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The California State Univarsity and Collegos
Division of Inrformation Svstons

Project Ahstract

Project Arca: Library Systems

bProject Title: Librarv Labor Cost Accounting Svstem
Project Code: D500

Project Date: August 1, 1972

Project Description: The Librarv Labor Cost Accounting Svstem will
provide visihilitv on current costs of manuallv processina librarvy
materials, at each campus as well as svstem~wide. The scope of the
studv includes the following:

. 100 individual activities, grouped into 14 functional areas, e.g.,
Ordering, Receiving; and into 3 major operations: Acquisitions,
Cataloging, Administration.

. Ilours spent and hourly rate, extended to dollar cost.

.. Level of skill, e.g., professioral librarian, clerk, etc.

. Media, e.g., books, periodicals, A/V.

. Average unit cost as well as total cost.

Qutput from t.e study will consist of three summary and a detail
report. FLach summary report consists of one page, and reflects zll
nineteen campuses. The detail report displays statistics on each
activity, for each media, for ecach campus.

In addition to demonstrating current costs, the study should provide
a basis for examining the cost-effectiveness of potential automnation
of various library activities. To accomodate this later application,
the system makes extensive use of tables.

Project Plan: Three programs are being prepared, to input the raw
data and output the reports. Previously, source documents were pre-
pared by librarv personnel at each campus, covering a period of
twelve continuous weeks. These source documents are now being
keypunched. It is anticipated that the reports will be produced
sometime in September, 1972.

it is envisioned that these programs may also be utilized for
examining other library costs, such as circulation control, should
that prove desitrable.

Project Resources

Project Leadex: Dan Du Bois

Estimated Cffort: 28 man days

ERIC | -11-




SYSTEM NARRATIVE

The attached Project Abstract .provides a general overview of what the
system accomplishes. This narrative briefly describes the input
source documents, the output reports, the intermediate work files,
and the processing functions of each program. These components are
as follows:

S50URCE DOCUMFNTS

1. Rurn Specification Sheet

2. User Tables

3. Production Units Summary Sheets

4. TFunction Worksheets (for capturina Activity Detail)

INPUT FILES

Run Specification Card
User Table Card File
Production Unit Card File
Activity Detail Tape

W N

QUTPUT REPOPTS (All except #5 ave optional per Run Specs)

Summary Peport

- Unit Cost Summary
Bibliographic Search Summary
Activity Detail Report
Production Units Frror Iist
. Activity Detail Frror Tist
Sorted Detail Error List

Nounbhwoe

WORK FILES

1; Valid Production Units File {unsorted and sorted)
2. Valid Detail File (unsorted and sorted)
3. Report Work File (unsorted and, sorted)

PROGRAMS

. Utility Card to Tape
. D500-004 Edit

. D500-006 Merge

. D500-208 Format

B DR

The remainder of the narrative consists cf a brief discussion of each
of the above components.




SOURCE DOCUMEMTS

I. RUMN SPECITICATION SHENT

This document is prepared by the individual who is responsibile
for liaison with REDP operations. When leypunched, one Run
Specification Card is input for each run of the svster. It
controls all options that may be exercised by the user.

These options are described completely eslsewhere in the
documentation. This document is a mandatory input.

ITI. USLKR TABLES

As the name imnlies, user tahles are formulated entirely bv the
user to meet his own unicue reaquirements. This includes the
choice of codes/literals, and the numbher of entries in each ,
table. Mo special source document is required; any multi-purpose
80-column keypunch sheet will do. TFormats are as shown in the
record layouvts. Fach tahle entry, when keypunched, becomes one
80~column card. The User Tables are then input to the system

and retained on a disk file. This disk file may bhe saved, or

may be re-written in a subsequent run bv re-inputtina the tahle
cards. The purpose and function of each tahle is as follows:

Table T1 - Library Table.

There is an entry in this table for each library participating
in the . Cost Study. Fach particioating library is represented
by a two-position code; this is the same code used hy each
participant to identify itself on Production Unit Summary
Sheets and Function Worksheets. In each table entry, this
two-position ILiibrary Code is associated with a one-character
alpha literal, to be used for display in all reports. The
function of the Library Table is two-fold:

1) to validate input from Production Units, and Function
Worksheets; s

2) To discuise the identity of participatine libraries:on the
output reports. b

Table T2 - Media Tabléf

There should be an entry in this table for each medium represented
in the Cost Study, e.g., hooks, phonodisks, periodicals. TFach
table entry contains a media code, and a display literal. The
range of media to be included in the Cost Study must be determined
by the user at the outset. The codes utilized are the same as
those used by participants when filling out worksheets. The
display literals appear in the various report headinas. MNote that
discrete FDP runs may examine each medium selected, or include

all media, per Run Specification option. This tahle is used-
internally for edit validation of input from particivants, and

for translation %f codes for displav on reports. -

ERIC -13-
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SOURCLC DOCUMENTS

USER TABLES f{cont'd)

Table T3 - Class Code Table

Worksheets from participants coatain a four-digit Employee
Classification Code. The number of allowable Class Codes is
potentially open-ended; each must be represented by an entry in
thie table for edit validation. Each table entry also contains
a "Class Type," which identifies the entry as one of four

. major categories, i.e., Professional Librarian, Library Assistant,

Clerical, and Student Assistant. This Class Type is used in
conjunction with Table T8 -for display on output reports.

