‘t’}’lew;title up to the first mark of punctuation
are not to be abbreyiated. Abbreviations given on the title page
are to be used wQéfh'er included in this list or not.

abri ecjt;.{’
augiented ...

P L )

compiled ...oviiiiiiiiiiiii e
LLobrrected L...i.iiiiiieiiiniiiaiaenn.
N\ department .......iciiiiiieiinieinien..

edited, edition

ERE N A A

enlarged .. ... i iiiiiiiiie..

R

illustrated, illustration, illustrations .....
introduction, introductory ...............

junior ........

P I A

abr.
augm,
comp.
corT,
dept.
ed,
enl.
illurs,
introd.

preface, prefatory v...vvvnivinninennnn. pref.

pseudonym ...

LRI

published, publisher, publishers,
publishing ........cciiiiiiininan... pub.

182
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Tevised iiiiieiiiiiiiiiiiar i ris eine. TEV. R
SECOMA vvvrerrnnrrrannrreirnianecniienss 24
T N L Y - HTEESR AN
supplement ........0iciiiiiiiiieiiee e, sUpPl
translated, translation, translations ,..... ir.

Imprint.

association ..........iiieiceiveieesea.,. aSSOC L
BOOK +ceeevenennenasnrrseenenmsnnnnnaes bl 0 A0
P \\\
P gy 11 ¢ R Y R O
department ...........ieiviiiieniiiia., o dept. IR . 2
Government printing office .............- Govt prmt @H
incorporated ........iiiiiiiveiiiinianns .
introduction, intreductory ............... t\d\
limited v.vvnevnriivinnriirionenrnnnson., 200N
nodateofpubllcatlon................... nd.
preface, prefatory .......o.civinnen ,.{.\ pref
published, publisher, pubhshers,. ’

publishing { .....-pub. _ _
United States ....ocoovvenieipbentennens U S

N

Collation. & .:“ :

R O

illustration, i]lustrationé el flluss D
number, numbers 4. ..o il RO, MOS. T
Page, Pages .. ¢\ tesraieniniinieens B :
part, parts pt., pts. R
portrait, portraits Ceviasdadiaaeasns, port, ports Ce
table \ tab. ..o
voiume,,\r‘olumes T T
Serigi\\ o
Bongress .............'......._..-'.'....'..'.._Cong,...' g
A department . ....v.ieaiiiiiaeenasenanian d_ept.-' -
N number, numbers .......paeaeiiessiess 00,008 1 o
part, parts ..... pt pts. R
series .......... eesestnerrsaiariesaaais SEX T
session sess. .-
volume, volumes ....covvascvsesnsavines Vo -:

Notes.—*Avoid the use of an abbrewatlon as the ﬁrst wcrd of

L

anote” (ALA.1941) . o0 e
chapter chap RERT
county ... 0.
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department .....oiiiiiiiiiiiiiirinea., dept,

edifion .. .iieiiiiii e i ed.
introduction, introductory ............... introd

JUnfor . e e e, ir

number, NUMBErS ...vvevssnrerevoranens no., hos

PAZE, PAZES rurevtiriinrrnnrrnnnnnseasas p-

=L A o101 o - S pt., pts.

preface, prefatory ..........ovvvvenennn. pref,

published ...........ccoiiiieivrirannnn pub.

BEMIOr .t iii i erir st renen ST,

serit.e_s .................................. ser. \<
LS 5 sess. A\
supplement ... .. . i suppl. A\,
title page ..o it t.p. §~~}

.......................

v.
val, ‘vbls (as first word
& é\ note snd always
when preceding a Ro-
\\ man numeral)

Geographical names.—Abbrewatloﬁﬁ for geographical names in
headings are to be decided upon and.a“list made of those to be used
In a given catalog. U.S. for United States is customarily used in all
headings, but in titles the usage of the title page is followed. The
usual abbreviations for states dre used when they follow the name of
a city. A library may als,e\bomplle a list of abbreviations for well-
known cities to be used whenever they occur on catalog cards, ex-
cept as the first word, of 2 heading,

Publishers —-Llst of publishers, with their abbreviations, to be
used without p],ace

Allyn & xBacon ......................... Allyn
éiean book COTOPANY ot esvenrarnnnnns Am. bk.

Amencan library association ............ AL A,

=\ b Appleton & company ..........c...... Appleton

\J D. Appleton-Century company .......... Appleton-Century

A B Barnes & Co. ..cviiiiiiiiiin e Barnes
The Blakiston company ........c0vvvaan Blakiston
Bobbs-Merrill company ........ceevvvnn. Bobbs
Albert & Charles Boni, inc, ............. Boni
CentUry COMPANY +.vv'reereeennnn. ... Century
Coward-MeCann, ine, ......oovviusenenen Coward~McCann
The Thomas Y. Crowell company ....... Crowell
John Day co.sdne. covvvuevnviniiininn... Day

