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1.0 INTRODUCTION TO THE SERIES

This document is part of a series owf Technical Reports con Technical Services
by the FAUL Central Systems Group. The purpose of this series is to des-
cribe procedures used in technical services operations in the five library

systems.

These reports should serve to aid administrators and systems people in
member |ibraries, as well as the FAUL Central staff, to view internal
operations of each library in comparison with those of other FAUL libraries.
Such a comparison should disclose some areas of commonality whereby
cooperative activities can be strengthened and ceveloped. Presumably,

areas where cooperative development is, for the moment, impossible will

also be discovered. |in either case preliminary supporting data will be

produced as a result of this effort.

in the  long run, the character-of the FAUL organiza?ion'wiWI gradually be

defined. Whether it will become a service bureau, a super library, a

‘tibrary's library, a staff of specialists, or a political lobby, are

some of the possible characteristics which may become dominant. Indeed,
it might be revealed that priorities within the organization should he

re-~appraised because problems are identified and solved in other more

‘effective contexts.

1.1 FAUL Central Systems Group

The people who comprised the team that conducfed this study were Ron Miller,
project leader, Frederick Balfour, Bernard Bayer, and John Welte. With the
exception of Mr. Miller, these men were assigned to the study by the Technical
Information Dissemination Bureau at SUNY-Buffalo. {n 'the case of the SUNY-
Buffalo study the local! member of the team was Dr. Alexander Cain, Head '

of Systems and Research in the SUNY-Buffalo Libraries.

|
|
|
!
i
!
|



R

|y

| I— : —i

1.2 Operational Definition of Technical Services

The FAUL Systems Committee, composed of 3enior staff peopie from each
member |ibrary, broadly defined the area ;o:be studied by the FAUL Central
Systems Group in each of the five libraries. In general, the scope was
adaptec from Tauber who states that technical services are those "services
involving ‘the cperations and techniques for acquiring, recording, and
preserving materials" 1/ Tauber also includes the activities of cataloging,
classification, binding and photographic reproduction in his discussion.
This scope was found to be too broad for the Systems Group to handle con-
venien?ly in the time available. Therefore explicit boundaries were

placed around the study: +technical services would include that portion

of library operations which begins at the point when a book is requested

1o be acquired by the library, and ends.when the book is ready for circula-

to a |ibrary user.

Intentionally excluded from this study are procedurés dealing with non-book
materials, periodicals and serials, and circulation control. Public
services, which include reference and interlibrary loan activities

(among others), are also excluded in the operational definition. These

areas may be studied at a later time.
1.3 Conduct of the Study

Members of the Central Systems Group met with the local team member, in

this case Dr. Cain, and obtained general information, organizational patterns,
and introductions to the appropriate staff memters. A series of interviews
with technical services staff members were made during a five-day period.

The information obtained included flow patierns, staff strengtns and grade
levels, units processed, various forms and internal management repér?s.

These data were compiled and displayed in draft format by the members of the
" Group, tThen reviewed by supervisory personnel in technical services at
SUNY-Buffalo. Appropriate adjustments were made, and the revised report
submitted to the chief library administrators for comment. They approved the
report. '

1/ Maurice Tauber. Technical Services in Libraries. New York, Columbia
University Press, 1953. p. 4.

= | 6
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This general procedure will be followed at each of the remaining four
FAUL libraries and similar reports will be written. At the conclusion of
this round, a summary report recommending next steps to be taken by FAUL,
will Ee submitted to the Board of Directors.

1.4 Acknowledgemenis

In addition to the help provided by Alexander Cain, the investigators wish
to thank the members of the Technical Services Division at SUNY-Buffalo for
their cheerful assistance and readiness to cooperate in a process which
necessarily disrupts daily routine and adds to heavy work loads. Thanks
are especlally offered to Mr. Kent Schriefer, Head of Technical Services,
Miss Margaret Johnston, Mrs. lva Mostecky, and Mrs. Mildred Hallowitz for
their eager and good-natured support of +he's+udy.

1.5 The Report

This report presents the text first with the figures and tables grouped

in separate sections at the back.
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2.0 TECHNICAL SERVICES AT THE STATE UNIVERSITY OF NEW YORK
AT BUFFALO

At SUNY-Buffaio, technical service functions falling within the opera-
Tional definition described in the introduction are grouped within the
Technical Services Division. Acquisitions, Precataloging and Verification,
and Cataloging are central functions, physica!ly located on the ground

floor of the Lockwood Memorial Library (Annex A), the main SUNY-Buffalo
libraiy.

In addition, the six libraries =- Heaith Scierices, Science and Engineering,
Law, Art, Music, and Ridge Lea (Mathematics) -~ do some acquisitions and
cataloging work autonomously. The administraiive and functienal relation-
ships are shown in Figures | and 2.

2.1 Acquisitions Department

At the most general level, staff members of the Reference Department
decide what books to buy and the Acquisitions Department buys them (Figure 3).

