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PREFACE.

THE CARD CATALOGUE has become such an important
factor in modern library practice that no apology is needed Il:rrjl
the apprarance of the present handbook, particularly in view of
the fact that there i5 no other work dealing with the subject on a
comprehensive scale,

«This importance of the Card Catalogue has been emphasized
in rocent years by t.hn action of the Library of Congress and the
Institut International de Bibliographie (since copicd by a number
of other institutions), in printing catalogue cards that are available
for use in the catalogue of any library using standagd cards. There
can be little doubt that tnis practice of central or co-operative
cataloguing will become more systematically organized  and
generally adopted.

In view of this recognition, we have considered it unnecessdry
to deal with such guestions as the advisability or otheryise ‘of
cirds as compared with other vanaties of cataloguing, and have
confined ouwrselves throughout to the expesition of method, In
short, our aim has been practical utility.

The Anglo-American code of cataloguing rules and the Subject
Classification have been adepted as the basis of the catalogue
cntgies, amd examples and for class-marking them; but the infor-
mation, supplied throughout is sufficient, we hope, to render the
handbook uselul to any library using any rules or any scheme
of classification.

The use of cards in cataloguing has led to their application &
other details of library organization and routine, and it has accor-



dingly been considered advisable to inclode desaiiptions of the

maost useful nf such applications.

Our thanks are due to a number of librarians who have heiped
with fnformation apd advice., We have to thank also Mr. James
Duff Brovn for pormission to reproduce the block appearing
on p. 6o; and M. Faul Otlet, of the Institut International de
Bibliographie, for the illustration that forms the [roniispiece.

W. C. B. 5.
1. D. 5
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THE CARD CATALOGUE.

Citaprenr L.

INTRODUCTORY.

1. Y HE Card Caulopue consists of a series of cards or stout slips of
] uniform size fled upright on their lower edpes in 3 senies
- of drawers or trays, and wseally held in position by a rod
ing throuph beles nesr their lower edges. The rod is usually
m’d or fized by some simple mechanicz] devidk, thus enguring the
safety of the catalogue and maintaining its original amangement, As
the cords can be nﬂan_gu:] in any order, and ndw cards to any nomber
inserted at any place, it will be seen that, like the, Sheal Catalogue, the
Card Catalogue hos powers of infinile expansion and adaptability. It
ean be made to grow with the hbrary and always be eonplete 1o date,
T library can be catnlogued in sections, and the ¢atalogue will always
be complete so far as it goos, and available to the public.  With any of
the non-mechameal methods of catalopuing, the work done has to wait
on the work remainidg th be done before it i3 of any public ush; bu
with a card catalopue this i3 not the caze, a5 ten cards can he made
gvailable as effectunlly as ten thousand, The form of the cand cata-
logue, being quite unlike anything in the shape of o book, is its greatest
drawback for puhlic use ; but this can be largely remedied by means of
efective notices and guides, and custom soon has s usual effect.

2, As the cards are handled only on their upper and side edges,
there is o wvery consideroble wear and tear on the material of the
fnished cotalogue, Once properly constructed, the catalogue may, for
all practical pur % De conssdered permanent.  And as new cards
are ctatinually bging inserted to keep pace with the additions to the
tibrary's, stock, the efects of the handling are rendered less apparent
thdn othersise would be the case.

3+ The earliest form of card eatalogue consisted of a mere alpha-
betical arrangement of handwritten cards, adopted as a temporusy
induxing expedient. It is obvious that in work bike indexing, where
the entries cogur in a haphazard manner bot have finally to be amanged
in stricily alphobetical order, each entry must be independens of the
rest 30 25 to allow any amount of reshuffling. The casiest and best
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solution is to write cach enlry on a separate slip.  Just as it is an
advamiage 1o have the entrics of an index on separate slips or cards, in
order to allow redreangement or expansian at any point, 3o it has been
found to be equally advontagecus to have the catalogue of a library
constructed on this principle.  This may be regarded as the genesis of
the eard catalopue. Naturally when the work of indexing extended
over several years the lemporary nature of a papor slip was an obstacle
I'o give it permanency the shp was pasted on a card; and later the
ship was soperseded Uy o card with wniting surface on which the entry
could be made direct. |

4. As far &5 5 known the first to make use of the card was the
Abbé Rosier, who in 1775 was engaged in cataloguing the publications
of the Paris Academy of Scicnce.® I his preface wo the “General
Index ™ he gives a description of this earhest of eard indeses. The
“ Index " was printed on one side of the paper only, the purposa being
e emter Ui pdditions an the blank pages so left.  The Alibé sugppested
that the additions be first indexed on cards, and when a sufficient
number had accumulated, that 1hey be alphabetised and writien on the
blank pages of the * Index. ®  The following is an actual entry.

Sl S

| TumEuR ADS. 1771’ I
hs. sur les femiewrs of enpergemens de Depiploon
par M. PorTal
p- 541. H.pst

The development of the card catalogue proper is more difficult to
trace. Mr. James 13, Brown, who has given the mattersome attention,
asserts that card catalogues were inuse atthe Dipliothéque du Roi (now the
!lihlimhbque National}, Paris, even before Rosier’s card “General Index.”

‘This, then, is the carliest record of its use as a library instrument.
It nams also in wse a1 Trinity College, Duoblin, in the opening years of
ihe nineteemb century.  For commercial indexing purposes the Thank
of Enpland adopted the card form in 1852, According to Mr. Cutter,
the library of the University of Rochester (U.S.)) adoepted a card
catalngue about 1845, 1t was afterwards abandoned, but later, about
1870, was re-iptroduced. Camalogue cards, it may be ewplained, are
placed in sequence in a drawer or tray. The higtory of the card
catalogue is chiefly the history of the means adopied to Leep the cards
in positien and 1o prevent their removal or misplagement by wilful or
careless persons, The two Ed'i.ﬂt-llﬂl systems introduced 1o ths epd and
almost identical in form, We refer to those of Stadering and Binnange.
Bonnange invented in 1866, and improved in 1874, a card in two parts
joined bya hinge. In the bottom half of the etrd is a farge slot through
which is passed o powerful endless serew worked with o key,  On this

*Hrosser, H. B, Theoslginof ihe card catalopue. L. 4. Record. v, 2, po 61
{Brown, J. D. Mechanbesl methods of duplaying cualogues.  Lebrarp,
V. Bop 52



serew iz an adjustable biock by means of which the cards are clamped
inta position, On the upper part of the card the entry is made, and the
bottom part forms a2 counterfoil on which the accession number and
other vital paruculars of the book may be entered. By this means,
il the upper part of the card is removed, the record of the book s
preserved by the counterfoil,

The Staderini card is similar in almost overy respect save that it s
secured in the drawer by a sliding block gened with a ratchet, Another
method of securing the cards in the drawer was invented at Broslau by
Dr. Carl Deriatzko in 1879, The feature of th's is a broad brass bar
pusain? over the top of the cards,  Two Nritish methods of this period
mist be noted. One was devised by Mr. Duntop, of the National
Library of Ireland. It comsisted ol an elongated slot down the centre
of the cards, throegh the top of which the rod was passed.  As an aid
in consulting the catalogue, it was possible to lift the card above the
oihers a3 far as the rod permitied —in other words, until the bottom
end of the slet eame in contact with the rod, The other method, devised
by Mr, Peter Cowell of Liverpool in 1879, did away with the ordinary
locking rod.  Instead, two fixed wires passing through holes at the
bottom corners of the cards were substiuted. By means of slits cut
from the holes to the sides of the cards, it was possible o remove of
replace the cards without any trouble.  More recent methoeds of
securing cards in drawers and teays are deseribod later.

5. Of late years Public Libraries have largely developed the use
of the card catalopue.  With the business instindl so characteristic of
their nation the Ametican libracians early recognised the possibilivies
of this form, and 10 them we are indebted for improvements in the
manufaciure of cards, for standard rulings, and many minor features in
catalopue cabinet making. ‘I'hey have also propoundued many elaborate
codes of card eatalopaing roles, as a glance at the bibliograply will
show, In lritain there has not been quite a5 rapid an advance m s
wse, but it is gradually making its way, More than one Kbrary now
find it meets afl requirements, and do not attempt to publish printed
calalopues.
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CARD CATALCGUE FITTINGS AND MECHANISM,.

6. T T cannot be urged 106 steengly that all the appurtcnances of the
: Curd Catalogue are of a special nature, and should only be
n?ur:h.:sed from firms specializing it their preduction.  As this
is troe of cards, 3o s it equally true of the card cabinet which s the
receptacie for their armnpement and display.  Such cabinets should
not be obtained from local or erdinary cahinet making firms, however
good, as many of the fittings are patents only suppiied by specialist
makers, andl local cabinets are almost certain to fail in one or two of
the essertials of a good cabinct ‘Ihese essentials may Le briefly
stated as compaciness, expanaibility, light running drawers of such
perfection of 0t that light and dust are absolutely excluded, and
exactness in height of cabinet and interior dimensions of drawers,

7. The shape of the cabinet will depond wpon space, but a
horizontal eahanet the upper dawer of which is mot above the line of
sight of the average man, and the Jower drawer of which may bt
reached without sinoping, is distinctly to be preferred to a wertical
pattern. Thus the top ELL-.wrr of the ideal cabinet will not be more
than feur feet #ix inehes high, and the lower urawers not lower than two
feet six inches from the ground.

8, Cabinets take a varicty of forms and are made of a varicty of
materials. ‘The mest recent form, and one 1o be commended because
of its fire-proof qualitics, s the steel cubinet which is now coming o
favenr. The only ohjection to it is jts exta weight : a cabinet which
is for puliic use should not have heavy drawers. The more generally
used cabinet i of wood (Fig. 1.).  Cheap cabinets of deal covered with
cloth may be obtasined, but we do not recommend them as they
deteriorate, and inferior malerials eventuate in infesior fitling and
consequent lack of light-and dust—excluding qualitie.. For this reason
cabinets of other cheap woods suchy a5 pine and deal should be v sided.
Real economy dictates that the cabinet should be of the hardest
pissible wood ; and those mude of mahnogany, cak of walput have
proved entirely satisfactory,  lut even in these the quality of the wood
should be ascertained and thoroughly seasoned materials should be
insisted upon, This is especially necessary in regard to oak, which is
only teo often worked into cabinets in an unseasoned state, and
and Raws appear in the wood as the drying process proceeds. To avoid
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such tesults, the card cabides, while it -should be placed ina grod
light, should be located oot of the direct rays of the sl

Fig. 1.—Ordinsry Hine 'l'rl'rh.hhlil.

0. The probable expansion of the collection the c;taiugue is 1o
index will dictate the initial siee of the cahinet, but a few factors may
be pseful, The capacity of the standard card catalogue drawer is Beo
mediumn grade cards,. approsimately, or roughly twelve drawers are
tequired for every 1o0o0 cards  An average of three cards may be
allocated 10 ench book.  With these Rctors it should not by difficult to
estimate the cabinet capacity required.

1o, This probability of expansion has been anticipated by the
manufzcturers. Cabinets of almost every variely may be bought on
the * unit* principle ; that is to say, one dmwer at a time, There are,
of course, complete cabinets of one druwer only, a3 there are cabinets
of two, three, or any number of drawers, but the unit principle provides
& means of adding drawers to the cabinet as required en the ame plan
os the vellknowe Globe-Wernicke bouk cases.  Base, top and comice
‘are ohtained in seperate pieces and the cabinet is complets (rom the
ouiset. Each drawer of the cabinet fits any other drawer, and the unit
is provided with heavy jmerlocking cleats and an invisible lever lock
which can be manipulated by pressure from the thumb, Tt is claimed
theat stech o cabinet is as rigid as the cabinet built in one piece.  This
s an important. point, 25 3 shaky cabinet is to be avoided. The
advantages of a unit system are several. The space laken up by a
large cabinet when the collection i3 small is economised, drawers may



be ndded with the growith of the cawfogue, and the cabinet may
auume 8 horizontal or vertical shape as desired, and w3l permic of
Various rearmngements,

11, The simplest eabinet is that built in one picce and Iane
enrmigh within it limits 1o admit of the probable expansion of the
cullection.  Such cabinets have been improved considerably of recent
years and are now admiralile picees of furnituse.  The outer frame of
the modern calinet o of oneinch material wurked down 1o three

warters of an inch, and the vertical divisions separmting the tiers are of
the same thickness, The back of ithe cabinet is wsually thickly
panciled. Cotices or other claborations are added to cabinets as
tase may dictate.  There are no borizontal shell divisions in the
calunet, These nre lwrmed by the faces of the drawers which are
fived into one anocther with great niccty,  “1lie drawers theosclves run
on two thin sirips of wood, and there 13 8 second strip of wood on the
right land side of the wall horigontal (o the ronnerstng, the purpose
of which s 1o prevent the drawer tiliing when being drawn out for use.
Some cabincts are fdinished with funners or cxtenston sides which
come out o8 the drawer i withdrawn soa form anuther support for it
li s olwiows that ooy sirain on e deawer shoubd be minimised os
mauch o podaible ji uufw b preserve its it into e calinet,

18, Sa niuch fur the general autling of the calanet ) it i desirable
to consider the details. Cabinets may be bought in which two or
three compartments side by side furm the unt af o drawer ; these have
the advamtag= of meking a cosspertus of a luger section of the
catulogue possible at a glance; but this is more than balanced by the
great weight of the dawers, We are therelore of opinion that there
should be obly one comparawnt in cach drawer, with o capaoty, as
indicat*d sbove, of approximately $oo medwn. grade cards,  “This
opinion is becoming general and 2l the Litest eabincts are upon this
pracape,

“ 13 The average catalogue draweris 16§ inchics lung and § inches
wile (inside measurcinents) ond it is necessary that the dimensions
should be exact, amd the wopd fnshed slnolutely smooth as ihe
slightest friction in the drawer will complicaie the wse of the cands.
The majority of drawers have sides about 7 inches in height or Do-
thirds of the beight of the canl.  This peermits the cards to project one
ircly in order to allow them to e manipulated fiom the sides—the
orilicdos methml.  To increase this faciliny sideless diawers havs been
designed, aod they have the added advantage of being lighter. The
average sidcless deawer (Fig. 2) is morely a flat picee of wood with
hotizontal suips of wood on each side to hold the crnds inlo position.
Where the catanet will e subavitted 1w much wie, the dawers with
sides may be chosen, alihough the sidvlcss drawer is quite satisfactory
for all average purpeiscs. A slit is made in the centre of the bottom of
the drawer Lo permnt the movement of the snaall sod which anchors the
back strut. It has also the doultaful advamage o permitting any dust
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which may have inadvertently entered the drawer to drop through into
the next drawer.  This dust question, however, with, o properly-fitted
cabinet is practically & negligibde matter. The buck strut is an angular

block which presents to the front of the drawer a face cut at an sngle of
filieen degrees as shown in the illustration (Fig, 3. Tt i held in
position usually by a rod ronning vertically through its centrs which
passes through the slit in the drawer and is bottomed Ly & picce of metal
which runs smuathly in & groave on the under part of thy slit. It is
made rigid in varions ways : a2 scew which bolis it tightly 1o the bottem
of the drawer, and 2 spring a1 either side of the block, are Iwo commaon
methods, The furmer is the better, as the spring held block can be
moved 100 easily by unauthorised persons and the springs rasely refain
their sirength, while the screw can be maoipulated only by 2 key
in the poxscssion of the staff.