Dodd, Mead & company, inc, ............ Dodd
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Doubleday, Doran & company ........... Doubleday
FEP. Dutton & €0, IDC. vevveririienrnrene Dution
Farrar & Rinehart, ine., .........c.ucnet. Farrar -
Funk & Wagnalls company ............. Funk
Ginn and COMPANY +.rsrrsrsasicnorranns CGinn
Grosset & Dunlap, inc. ...coveiiivnnnrias - Grosset
Harcourt, Brace & company, ine. ........ Harcourt
Harper & brothers ......ooovevnvvnanns Harper
D, C. Heath & company ....vcevieissces Heath
Hinds, Hayden & Eldredge, inec. ......... Hinds EANIEP N
Henry Holt & company, ine. ............. Holt S\
Houghton Mifflin company .............. Houghton . >
Orange Judd publishing company, inc. ... Judd - (7 -
Alfred A, Knopf «vvevevviiiieninnnnnaens Knopf M+
J, B. Lippincott company «........oe.n-. Lippincett b
Little, Brown & COMPAany .cc.oveevreeoes Little &
Liveright publishing corporation ........ Liveright
Longmans, Green & company, inc. ..., '.\Exongmans
Lothrop, Lee & Shepard co. ...oc.cut s> Liothrop
Robert M. McBride & company ....3 . McBride . -
A, C, McClurg & company ...... vvss McClurg
McGraw-Hill book company, mu._ ....... -McGraw .
The Macmillan company .88 . ..oveveen- Macmillan :
Macrae Smith €0 +.evera®heeenrinss <er+ -Macrae Smith
Wiltiam Morrow & €O, /0C. vvveenrvesenss Morrow
L. C. Page & cOmMPanY t.verreeasnrivmnns ‘Page -
G. P. Putnam’s §08 - ....oeveeansren-o-. Putnam .o
Rand McNallyn& ¢ompany -...... <++’.+. Rand McNally
Random house, NG evrrnrranecnnre- S Random house
Reynal &¢ THIChCOCK «vvverrrerencreorsans Reynal .
Scott, Fq}gsnmn & company ...ice.eren o SBeott
Ch ‘b]\es Scribner's SonS . u.vaeaveenens . ‘Scribner .
Silver, Burdett & company «.....- Leaeees Silver
\Fredermk A, Stokes COMPAIY «coorrenrn- Stokes
\JUnited States Government printing office. U. 8. Govt. Pl'mt off.
\ " D. Van Nostrand company, in¢. .......--- Van Nostrand - =
The Viking press, inc. ........ cisesen... Viking oo
Albert Whitman & company -...-- " Whitman "
John Wiley & sons, inc. ....... vveeennes . Wiley
The H. W, Wilson COMPANY «.»...o--+--« Wilson

World book company ......« RERTERRIE .Worl.d bk



APPENDIX I11

Aids in the Catalogng of a
-Small Library

& v
The following list was selected with reference to! the avail-
ability of the material and its probable usefulness to the librarian
of the small Iibrary. \ N
\ \
References on cataloging. \
Barden, B. R. Book Numbers; a Manual for Stl}dents with a Basic
Code of Rules. Chicago: ALA c1937. 3

Bishop, W. W, Practical Handbook of MQHe'rn Library Cataloging,

2d ed. Baltimore: Williams & Wilkifis," 1927, 152p.
Contents include chapters. on “Plémmng the Catalog,” “Subject
Headings,” and “Cataloging Methed.”

Buelow, B, E. “Revision of SubJect Headings and Their Transfer
to a Card Authority F11e “Wisconsin Library Bulletin, 30:96-97,
May 1934.

Detailed acecount of, ho\v a public library shifted from an out-
of-date checked listiof’ subject headings to a eard authority file.
Coston, Eunice. “Ifmprovements in Cataloging Service in the Small
Library in Its\Relation to the Library as a Whole,” A.L.A. Bulle-

tin, 30:675- '?6, August 1936,

_ Stresses§eed for up-to-date subject headings and many analytics.
Douglas, P Teacher-lerarlans Handbook. Chicago:A.L.A,
01941 \160p.

Pages 29-63 treat of classifying and cataloging the small school
Tibrary.

Gangstad, I. M. “Cataloging the High School lerary,” Wzsconsm
Library Bulletin, 29: 196-98, October 1933.

Lists the essential items for the unit card, necessary tools and
aids for cataloging; discusses analytics and how to relate the cata-
log to the course of study and the required reading of the pupils.

Herdman M. M. Classification; an Introductory Manual, Chicago:
AL.A, 1934, 22p.

Explams how classifying aids in locating materlal and gives
rules for classﬁymg

186
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' Howe, H. E. The Catalog. Rev, ed. Chzcago ALA., 1927 z4p _
Topics discussed include the use of the catalog, its form and
kind, and subject headings. o

_/Johnson M. F. Manual of Cataloging and Clasmﬁcatlon for Small
School and Public Libraries. 3d ed. rev. by D. E. Cook, N, Y.t
Wilson, ¢1939. 78p.

Keller, W. H. “A Public Catalog for the Pubhc P Wilson Ltbm’ry'
Bulletin, 14:300-02, December 1939.

Urges the use of shorter names as headings, or the form with
which the public is familiar; and an adequate number of\"ﬂtle
cards and analytics,

Mann, Margaret. “The Catalog and Its Value to the Small L1brary,
Michigan Library Bulletin, 21:282-86, November 1930, _
Nontechnical discussion of the necessity for g¢ gbod catalog in
the small library. Emphasizes the importanee™of keeping sub-
jeet headings up to date. ) -

fﬂann, Margaret. Introduection to Catalogmg and the Classification
of Books. 2d ed. Chicago: A.LLA, c19{3.\2‘76‘p '
Contains information on all parts of cataloger’s work and has
good lists of references. :

Merrill, W. S. Code for CIaSSIﬁers 2d ed. Chicago: AL.A., c1939.
190p.