_In this process, numerous files are created for accounting and status con-

trol purposes. The librarians who decide what books to buy are part of the

" Referenca Department, and work half time as book selectors. They initiate

book requests, approve orders from faculty members and students, and select

books that are received on approval from outside vendors, such as Richard

"Abel and Company, and from individual university presses. In ths case of

the Abel arrangement, these books are called ELAP (English Language Approval
Plan) books. '

Approved book reques+s and selected ELAP books go first to vhe Precataloging

and Verification Department for citation verification and holdlngé check.
They'are then processed by the Acquisitions Department's Order Section,

as shown in Figures 4A and 4B. The section initiates a 7-part order form
to purchase a book, and processes the |l-part form, which comes with ELAP

books from Abel. The cancelling of orders. is shown in Figure 4C.



" The cataloging process includes assigning call nt

In addition, the Acquisiilions Depariment handles the receipt of bobks

+hat have been ordered and maintains the necessary'con+rol files for all
stages and types of orders (Figure 5A). Figiure 5B shoﬁs the steps necessary
to insure that the book ordered Is *he one received.

The Depariment also processes the paper work so that the book dealers will
get pald for the books bought by the library (Figure 6).

2.2 Precataloging and Verification Department i

After &n Item is requested, or an ELAP book Is sefected, the written

information describing the book is verified by thel Precataloging and

Verificatlon (PCV) Department. I+s organization l% shown In Figure 7.
In this process, PCV checks each request for accuré;y and dg?ermlhes if the
library already owns the book or if an order is beiLg_proceésed for either
the same item or a variant edition. Then the LC Depository Card files are
chécked against the request form; If copy exists +hd LC card is pulled. If
there Is no LC card, the PCV Department obtains preciitaloging information
from ofﬁer sources, such as the Naticonal Union Cataldg. This process is
shown 1a Figure 8. Much of the time, information fr

Is recorded photographically. No measurements of fry

m alternate sources

iquency or cost wer:

taken from this process.

2.3 Cataloging Department

Once a book has beeh ordered and received, or sel~cjted from ELAP books,
and has passed through the precatatoging and verifjcation process, it is
cataloged by the Cé?aloglhg Department. (See Figyre 9.)

mbers, verifying des-

criptive data, adding subject headings and addedfentries, producing catalog
cards, maintaining card files, and physically sfamplﬁg and marking the
book to prepare it for placement on a reference shelf, hold shelf, or ~

various stack areas ready for circulation.
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Three sections of the Ca?aioging Department do original cataloging:

Arts and Letters, Social Seiences,'and Serials. The first two sections
follow the arpceddres shown in Figure 10. (As noted on page 2, the

Serials Section was not studied). - In these sections +he staffs are
responsible for classifying all books not represented in the LC Depository
Card file. The librarians establish +he main entry, asslgn subject headlngs
and call numbers, and provide ail of the other necessary. |nforma+lon

needed to produce a master catalog card from both the book in hand and

from secondary sources found and forwarded by the PCV staff.

A separate section catalogs the book if there is an LC Depository Card
on file.- This is the case for about 40% of the monographs currently
received. This procedure is diagrammed in Figure |1, '

Four groups support +he-work of the ca?aloging sections mentioned above: "

(1) " Card Typlng Group Types master catalog cards from FAUL and

) other warksheets prepared by the three sections producing
"oridinal cataloging copy; types cal! numbers and holdings
on LC Depository Cards; types added entries on card
'se+s, and files. and reflles LC Deposufory Cards (see Figure |12A).

"(2) Card Reproduction Grnup prin+s copies of master ca+alog cards

for various catalogs throughout the |ibrary system (see Figure 12B).

(3) -Catalog Maintenance Group arramges and files all cards in the
"MaTn Catalog and Shelf List in Lockwood, types guide cards,
and updates 1he Cafalog. (see Figure IZC).

(4)  Book Care Group sfamps and marks all identification symbols
- on library ma?erlals (see Flgure I12D) and repairs them.

Al'l of these ac+nvn?|es are performed cen?rale a+ the Lockwcod Library.

In addition, monographic ca?aloglng is performed at four branch libraries:

'Law, Heal?h Scnenees, .Science. and Engineerlng,and Muslc.. The librarians

engaged in ca?aloglng at the four Ioca?nons are admlnns?ra?lvely part of

. the cen+ra| Ca?aloglng Depar?menf Some ‘technical processing is also

performed in the Governmen+ Documen?s lerary, which Is part of +he Reader

;SerV|ces Division, in Lockwood varary.

 The ca+aloging'actly?+ies at feur of these locations are outlined in Figure

'-é+ : {' C | - o jL[)
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3.0 MANPCOWER

Technical Processing involves 73 people in the University Libraries.