[ ]
14 The cards are held in position in various ways. In Chapter I,
we stimweed that e cutstanding E:lure in the development of the card
uuhgr.- was the many devices desygned 1o hold the cards in place.
Wires, bars, etc., Mave now been generally displaced Ly & metal rod-

ugizaily brass- -renning through a punched hole in the bottom centre of
the vard  The device s wimple, but much ingenuity has been applied
to it, and the rod takes a number of forms.  The implest rod is round
and has 2 screw at the end winch fits into the face of the drawer. A
kn wat the end serves the double purpese of handle to (he drawer and
tum to the screw, & shown.  “'he objection (o tha form is that the rod
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can be withidrawn by unauthorised pen o, & sding of which some
mischicvously minded peaple are capabibe, and whicn might lead to dire

Fig. B, - Back Birut

resulte  One design minimises this danger by locking a screw through
the back strut on to the rod and so preventing ity withdrawal,  Several
rods are duplex or folding rods (Sce Fig. 2.), made to open ina horizontal

Fix. & -Funchisgn for warioes Lisds of rede.
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or vertically clongated slot in order to secure the cards, Lut may be
¢ msad very simply to permit of the withdrawal of the card lhI'ﬂIJEh! a
sl running frons the punched hole Lo the lsottom o the card,  The
a ompanying illustratson {Fig. 4.) gives the varlous forms of holes and
piote  Some care should be exercieed in the use of 1he two tast forms,
as the cards are hable to be fisccure.  Their conveniency s that thy
cards may be withdrawn without the withdrawal of the rod, o very
duvubtiul advntage.

15. Iirawers are fitted with automatic catches of varous kinds to
prevent their sudden withdrawal from the cabisdt, The commonest,
form is a linde metal lever fised on the left hand woll of the dinwer.

Fig. B. «Aulgmaile Tray Blop

J ks s thrast upwards by the projecting back of the drawer as it b pushed

iite the cabinet, and immoediately [alls into position to catch this

|H¢jmin back when the drawer & pulled vut (Fig. 5.) The lever may
lafted by the thumb to permit of the drwer being withdmwn,

16. Each drawer i fitted with a handle. A honeontal handle was
hmﬂl}' ‘much in 1se but the present day handle fosms :ﬂﬁﬂ of the
b b der which i fised o each drawer. “The labeiholder is the
vl brass slot inte which the dabel 3 dipped.  The bottom of the
tviider i extended cutward and dowpnward o form the handle, Figure s,

vmake: the shape clear,

17. In addition to the label-holders it is sometlimes desirable 1o
number the dmwers. Smuall drcular ivory @beis, counter sunk, are as
Er ¢ a method as any of secunng the result.
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iB.  We said there were no hosfesntal shell divisions in the most
modern cabinety busht in one piece. Although this is true so far as
cabiinets up to thiny dmwem are concerned, 1t is wsual in calines of
la capacily to have a sliding sheif in the centre which may be
;:urﬂd into the eahinet when not reguired, but which may be pulled
¢l to form e table 1o hold the drawers §t may be nocessary
io withdraw from the cabinct during consultation. A similar shell
or table space should be fitted to the bottom of every cabinet. In
general a rigid 1able or shell is betier for the latter purpose than one
that slides in and ouf of the cubinet, or one that folds downward. The
convenicnoe of this shell i known to all users of the card catalogue, as
it is cunstantly necessary to take the drawers out of the cabinet to make
lengthy cunsuliations or to inswrl of re-arrange cards.

1. The makers of calinets usually furnish them with a base,
Sometinses this e only a plinth raising the fst drawer mercly o few
inches from the ground. Bt the position of the cabinet presupposed
Lsy such an arrangement is puite unsuitable for library purposes, and o
secure the hieight reeommended in soction 7, catalegue bases at least
a Teet & inches from the grovnd are manulactured,  These wsually take
the furm of a burirontal counter, and the shell, recommended in the
preceding seetion; is mierely an extension of the top. The base
may be fted with aliclves to accommodate bovks which are aids to
wicrs of the catalogue, o we shall explain more fully later on (§102) ;
or, sumetimes, they are Gitted with cuplboands.
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CARDS: THEIK VARIETIES AND'COST.

26, HE sclection of cards fur cataloguing should be made with

miuch care, and when a particulor type 18 chosen it should

be adhered to; ofherwize the eatnlogue will becoms a
heterogencous collection of cards of varying rulings, thicknesses and
gires, and subject by their nature to varying conditions of wear, 1t is
of first imporiance that cards be all of one size and quality, ‘The main
facior to benoted in procuring such is that they approximate to winform
weight,  Absolute sceuracy in cand weight has oot yet been atiained,
but manufsciurces have advanced very near o . Miention should
b= paid no ghe writing surface, which shoold be of & metal-like smooths
neas and hardness, taking ink readily and permitting of ensures,
Another vital point is that the cards be * shear ® efit, not guitlotined or
cut with a die, 03 these methods produce cards which are not only out
of the sguare, but are Halde fo Burr gdges and tears, "hlnn:,r cand firms
declare that their cards ore cut singly, and 13 only by this rather
expensive process that the greatest amount of strength and accuracy s
gamed. “The imponance of accuracy in sice and thickncss cannot e
too strangly insisted wpon ; a merest fraction of an inch too much or
tua litlle should disqgualify a card, becaose & card slightly too lampgtis
apt 1o hide the eard follewing iy, and one too small is casily overlooked.
The mizing of different thioknewes renders the catalogue didfitull to
erfieult beeause one thick and one thon card are less easily separated
by the fingers than 1w of equal ticksess,

21, Cards are made of a varety of matenals. The cheapent
form and also the least duralle is the cariridge slip; in fact, i can
hardly be called = ecard; it is rather 3 strong paper cut to curd
dimensions.  For temporary catalogues, or for eatalopees subjocted to
little wse, it is excellent. On the other hand, its Besibility makes
it good materdal for the typewriter. It frequently has a some-
what* hairy,surface 1o which many take cxception. A much stronger
and more durable materil is the marilla card. This 18 Gbdy satisfactory
for use in libwarics which cannot go 10 much expense for their cata-
lpgues.  The objection 1o be wrged ngainst this card is also the want

the hard metaliic surface.  Some manills cards are, howewr,
remarkably smowth and frec from hairiness, and from a wearing (wing
of view they leave little to be desined. The cost of maniila cards is
about gs. ($1.10) per 1,000.
L5
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The best cand for :u:lﬂgu.'m% purposes is manulzciured rom
limen ragz. Manufctorers  wsually wmake them v theee aizes
snd of three qualities.  The size question should be setled st
The mmnﬂnying illustration (Fig. 6) exhibits the stondard sizes,
the largest being about g in. by 8 in. (12§ by 20 cm.), the second
aboot 4 o by & in. (19 by 15 om.), and the saiallest abour 3 in. by 5 in.
(74 by 12§ ena ). We may dispoac of the larg_lesl: siea immediziely, as
it is far voo large for ordinay cntaloguing purpesas; i%, in fact, a card
only used in commerce, The second size alsois mrely used in libraries,
as eeonomy of space and convenience in hendling cdnfine the catalaguer
o the smallest card companible with gnod work.  We may therefore
confine our attention to the standard card, g in. by 3 i, which iv the
card almes: coiversally adogted. A poine o be decded nest is whether
ruled cards shall be used, anil if 50, wlat form the ruling s 1o take,
From obscrvation of work done on ruled and woreled cands, we have
no hesitation in saying the cards should always be ruled.  The argu-
ment that for typownitten entries the rulings ore unnecossary is
ladlzcious ; absolutely uniform entries can best be ensured by unilormly
ruled cards, g, 6 illustrates the borzomal rulings that are common
to alt good manufacturers.  The horizomal rulings are § in. apart and
are crossed by tao vertical lines, sometimes in o diferent coloured ink,
the first § in, [rom the left edge of the card, the sccond § in. Cards
may he olained without these vertical rulings, Bot the relings will be
found advantageous i fixing the position ll:flllr. entries on the cand.
The three gualities of linen card differ in texture? the third quality
being & much coarser card than the first.  Each quality of crrd is made
in theee thicknesses, thin, medium and thick, and the prces ane from
ge. . (F1.32) to 155 ($3.060) per 10000 A card of the best quality
should Le chasen if possitsle, and for wealthier hbracies the thick base
c[:uI'n:,r card is undoubitedy (o be preforred ; but it 1nkes up more 1oom
than any other card, and this may be an objection to it.  For the
average libsary the best qualty mediom card will serve all purposes;
it is of convenient thickness, and may be obinined n sevesnl colours,

22, Coloured eards enter larpely imto the making of a modern
eard catalogue.  Hloe i3 sometimes chosen for biographical curds,
prange For bibliographical cunds, yellow for criticism cards, and s0 on.
The colours obtained will be governed by the plan of catalogue
adopied.

23 Inaddition to the catalogee cards, special puide cards ane
necessary.  These ane of the same shape as the catalogue cards but
have a mb projecting at the top on which the direction s written.
Guide cards should be of 2 Hrn‘rl.%l.r, thicker material than the ordinary
cards (the best puades are of lristol board), and should be of a
«Cistinctive colour
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FRINTED AMD} WRITTEN CARDS.

24 HE rules by which the entries inthe catalopue are (0 be made
are given at lenpth in chapters V. ef ., which should of
course be rend before any actual cataloguing practice i%

undertaken. Our immediate concern s the medivm through which

those entries arg made, There are three or four methods b use,

(). The printed card is undoubtedly the ideal. ‘The
Library of Congress prints on a standard size card (5 in. x 3in.),
entrics of all the books received by that hbrary, and these at a
miderate cost it distribuies to subscribing libraries. It would
be well il many Buropean librares subscribed to 50 excellent p
central distribating agency, or, better still, of they co-operated Lo

Flammarion, Camille ... Nicolag Camille, 1842~

Thunder and lightning, by Camille Flammarion. Tr.
by Walter Mostyn. . . Boston, Lattle, Brown, and Com-
pany, 19006.

3p L, 281 p, 1L froni  1oh*™,

ConTENTS.—The victims of lightning—Atmospheric electricity and
storm-clouds—The flash and the sound—Fireballs—The efects of fight-
ning: On mankind., On animals. On trees and plants. On inetals, ob-
jects, houses, ete.—Lightning conductors.—Pictures made by lightning,

1. Lightnmg. 1. Mostyn, Walter, tr.

: O 6-1 ;380
Library of Congress QCy66.Fs8

iFig.7, Liirary of Congress Printad Card {Main Entryl




establish a similar bureau in the old world, especially as the
Library of Congress cards are limited to the bubks which come
into the possession of the Amercan Nationnl Libirary and
necessanly exclude many works to be found in European
libraries. We pgive an example of the cands issued by th
Library of Congress showing the nature of the entry, imprint,
and other particulars,

Pinted cards are also issued by the Institut International de

Fiﬂiﬂguphin:. Brussels, «on similar cards; a spebimen entey (Fig. 8)
DEWSE S—

Institut International de Bibliographie. [OT (073} (=)]

1941, — Le Musée International de In Presse, seclion de
IInstitut International de Bibliographie  Notice-Catalogue,
Bruxelles, 1, me du Musée (0,16 = 0,24), 20 p. Prix: 1 frane.

{Publication de I'Institat, n® 108, 2° édition nuginentde.)

1. Programmo of Organisation ; 2 Collections, Troveux of Sorvices |
8. Mithedes pour Posgeniestion dos Colleclions; 4. Collaboration
des Callectivitée, ot des Dorticoliers su Masés ; 5. Hislogique —
Kolice sur les principaus fonds. — Liste des Dopateurs, — Lista
des Colipotions ot Collectiono:urs pressophilos.

O

Flg. B —Printad card of inslitul Internsiionsl de Bibliographie Broaash.

Several American livaries are also jsswing printed cards,  These
are, of course, primarily intended for the use of the. librares issuing
them, but they are slso generally available for dissribution to other
libraries, The examples in Figs. gr13 will serve o show the main
features of these cards.
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Robespierre, Maximilien Maris Inidoras de.

Morlay, John. 824
Critical miscellamies. London: Macmillan and Co., 1003-08,

dv. . 12°  {Eversley series.)

Contents ¢ v, 1. Robespeer-e. Carlyle.  Dyron.  Macaslay, Emerson,

v. & Vauwvenarpues. Turpor Condorcet.  Joseph Be Mastire,

vk On popular cultare,  The death of Mr, Mill.  Mr  MiilFs autobiography,
The hie of George Eliot.  on Pattson's memoars,  Harriet Mardoeau., W, R Greg ;
o sheich.  France in the eighteenth century,  The expansion of Englind,  Augusie

Comie.
. % 4. Machiavelli, Guirciardmi A new calendar of great men,  John Siuart
Bl ; an annversary.  Lecky ondemocracy. A Mistoncal romance.  Democraey and

reaction.

0 CEMTRAL CIRCU'LATION,

ETEL £ Tule 2 Sixteen subj. anal,

Oerober By UL

Fig. Bo—Printed Card af New York Publie LFirEry,

An, Abraham Jacoh wan der. Hef 488,27

Biographisch, anthelogisch, en eritisch weordenbrek van ned-
erlandsche dichters, als aanhargsel op P. G. W. Geysbeels
Woordenboek. Amsterdam, 1344-46.