Especially helpful are th sectlons on the classification of blog-
raphy and the treatmen‘b of the book which deals with several
subjects or periods. %

Moshier, L. M. The¢ Small Public Library; Organization, Admmls-
tration, Service,(Chicago: A.L.A,, c1942,

Pages 62-80 treat of classification and cataloging. Sample printed
and typed €ards are included. .

Sayers, W{ *B. An Introduction to Library Classification. 6th ed.,
London * Grafton, 1943, 294p.

In&udes “A Short Clourse in Practical Classification with Specra]
Reference to the Decimal Classification.”

Sears, M. E., ed. List of Subject Headings for Small Libraries In-
cluding Practlcal Suggestions for the Beginner in Subject Heading
Work. 4th ed. rev., with the addition of Decimal Classification
numbers by Isabel Stevenson Monro. N. Y.. Wilson, 1939, 516p.

A 16-page supplement bringing the 1939 edition up to date is now
available,

Smith E, S. Subject Headings for Children’s Books. Chicago:
AL.A. 1933. 235p. : :
Includes an mtroductlon on the cataloging of children’s books.
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Catalog rules. : :
AL.A, Catalog Rules; Author and Title Entries; prepared by the -
Catalog Code Revision Committee of the American Library
Association with the collaboration of a committee of the (British)

Library Association. Preliminary American 2d ed. Chicago:

ALA, 1941, 340p.

Includes rules for author headings, iifles, imprint, collation, series

note, contents, notes, capitals, and punctuation. Has a list of tech-

nical terms with their definitions and a list of abbreviations used

on catalog cards. This preliminary edition was publish’eg\' pri-

marily for criticism by catalogers and administrators.
Aids for authors’ full names.

Century Cyclopedia of Names, Rev, and enl, ed, N\ Y. Century,
cl914, \

Current Biography; Who's News and Why; a.Qumulative Monthly
Featuring National and Infernational Nax\nes in the News of the
Day. N, Y.: Wilson, ¢1940-date. _

Kunitz, S. J.,, ed. Authors Today angl\Y“esterday N. Y.: Wilson,
¢1933. 726p.

Kunitz, S. J. The Junior Bock of, Auihors ed. by Stanley J. Kunitz
and Howard Hayeraft. N. Y.} leson c1934. 400p.

Who's Who; an Annual Blographlcal chtmnary London: Black
1849-date. A

Who's Who in Ameriea; 8" Biographical chtlonary of Notable Liv-
ing Men and Women of the United States Chicago: Marquis,
1898-date. ¢

The AL.A. Cat, Iogs the Wilson Standard Catalogs; general ency-
clopedias and those on special subjects, e.g., music encyclopedias;
special blbgraphlcal dictionaries; the Cumulative Book Index; and
permdlcal indexes are also very useful aids for authors’ full
namgs '

Aids for classifying and assigning subjeet headings.

ALA. Catalog, 1937-1941, ed. by Marlon Horton. Chicago: AL.A,
1943. 306p. )
The earlier A.L.A. Catalogs are also useful for authors’ full names
and dates as well as for suggestive classification numbers and
subject entries.

Black, H. T. “Special Lists of Subject Headings; a Tentative

Checklist.” In A.L.A. Catalogers’ and Classifiers’ Yearbook, vol. 9.
Chicago: AL.A., 1540, p.54-67.
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An annotated list with an 1ntroductory dlscussmn of cnterla i.
for judging such lists, - :
The Booklist; a Guide to Current Books Chlcago ALA 1905-."
date, .
Gives the Dewey Decimal Class1ﬁcat10n nurnber and sub;ect
headings for all books listed. - s
Glidden, 8. H. A Library Classification for Pubhc Adrmmstratlon o
Materials, by Sophia Hall Glidden, with the asmstance oi Dor--'f'.'.i-.
othy Marchus. Chicago: AL.A., c1942, T '
An example of a classification scheme in a spemal subject\ -
Pettus, C. E. Subject Headings in Education; a Systematlo L1st'
' for Use in a Dictionary Catalog. N: Y.: Wilson, 1938.(188p. . s
A list of subject headings grouped logically under\broad sub]ects,
with definitions of terms used and spemﬁc books glven as 111us-'-'-
trations, S
Readers’ Guide to Periodical Lttemture Y Wllson 1900 date
The Readers’ Guide and the Abridged ,R&tie*rs Guide, which'has- .
been published since 1935, are ugefud for authors’full names
{though they do not include authors dates) as Well as for sub- o
ject headings,
U. S. Department of Agncultut‘e; lerary “SubJect Headmgs f
Cotton,” Agricultural Libraty Notes, 17:123-34, March 1942,
An example of a Iist of\subject headmgs for matenal m a spec-“-' '_
ial field. o
Wilson, H, W., firm, publlshers, N Y, The Standard Catalog series.
Children’s Catalog, comp. by Siri Andrews, Dorothy E Cook
Agnes Cowing, \Gth ed. rev. 1941. 1114p. - S _.
Standard Cataiog for High School Libraries. 4th ed, ed “y-Isabel
S. Monro{gssisted by Ruth Jervis. 1942, 1150p. .
Standa:QkCatalog for Public Libraries, 1940, comp.:
Cook and Isabel! Stevenson Monro. 1940. 2192p.
These catalogs, their earlier editions, and their supp :
useful aids for authors’ full names and dates as well as_for sug—_
gested classification numbers and subject headings.. =
Expansions of the Dewey Decimal Classification scheme for. spe—--:
cial subjects are discussed in such periodicals as ‘the - Lzb*mry_.__’-
Journal and the Journal of the American Medical . Association.. -
The Special Libraries Association, 31 East Tenth St New York,-
N. Y., also has special classification schemes on file.” ’
Lists of subject headings for special subjects will ‘be found in books, 2
periodicals, and as printed and mimeographed lists issued by gov-':_i G
ernmental and other organizations. Bes1des these SP‘«‘ClaﬂY pro-