There are also many temporary services people who work part time. The
professional, clerical and part-time manpower engaged in the technical
services activities is summarized in Table | and detailed in Tables ||

Thrqﬁgh IV for the three depariments éngaged in Technical Processing.

i.
4.0 OUTPUT
In the year from April |, 1968 through March 31, 1969, 149,892 volumes,
including serials, were ordered and received. During the same:period,

53,108 volumes représenfing 42,690 different titles were ca?aloéed.‘

The head of the Cataloging Depar?men+ estimates an average cataloger at

SUNY-Buffalo. produces orig}nal copy:for 6-10 vplumes'per day. Cataloging

rates of books for which copy is available on LC Depository Cards could
not be e;?imé?ed because the group performing that work had only recentiy
been established.

5.0 PRELIMINARY OESERVATIONS

In general, the technical servicz functions at SUNY-Buffalo appear to be
well organized; the people generally amiable and dedicated. The FAUL
Systems Group has at the moment no constructive suggestions for change,
since this is not one of 'the purposes of this report, ror has enough

reliable data been gathered to do so.

Some geﬁeral_observa+lons can be made. System efficlency,as a concept
is a measure of the capacity of a system to satisfy its objectives with-

- a minimum of wasted resources and time. Ir a production-lire situation,

it is a relatively simpie matter to isolate inputs and outputs of a system,
‘then determine what happens in-between. Libraries are not so neat, e.g.’

o o1
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is it worth $1, $10, $100, $1,000 to acquire and prepare a book and
supply it to users? Apparently no one knows, but from +he administrator's

point of view, any cost is too high. Therefore, describing how things

are done in each library without making premature judgments about the

Justification for doing them or the relative efficiency of comparable
operations is a reasonable first task. |n general, the mental set of

the investigators during a later anaiysis phase will be : "why do something
well which may rot need doing at all?"

In general, the Investigators were pleased at the way the staff at SUNY~
Buffalo had been prepared. |t appeared that the Group was not.viewed as
a threat or with undue suspicion. |f the other FAUL libraries are

as receptive, the full series of studies should be accomp | ished with

a minimum of misunderstanding and delay.

12
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6.0 FIGURES

This section contains the figures referred to in the text. |In general,
a chart of the formal structure of the organization under study precedes

functional flow diagrams of the organizations's activities.

13
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TECHNICAL SERVICES

ACQUISITIONS PRECATALOGING

AND
VERIFICATION

2

CATALOGING

A. ADMINISTRATIVE ORGANIZATION

= = & - one et eswm- |

1 BOOK SELECTION

o PSSO

VERIFICATION
~
ORDERING OF BOOKS
NOTE: J;‘
FUNCTIONS IN
SOLID BOXES RECEIPT OF BOOKS
ARE PART OF T
TECHNICAL
SERVICES CATALOGING
CARDS
| pIsTRIBUTION
SHELF LIST & CARD
CATALOGS
B. FUNCTIONAL DIAGRAM
PIGURE 2. TECHNICAL SERVICES AT SUNY-BUFFALO
MARCH 1970
- -11=-
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ACQUISITIONS DEPARTMENT
I. MOSTECKY

HEAD
I L
-ACQUISITIONS ORDERS FINANCE
LIBRARIAN AND RECEIPTS
R. MEEGAN R. MEEGAN
PRINCIPAL CLERK PRINCIPAL CLERK
|
I ]

NEW STANDING

ORDERS ORDERS

_ (ELAP%)

FIGURE 3. ADMINISTRATIVE ORGANIZATION OF

ACQUISITIONS DEPARTMENT
MARCH 1970 .

* English Language Approval Plan (Abel)
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TABLE 1 STAFP FOR TECHNICAL PROCESSING ACTIVITIES

ACTIVITY PERSONNEL. TOTAL
' PROFESSIONAL CLERICAL TRAINEE
Technical Services 1 1 0 2
Administration
Acquisitions 2 19 0 23
Department
Verification & 1 5t o] 61
Precataloging
Cataloging 21 20 - 2 43
TOTAL 25 : 45% 2 T2¢%
TABLE II STAFF FOR ACQUISITIONS
DEPARTMENT PERSONNEL TOTAL
~ /sEcTION -
PROFESSICONAL CLERICAL
Acquisitions 2 2 4
Administration
Orders 0 10 10
Finance & Receipts 0 7 7
TOTAL' 2 19 21
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‘TABLE IIl1 STAFF FOR PRECATALODGING & VERIFICATION

ACTIVITY ~ PERSONNEL TOTAL
PROFESSIONAL CLERICAL
Precataloging
& Verification 1 1 2
Administration
Requests
0 43 4%
ELAP,
TOTAL 1 S 6%
TABLE IV STAFF FOR CATALOGING
DEPARTMENT/SECTIDN PER§0NNEL TOTAL
PROFESSIONAL CLERICAL TRAINEE
Cataloging 2 2% 0 4%
Administration
serials 5 2 1 8
Arts & Letters T 0 1 8
Social Sciences 6 0 ) 6
LC 1 & o] 5
Support 0 1L¥ 0 13k
TOTAL 21 20 2 43%
*Plus equivalents of
‘'$558/every two weeks
for temporary services.
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