3 vols,

O

1 Llt—Datch—FPortry. 2. Hetheslands, Baog. HCL 1.3

Fig, 10=Printed Card of Marvard Unveraily Library.
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Willkomm, Heinrich Moritz, 1871-.18qg5. : 581.946 Lzoo
" Dje Strand- und Steppengebicte der Iberischen Halbinsel dnd
deren Vegetation. Ein Beitrag zur physikalischen Geographie,
Geopnosie und Botanik, von Dr, Moritz Willkomm, ... . Nebst
einer geognostisch-betinischen Karte der Ealbinscl, einer Stein-
und einer Kupfertafel. Leipzig, I, Fleischer, 1h52.
x.[2], 278, 17 p inel tables. 1 cod fald, pl. ¢ fold. map, 1 fold. diag *24 cm

O

Fig. 11—Printed Card of Jokn Crevar Library, Shicage,

Dastra, Frank Albert, | 577 Day
Life and death; . by W, J. Greenstreet,  pguy,  Waler Scott_Pub. Coo

*“Prof. Dascre ... svolds speculption 1 be is coplémt S0 place befare dhe Feader facts
‘wnd ki iptcrpretation so fsr B M Bas Lees remdered amernainable by caproisent.
ﬂmu hi4 eonclushses are somewhal Eslofinie ; be decd gof proless px ofer a soluton

i5e midille of Lle, lLor he dresscosicwice planly Inw patent resrarch iy cenBring ke
permings 6f philsscihy wilbun carrowsr bounds.  Onp the oibee kainl b emdou 1 Mo
vasn hotes that sciemce will sventaslly Lo alle 1o cagliin the whale rnigma hile.™

Adhensuni, Fprr,

O

Fig. 12=Prinied Card of Carnegls Likrary, of Plilsbwerghd
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The printed cards of the Boston Public Library measure 54" 37,
and are therefo. e slightly larger than the general standard.  Since 18938,
however, the printed matter has been so arranged that the cards can be
cut down to standord size. '

M.125.81.
Carafa, Michcle Enrico Francesco Aloisic Vincenzo Paolo.
Le nezze di Lammermoor.  Dramma semi serio di L. Balochi . . .
Michele Carafa compositore della musica. Ridotto per [canto e]
piano-forte da V. Rifaot.
= Paris, Perriot. [1B2g?] (%), 364 pp. 34 cm.

[ This work must be consulted in the Brown Library on the Special Libraries Floor.

Tivia card was procied ai lhe loefon Prblic Library, Augesd 7}, 1970,
Hg8zz—Balochi, Luigi. (M2} — Carafy, Michele Lorico Francesoo
Algisio Vincenro Pavie. (M1} — Operas. (1) — Rifaut, Louis Victor Etienneg,
ed. (1) — [dorble main Card.

Fip, 13=Priatsd Qurd of Boaten Public Library,

{z). The mounted entry. This 14 an eccnomical and effective
miethod of making card entrics. I the library publishes a bulletn,
@ peniodical st of its adduions, the entries may be cut out and
mounted on the cards,

Wae have seen hybrid catalogues made up of mounted entries
from the bulletins of a dozen bibranies,  Thereds some ohyection
to this methed as the varying thacknesses of paper used for the
scveral buolletins make the entrics uneven and, as we have
already remarked, dificult 1o handle. Tt is desirable to confine
the entries to the bulletin of the library, #od, with o view (o the
card catabugue, special * pulls ™ of the bulletin should be taken
an thin but opague bank paper, printed or one side uf the paper
only. Soch pulls are very cheap. The entries are crt out and
mounted on the cards.. Such mounting vas a lendency 1o cause
the card to cockle and makes the top thicke: than the botiom, but
this may be counteracted by pasting a thin sbp of bank paper 22
the back of the card near the boltom ; or by making two of thres
dents with & Blunted point horizentally near the lower edge.

(3. It is 10 be sssumed, however, that the entries in the
average card catalopue will be in manuscript.  The typewnter is




%5

the simplest and most expeditions means of producing entries
which are legible, and special card-halding fttrapgs, and spaciag
whiels adjusted to the lines of the catalogue card, can be
attached 1o the best modern typewriters, ‘The objection to the
typewriter is the transitory natun: of the ink, which il exposed to
sunlight, or to any light for any lengih of time, deterinrates ard
fades, and thes in spate of the assurances of manufacturers of the
¥ iz5r ™ patere of the inks of their tydewrter ribbons or pads,
fut the redyping of the cards is probably more than balanced
by their legibility sod the rapidity of their production.

25, Ordinary handwriting and ordinary ink should not be uded in
# card catalogue, I it is necessary to produce entries by hand} they
should Be handeprinted, and a good engrossing or India ink is to be
preferred, on account of its brilliant blackness, to an ordinary writing
imk.  We recommend the following alphabets as suitable :—

AbCDEFGHIL
KELMNOPQRS
TUVWXY/Z

u%c&a%%ﬂLiﬁ:ﬂ

mnmqu/iﬁtuﬂ.r

Fig 14 —Hard Writlag.

OOf cours® more tire 1§ consumed in making the entries than would be
reqquired for ordinary writien ones, but the increased neatness and the
facnity with which tl.e entries mry be consulted make the extra trouble
well worth the whiie. Experience proves, (oo, that practice brings great
cxpedition in the making of hand-printed entries.  As, however, we do
not wish o be dogmatic upon this point, and it may be thought
that the sacrifice of time in making hand-printed entries s not
compensated by the increased legibility, we give also in cur example an
appruved hand-writing far entfies.
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MMW@C&W
rﬂnthw&a

Fig. 15 ~Mand Writisg.

This skyle of Handwriting can be
used throughout a Librarys Manu-
scripf Catalogue. In the examples
given here it is only used in writing
Catchwords and Headings.

Fig, 18.~Hand Printing. e fostuoie.
Heterogenous seripts are the bane of many card catalugues, and

uaifrrm handwriting is very desirable.

Thess examples of writlng mre taken from J. D). Stewart’s Sheaf ﬂﬂ'ﬂb‘ﬂrﬂf.
chap. iv., pp. 7-10, where their practice and “apphlestion are dwcussed, The
warding examples does nol apply 1o the present handbonk
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AUTHOR CARDS,

2. HE following series of rules and examples covers all the vhied
prallems in the preparation of author entry cards.  ‘They
are founded upon the Anglo-Amerian Cataloguing Rules,

and reference should e made to that code whenever any difficuliy

arises,

Bures ror AurHor Canns,

27, Enter all works under the names of their authors [when
known) whether individual ar corporane.

28, Authors’ names, used as headings, to be given in their full
vernacular form.

An exception to this rile should be made in the case of forenames
not used by authors | o —

Dickens, Charlas.
ot Dickens, Charles John Huffam.

IT thought desirable the full mame in these cases can be adde? in
brackeis ; ep.1—

Dickens, Charles (7.r., Charles Jolin Hufam Thckens).

3g. Compound swraamer.  Enter an author with & compound
surname under the firse part of the oame ; &4 t—

Baring-Gould, Sabina.
and make a reférence from the ather parct ; &7, 1=

Gould, Sabina Baring- see
Baring-Gould, Babina.

|Fig. 1T -Comp o Sur Halar ]




30, Prefizes, Surnames with prefixes are to be entered under the

part (ollowing *he prefix, except in—
ExcrisH, when they are to be entered under the prefix :—

De Quincey Da La Ruse
A' Becket Le Gallienne
FrEwcH, when the prefix consists of or contains an
artivie 1=-
Du Méril Mussat (—de)

La Rochefousauld{-ae) Artigues (-d')

Sraxisi AND ITanian, when the prefix consists simply
of an article :—

La Farina Torra (-della)
Lo Gatto Zara (—del)
Yinel (-da)

and in cases where the prefix and surname are written as

one word r—
Delagroix  Yonhausen — Lafuenta
11, Authors with same wawe, “To dutinguish persons of the same
name, add their birth and death dates, and, if necessary, their occupation
of profession § £.0 i—
Brown, John, 16g7-1732.
Brown, Johmn, 18z3-1485.
Brown, John, buccaneer.
Brown, John, libarian, .

33. MNodfemen, Enter noblemen under their family names, and
refer from their tithes —

Lubbock, John, rit Baren Avebury.

Avebury, John Lubbock, ri Barem,
Lubbock, John, rof Baren Avebury.

(Fig. 18, —~Moblaman : Maln Eatry, and Referance )
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Space wording on card as shown in Fig. 18.

Other examples : Bacon, Francis, Fieolnt 56 Albans,
Walpole, Horage, fourts Eardof Orford.

13 Mowarchs, Saimts, & Nonarchs, ruling princes, popes,
saints, and other persons known anly by their forenames to be entered
under forenames —

Richard 113, Aing of England.
Frangis, Seinf, of A
Pius 11, Fape.

Florencs, &f Weresicr,

34 Muarrizd [omen. Enter o married woman wnder her
maiden name, unbess she has consisently used her marricd name | &g —

Cartwright, Julia, nferwards Mes. Henry Ady.
but - Btows, Ar:. Harrlet Besoher.
Ward, Afrs. Humphrey.

ilm all enses make references from forms of name not sdopted as
headings.

*
35.  Pieadomyms, Enter authers under their real names, when
known, Blake references from pseudonyma.

Clamens, Samuel Langhorne {Mark Tieadn, preud.).
Trowein, Afark. prewd. see Glemens, Samuel I.ﬁﬂ,ﬁhnrnu-

If the author's real pame is unknown, make the entry under the
pseudonym, and add " prewd.” ;—

Johnaon, Pater, peewd

36. Phrases or dwitials as awihors' names.  Enter books of
unknown authorship, in which phrases, inttials, or astensks, elc. ke
the place of authors’' names, under their titles as anonymous,  Make
peferences or addsd entries under the phrases, ete.  In making
references or added entries under initals, entries must be made under
the first and last letter of each group of inibals,

Printing shop prac.ice; by the Father of the Chapel.

Dnoe wpen a time ; by 5 M. R.

Rowing and sailing; by the author of * Trawling and
Tronwless.”

Make the references and added entrics on the cards as shown
on next page i=—
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Father of the Chapel.
Printing shop pructice ; by the Father af the Chapel

8. M. R.
Onoa upen a time ; by 5. M. K,

R., 5. M.
Onoa cpon & time ; by 5, M. K.

“ Trawling and Trawlers.”

Rowing and sailing ; by the author of “ Trawling and trawlers.”

[(FRg. 18 —Refarsnces frem Phrases, inifinle, sto.)

37. Sefeigmeds, There aré a number of cases, chiefly a.nonp
artisis, where a nickname or sobrigquet is generally used instead of the
real name,  In such cases, enter under the sobsigues, and make &
reference from the real name.

Tintoreito, Jacopo Bobusti, raiied
Robusti, Jacopo. see Tintoretto.
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18. JSfeint Awthors.  When a book is written jointly by Lwo
authors, the main eniry 5 made under the name of 1he aothor first
mentionied on the title-page,

Dobson, William Hanry, ars Bmith, Jack.

Cetlon and the t=a industry.
(Fig 20 —Jaint Authgre . Main Ertry)
Make an added entry, or o reference, under the name of the second

author.  Whiclever of these forms 35 adopled should be used
consistently,

Smith, Jack, roisd auilor.
Dobson, William Henry, axd Smith, Jack.

Cuylon and ghe tea industry.

Bmith, Jack, four auiber, dre
Dobaon, William Henry, owd Smith, Jack.

(FIE. 21 —lolak suinors @ Added enley, and Aefarence )

3% When there are wore than two authors, enter the book ander
the name of the author first mentioned on the title-page, with the
addivicn of * amd orbers,™

Jackson, Walier, and efters.  P'ractical gardening ; by
Walier Tackson, Thomas Kirby, and Arthur Wilson.
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.&dggd cntries or references, as above, should be made for the other
AUINGTS.

Kirby, Thomas, joint awchor, ser Jaokson, Walter,
amd olhery.

40. Corporate awthorship, Official peblications issued by or
under the :usgpic:i of countnes, siaies, cilies, lowns, éte, are to e
entered under the name of the counuy or focality, Add names of
departmsunts as sub-headings ; and make references from the names of
officials writing or editing the publications.

United States. Library of Congress.
New Zealand. Depariment of Agrigulture
When a report is written by an awther not officially connected with a

corporate body, the entry should be made under his name as author,
wnd an added entry made under the name of the corporaie body.

41. Sustitwtions.  Institutions are 10 be entered under the names
of the places wherein they are situated, and references made (rom the
names of the institutions.

Manchester. Publio Library.
Liverpool. Chamber of Commarse.

But institutions with names beginning with a proper noun or adjective
are to be entered wnder that word, ond -eferences made from the
place names.

John Rylands Library, Manchester,
Bmithsonian Institution.

43. Soarties. Enter societies, associations, clubs, ete., under the
first word not an article of their names. Make references from any
other names by which they are known and (if necessary) from the

places wherein they have their hegdquarters.
Manchester Litarary and Philosophical Bociety.
Highland and Agrioultural Bociety of Scotland.

43 Commenfarfes, Enter a text with o running commentary
under the name of the author of the text, with an added entry under
the mame of the author of the commeniary,
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Paters, Charles Dawson.
Dhary. With a commentary by Foger Bridgeman.

Bridgeman, Hoger, «f.
Paters, Charies Dawson.
Dvary. Wilh a2 commentary by Roger Bridgeman.

{Fig. 27 —Comenantaries; Malm eniry, and Added amiry)

Main entries for Biblical commentaries should be made under the names
of Lthe commeniilors.

44 . Comcordances. Enter concordances under their compilers,
with ndded entries under the authors concordanced.

Bartley, James,

JI Complete concordance to the works of Albert Sinpleton.

Singleton, Albert.
Bartley, Jamas.
Complete concordance to the works of Albert Singleton.

[Fig 23 —Concordanies: Maln entry, and Added eniltry.)
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45 Supplemients and continpations, When & continuation or
supplement 15 in the form of an independent wark with separate tile-
page, whether in a separate volume or not, enter it under the name 2f
i3 own author, and make a reference or added-entry under the name
of the author of the original work.

Make card entries as in eamplesto 43 and 44.  Make
references as follows —

Young, Philip.
Contemporary poriraits. .. .
Continued by Perkins, John. Portraits of to-day.

[Fig. 24 —Conlimugtion &f Bupplentenl Aefarencs.)

wh, Murie, Enter musical works under the names of the
composers of the music, with added entrics onder the names of the
authors of lbrettos {if any), or editors or arrangers,

Elgar, 5r Edward.

Caractacus: a cantaa. Words by Henry A Acworth.

Aoworth, Henry A
Elgar, Bir Edward.