AIDS IN CATALOGING




190 SIMPLE LIBRARY CATALOGING

pared lists the headings used in periodical indexes in particular
fields, e.g., the Industrial Arts Index, the Education Index, ete.,
are useful

Aids for arranging cards in a catalog,

AL .A. Rules for Filing Catalog Cards, prepared by a spemal com-
mittee, Sophie K. Hiss, chairman. Chicago: A.L.A. ¢1942. 100p.
Cincinnati. Public Library. Filing Rules for the Arrangement of

the Dictionary Catalog of the Library, comp. by A. E. Ewald and
A. M. Dunlap. 3d ed. Cincinnati Public Library, 1936. 64p. {\
Cleveland. Publie Library. Filing Rules for the Arrangem }l‘t ot
Dictionary Catalogs of the Cleveland Public L1brary Cleyeland
Public Library, 1922, 27p.
Pittsburgh. Carnegie Library. Rules for Filing Carcks\ B‘th ed. Pitts-
burgh: Carnegle Library, 1932. 34p. \s




Index - \:.

Abbreviations, arrangement, 152-53;
collation, 183; geographical names,
184; headmgs, 182; imprint, 67-69,
183; notes, 183-84; publishers, 184~
85; series, 183; title, 182-83

Abridgment, 80; sample card, 81; title
page, 80

Accession, defined, 176

Accession number, 167; defined, 176;
on shelf-list card, 109 io.

Accession record, 167-68 171; hoolk,
167, 172-73; defined, 176

Accessmnmg, 167-68

Aecquisition of books, 166

Adaptation, 80; defined, 176; sample
card, 81; title page, 80

Added copy, routine for, 169 "\

Added edition, 70-73, 169 N

Added entry, 90-109; compiler, 93 95 y
defined, 90, 176; edltor, 93-95; THlus-
trator, 93 93; Jomt author,\93-95;
joint author, sample card; 94, rules,
93-95; serials, 118; series, 100-04;
series, sample cards/ N1-03; trans-
lator, 93-95; tra{lslatur, sample
card, 95

Agricultural expe?sunent stations, 55

Almanacs, e

Alphabetlng,n\see Arrangement of
cards o\

Alternative title, 66; defined, 176

A. LrAsLatalogs, 5, 13

A.IMNA codes, 1908, 1941, quoted, 36

- 176-81 ¢
A L, A, Lettenng on Library Books,
mentioned, 174

Ampersand, ﬁlmg, 153

Analytic, defined, 95, 176

Analytic cards, 95-100; arrangement,
153-55; author 96-97, 129; author,
sample, 97; Library of Congregs,
148; subject, 100; subject, samples,
98-100; title, 98-100, 128; title, sam-

ple, 98; tracmg, 107-08, 109 wil- -

son, 149 "\ )
Analytics versus printed 1ndex 96 '
Annuals, see Serials . . & '

Anconymous books, deﬁned 45 en- . -

try, 45; rules, 86, 135 36 sample

I

cards, 135-36 .
Anonymous clasgics, deﬂned, 45, _176,' -
entry, 45-46;\87; headings,  46;

name authority card -49; sample _

card, 87;litle page, 87 .
Anonymm}s work, deﬁned, 176
Appe\rrdm, w7 .
Arpaygement of -books on the -

shelves, 14-16 -
HArrangement of cards, 150- 65: aids

for, 152 (footnote), 190 basm rule,
152 - o
Article, arrangement, 155

- Author apalytic, 96-97, 129; arrange- .

ment, 153-55, 156; sample card, 87
Author arrangement, 155-58 o
Author as publisher, 68. . -
Author authority list, see Name au-

- thority file

Author "card, samples, ﬁctmn, 134' .
135, 136; samples, nonﬁctwn, 63,
71-72, 74- 79, 88 : o

.. Author entry, defined, 1'?6 7'?

Author heading, posrt:on on card 64 _
riles, 65-66 o ..

Author indention, see Fn‘st mdem L

tion -
Author numbers, see Book numbers

~ Author of a series, reference card,

104; tracmg, 108; tracmg, example,
. 108 - .
Authorxty file, see Name authonty
file, Subject authority file

Authers, dates, 42, 81 full nﬂmei o

aids, 188 :
Authors, joint, see .I omt authors

191
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Author’s works in one volume with
common title, 127-29; sample card,
129

Bacon, Corinne, quoted, 12, 177

Barden, B. R, gquoted, 15-18, 17

Bible, 46-47; arrangement, 156-57;
sample card, 88

Bibliographies, 70

Biography, individual: book num-
bers, 16-17; shelf arrangement, 15;
shelf-list card, 112

Biography, modification of classifi-
cation for, 12-13

Boards, trustees, ete., 57

Book collection, weeding, 166

Book dummy, 14 (footnote)

Book numbers, added edition, 72;
advantages and disadvantages, 16-

18: “bound withs,” 131; defined, 15,

177; serials, 124; use, 15-18

Book Review Digest, 13

Booklist, 5, 13, 32

Books, acquisition, 166; preparation,
167, 170

“Bound withs,” 127-32; rules, 129-
32; sample cards, 131; several au-
thors, 129-32; title pages, 129, 130;
iracing, 131-32;
cards, 132 :