Caraciacus: a cantata.  Words by Henry A. Acworth.

{Fig. 28.- Muslc. Main Entry under Compeser; Asded Enley under Aulhor)
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_ 47. Editors, illustrators, ti. Whenever the impostance of
editorial or illesteative work demands it, added catrjes should be
mizde vnder editors”and illustrators’ names,

Rackham, Arthar.
Barrle, Jamoas M.

Peter Pan.  Tlustrated by Arthor Rackham.

(Fep. 30 —Added salry for Hlwslratar )

48, Amaliieal endeies F e anthors,  When thd work of an author
is contained in the same volume as the work of another auther, make
an added entry under the author not sdepted for the heading,

Wilson, John F.
Piper, Amos.
Football, Wilson, John F. Cricket and how o play it

(Fig. 27.—Author. mnakytical eniry.}

These added entries ean be made for any number of secondary authors
in a volume, The main entry for the volume is repeated on each card,
with the name for which the analytical entry is made added as above,
and the special part of the entry distinguished by underlining i red.

49. (General wwle for references,  Ln all cases where a choice has
10 be made from several forms of a nome or several names of an author,
make references from all the forms not adopted as the main heading.
When words are spelled in more than one way (g, Engury,
Inquiry ; Centralblait, Zeniralblaw), make references from the forms
ot adopied,
{iF]




Cuarrer VI

——

TITLE CARDS.

5o. “[~HE following rules and examples cover the preparation of
entries under titles of books for any form of eatalogue,
‘They are, of course, chicfly adapted for author-and-ntle or
dictionary catalogues 3 but they abso include the few necessary examples
of tiths entries mn classified catalogues

51, Main eniries under fitles @ Auwsiymons foods,  Anonymous
works of unknown authorshup are 10 be entered under the first word of
of the title not an article.

Handbook of Canterbury and its environs.

Flg. 78, —Mala Eptry under Trila,)

Other examples: The RAuthorand his public.

A Burvey of the British Tsles.

How to repair your motor-cycle.
When the authorship of an anorymous work is known, the entry is io
be made umler the author's name, and an added-eniry made under
the tithe as above.

s2. Main entries under titfes : Tnitinls, &, When the title-page

of 2 work ef unknown authorship is signed with initials or plrses,
the main entry is to be made under the title of the work, an added
entries made under the initials or phrases, as shown in paragraph 36

Hazell's Annual: a record of the menand movements of the
time, Edited by Hammond Hall.

(Fig. 99.—Main Eniry for Persodical)
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Hall, Hammond, «o.

Hazell's Annual: a record of the men and movements of the
time. Edited by Hammond Hall,?

\Fig 30.—Adaed Entry for Ediiar of Peclgdical )

53 Lerivdicals, Enter year-books, magazines, and similar peri-
odicals of which the editorsiip is temporary, under the first word not
an artivle of their thles. Make added eniries under the nomes of
editors, compilers, ete,

54 Meference enfrivs wuder Hifer. Tn alphabetica® catalozues make
seferences froin the titles of all works of fmaginative literature—fetion,
poetry, dmma, music, etc.—when there is a distinctive title ; and make
references from the tiles for any other works in general literature, the
titles of which either convey no idea of (ke subjert matter of the books
or are distinctive and likely to be remembured.

Micah Clarke.
Doyle, 5 Arthur Conan.

Secame anu Hhes,

Ruskin, John
For further particnlars see duthor Cond,

{Flg 31. =Raferencsa wnder Tilles
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In the following entrles, references as above should be made under
those words dirtinguished by ftalics.  The entries not so distinguished
are examples of the kinds af entries that do not require references.

A Pachefor’s establishiment.
Buok of billiards,

Stook of nonsense.

Feife: treatise on educatisn.
Manual of freemasonry.

The Afarguis of Lossie.
Aferme Vanna.

Pactical works.

Travels i Puru.

Tufer of all countries,

55 Mooks-swith wore fian ene fiffe. 10 2 book s known by more
than one titte, make referenoes under each form of title.

Arablan night=
Thousand-and cue nights.

L1 the case of music, particolaly operas, make rofironces ender the
titles in the various languages in which the title 5 commonly used.

The Magic Qute.
11 Flaute magico.
Diie LZauberflote,

56. In some cases it is necessary to make reforences under parts
of a utle not the first word, ‘These are principally cases where the title
is a“breviated i popular usage.

Thie Lifs and adventures of Nicholzs Nickleby,
Make refesence also from

Higholas Nickiehy,

57.  Anadyiical entries under fitles.  When more than one work of
an author are contained in one volume, make references from the title of
each work.

Porter, Amos. Hide and seek ; and, A Woman's way.

Hide and seek.
Porter, Amos. Hide and seck ; and, A Wor an's vay.
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Woman's way.
Porter, Amos. Hideard seck ; and, A Weman's way,

(Fig. 32 —Analytical Exiry undar T"ltllu.'r'|

5B When a number cf waks by varinus authors are contained in
one volome, title references (il necessary according 1o paragraph 54
should be made under the ttles of each work. [see also paragraph ;&.}

Storles of stage land ; told by various authors. 1914

CosTrsys.—Dehind the foothights, by Walter Black,
—1In the wings, by Mary Andrews- The Juvemle
lead, by Henry Epps Jackson—4d Farewell apgear-
ance, by Cynthia Wellinglon.—The Critie, by Michael
Morgan,—The Author of the play, by Harold Newton,

A Forewell appearance.

Wellington, Cynthis. Ju Btories of the stage, 191
I 93127

(Fig. 33 —Title Ynalytical,

gg. If thought de=irabile, refer noes can be made from the titles
of individual stonies, poems, etc., contaned in an author's works,

‘I he Lady of the lake. '
Boott, Sir Walter. In bis

Toetical works. 191§ p- 109-152.

{Elg 94 =Tithe Analytical)
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B Serder emiries. Added cotries are to be made under the names
of series only when the rames convey some definite iuformation abuout
the subject or treatment of the books contained in the series. Thz
arrangement of entries under the series heading to be chronologiral,
thus allowing for additions to be made as books are published. The
iﬂ:;:'idl.lil elassmark for each book to be given ot the left side of the
3

Garden handbnoks ; «d. by Peter Mills,
1220.500 Brighouse, John, Garden Furnituie. 1906,
E&E8 Kennedy, Arthur. Dahlins.- 1go6.
E&00 Lane, Mary. The Rose.  igo7.
Ei08 Bharp, Yineent, Bulbs. 1908,

(Fig. 38, —8eriea Enlry.)

Make added entries under the nanies of editors of seties.
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SUBJECT CARDS: CLASSIFIED.

G1. Afain swiveci-emivizs.  In a calalogue on cards, a subject-entry
is identical with a main entry under author; in which respect it aiffers
froms the customary subject-entry in book catalogues. It becomes o
subject-entry by being arramgoed according o 2 subject number or
name, instead of by an awthor's name  Thus lor all main entries, the
difference is one of arrangement and not of entry.

In the case of the lollowing entry :=—

E598 Banning, George.

A Preactical raanual on the cultore of stiawbernes. 1906,
IFlg. 36.—Main anlry, aulbor of aljecl, card )

il arranged under ¥ Banning ™ it is an ordinary main author entey ; if
arranged under  Egg8 " (the =1.|h_|r_L"l or class number for wawhi:rrmsj.,
or under the subject ** Strawberries,” it becomes o main subject entry.
As it stands, the entry shown above i3 an example of 2 maid subject
entry in 3 classified catalogue.

6. The success of a classified card canlogue depends largely
wpon the system of guides,  This chapiee, theselore, must be used in
conjunction with the chapter on ¥ Guides."

63,  Added eniries for subjects.  Many books deal with more than
one subjeet, and require added entries under the subjects nat selected
for the m.in entry. [t is by means of these added or analytical entrics
that a exrd or sheal catalopue ean be made to approach mare neasly 1o
a complete puide to the informatic n contained in a collection of books
than any other forn of catalogue.  The cost and difficulty of Luppt,l."mﬁ
these ndded cntries are small, while their usefulness is infinite. Specia
information eomained in, but not an integral pant of the main subject
of, & book ; information on special subjects contained in miscetlancous
bouks ; bibliographics (see §70) ; and all such items, should be indexed
by means of :I.sdfd or analytical subject entries,
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64. Obvious kinds of added entries are those for the secondary
subjects in such books as :—

Beth, John Jackson. A Treatise on elementary
heat and fght. 1072

The main subject entry will be under * Czo0™ (Heat). Make an added
entry under ¥ Lipht ® as foliows 1 —

Crog

C200  Beth, John Jackson,
A Treatise on clementary heat and light, 1902.

{Flg. BT.—hdded sntry under sscomdary subject )

The " Creo” (under which the card is to be arranged) should be written
in jralics in red ink above the actual class-mark of the book.

65. Miscellancous works, in which a number of subjects are
represented, should have added or analytical entries made for each of
the subjects.  For xample, in the case of the following book 1—

p0a2 Walters, Arihaor Les. Famous mountaing of the
world.  grd. ed.  rgen.

CosteENTS : The Maiterhorn—Vesuvius.—Mount
Everest, —Kangchinjungn, — Moun: llane,— Etna, —
elic.
analytical entries should be made under the class-numbers of the
individial moumaing, a3 follows —

garg
Doga Walters, Arthur Lea.

Famous mountains of the world. 3k ed.  1gur.

Coseents ! The Matterhorm—Vesuwins, —h ount
Everest.—ele,

Fig. 38 —&nalylical aublachenlry, clasified under Vesuviu.)
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The part of the contents for which the entry is made should be under-
lined as shown in the example, but in red in

66. Whether or not a book is to be catalopued analytically in this
way must be left to the discretion of the cataloguer. It would obviously
be unnecessary 1o make an analytical entry for the section en " Dogs ™
in a book on Zeology. Such cases are best dealt with by means of ©
subject references on the guides [these are described in the Chapter
on Guides], and it may be unnecessary to dublicate in a catalogue
indexing work already done in some easily accessible guide. But in all
cases where information on a special topic is contamed in o book not
abviously an inclusive one, make analytical entries as shown above.

9. When a number of scparate works by various suthors are
contained in one volume, the snalyticsl subject entries are 1o be made
as shown below [Fig. 19} :—

0006 SBharp, Arthur, «f. Some great Ewropean
battles ; Ly various authors. 1912

CosTENTS.—Waterloo, by Sidney Rlack.—Malpla-
quet, by Sebastian Websb,—EBlenheim, by Walser Eell.
—Tourcoing, by Emest I Gibbs.—Sevastopol, by
Caluly Waterson.

rarz Black, Sidney.
Waterloo, %
0006 Sharp, Arthur, «f Some grest Euvropean bauls;
by various awthors.' 1912, Pp. 1-54
8113 Waterson, Caleb,
Sevastopol. Sa
DD0d Bharp, Arthur, i Some great European battles;

by various authors. 1912, Pp. 18g-aq2

{Fig. 39.—Ansiyticsl subject antrisa.)




af 4

68. Biepraphical sebfect cards, Entries for biographies under
the names of pesons written about can be included in either an author
or a clussified catalogue. If the former course is adopted, the
catalogue ceases to be an * Author " one and becomes a ¥ Name™
catalopue. In the latter case the entries are arrnged in a spectal form
closs = Individual Biography," in alphabelical order under the names
of persons written about. “Uhe cotry on the card in either case should
be made as follows ~—

Pavvapio, AxDrEs, FErd-rgfo. falinn architecd,
XraL Hewton, James Alexander.
Patladeo : s Gife and works, s83qg, av. Sier, plans,

iFTg. 40.~Biogriph'cal suhjact card, for sithes slphabelienl or clanlfied caalagus )

If this card is included in an a'phabetical eatul gue, it is erranged
under ™ Palladio ®; if in a «lassified catalague, € 15 arranged first
under the class-mark for individual blography, *X.” and then
alphabetically under * Paliadio."

60. Biographical works often coniain  valeable information
regarding o particular subject.  The lives of painters contain
information about “painting ; those of astronomers arc informative
regarding astronomy, and sa with nrany other similar works JAn entry for
the work recor in Fig. 4o, would obvipesly be valwable under
* Architecture: ltalian." These classified biopraphucal subject references
should be entered as follows : —

B4848 PaLLADIO, AKDREA, 15181580,
Xrar fewton, James Alexendar,
Palladio: his life and works. 1880, av. i, gl

IFig 41, - Entronn for bicgraphine under laaan




15

Im this example * By83," wnder which the eard 15 aranged, is the
class-mark for the school of architecture to which Palladio belonps.

In b5 o good plan 1o wse a colowred card for these entries in order
tor distinguish them from the entries for ordinary books on the particalar
subject.  Lilue cards are suggested for these biographical added entries.

7o. Miblfography cerdi.  References to bibliographices of special
subjects can be made 10 form a waluable parof o subject catalogue.
Bibliographies in book form are entered under their subjects as a matter
of course.  Hut in most likraries such bibliograplies are comparatively
few, and leave the majority of topics unrepresented.  Practically every
topic, however, has its bibliographies, in the shape of lists of books or
even formal bibliographies, comained in general books on the subject,
and references should be made to these,  These references should be
done thoroughly, and all such fugitive bibliographics noted. Ewven a
single page list of bouks often supplies just the information required.
Make the entries fur bil:liographies as follows 1 —

Bibliggraphy
Faa1.1
Feai Haskett, Oliver.

A Manual o? the crustacea : including the entomestraca.
1000, Fliws,

Inlhogsaiihy, p'E. 3,

{Fig. 47 —Biblography card.)

This entry is nade for the above book in addition to the ordinary entry
ab " Fzg1"; 5o that under each subject the bibdiographical relerences
are collected in one place.  These biblogmaphy cards should be of a
distinctive colour—say salmon—in order to differamiate clearly between
these references and the ordinary entries, and also to facilitate the work
of persons looking fur bibliographical information.

a1, M fest pooks™ eards. In the cose of o subject where the
literature 18 extensive a card indicating a short reading list of the beat
books is a helpful guide. It provides an excellent method of comparative
annotation, leaving the cards for individual books to indicate the
features peculior te each book. As 2 rute the cards for individual boohs
are arranged in alphabetical order, $o that in the © Best books " card a
Lare reference to the authors’ names should be sufficient. g, 3315 an
“emample of & brief * best books " note.
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Hasl Bocks

G400.10 History of Music.

The Pest shord gercunts aré Naomann a0 Matthew,
Bath fffusirated. The evolutionary side is iraved in Honderson
and Parry. AMere detaiied on modern wusic is Hunt,  Advameed
and detaried fistorses are Rowbotham and rbe Oxford Arsiery.
For special phases see Groye's © Duonary ™ (Cyoo.z).

(Fig 43 - Baal bogks™ eard|

These ¥ best books™ cards ghould be arranged immediately afier the
guide card for the subject.

22, The swbject and i3 forms, The catalogue in order 10 be l:ugph.-!.&
should show cach subject from all points of view. The aim of the
cataloguer is to collect at each subject, references to all infarmation
bearing on the subject. It may not be porsible wo carry’out this ideal
complutely, but it is possible to do a great deal towards it. A suggested
arrangement for each subject in the catalogue is as follows :—

1. The Guide card.
z, " est books ™ card.

5. Ordinary lerature of the subject (treatises, tex-
Linoks, ere).

Dibliography (ser paragraph 7o),

Mapazine or periodical side (ree Fig. 44).
Fiction dealing with the subject (see Fig. 43).
Poetry dealing with the subject.

T Pictorial side.

Music connecigd with the subje:t.

Special subjects have other nsnects that should be
included.

e P e s

“T'he above is a suggested arrangement only, and can be varied according
to the compiler's design. 17 the library is classified according to Brown's
Swbeet Classiffeation, the order of these particulars will be settled by
4he caterorical tables of that scheme,
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8584.7 Perfodicals:—

The follosing eurrent perfodicnls dealing with cwoling are
drspdayed o fhe Reading Koowm -—

Cycling.
The Cyclist’s Gazetie.

|Fig. 44, ~Perlodigals card.)

Fictian

Hi3s.0471 Fiotfon dealing with Mountaincering i—
Canby, Pater. Love above the snow line,
Harris, Walter G. A Mountun mystery.
Knight, Richard., At the edge of the pines.

[Ere)

[Fig. 4% —Referance Lo Actlonal slde af a sublect.)
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SUBJECT CARDS: ALPHABETICAL.

71 W HIL.E the majorityof libraries possessing subject-catologueson
cards have adopled the systematically classified arrangement,
an impartant minority prefer the alpliabetical arrangement of

subjects. ‘The principal subject catalogue of the Library of Congress, for
example, is arranged alphabetically. (It should be noted, however, that
the Library ef Congress also has a curd * shelflist ® practically identical
with a systematically classified calnlegue) Once agsin the forms of
the entriss in this alphabetical subject catalogue asc the same as those
illustraed in previous chapiers for other kinds of caialogues. The
dilference is 1o be found in the headings according to which the entrics
are arranged, and the following examples are designed principally to
show the method of these headings.

4 The amangement-of a systematically classified catalogue is
defimtely settled by the tables and notation of the classification scheme
in use 5, but the arranging headings of an alphabetical subject catalopus
are influenced by personal opinions and particular circumstances.
Thus books dealing with lees are 1o be found only in one place in a
systematic catalogue, namely under the classilication number for that
subject , but in an alphabetical catalogue they may have to be “:E“
for under ™ Beeg" " I-l{'muptml." " Apicullure o some other
heading, according to the practice of the individual library. It is
necessary, therefore, in compiling an alphabetical subject catzlogue, to
have a setthad standard practice with regard to subject headings. If
greal care is not taken to assure finality and accuracy, subjects will be
distributed over their synonyms, “ blind * references will creep in, and
necessary references will be omitted.  Some librarians prefer 1o
compile theie own lists of subject headings, but for all ordinary

urposes this labour has been rendered unnecessary by the American
?.i’cnq' Association *List of subjrct headings for uwse in dictionary
catalops,” third edition, Chicage, 1911, . Thkis Jist extends to
about 4oo pages, and supplies a compreliensive, standard series ol
headings with all necessary references. By following this series o
headings—elterations to suit special requirements can be made casily—
& symmetrical and accurate catalogue can be compiled without any
unnecestary labour.
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15 Tl method of the sulfect headings summarized.  The aim of
the catalogue is to provide & key 1o the information comsained in the
collection of books eatalogued, therefore subijects should be entercd
uuder the popuolar words defining them most accurately. References
should be made from all synonyme not uwsed as main headings.
Subjects shoald be treated on the “small unt” flan: &g, books on
bees should be entered under * Brrs,” buaving only general books on
Ants, Bees and Wasps to be entered under * Hyygexoprera,” and sall
more reneral books to be entered under * Insects™  “T'hae references
under each sobject should link all these headings togsther.

Taking the subject ffrmengpfera as an example {(and including
the main heading * Insects * w shew the relaion of the more specific
to the mare genetal headings) the (oilowing are the headings under
which books would be entcred. * The nocessary linking-up references
undsr the headings are also given, (00 course in a catalogue, the
subjects 1o which references ore given under * Insects ™ would have
thiir special entnes and references; the headings given here are
confined to the Hrmemepiera),

Anta.
See alfie HYMENOPTERA.

Bees.
e adre HYMmExoPTERA. .

ExrosoLocy.  Ser Inescls,

Hymeanoptera
Jer afse ANTH ; Bres; Insecrs | Wases.

Ins=ots.

Sre afro ARTHROPOLA ; BRETLES ; CATERPILLARS ;
Cocoons ; Corour oF 1xsecis ; [irtera ; ExTo-
MOLOGISTS ; FERTILIZATION OF FLANTS ; HEMIFTERA;
Hymenorreks 3 InsecTicines;  LerinorTERa
NeUroPTERA } DRTHOPTERA j WINGs ; afle Kauks
OF PARTICULAM INSECTS,

Wasps
Lee alse HYuENOPTRRA,

76. Afain Enfries. The nanwe of the subject bekng the arranging
ward, this should be displayed prominently at the top of the card,as in
th® following examples i

E
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Sirawberries.

ES08  Banning, George.

A Vractical manual on the celivre of strawbermies. 1gof. S

Insects.

F300  Petersan, Arthur.
The Tnsect.  1g04. Sius dheg

[Fig =0 —Ma n arlrite ] a'phletica wihisct caka'apere ¢

79,  Subfect references, When a subject by krown by more than
ane duscription, make references from the headings not selecied 10 the
heading under which the entnes e collected.  ‘The latter of the above
examples requires a reference under * Entomology,” for example. These

should be made as lfaliows :—

Enromorocy, Sz Inseots.

{Fig, 47.~Ralerences undar sub,ecia)




At each subject heading there must be given references 1o related topics
and inclusive subjects (such as those shown collected at ** Insects ® in
paragraph 75).  ‘These can either be shown on a card preceding the
cards for book-cntries of (a better plan} on the guide card for the
sulject 25 described in Chapter IX, 1T the former method s adopted
the matter on the card should be arranged as follows :—

Insects.
Sed aise i
« Arthropoda Diptefa Insecticides
Neetles Entomulogists Lepidoptera
Caterpillars Fertilization of plants Mearoplera
Cocoons Hemiptera Orthoptera
Colour of insects Hymuenopiera Wings.

etfse names of particular insects, -

|Fig. 48 —Cross refarences umder main subiecl)

Lepidoptera. See alte 1NsECTS,
F380 Walters, Andrew. A General manual of the lepidoptera.
1907. 2v. ool dlls

{Fig. 6. —Crens reference wnler subsidiary inbject

18, Added enirfes, An emry lor the secondary subject of a book
{comgure paragraph 64) should be made as follows :—

Light.

G200  Beth, John Jacksow.

A Treatise on elementary heat and light. 1912,

{Fig. 50— ddded ariry under secandary subijedl.]
EZ
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The main entry for this book wiuld be under ¥ Heat.” In this added
entry under “li.ighn" the location mark for Heat (C2o0) refers the
book back to the principal subject.

79. Analytical entries under parts of & book (compare paragraph
6z} should be made as shown in Fig. 51, Here again, the loeaton
mark is sufficient 1o indicate the main entry and make the book
available.

Yesuvius.

Doaz Walters, Arthur Les.
Famous mountaing of the world.  3rd ed. 1010
Contznts s The Matterhorn,— Visuvius, — Mount

Everest.—ete,

[Fig. Bl.—Anabpibral pubect-sniey |

In the case of a number of works by separate authors being contained
in one volome [compare paragraph 67), the analytical sulpect entries
for each part should g: made as follows : — e

Waterloo, Battle of, 1815,

Black, Bidney.
Waterloo, £u
00068  Bharp, Arthur, e A Seme preat European  battles ;
by various authors. 1g1z. Pp. 154,

IFig. 82, ~Anaiylicai sutjecl-tniry.h

Po. Bisgraphical Swhject Cards, Eniries for biographies under
the names of persons woblen about should be made as itlustrated in

paragmaph 68,
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When a bicgraphy eontains a considerable amount of information
regarding a parlicolar subject (compare paragraph 6g), an entry should
be made under the subject :—

Architeoture—Italian.

XeaL Hewton, Jemes Alexnnder.

Falladio : his lif¢and works. 188g. 2 v alfer. plans,

{Fig. 83, —Eniriss for biographlss under claswes.)

Collected entries should also be made under the principal c¢lasses of
Liography, such as ** Archiweis," * Aniss,® Educators, Musicians,
Scientists, oic,

81. MHibiecraphy cords.  Referemces 1o bibliographies of a
special subject should be made in the same way as the ordinary entrics
for the books; but a distinctwely coboured card (salmon colour s
suggested) should be used, and these cards collecied at the, commence-
ment of the subjects {(compare paragraph ok

81. * Hesrdooks™ enrds. Select reading lisis of the best books
should be inserted wherever considered desirable. “These shouhd be
arranged on the cand as shown in Fig, 43, substituting an alphabetical
subjeet heading for the classified one.
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GUIDING,

B3 JSedexes.  The catalopue is rendercd effective Ly careful
indications to facilitate its use. The most obvious of these s the
Index to subjects, which is an nlnulu:-:t; necessary key 1o the subject
cataloguwe. It may assume a variety of forms. The most simple for
liliraries classified by the Decimal or Subject schemes are the printed
imdexes of these schemes which are placed where they can be consulted
in connection with the catalogue,  For large libearies these indexes are
perhaps satislactory 3 but for others an oljection may e in the fc
that the index containg many more sobjects than are represented in the
collection, and ws=less entries ore misteading and iriating. Te
obviate this some libraries make their own subject-indexes, printing
only those subjects which are actually to be found in the catalogus.
This method has the signal advantage of permitting a record of the
various classifcation decisions to be made.

4. Manuscript forms in general use are the shenl and eard
subject indexes.  The principle observed in constructing them is that
‘they shall saow the specific topic in relation to the subject of which it
is a division. Hence a work on Dattles may he a part of military
science or'of history, and, generally speaking, it 15 necessary 1o show to
nﬂhir:h of these containing %:ndings it belongs. The card would read
ihus

Battlas. History 0 005
Oeder of.  Taotios B 964

Biattles in 2pecial countries are clussed wnder the country.

h}
iFig. 5. <ladex Enlry.}

It will be nuticed that we have placed three index irems upon one card.
"Theoretically, cach of these should be upor a separate card ; but such
economies as the above not only reduce space ; they are clearer than
three cards would he.

B5. Twao ways of arranging the card subject-index are in vogue.
Usually it is contained in o separate calinet, or in separate drawers at
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the beginning (or end) of the card catalogue. A later method, not
much wsed m this country, but commen in America, is o insert the
subject-index cards in (s appropriate place in the general alphabet
of the name {or author}) cotalogue, When this s done the index
should be on a distinciive card, as follows

For books on ihls subject se¢ cards bn Subject Catalggue nismbered s below,
Battles. Higtory. 0 D08
Order of, Tactics. B 964

IFig. 8% —Bulsject Index Card Mo wsa in Mame Calalogus )

86 Cabiwet Guider.  The catalogue cabinet requires definite
guides. A large neat Jabel should appear on thi cabinet indicating
s functions in sometiing of this fshion ;

NAME CATALOGUE

1
IHN DHE ALPHAJET OF MAMES OF AUTHORS,
4
PERGONS WRITTEN ABOUT, AND SERIES.

and :

SUBJECT CATALOGUE

1IN HUMERICAL ORDER ©F GLASS TOPICS.
FOR ALPHABETIC KEY, SEE SUBJECT INDEX.

IFig, 36.—Cabkingt Guides )

Maturally, the u-m'di;:g of thr lase sentence would be altered v accord-
ance with the facts it the index were inseried in the name catalogue.

v 87, Dempeer Guides " The individual drawers are numbered in
many cases, as mentioned in seclion 17, but cach should certainly
bear upon it a label indieative of its contents.  This label is usually a
printed picce of cardboard slipped into the brass holder on the face of
drawer and protecied by a small piece of xylonite.
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B8, Card Guides. The guides used for dividing and displaying
the cards within the drawers are wsually cards ol stout bristol board
cut to the same size as the catalogue coards, but with a tab projecting
to about hall an inch above them. On this tab the indication is
wrliten, A modification of this is the main divesion guide of the
Institut International de Bibliographie (Fig. §7), which is merely a
eard 1 inch taller than the catalogue card proper with the indicat-on
printed in the left hand top corner.

4 PHILOLOGIE

4 Philologie.

4t Philologie comparge.
42 i anglaise.

43 - germanique.
44 - francaise.
45 o italienne.
46 b espagnole.
47 i latine.

45 i grecque.

409  Autres langues.

BEPERTOAL BBLOGRAPHQEE URNERSEL
prnLicaTion steie F, " 16 B

(Fig B7.—Maln dhvlifon pukds card of i Intarnational bnstifele of Bisbiography. b

Guides have been made of zing, and the indication has been wrillen
uEnn. them in platinic chloride applied with a gold or quill pen. The
objections made by ts osers to the zinc guide “vere, the greal wetglt
of & number of such guides in the drawers, the daling of the zine with
age and consequent loss of brightness in the ind ~ation, and the fact
that *“the fetterinz looks like Yhe writing on a pane of rlass with a
candle, thick and heavy.,” This . objection b as been met by pasting
tinted paper on the tabs, writing the letiers on the paper, and covering
with o varnish to preserve.  The reason for the use of zinc rather tha *
Lristol board is the laldliy of the pude cards to wear. Careless
users are apt 1o finger the tabs, which get bent or become dirty and
defaced.  Ifa plain bristol hoard guide 1 used, it is desirable to redece
the height of the tabs as much a5 ossibie in crdor 10 present ta the
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degradations of carcless fingers the smallest projection compatible with
clearness of guiding. The average guide card has a b an §inch
above the surrounding crds ; this can be cut down o fihs inch
without any apprecizble foss. . The most recent treatment of the b i
to cover it with a thin but rigid case of e=lluloid, which defies dirt and
ardinary wear. Many other forms of giides ekist. such as enamelled
sieel tabs whiclh may be fitted to any card and thus convert it inlo a
puide eard; or, as metal clips, which fit on to the top ol a card und have
above them a meal slot into which o plece of card bearing ihe letters
may he shpped. "These latter methods, however, are maore congenial
to business card indexes than to card catalogues, and are only
mentioncd here.