Brown, Zaidee, quoted, 18 N

Business corporations, 57 ¢4\

Business corporations, arrarigement,
see Firm names, arraggexent

Call number, defined85; position on
card, 64; rules, 65

Capitalization, seel eapitalization un-
der Hangh‘h&ziﬁdention, Names of
organizatiéns, Series note, Title,
Title agenain entry

Card, skeleton, showing locations, 64

Card catalog, defined, 177 :

Card\eatalog cabinet, 175

Card subject heading list, see Subject
authority file

Catalog, defined, 177

Catalog cabinei, see Card caialog
cabinet

Catalog cards, 173

Catalog guide cards, see Guide cards

Catalog tray, fullness, 150

Cataloging, place and time for, 172;
references, 186-87; routine, 168-69;
supplies, 172-75

Catch title, see Pariial title

1}

2

INDEX

Changed title, same work published
under different titles, 83-89; ref-
erence card, 91; sample cards, 88-
89, 91

Children’s Catalog, 19

Chronological arrangement, see His-
tory, arrangement

Churches, 53-54

Cjreulation, preparation of beok for,
170; see alse Mechanical processes

Cities, b8

('lassification, defined, 5, 177; meth-
od, 7-14; reasons for, 5; rules, 8

Classification aids, list, 13,A188-80;
‘use of, 13-14 o W)

< D

. Clagsification table, anpﬁiate& copy,

tracing, samplet

¢

12-13 \

Clerical assistants,duties, 170

Collation, defined, ‘69, 177; position
on card, 65; rules, 69, 115; sample
cards, 63, ‘W72, 74-79, 81-82, 86-88,
116 }

Collectiohsy rules, 85; see also Com-
posite)works

Comnipilation, without an editor, title

_spage, 8

7%

‘Compiler, added entry, 33-95; as au-
\' thor, rules, 82; defined, 177
‘ Compiler arrangementi, see Author

arrangement

Composite works, eniry for, 43; see
ulso Collections, Joint authors

Compound name, defined, 177

Compound surnames, 37

Conferences, arrangement; see Con-
gresses, arrangement

Conferences, regional,
loeal, 56

Congresses, arrangement, 157; na-
fional, 56

‘Constitutions, 52

Contents, examples, 75, 83-84; posi-
tion on card, 65; rules, 74-75, 83-
84; sample cards, 75-76, 82, 84, 86

Continuations, defined, 177; see alsc
Pericdicals, Serials

Conventions, regional,
local, 56 .

Copyright date, 63-69; defined, 177

Corporate eniry, defined, 177-78; see
also Names of organizations

Corporations, 57

Counties, 58 -

Cover title, defined, 178

state, and -

state, and
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Cross references, see Author of a
series, reference card; Changed
title, same work published under
different titles, reference card;
Editor of a series, reference card:
General reference card; Name ref-
erences; References; *“See also”
references; “See” references; Se~
rials, reference card with change
in author; Subject cross refer-
ences

Cumulative Book Index, 32

Cutter, C. A., quoted, 25, 176, 17%,
178, 181

Cutter numbers, see Book numbers

Cutter-Sanborn a]phabetu: order
table, 15

Dana, J. C, quoted, 5

Date, choice of, 68-69, 73; examples,
69; see also Copyright date, Im-
print date, Introduction date, Pref-
ace date

Dates, different in different volumes,
76; sample cards, 76, 116

Decimal Classification, see Dewey.,
Decimal Classification ™y

Demeco Library Supplies, address,
172 (footnote)

Dewey Decimal Classzfzgation.
Abridged edition, 5; abridged edi-
tion, reproduction ot part of index,
11, changes fromy, 12-13; expan-
sions of, 189; reproduetlon of parts
of mdex, 9 10,\ reproduction of
rarts of tabl

Dewey Deerm 1 CIaseification
scheme, f\'z sform divisions, 6, 7

Dictionaries, ‘entry, 47-48 ..

Dictionary catalog, defined, 178

D1scard,mg, see Withdrawals

Dgciuvtents, see Government publi-
cations,

Douglas, M., P., mentioned, 18, 23

. Dramahzat.lon, 86, 95; sample card, -

86, 95

Easy books, shelf arrangement, 15

Edition, added 70-73, 16%; defined,

73, 178' rules, 70-73; sample card .

72 tltle page, 71
-Edlégr added entry, 93-95; defined,

Editor arrangement, see Author ar-
rangement :

. Foundations, 57 -

) General reference cer

‘Geographical - names,
Govermnent depa

- sample card, 73

_ R 193 .
Editor as author, rules, 82 sample‘; )
card, 82; title page, 85 -
Edlzézr of a series, reference card' |
Elisions, arrangement, see Abbrevi-‘
atmns, arrangement. - - P
Encyclopedias, 123-24; entry, 47 48 o
Endowments, 57 . o
Enfry, defined, 178 '
Entry word, deﬁned 178 :
Epics, natlonal falk tales, etc, see_
Anonymous elassics A

Exhibitions, 56 = -~ AN L
Experiment stations, agnctl]tural 55'
Extension card, deﬁned, 84,7178; for.
added entries, 97- 98‘,,1tems on, 84;
rules, 84; samples, 84, 121, 122, _1_23- B
Family names,\sée. Compound sar-. ..
names, \Married women, Noble- ;.
men, Eeﬁxes, surnames with . -
Fargo, %, *F., mentioned, 17 ..
llowé J. D code, quoted 180
Fic mn, 133- 36 items on'the card :
\133-34; prmted cards, 134, 145-48; -
3 ‘rules, 133-36; sample cards, 134-36; - :
shelf arrangement 14- 15 eubject_
cards, 19 s o
Figures, arrangement, _ see Numer-___.,-,
als, arrangement. - A
Filing, see Arrangement of cards
Filing word, see Entry word -
Firm names, arrangement 157
Firms, 57 o
Firat mdentmn, 64 65; deﬁned 178 g
Forenames,- arrangement, 157 58, en- '

try, 41 i
; sion; 6, 7 deﬁned., 178 of o

Form divi
a subject, 24, 26

Form headings, 25 25

Funds, 57

Gaylord Bros, address, 172 (f°°t'.-?