8g. The tabs of guides are made in various lengths which are
usually termed singles (when the tab occupivs the whols length of the
card), halves [when eccopying hall), thirds, fourths, filths, and so on.

go. (uides are made in several colours, the more common being
buff, pink and salmon. It is desirable 10 make distingtions in thy
catalogoe both by the size and colour of the guide cards.

gt.  Various schenes for goading the author eutalogue have been
devised, A common method s 1o use fourths and to place them in
rne pesition=the centre aof the drawer—at mathematically determined
intervals throughout the catalogue.  This s the simplest form af
puiding and scareely admits of eeror. Where the catalogoe 15 2 name
catalogee (containing authors, poesons written aliout, and reries, in one
alphatier) the problem is mare comples. 11 s been found satisfactory to
use feurths for displaying the names ; and singles for serics—as a much
farger 1ab i3 required for the name of o series than for that of a person,
‘The guide for serbes may be blue ; that Tor awhors and biographies,
bul.  “The four positions of the fourths are brought into use and are
reprated  seriatim throughout the catilogues as  under, ' reading
upwards t—

| oauew |
; o DoaweRw [
.- Ao |
- [BouT |

iFig. LB =Fourth Quides In arder.}

so that the whale sequence is visible Mrom the front af the dr.‘n:m' and
“no guide is hidden by the guide in front of i, Tt is @ mest point how
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far a name or alphabetical card catalogue should be guided, and it s
quite true thot the average card catalogue is insufficierily guidrd.
Some librarians redommend a guide for every author, but this would
mean that about twenty-five per cent. of the catalogue would be of
puides, and a corresponding amount of space would be sacrificed. A
gside for every Lwenty-five cards seemus lo us 1 rensanalle and thorough
system 1o work upon,  OF course individual authors having mipee than
twenty-five: works 10 their credit would not be broken up by gusdes,
unless they are volummous encupgh o make a special pusdmg
desirable.  (Sec par graph 93.)

g2, In guiding the subject catalogue the problem is rather
different, Here it would ssem that really efficient guiding demands a
guide for every distinct topic; a rule which does not peccssanly mean
one for every ninute section of a subdivision,  Our scheme woaild in
the outling show the rclanve order and subordination of main class
divivion and scction by the sizes of the puides.  That 1s to sy, a single
would be used for mamn clisses of the classification, a half for
divisions, & third for sub-divisions, a fourth for sections, and $0 on.
The position of the guides is another point of sonie consCcguence.
Opinions differ upon the matter, but the wwual plan is 10 puide
the drawer from ket to right.  ‘The main blue poides occupy the
whole breadth of the drawer.  The firss divisions are halves placed at
the 1eft side of the drawer, the'subdivisions thirds, placed in the second
}msitl'cln and therefore stightly to the right of the halves, the swctions
purihs in the fourth position. This is an owdhne scheme merely, and
may be modified according to individual preference.  In some cata-
lofgﬂ the guides are cenfined to thirds, fourths, and fifihs, and minule
subdivisions are marked by the special * tab.card,” which isan ordinary
eatalogue card with a tiny b o millimetre in length projecting above
them, and just large enough to take the one or twa figurcs of e
subdivision. In thise catalogues the main classes and poncipal sub-
divisions are thirds, and the lesser divistons in desconding sizes.

g3. Guides should bear a synopsis of the subject mattcr covered
by the.heading they indicate. This we can best illustrate by the
outlines of 8 fiew simple guides

The ** single * guide is wsually of a different colour from the othes
guides, and is used for serfes in the name catalogue :

HEROES ©OF 71HE NAJIONS

|Fig, 50 —Berles Ouldel
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The Author Geide isa " fourth ™

ADDISON L

iFig, &0 —&uthor Owida

These are, in general, sufficient for the name catidogue.  Voluminous
auihors, in lurge libearics, require special treatmient, a3 their woeks, and
the works nbout them often fopm a special collection which must be
arranged  systematieally. A collecnon of Shakespeariana may  be
arranged aceording 1o the scheme suggested by Alr. B K. Dent™ and
guided as follows, A “hall ™ guide serves for the containing guide :

— SHAKESPEARE '

Avranged az follows 1 —

Biography
His Works
The Stage
Graphic lllustrations of Bhakespears
Shakespearean Musio
tFig. Bi.= E:iﬂt for Volusimows Autsor.

Each of the prinripal divisions named on the containing guide 'may be
guided by a * third,” ez,

_f BIOGRAPHY !

EHAKESPEARE.

Arrauped as follows .—

Ceneral bographics

Personaliz, parentape and peneale gy

Shakespeare i London

Shakespeare’s ber Suratford life
1 o,
{Fig. 62.=Dhhisn of Voluminous Auther.)

*Brown's Subjrcl Clussifonlien, Iniro., par. 47-
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This again may be guided by "“seconds,” 2. ¢
BrHEmaL Ny

BIOOAAFPHIER

SHAKESPEARE.

Arranged as follosws, —
General Biogiaphiss
Briel Hiographics in books
Original Doruments
Adlusion books to 1700,
{Fig. B3 BubeDiviien of Vulumiaous Authee )

The process may be continued as far as the extent of the colleztion
digtares.

g4 The idesl in guiding the subjrct catalogue s to show the
subordination of topees.  The main class guides are usually singles, the
main deivissons halves, and the sub-diwvisions are ousdes of n descending
order of sizes, The following ilustration (Fig. 64), ahhoogh not
realising this ideal, gives o clear idea of the amangement and appearance
of a system of subpeet guides,

Fig. 84.=Esampbeq of Bublect Ouiding.)




Coarten X,

SICaLE ]

MISCELLANEOUS SUGGESTIONS, WITH A NKOTE ON
THE FUTUREOF THE CARD CAVYALOGUE:

g5. Ney te Added Enivies an Main Eniry Card. The number of
cards used in cawloguing a bpok varics according to the requircments
of exch case. In some cases one or two cards may suffice ; while in
others the cards used may lave 10 be counted wn dozens. Tt is
imporiant, therefore, to be able to trace all the cards for a particular
bouk without undue search, 17 a book is withdrawn from circulation,
it is necessary to’ withdraw the cards representing it in the catalogue ;
and oiless some record of the cards 15 available, 1t s quite easy to miss
some of the more obscure refirenees and analytical entries.

The best place 1o keep this record i5 on the back of the wain esiry
card. It will be noted that, in the examples of printed cards given
in Chapter 1V, this key to added enirivs sometimes appoars on the
feont of the card, but 1his is for convenience in printing. [t is better 1o
keep all extranesus matier,away from the actual entey.  In Figs 65and
G the backs of the main swthor entry and main ‘Il.]{:lj':l:l eyrds for the
following entry are illustrated, showing the key tothe various added
entries which are distributed through the catalogue.

1
0008 Bharp, Arthur, «d Some greal European batthes;
by various authors. 1912,
Coxt s s —Waterlon, by Sidney Black.—Malplaqueer,
by Sebastian Webb.—Rlenheim, by Walter Bell. —Tourcoing,
by Ernest I'. Gibbs.—Sevastopol, by Caleb Waterson,

Diack. —Webb, —Lell,—Gibls'—Waterson.

{Fig. G5.—Key bt Added Entred [main Avihor Entry card, ]

Tz —Raog—5q77. 90— R 2o8—<51 1~ ooo.20.

{Fig. 88.=Kay to Added Entrien [maln Subjeci-Entry card.])
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The laner Figure shows the key for a classibed subject catalogue. In
the case of an alphabetical subject catalogue the key would be:
Battles. —Waterloo—Malplanoer. —Hlenheim.—~Toareaing.—Sevamapal,

ob.  Uwion Catalagpue Marks.” Al catalopues should be ** union

ratalopgues. That is to say, if a library sysiem cunsists of three libraries,
the catalogue should represent all three,  This makes it necessary lo
employ some mark on the catalogue card to shew in which library the
particular book is contaned.  The initial letters of the libraries” nanies
are frequently used far this purpose. Thus “C" may represent * Central
Library®; “8° “South Dranch™; “W,” " West Branch™; "R/
“ Refererce Library,” eic.  ‘Then if a book is contained in the Central
Lending Library, in the Reference Library, and in the West Lranch
the entry would be marked as follows -—

Y 600 Hopklnson, Paul. A History of the rise and growth of
the British Empire. 1909, Jifes, maps. CRW

gy. Use of Coloured Cards; As has been noled in provious

paragraphs, coloured cards may serve a uselul purposc in distinguishing
certain special classes of literature, mowe particularly in the subject
catalogue.  When the various kinds of entries are grouped ot a special
subject, they still remain in their independent sequences, and coloured
cards for the different kinds of entrics are of preat utility.  The use of
coloured cards, however, should be confined 10 cenain classes of added
entries,  All main entries should be on white cards. The chiel cases
where coloured cards should be wsed are as follows :(—

Hiopraphical added entries under subjects {blue eards).

Bibliographical references (orange cards).

“ llest Rooks " cards and criticism cards {yellow cards).
Guide cards are vsually coloured (bull is the communest variety). The
only difference that need be made between the colours of guides is to
have main class guides in some other distinctive hus (light blue is

good).

g8, Abitracted Cords. 1t occasionally becomes  necessary
temporarily to remove from a catalogue the cards for a particular boek,
or author, or subject. When this is done, a temporary eard should be
inserted in their plave =—

THESE CARDS HAVE BEEM REMOVED TEMPORARILY rOR STAFF USE, BUT

THEY CAN BE SEEM ON APPLICATION.

iFig. 87.==Absracted Cards molice card.)

~
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The name of the author or subject can be pencilled en the blank
tal of tlus eard.

ag.  Arecdion Numbers, It I8 frequently of use to have a handy
relerenee 10 the accession numbers of books, and the backs of the
catalogue cards shuuld be psed for this purpose?  These will be Eu:mr%
useful in many ways, and they also serve to indicate the number o

copies of a particutar work, .

100,  Suble Lie gf the Cird Calnlogue, salthough the owd
caualogue is quite casy to us, there is no doubt that 1w many
persons it i mechanically unfamiliar,  Even when i3 usye 38
understood, it is sometimes advisable 1o help readers 10 get the full
bencfit feom it It must be rechembercd that a card catalogue is wsually
considerably fuller and more detailed than o printgd pape cotalogue.
I the front of cach drawer, therefore, it is advisable 1o place an
w Explanation  card, seiting out as brielly as possibie the schenie of
arrangement knd the scope of the contents.  As the first card i 2
drawer is not always the mest obvious, some may prefer 1o have this
“ Explanation " on a distinctively coloared card (with a full length taky)
placed soveral inches from ibe front.  ‘The matter of this explanatary
note will of course vary according to the scope and method of the
catalogue.

101, Leszons in the Use of the Card Catalogue , Bricl explanations
of the eard calalogee can be given verbally to readers as and when
considered necessary ; and so far as adult readers are concerned, this
will b sufficient, For children, however, sumething more systematic
it desicable.  Brief and simple lessons to classes of schoot children on
vhe use of the library, including the catalogue, should be arranged.
I'hese lessans can ofien be airanged 10 1ake place during school hours,
as cducational suthorities are disposed to regard them gs heing
legitimately part of 3 taching coupse. ‘The leisons—as repgards the
eatalopue —should take the form of simple verbal explanations of the
contents, arrangement, and use, followed by easy EAETCISES TEOuiring
each boy or gicl to find what Looks the library possesses on a pariicular
subjuet, by a cerain author, of & certain titde, and so forth, The schogl
children of te-day are the adult readers of to-morrow, S0 Do librarian
nevd begrudge the tivie and trouble spent on work of this character.

102, Guides for Uters of Card Catwlogucs.  In paragraph 19 we
mentioned that the bases or stands for card catalogue cabinels are
frequently made ir, the form of a souall book-case for the pur;i'laesn of
halding various books which are aids 1o the usurs of the catalogbes.
i'here are a namber of books, giving detailed information abou special
kinds of literature or about litetature in gencral, that supply useful
information supplementary 1o that contained in an ordinary catalogue.
Copies of the mare useful of such books should be shelved in the card
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catalogue base, or adjacent to the catalogue, in order that readers may
find them hundy for reference.  “The following is a briel suggestive list
of the more impoitant of these aids :—

GExERAL GUIDES

A. L. A. Catnlog, 1004 ; and Supplement, 1g9o4-1911,

Fortescue's "Snlfhjuci ine 7% of the modern works sdded to the Library
of the British Museum, " [All the vols)

Kroeper's * Guide to . . . reference books.”

Nelson's ¥ Handard books.™  In propress,

Pittshwrgh : Camegie Library. Classificd catalogue. (3 serias)

Bonnenschein’s * Best books.™  New edition.

AMaLyTical QEKERAL GUIDES

A. L. A, Guide to general literature,

Anneal library indes.

Poole's * Index to periodical literature.” (Al the vols.) or the
abridged editien in one velunie,

Readers' guide to periodical literature,

SpEciAL GUIDES

Adams's " Manual of historical literature,”

Itaker's ® Guide to the best fiction.”  ** History in fiction,"
Duckley & Williams's * Guide to Dritish historfcal hetion.”
Mayor's * Guide to the choice of classical books.”

Kield's " Guide to the best histgrical novels and tales.”
Stwrpes & Krehbicls “ Annotated bibhiography of fine art.”

Thure are numerous other guides and aids, and this list can be
decreased slightly or increased largely according to local demand,

103. JThe Futwre of the Card Cafalogue. "The catalogoe on cands
has already established itsclf as the cotalogue of the foture.  T'wo very
imporiant considerations have operated tonards this end.  The first of
these is that all central and co-opemative cataloguing demands the card
as fts mechanical unit; the second®is that only the card enables
librarians to receive the maximum benefit from inter-library exclianges
of catalogue work, A referenke bock to chapier 1V, will give some
idea of the extent 1o which central cataloguing has aiready influrnced
this depariment of library work.  Given an cfficienr central catlopuing
cffice, printing cards that can be used in any standard card cataloga.
it is obvipus that the local library will substitute these inexpensive
entries for a greater part of the work of its own comparatively costly local
orpanization. And when different libraries have calalogued various
classes of literature by means of cards, it is equally obvious that an
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exchange of the products of their work resalis in a great saving of time
and moncy.  Although these changes in the calaloguing organization
of libracies are of recent growth, cverything points to ther rapid
extension and eventual supremacy. In the meantime, the United
Kingdom wams n central catalogeing bureau established on the
lines ol the catalogue depargments of the Librar of Congress and the,
Institut International de Bibliographie.  One step towards the desired
end would be for publishers to issue printed gards with each of theis
books, as is done by the Institat.  I0ois duesiralle that this
co-nperative cataloguing work shoubd have is Toundation on a standard
tyne of entry, and the Adglo-American Catalogmng Code, on which
the rules in this manual are based, is an important move in de right
direction.  “Ihe diferences between this code and the practice of other
eoantries are chiefly an points of detail, ond a5 soon as these dilferences
have been reconciled the way will be clear for larpe extensions of
international co-operative cataloguing,



CHarTER X,

THE VSE OF CARDS IN BOOK SELECTION
AND OHDERING.

184, HE muechanical or routine side of book selection and of book

! prdering, as distinguished from their theoretical side, can best

be dealt with by the employment of enrds, or slips of standard

eard size. All the arguments already cited in support of the card unit in

cataloguing apply with equal force in the present instance.  The card,

it may be taken, is the most desirable unit for all save pérmansnt records

in numerical or chronological order. In the routine of selecting and

ordering books, the wse of eards or slips saves time and wark and
leaves the lis1s or records always in a finished state,

1of. Lirarfn's sugpertions—The large majority of the books
added to any libsary are bought on the suggestion of the librarian and
his staff. A penerl method of obtaining information regarding new
baoks 15 to examine carefully the various literary reviews and magazines.
The Athenenn, Timer Literary Suppiement, Literary World, Saturday
Kewiere, and other gencral reviews are all used for this purpose ;
magnzines such as Nafwre and similar reviews of special beanches of
science and art must also be examined if the selection of baoks is 10
approach efficiency. Most Imponant of all, 2 complete list of all the
books published cach week must pass through the librarian's hands
and for this list the Publiskers’ Cirovdar is the best  “I'he reason for
this is obvious: no review or magarine reviews more than a fraction of
the books published, and it is doubiful whether the fraction that is
reviewed can be considered the cream of the lierary output.  In ather
words, a maparine reviews the books sent to .t for that purpose, and
ignores. the. remainder. - Very few of the important technical treatises
ever find their way inte the wevicw columns of lierary ragazines, for
example, The conclusion paturally is that the librarian must depend
primarily upon a complete list of the books published weekly, and
must mark this list according to his knowledge of books and acthors,
and according to the puidance of the reviews in authordiative periodia ‘s,
Any librarian depending solely upon the recognized lierary niagazines
must produce an ill-balanced selection of books.  (We have purposely
refrained from attempting to estimate the critical value of ¥ reviews. ™
as that belongs rather 1o the theoretical side of 1he subject.)
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tof. The libracian, then, marks this list weekly, and it is then
handed over to an assistant for the purpose of having the marked entries
written on slips or cards. These slips must be of a uniform size, one
of the standard sizes (5% 3" 18 the hest) for proference, as this emables
stock sizes in filing cabinets or other apparatus jo be wsed.  This #lip
should eontain the authos's name, title of the book, publisher's namep
price, the source of information and the date of publication, A brief
reference 1o an important review of the book (¥ such review is not the
“gource of information”} will often materially help to decide the final
selection,

The following (Fig. 68) is a sample slip :—

FERKINS [Willinm)
Tue MACE OF LECTURES 1N EDRUCATION,
Archer & Co. 75, 6d. nel,

L gnd, June, wgorn
Kew. Ak, Bih, July

c M g W

b T L | A

(Fig. B —Bugpestion Biip or Card]

The betters G, "N, &c., at the foot of the slip necd only be used
when the library has branches. It enables the libradan when making
his final selection to tick the letter representing the library, or libearies,
in which the book is to placed. The accession number can ule be
writien under the library letter, and the slip preserved for permanent
reference.

107. In some libraries the plan is adopted of making senior
members of the stall responsible for the seggestions in particolar classes
of literature, This is an excellent plan in ;I%Tr: larger libraries, as no one
man can give close anJd equal attention to all branches of knowledge at
oTice,

168,  Readers' sugpestions.—In addition 1w the list of books
selected for purchase by the librwian and his staff, a number of
suggestions are rectived from owside sources—usually from readers.
Fou such suppestions it is advisable to have a special form o card of
the same size as the other slips. An example of an cfective form is
shown in Fig. 6q.

Al suggestions should be wrilten on one or other of the slips or
forms Figs. 68 and 6g.
: F2



68
Borough of Blanktown Public Libraries.

1 bieg to suprest that the following work be added to the

Libraries :—
Awthar
7,/ S
LPillinker and Prive
Nomz af Fropaser .,
Address
Lare
(Fig. 80 =Reader's Bugzestion Form,)
] Slipa for books rejecied by Comminee,
REJEGTED
. : Efijss it Loukis 0o e Lesght scenndliass!
SECONDHAND
o .
AAOTAG v Sl for Dok sadered Lol net supphied,

FOREION & DUT OF TOWN

OVERDUE

Slgra o bdakin dan curdcr,

“OROERED

nol yit ordered

_PASSED BY COMMITTEE

Slips foe the qurrem bt befeore the Commnuice

] Shipga o baahs hlls-n] by e CommmEbee, but

BODKS FOR COMMITTEE

whieh ibe hilwacian akct B bnal dacbiel o

Sligs from varlous masked B e, Tam
e b belose 1he Commicies,

SUGGESTIONS

Fig, 10.—Diagram showlag Hling of Buggesiton Gilps )




g

vog. Filvug rhe slipi.—For the purpose of fling and handling
these slips during their various stages, it is necessary 1o use a filing box
or cabinel. ‘These are so well known and in such ordinary wse that it
i5 unnecessary {0 describe them.  The slips should be arranged in this
file behind guides showing the particular stage of progress to which
they have amrived, The plan or diagram {Fig. fa), (reading from the,
bottom up) explains the method of arcangement.

All the suggestion slips, from whatever source, are filed in the first
place hehind the guide marked Swgrestions, From this main list, the
librarian makes his periodical one for the commintez,

vio.  Cowmmittee fisf.—This consists of o final selection of books
which he lays before the commiliee or the book-selection sub-
committee for their approval, o'T'he ﬂiglﬁ- for this commitiee list, unil
the list is approved, are filed behind the puide marked Heods for
Comaittee. When the list leaves the hands of the cdmmitees, most of
the slips will be placed behind the guide Frased by Committes, and a few
may have to be transferred 1o bebind the guide marked Keferted,

T method of submitting the list 1o the commitlee varia a good
deal, some librarians simply bringing forward the bundle of slips, while
oiliers have o prepare typenritten or duplicated lists for cach member
af the eommities, “Thee question of method is wsually serdled by the
commithes,

111, Ordertg—Afer the list has been passed by the commines,
the libzarian marks the ships to indicate 1the destination or nHlocation of
each book, that is, whether it shatl be added to the centgal libeary or 10
a particular branch. OFf course, W the cases of librarigs withowt
Lrgnches this would be unnecessary ; but semetimies the slips may be
marked 1o shiow whether 1ho books are (o be placed i the reference or
lending department. It is largely o question of order-books,  Where
there s one geneml arder-book o -order meibod, the goeestion of
reference or lending stock can be left until afterwards. When e book
is ordered, the date of ardering should be stamped on some fixed place
o the shp.

112, The librarian (semotimies this is done by the conmutied) cin
alsa decide that ceriain books should be held over for a while unl
they can be purchased second-hand,  “The shps tor such books should
be transforred 1o bebind the Savondfewd paide,

113 After the.e preliminarics have been done, the st as
represcnted by the romaining slips is written ar typed on order sheets,
The form of these ordur-sherls does not matter very greatly so long as
the list is clear and gives the bookseller the necessary information. It
gl suld give the awthor (surname is sufficient), brief tite, pullister ond

[ [=EH
£ Afier this order-sheet is completed and sent 1o the bookseller, the
slips rgﬂ;ﬂcﬂ.h:d by it are stamped with the date of ordering and are
placed behind the guide marked Ordered.
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114 Cheching receipd of books, S9r.—When the  books on a
particular order have been sepglied, the slip for each book shoald he
taken fram behind the Ordered guide and checked against the book-
seller’s invoice. It can then be placed inside the volume and used s an
accession slip; in some cases it s ahcerwards wsed 1o form a card or
slip accessions 1egistess, taking the place of the numerical book-repisters
generally wsed.

II{5. Afer this has been done for each Look supplied, there may
be a few slips renuempg behind the Ordered guide.  These will
represent books that nave been ordered but not supplied, and should
ke taken out, after a reasonable time, and placed behind the guide
marked Operdwe. 11 the bouks are overdue for dny special reason,
such as ** Hinding," *o.p.,” eic, the slips should be placed behind the
special guides in the Qperdive section.  'This keeps an automatie check
upan the booksater,

When these processes have been completed, the books are ready
te be accessioned.



Ciariee NIL

THE CARD ACCESSIONS REGISTER.

1Lt T present it iv the almost invariable practice to kecp the
register of accessions in ludger form,  “The convenience of
il practice is she portability of the book ; and there is a
linguring superstition that itsis a mote enduring record 1han can be
||mu"| by any other means. Recently, however, the loose leaf
edger is coming into favour 3 and forms which bavk been found satis-
factory for sueh imporant works as Welson's Saoedefedic and the
same publisher's Mamderd foods shoubl eetrainly Le suitable for the
record of the stock of a brary.  Experience has shown that the rigid
accossions tegister has undoulited disadvamiages after it has been in
vse For a few years.  hs order i3 the stinple sequence of Accessin
numbers (rom one to infmty ; and it must naturally hapoen in course
of time that the earlier entries in the ledper represent books that are no
Tonger in the libmoes becowse worn out, lost or withdrawn,  As the
value of the accessions register begally and practically is determined by
its accuracy asa staremest of the actually existing stock. it boeoomes
fpcessary o make many erasures, and o allocae the numbors vacated
by withdrawn books to later accessions,  This involves woting pew
vilries above the oll opes; and 12 35 obvioes that a fee years make
the register o pathetic nmss of crasures amd additions and finaily
involve the considerable work of rewnting the whale ledger,  The
loose leal ledper permits of secvional re-writing, and the use of the card
accessions regster obviates o aliogether. '

117 It is possibic 1o make the supgestions card, discribed in our
last chapter, serve the purpose of the accessbons register as well,
Usually a cartridge ship s wsedd for sugmestions, bat if it is disired to
pse the samuo card in this dual manner, a mofe permanent cird s
required, ‘Ihe process s mesely to fike and index the card in the
manner described  below.  As, however, the sugecstions card is
submitted mo many processes, passes through many hands, and contains
a varicty of records concerning the character and puschase of a baok,
but wnnecessary in the nccessions  fegister, it is usually thought
advizable to vse a separate card fom the ACCESSIONS Feghsler.

118, The in‘ormation to be piven by the register may be
i bukated s i—

' Accession number,
Classification numbet,
Authiog,
Tk,
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Size,

Binding,

Condition.

13tz

Mace of Publication,
Pulbslisher:

Pattished Price,
Tate af Purchase,
Venoorn.

Prchased price.

and the appearance of the card is as shown (Fig. y1). t—

30343 B2%.87 Pat 1.

Pater, Walter.

‘I'he Renabgance : Studies in art and pociry.

gin. flo. New. torz Macmillan, .1:0 n

Juwe 15/i. Haunkingen, pd.

1Fig. Tl.—iccesgbona Card.)

11g. The relative values of these items should determine the order
of the register, The wsual order is that of accession, cach new Look
as received taking the next number vacant in the simple numerical
sequence, This ensures an approximately chronological order of
accession, and a doubtful chirenalogical erder of publication. Tt also
presents a rapid snd facile method ol tuening up the eatry of any book
of which the accession number js konwn, “These are commou uses ol
the register, but it is pussible, by slightly mnre compilex but still staple
adjustments, to give the register 3 more sysLEmaLlic wrther, and to secure
the benefits of a numerical arrangement as well-

170, A second order s alphabetical by the name of the auther,
and this order has some vogue. 1o this case the name of the author

{in full or in abbreviated form) eccepics the top befi-hand corner of
the card :—
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Pater 82487 Pat 1/303%3

Patee, WaLien.
The Renaissance, s,

Fig- T2.—Accembons Qard v Alptabethcal Riginder.)

and the classiheation and accessions number are carrdied to the right
band top corner.  In short, whatever be the order of arrangenent, the
arranging symbol should occupy the top left hand corner; and, henee,
in the classified accessions regitier, the card would be as follows : —

B2% Pa. 30343

PaTRR, WALTER
I'he Bennissance, &c.

WPl TI.=Azzarmbaqa Card in Claweified Aagisler.}

1z1. Either the alphabutical form, or the classified form just hinted
at, presonts possibdlities which are not 1o be gained frum the numerscal
form : insomuch that the accessions tesister and ihe alphabetical or
the classified catalopue mdy (with limilations as 1o added entries,
cross-references, eie ) be one and the sme. The main aljection,
however, is that as the register &5 the legal record of stock on which
claims for insurance and in other connesions mast be made, &t is not
desirable to subjeet it o the wiar and vear of public use or 1o possitalities
of damage from firc or from other sources of defect.  But, apart from
the sdvansages named, the classifivd form has much 1o commend it,
as it always shows the balance of the stock, the cost of that balince,
e clracteristic specialities of publishing hetses, and much other
information invalunble in the work of addition.