!.'.I.Ote) d 31 sample' \

- card, 31 -
General subject” card 23'24 rules, o
92; samples,” 23-621411 os 759

} headings,. T 1 L
(Gieographica brevlations,_ =

rangement,- 158 .
et rtments, buréaus, -
cep1tallzatlon, 78~ 79 _

etc, 50-52; -
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Government entries arrangement,
see Place (country, state, city), ar-
rangement '

Government publications,
personal author, 51-52, 59

Guide cards, 173-74; arrangement,
150-51; defined, 178; sample, 150

Guidepost, 13

50-52;

Half title, defined, 178-79

Handwritten card, sample, 63

Hanging indention, capitalization, 88,
124; deflned, 85-86; sample cards,
86, 118-19 :

Heading, defined, 179

History, arrangement, 159

Hyphened words, arrangement, 159

Illustrations, defined, 179; see also
Collation

Illustrator, added entry, 93-95

Itustrator arrangement, see Author
arrangement

Imprint, defined, 62, 179; different
dates in different volumes, 76; il-
lustrations, 68, 69; place of publ-
cation, 67, 68; position on card, 65;

publisher 67-68; rules, 67-69, 79- %%
*Main eniry, defined, 179

80, 125; sample cards, 63, 71-72\
74-79, 81-82, §6-88 .

Imprint date, defined, 179

Indention, 64-65; see also First in-
dention, Hanging indetifion, Sec-
ond indention, ThirdJndention

Independent publication® bound to-
gether, see “Bound Withs”

Indexes, 76, 114,{ }6; rules, 76;
sample cardsg}?‘, 116; title page,
114 \1;'

Initial articl®,arrangement, 155
Initialy, arrangement, 159-60; see
also Abbreviations, arrangement

Initjals‘in heading, spacing, 66
Ins%itufes, regional, state, and local,

Instituticns,
tions, 54-55

Introduction date, 69; defined, 179

Ttems, location, skeleton card, 64

defined, 54; publica-

Joint authors, added entry, 93-95;
added entry, sample card, 94; de-
fined, 179; rules, 77-78; sample
cards, 77-78, 86; title page, 77

Joint authors arrangement, 160

Joint committees, 56-57

INDEX

Language - of the heading,
graphic, 57-58

Latimer, L. P, quoted, 18

Laws, 52

Legislative hodies, 52

Library Bureau Division, address,
172 (footnote)

“Library has” statement, 118; on
shelf-list card, 126-27; on shelf-list
card, samples, 126; rules, 123, 125;
sample cards, 116-20, 122, 123

Library of Congress cards, 137-40;
adapting for catalog, 146-49;
adapting for catalog, samples, 147,
148; advantages, 145-46;“analysis
of items on, 137-40; a8 analytics,
148; cost, 144-45; defined, 137; or-
dering, 140; salee pards, 137-39,
147-48 £

Local conventiéﬁ, conferences, in-
stitutes, BBN'

. \ -

M' (Mg Mac), arrangement, 152-53
MagaZine, see Periodical
Main tard, see Main entry

geo-

7

Main entry, arrangement, see Author

arrangerment

Maps, 69

Marking books, 169-70; aid for, 174 -

Married women, 40

Mechanical processes, 167

Memorandum of eards made,
Tracing : :

Miscellaneous hodies, publications,
55-6T7

Miscellaneohs supplies, 174-75

Mr, and Mrs., arrangement, see Ab-
breviations, arrangement

sed

Name authority card for person
other than author, 43-44

Name authority file, 42-44; defined,
179; itemns on cards, 43; value, 44;
when to make, 44

Name authority sample card, anony-
mous classic, 49; organization, 60;
person, 43

Name references, 42; rules, 104-03;
sample cards, 105; tracing, 108

Names of organizations, 50-60; au-
thority card, 60; capitalization, 78-
79; ruleg for author card, 78-80;
sample cards, 78-79
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Names of persons, 36-44; authority
card, 43; see also Forenames, Mar-
ried women, Noblemen, Pseudo-
nym

National congresses, 56

New Testament, see Bible

New York, arrangement, 163

Newspapers, 180

Noblemen, 39-40

Noblemen, arrangement, see Per-
sonal names, titles of honor and
distinction, arrangement

Nonfiction, shelf arrangement, 15

North Carolina Education Associa-
tion. Library Book Catalogue, 13

Notation, 7; defined, 179

Notes, example, 118; order, 70; pag-
ing, 70; periodicals, 125-26; peri-
odicals, sample cards, 122.23; posi-
tion on card, 65; rules, 70; sample
cards, 63, 71-72, 74, 76, 78, 88, 116,
120-21, 122-23; serials, 125-26; se-
rials, sample cards, 120-21

Novels, see Fiction

Numerals, arrangement, 160-61

Obszervatory, b5
01d Testament, see Bible LI
Oregon State Library, List of Books
for School Libraries, 13 N\
Organizations, see Names oforgan-
izations ¢\
¢
Palgzist,lg, 89; separateyfon each part,
Partial title, 91-92defined, 179; ex-
amples, 92; sainple card, 133
Period divisions, see,:History, ar-
rangement, ) i

Periodical"defined, 175-80

Periodieals; bound, 121-24; change in -

titley123; entry, 47; notes, 125-26;
tivtes, sample cards, 122-23; rules,
47/ 124.26; sample cards, 132-23 -
Person, place, subject, title, having
g}ée same name, arrangement, 161-
Personal names, see
Names of persons
Personal names, titles of honor and
distinction, arrangement, 162
Personal names with prefix, ar-
rangement, 162 s .
Picture books, shelf arrangement, 15
Place (couniry, state, city), arrange-
ment, 162-63 e T

Forenames,

) NAmes, arrangemel_lt e
b Publighers, abbreviations,

185,

‘Place of publication, see Imprint,
place of publication
Political divisions . in
“heading, 58-58

Portraits, 69

_ geog'faphic

Possessive - case, arrangement, see

Punctuation marks, arrangement
Preface date, 69; defined, 180"
Prefixes, arrangement, see Personal

names, titles of honor and distine-

tion, arrangement; Personal names °

with prefix, arrangement
Prefixes, surnames with, 37-39°\,
Printed catalog cards, 137-49; \ﬁapt-

ing for catalog, 146-49; advaritages,
- 145-46; see also Library of Con-
gress cards, Wilson, caxds
Printed indexes, 96~
Privately printedsbeoks, 68
Provinces, 58 & ¢ L
Pseudonymy; de}ned, 180; included

in title, 40y.66; rule for entry, 40-41
Public dosuments, see Government

publications : : .
Publication, place of, see Imprint,

plate of publication E
_Bublisher, arrangement,

see Firm

used withonut place, 184-85; _see_also

Imprint o o
Punctuation, author heading, 66; col-

lation, example, 69; contents, T4~

78, 83-84; imprint, 67; title, 66-67
Punctuation marks,

163 L

- References, defined, 180; see also Au-

thor of a series, reference card;
Changed title, same work pub-
lished under different titles, refer-
ence card; Editer of a geries, Tefer-

A

184-85; .

arrangement, .

ence card; General reference card; -

- Name references; “See also” refer-

" ences; “See” references; S_e_rials,
_reference card with change in au-
thor; Subject cross references

Regional  conventions, conferences,

institutes, 56

'Replacements, 171

 acred books, 4647, 81-88; sample

card, 88

Same . work published under dif- .

. ferent titles,

88-89; sample cards,
88-89, 91 e _



196

Sayers, W. C. B, quoted, 8

Sears, M. E. List of Subject Head-
ings, 13, 26, make~up of hook, 26
28, 31; reproduction of parts of
pages, 27

Second indention, 64-65; defined, 180

Secondary entry, see Added entry

‘“See also” cards, arrangement, 163

“See also” references, defined, 28,
180; need for, 29-31; rules, 105;
sample card for catalog, 30; sample
card for subject authority file, 34

“See' references, defined, 28, 180;
need for, 29-31; rules, 105; sample
cards; author of a series, 104;
changed title, 89, 91; editor of a
series, 104; serial with change in
author, 121; subject reference for
catalog, 30; subject reference for
subject authority file, 34; with ex-
planation of spacing, 35

Selections, §1-82; rule for entry, 82;
title page, 81

Sequels, 118-17; sample card, 116

Serials, 117-21; change in author,
120-21, 124; defined, 180; notes,
125-26; notes, sample cards, 120-

21; reference card with change in
124-26%
sample cards, 118-21; title pages,’

author, 121; rules, 47,
117, 119, 120 ) X
Series, arrangement, 164; defined, 73,

180; kinds, 73-T4 L\

Series editor, sample card, \104; trac-
ing, 108; tracing, example, 108

Series entry, 100-04 Ydefined, 100,
180; rules, 100,02} sample cards,
101-03 .5 ()

Keries note, “caﬁtalization, 74; de-
fined, 74,\181}; position on card, 63;
rules, 73-74, 130; sample cards, 74,
81 «

Sets, 118-18; incomplete, 69, 115;
fhiles, 113, 115-i6; sample card,
1186; title pages, 113, 114; volumes
cataloged together, 113-16

Shelf arrangement for books within
a class, 14-15

Shelf list, arvangement, 111; defined, -

109, 181; encyclopedias, 124; guide
cards, 174; Library of Congress
cards, 112; periodicals, 124, 126-27;
printed cards, 112; rules, 109-11;
sample cards, 110, 112; serials, 126-
27; serials, sample cards, 126; uses
of, 109; when to make, 112; Wilson
cards, 142-43

2 'Subject authority file,

INDEX

Short stories, shelf arrangement, 14

Skeleton card showing location of
items, 64 .

Smith, E. S. Subject Headings for
Children’s Books, 26; make-up of
hook, 29

Society, capitalization, 79; change of
name, 53; defined, 52-53; publica-
tions, 52-54; sample card, 79

Source of a book, defined, 181

Spacing on cards, 64-65, 82

Spine, defined, 181 )

Standard Cataleg for High School
Libraries, 13, 189, 32 A\

Stendard Cataleg for Publi¢ Libra-
ries, 32 A\

Standard Catalogs, 5,137 .