123, Should eisher of these twe forms be adopted, s nomerical key
15 essential t aml this furms the slight complexity 1o which we hive
felerred.  Each bouk mwost have aa individualising nsber composed
of the classiication number and on alphabening number—the Cutler,
Jast, Mernil, Stewart or some similar number will serve—in onder that
the full symbol shall represent one book only, Uhis number must be
written on the cards as above (Figs. 71-73)  In front of the card
accogsions register m number of Yindex " cards ane necessary.  These
cards may be divided into columns shiawing a nuiienical serquence —
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0-50
i Cg War i3 16 10
P Gyyr62 iy 7 w
3 Fig. Ha.3 |ig 8 i
4 ele. 16 1g 17 |
: z i
; g it o
& ] oo
g | 12 -
; 0 | 33 *: ot
21 | 34 U :
9 tza : 15 A7 !
t L
e 13 10 i i
" T4 37 . e |
] 23 18 50 i

{FIg. Td.—Nwmerical Key i6 Alphabeticsl and Classifiad Regiter)

123 The nombering would be continued on the back of the eard
5o that each card representa ong humlosd tems of stock,  When a new
card 1% added o the necesstons register in its ulphabtical or elassifid
sequunce, the individualising number of the book it represents s written
of the index card at the numerical place, By this smple expedient it
is possible to refer nmedintely from the occession number [0 the
scquence in which the full aceession entry is to be found.

tz4 OF course in the example given (Fip. 74) the individuatising
number is in classified order. An alphabetical accessions register
would be arranged by an alphabetting number, such as those we have
named throughout, and the classificiion number would pot affect the
EEOENCE.

125, Some librardans achieve the results of the induex by keeping
the numerical key in book form, bt this has no special advamages 1o
rc:irhmnwnd it beyond those recognieed as acereing to book form as
BT
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CARD INVENTORIES OF SIORES SUPPLIES, Erc.

176, HE wpkeep of the stock of s1ationery, supplies, stores, and
fitiings of all kinds, s fcihtated by ‘the provision of an
inventory on cards, This card inventory can be made to

serve three uselul porposes: (1) to provide an index 1o toe storage

place of cach item ; (2) to furnish a ready means of ascertaming the

coit of any item ; and {3), 1o make the re-ordering of most things o

simple matter of copyng.

127, The diagram on next page, of 2 slip vsed for these purposes
shiows the methed of indesing |Fig. 750

As will be seen from the example given, the method of indexing the
stores of supjics 15 alphabetical.  The * Description * ling is for such
particulars a5 differentiate various kinds of the same article, such as
Paper: Drawing —VFoeolscap, plain—Foolscap, ruled —Foolscap, squared,
eic.  The vanous columns supply information as to date of ordering,
quantity, number of order, name of vendor, and price.  When, these.
fore, the stock of any supply is genting low, it is only necessary to tum
up the article in the inventory, and ] information Tor re-ordering is
at gnce available.  In many cases, as has been noted, *he sincplest
process is to Wwm op the last order and simply copy this for the new
supply. “This rapid reference to previoos anders is particularly usclul
in the ordering of anichs which require a detailed speafication.

128, The mothod of wsing the * location ™ and * sample " lines
will vary aceoeding to the usage of different libraries, but the following
plan is simple and cfzctive,  All sworage cuphoards, shelves, cic,
should be numbered in one progressive sequence. I necessary, cach
of the various departments and rooms may be given a letter to facilitate
the finding of a panticular shelf.  After each supply has been assigned
o fioed place inone of these numbered storage places, the numbers
of the localities are carried on 1o the iuventory cards, thus forming a
rapid key to the fiding of any special ftem.  The “sample” note
only applies 1o cases where samples of the artiches have to accompany
the orders . For Jonvemencs, such samples should be kept together
and indescd 23 shown above

t2g. ‘This- invontory s not confined 1o stativnery and  the
o dinary supgplies, but shoubd apply to everythiog ardered, including all
kinds of furniure and fnings, repairs, and even such items as window-
cleaning and similar work.  If I.EE‘; is done, it is possible to nbiain ar
amee exact informution regarding any article that has been sepplied, or
any work that has been done,
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Envelopes.
Descrirmioy  Fagh,

Location £ g7.

I kive, sradle arins,

Saurie A ry.

Date. Quantity. Order. Vandar, —Il Prica.
‘op, fune 21 2,000 FO0 Furtridye & 8, ! o
‘og, Nev. ¢ 2,000 gy " | g
‘ro, May 17 2,000 1214 Carlton & Co. F &

: i
@ ;
| |
(Fig, T, —Bimras Invenioiy Card |
Date | Guantity. | Order. | Vandar, 1 Price.
—
| |
| i
. | F

|
!

'r

e m—p |

iFig. 18 —Gtores Imwenlory Card. bath )
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THE PERIODICALS CHECE.

1jo. T I is necessary 10 keep an adeguate cherk upon the regularity
of the supply of the numerous periodical pablications

coming into o library. This check s required for the
supervision of the socounts, and (more impertant) for the EE AR P e
of thiz side of the Hlrany's wirk ina proper stae of punctuality and
efficiency.  “The periodicals list ol any library is continually hemg ahered
by the addition of new pullirations and the suttmciion of publications
gither defunct or no longer desired.  This cominual alicration renders
adjustability in the library's record of perfodicals a3 necessary as in
the catalogue of books, and this adjustability is best secored by the
wsir of cnreds. By wsing cards i the following menner, the immediate
detection of any overdue pericdicals Becomes automatic, and ar the
same Timke o complete record of all ems recerved 13 at once available,
131, ‘Ihe follewing card (Fig. 77) is so aeranged as 1o be avail-
able for the checking of daily, weckly, monthly and other penodicals.

Erleary Morld Period ‘of 1ssue M
Due 15th Price 7(- [urann. Sourge, | Smith
Disposition Filud Yol. begins July Index issued Jul¥

L
| Jar  Fels o Mar IA-pelI. Saf. | June. + Jaly | sid | Bege, l [+77] | Mo Dhec

| [

——
=
=

FL =

3= fyag

tFig. TT.=Perigdicals Chech Card.)
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In the cose of 2 dadly newspaper, for example, the ssues are marked
off a3 reccived in the fallgwing manner.

W8 | Jam. | Peb, | Mar.

m ill

mow

]
= &

iFig. TH.—Cheching of & Daily.}
1t will be noted that in marking off & * daily,” the eolumns are used
downwards, each colemn representing & month, and the crisses or
check-marks indicating by their position the days of each woek.

132. For soeedly periodicals, the columns are used across the
card, and the wecks are marked off in each monthly squase in the
following manner (the example taken is a periodical published every
Wednesdayt :—

Jan. | Feh |:'I.|.H'.4!ﬁi\'l|-'| May. | e

\Fig. T =Checking of & Weakiy,]

133 For Mfemthly perivdicals, the columns are again used across
the card, and as cach square represents 8 month, the marking is sintple r—

| Jan. ] Febe L}r::'. ﬂ.h:ll.] lay. oI

!
wa K|:~:|H|K
|

|
e | 1

|Flg. 8o —Cheeking of & Monthiy.)
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134. Periodicals issued at other intervals, or irregularly, can
casily be marked off as reccived by modifying one of the abuove
markings to suit the individual cases. A ferfwizhely issue, for
instance, would be shown by two (and occasionally thres) crosses in
gach square; o guarterly wouold be marked indts four nppropriale
manthly sguares.

135. The following card (Fig. 81) shows a more detailed
tabulation of information. . The checking squac.s—and the tithe of the
periodical—occupy the other side (the front) " the card, and are
gimilar o those dlostrated in Fig. 37, The additional information
given by this form is of use chicfly in the checking of accounts.

136. The ahsence of a check mark at any special date mdicates
the non-receipt of that issue of the periodieal. In cases wherea
particular issue of a periodical is not received at all, B is better to show
this on the card by means of a special mark (say a circle in red ink]),
fur a definite mark is better than an indieation by omission,

Sourte
Pur. or pres. — Taken Diisp. V. begins —
Toxdex Extra nos, =
Double nos-. e Lacation o
: \ Remarks
Price. per mo.
per qr. i
per yr. '
Extra nos,
Total pr yr. |

|_Fit_"i|..-.-\n|rl'dl.|,-.-l; Chack ! aliarastive reling.]

37. The fling of the penodicals check cards is of great
importance, lor it s the arrangement of the guides that renders possible
t":e antomatic check on overdues, ete. Iy means of guides indicating
the * Daily,” * Woekly,” * Monthly” periodicals, etc, and sub-
divisicnal guides to indicate the days of the week and the dates ol the
month, each day's checking becomes an almost mechanical process,
In Fig. 82 a plan of the amangement of the guides and cards is shown,
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138, In checking off the periodicals supplied on {for example)
Thursday, the gth, the following process would be completed :—

Qi Mol

132

\
33 =3 i
|
|5

€ asdn Far Moarkdics

1-7

MONTHLY

LFERDUE

FATHRDdF

FRIDAT

THURBDAT {= Cards for Weekbay

WEORERDAF

TERDAT

MEF0AT

WEEKLY

aFromE 1 = Catds for Dades

il Ly

{Fig, Bl.—=Arrangemenl of Perlodicals Cheth, rasding upmard.}
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First all the cards behind the * Daily ® guide would be checked, and
the cards for any items not supplied would be placed behind the
“ overdue " guide and dealt with at once.  Then the cards behind the
“Thursday ” guide of the * Weckly " division would be treated in
similar fashion. Finally the cards in the “B-lds."" section of the
“ Monthly ® division would be run through rapidly and any due oa
the gth either checked off or removed 1o the * overdues.”

c + 139- By using the cards in this manner, . ny irregularity in the
supply of perindicals reveals itscll automatically,’ thos enabling the
assistant-in-charge 1o deal with it promptly and effectively. 1t will he
noted. that the “ Monthly® division is subdivided into four parts only
instead of thiny-one. These four date sub-divisions are quite close
enough for practical efficiency under ordinary eircumstances, particolarly
as many monthly periodicals vary slighty from monthto menth in their
dotex of fssuc. 1M, however, a very large number of monthly
periodicals are conmained in one list, 35 desitable to bave & sub-
divisional guide for each date of the month, and 1o treat the cards in
the same way os that described (§ 138) for the Dailies.

145 In some libraries a separate recoed is kept, in book lomm,
of all periodicals not supplicd, with notes of the amounts o be
deducted from Tthe periodicals accoumts, ‘This is in addition to the
card check; and may be kept in any book rubed with cash columns.



APPENDIX,

A SELECT BIR'.GOGRAPHY OF CARD CATALOGUING,

HE following is a brief selection of the more important autharities
T on the history and practice of cataloguing on cards.  For
further information, reference should be made 1o Cannons's
" Bibliography of Library Economy," where a complete list of the
articles in the Faplish languape dealing with the subject that have
appeared in the professional press to 1gog will be found.  For loreign
literatare reference should he made to Horeschansky's “ Bibliographie
des bibliotheks und Buchwesens® (Leipeig), annually since 1gog. The
indexes of the varous periodicals will also disciose numerous other
referpnces,

Aurnican Lingary AssociaTion and THe Lisgary AssociaTion,
Catalopuing rules: author and title enirjes, Compiled by
commitiees of the AJLA. and 1-A, 1god,  xiL4-BB p.

Awpnews, C. W, Irinted card catalogues.  Second Intermational
Conference, 1897 : rz6-128,  (Discussion, 242-3).

Bownamce, F. Mouveau sysiéme de catalogue ou moyen de cares.
Paris. 1B66. ! :

= Projet d'un cataloguoe universel des productions intellec-

tuwelles oire sur les moyens & employer pour dresser
rapidement des catalogues, ete.  Paris, 16874,

Bosrwick, A. E. Cand eatalogs for blind readers.  Lib. Journal,
jot 475 IGOS.

Broww, ). 1%, The Card Catalogue. Jfm &3 Library Classification
and Cataloguing, p. 182-200. 1972, Y
— = Card Catalogues. Jfw A&ix Manval of Libmary Economy,

znd edition, 1907, p. 353
-“ﬁ-_“ Mechanical methods of displaying catalopues,  Library,
T 45
Carp CaTaroocues. - Libearp Notes, 11 33. 1886
Cestrat Carp CataLocui®c,  Lib, Jourpal, 18: gel, 18g3.
Crawronp, E. Cawloging: sugpestions for the small I"ublic Librrry.

Chica 1gof.
Chiefly card cataloguing.
Dewky, M. Alphabeting catalogue cards. Lib. Journal, 5: 176,
138e.
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Dewev, M. Library school card catalopue rules. New York, 18yz.

—— —— Condensed rales for a card eatnlogue.  Library Notes,

; Vit sBES

—— ——— Prinied catalopue card. fom a central  bureaw,
Library (N.5.), 2: 130, 5oL

Duwioe, H. W. . Ona few invention which renders slip-catalogues
available for public reference, Lib. Journal, z: 182, 1878,

Dy Rigy, W, M. Card catalopue of the Leicsen University.  Lib.
Journal, 1o: 206 (Discussion 3ig). 1885,

EvoLuTion oF THE Carb SvsTeM.  Library Notes, 2: 29. 1887,

Hitcuier, Teresa. Cataloging for small libraries.  Bostaz.  tgos.

Chisfly card cataloguing.a

Jowes, E- L. Making of a card eaalogue.  Public Libraries. g: 109
1904,

Liwnerreey, K. A, Eclectic card catalog rules: author and title
entries.  Based on Deiatzke’s * Instruction ® compared with the

rules of the Brtish Muoseum, Cutter, Dewey, Perkins and other
authoritizs, Boston, 18ge.

Maw, T. E Card catalogue as a substitute for the printed catalogue.
Lih, World, 2 : 63.  18gq,

Poore, W. F. Card catnlogue. U5 Report, 18767 496
PrisTED CaTatos Carps? symposiuvm, Lih. Journal, 36: 543 1911

PrinteDd CaTaLogUe Cards of THE Liemakv oF Cosoress. Lib
Journal, 38 {Conference No.): 18s, 101, 1923

Prosser, R. B. Origin of the card catalogue, Lib, Assoc. Record,
2 bg1. 1990,

Rawev, M. L. The Multigraph and the Flexotype in cata'oguing
work., Lib. Journal, 36: 629. 1g11.

Staperiny, A.  Brevi cenni sopra due sistemi di schedario per
cataloghi. Rome 18ga.

Stearns, Miss, L. E, ed. The card cmalogue. Ju fer Lssentials o
library administration, p. 58:04. 1003- :

Erzvz;'s, H. Photo-bibliography. First Internat. Conference, p. 7o
1877- »

Usiten StaTEs. Libwawy oF Cowcress.  The Publications of the
Card Section of thy Catalopg Disston.

Wairorn, C. A. New peneral catalogue of English literature, First
¢ Internat. Conference, 1877: 101-163.  Form of cord propeosed by
My, Wallord, 187

Wanpett, C.  The Typewriter for card catalogues  Lib Jourai,
* 271 268 1g0a,
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