State and prmrinc'(i‘l' institutions, 55

State conventions,’ conferences, in-
stitutes, 56\

State historital and agricultural so-
cietieg,\53

States, 58~

Sukject analytic, 100;
153-54, 156; sample

_Bubject (as subhead),

v 164

arrangement,
cards, 99-100
arrangement, .

33-35; advan-

tages, 35; defined, 181; sample
cards, 33-35

Subject cards, 92-93; defined, 181;
rules, §3; sample cards, 83

Subject cross references, 29-31;
checking, 32-33; rule, 105; sample
cards for authority file, 34; sample
cards for catalog, 80; tracing, 108

Subject headings, 19-35; aids for as-
signing, 31-32, 188-90; color, 93;
defined, 181; determining the sub-
ject, 20-21; fiction, 19; number of,
91-22; punctuation, 93; rules for
choice, 25; selection, 21-24, 25, 29,
31-32; spacing, 93; subdivision of
a subject, 24-25; subdivigion of a
subject, sample card, 93 _

Subject headings lists, 26-31; check-
ing, 32-33; checking, examples, 27;
reproduction of parts of pages, 27;
use, 26-29

Subject indention, see Second inden-
tion

Subject references, see Subject cross
references

Subtitle, defined, 181

Supplements, rules, 76



INDEX

Surnames, see Compound surnames,
Names of persons, Prefixes, str-
names with ., )

Tables, 69

Technical terms, defined, 176-81

- Third indention, 64, 65; defined, 181

Title, alternative, see Alternative
title

Title, capitalization, 66-67; fullness,
66, 125; position on card, 64-63;
punctuation, 67; punctuation, ex-
amples, 67; rules, 66-67, 79

Title, same work published under
different titles, 88-89; reference
card, 91; sample cards, 88-88, 91

Title, analyt:c, 98-100, 128; sample
cards, 98

Title as main entry, 47-48, 85-86,
124-25; capltahzatlon, 47, 86 124;
changes in, 125; sample card 86

Title card, 90-92; same work pub-

lished under dlﬂ"erent titles, 91;-

sample cards, 91, 134, 135; short
form: fiction, sample, 134 nonﬁc-
tion, #0; nonfiction, sample, 91;

unit card' fietion, 134; fiction, sam- * . ¢
ple, 134, 135; nonfiction, 90; non- \

fiction, sample, a1
Title entry, arrangement, 164-65 de~
fined, 181
Title indention, see Second 1n1i\1t1on
Title page, 61- 62; books (Wwith sev-
eral, 89; defined, 181; missing, 66
Titles of address, 39 .f.
Titles of nobility, segMdblemen
Tomlinsen, A. L. ment:loned 18

7 "3

Towns, 58 (%" R
Tracing, de d, 106, 181; examples,
108-08; Library of Congress cards,

©139; mles 107-09; sample cards,
106-07; 1132; use of, 106; Wilson
cards, 140, 142

-Traeing subject references, see Sub-'

ject headings lists, checking

Unpaged books, 68

“Women, married, 40 - :
' Works of more than one volume,

P L

Translator, added entry, 93-95;added i :
entry, sample eard 93; as author,' [
rules, 82 - :

Translator arrangement see Author I
arrangement cE

Trustees, boards, etc., 57

Tying cards, 84. = -

Typewriter, 175

Unit card, 90; defined, 181 = " - .

Unit title card fiction, sample, 134 o
135; nonfiction, sample, 91 ¢ < -

United States, arrangement, IGQ

Volumes, 69, 115° mcomplefe sets, 69 L
115; Works of more than one:
- ferent dates, sapiple cards, 76, 116'-' s
rules, -75-76; sazﬁp!e cards, 75 76 S
htle Dage; 75 S

Weedmg, ﬁe o
Wilsom, H. W., Co. address, UL -
Wilsely cards, 137, 140-44; adapting -. .
for’ catalog, 146, 149; adaptlng for ../
catalog, sample, -149; advantages,;---"_"
" 145-46; analysis of items-on, 140-- .
43; as analytlcs, 149; cost, 145; ‘de- -
ﬁned, 137; ordering, 144 sample .
cards, 141-44, 149 e
Wisconsin Library Builetin, 13 '_ A
Withdrawal - file, 171-72;: arrange- IO
ment, 171; defined, 171 .- .- S
Wlthdrawa]s 171-72; routme, _ 71 72

dlf»

" jerent dates, 70; different dates, °
sample card, 76; rules, 75-76; sam- "~ -
ple cards, 75- 76, 116; title page, 75

Works pubhshed mdependently,.
1ater bound together, _127 =33 T

Yearbooks, entry, 47




' . s N\
_ THE - AMERICAN LIBRARY ASSOCTATION, established in 18’&, is
an organization of libraries, librarians, library trustéegz and
others interested in the responsibilities of libraries it the edu-
cational, social and cultural needs of society. It is affiliated with
more than fifty other library associations in this country and
abroad. It works closely with many organig;tions concerned
with education, recreation, research, and public service. Its
activities are carried on by a headqdarters staff, voluntary
boards and committees, and by di{ﬁ‘sibri's, sections, and round
- tables, all interested in various aspe,bfs' or types of library serv-
ice. Its program includes infq;’gilation and advisory services,
personnel service, field work,';ailnual and midwinter confer-
ences, and the publicationvégioi; for profit—of numerous profes-
,sional books, pamphleti@qd periodicals.
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