Table T4 - Operation Table

The function of this table is to equate a one-digit operation
number (which is carried by internal work files) with an appropriate
display literal *o be used as a sub-heading on the Detail Report.
Entries in this table must be placed in ascending sequence by the
one-digit operation number. This table is also used internally,

in conjunction with Tables T5 and T6é, to organize separate work
activities into hierarchies, with "Operation" the highest level.
Each Operation can include several Functions, each of which can
include several Activities. The Activity Detail Report produces
subtotals on each Function, as well as subtotals on.each (peration.
This table provides the user with an easy method of specifying the
scope of each Operation.

Table TS - Function Table

The function of this table is to equate a one-character alpha
"Function Code" with an approprixte display literal to be used
as a sub-heading on the Detail Report. Fntries in this table
must be placed in ascending sequence by the one-character
Function Code. This table is also used internally, in
conjunction with Tables T4 and T6, to establish hierarchies
among the various individual Activities; see the above
discussion of Table T4, and the following discussion of

Table Té6. Table T5 provides the user with an easy method

of specifying the scope of each Function.

~ Table T5 - Activity Code Table

The Function Worksheets which are filled out by the participants

contain a separate line for each activity to be included in

the Cost Study. FEach line on the Worksheet is identified by

a unique number at the left margin (see the Worksheet samples).
When transcribed by data conversion, each line on .the worksheet
becomes a separate 80-column card, and the activity number on
the source document is keypunched as "Activity Code." Note that

"on the Function Worksheets, the term "Other (specify)" frequently

appears -- see #6, #15, #29, etc. Our own participants elected

wlqe-
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SOURCE DOCUMEMTS

USFR TARLES (cont'd)

to further hreak these cdown into (for example) #6A, #6R, etc.
Therefore, "Activityv Code" is defined as a three-character
alphanumeric' field, and therefore cannot he used for sequer.ce
manipulation. Table T6 provides the user with the means of
establishing the sequence in which the various activities are
to apnear on the Detail Report, as well as the ability to
rearrange that sequence merely by rearranaina the entries

in Table T6. Internally each table entry is assioned an
ascending sequence number; the latter is then utilized for
internal processina.

The system utilizes Table 7, for the following functions:

1. Each activity number on the Function Worksheets to which
time is charged, must be supported by a table entry for
edit validation.

2. The display literal in each table entry will appear on the
Detail Report as the identification of that line item.

3., Fach activity appears on the Detail Report in the same order
as its place in Table T6. Moreover, each activity in the
table will always appear in the report even when there are no
time/money accums for that activity. :

4. Fach entry in. the table contains an Operation Code and a
Function Code, reflecting the placement of that activity in
the hierarchy. On the Detail Peport, a subtotal is printed
at the end of each function, summing all activities for that
function. Another subtotal is printed at the end of each
operation, summing all functions within that operation.
Therefore, table entries must be grouped in ascending seauence
by Operation Code and Function Code; this is the only restriction
on the structure of the table. Fntries within a functicn may
be in any sequence desired by the user. See the above
discussions of Table T4 and T5.

Table T8 —~ Class Type Table

There can be a maximum of four entries in this table as the

gsystem is currently programmed; however, there can he less than
four. The display literals from each table entry appear as column
headings on the Detail Report. The Class Tyre Code in each T8
table entry supnorts the correspondinc code in each Tahle T3

Class Code Table entry. The idea is to separate a potentially
large number of Imployee Classifications into a maximum of four
major types, e.qg., Professional, Clerical, etc.

-] 5=
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SOURCE DOCUMENTS

PPANIICTTON UNITS SUMMARY SHEETS

>se of this input is to gather statistics which will be
ad ly in computing unit costs for the Summary Reports.
orocedure followed by the o. .ginal users was to fill out
one sheet per library at the end of each wezk. This procedure
permitted the selection of an individual week for scrutiny;
however, the time span could be larger or smaller at user
discretion.

The sheet contains fields for entering the number of units
processed, for each of a variety of functional areas, and for a
variety of selected media. The system then uses these unit
volumes in conjunction with the' time/rate/dollar costs accumed
for activity detail, to compute unit costs. The formulae used
are shown in the documentation on Factorials (which see).

The data from these sheets are keypunched in the record format
shown for Production Unit Cards. The format of the sheets could
be improved, since the keypunch procedure is somewhat clumsy. For
the existing form the following keypunch procedures are necessary:

1. Translate "College" to a two-digit llbrary code (supported by
an entry in Table T1l).

2. Translate "Date" to a two digit week code.

3. Translate the various media headings (Books, Periodicals) to
& one-position Media Code (supported by an entry in Table T2),
punch one cardset per media column, and ignore "Total" column;
or: punch one cardset per sheet using the "Total" column only,
and ignore the separate media columns.

4. 1Label the boxes in each column with alpha field code "A" thru
'K', and prefix the amount in each box with its corresponding
field-code. Punch fields 'A' thru 'G' into the first card

- {cardtype 'A') and flelds 'H' thru 'K' into the second card
(cardtype 'B').

-16-
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SOURCE DOCUMPMTE

FUNCTICN WORKEHNEFRTS

The purpose of this input is to capture the tirme spent hv each
emnlovre for each task to be included in the cost stuwdv, and the
resultinag dollar cost. Time is rounded to the nearest cquarter-
hour; example: two hours and forty minutes is entered as "2.3",
and keypunched as "0230". It is expected that each erplovee
will £ill out a sheet for each task, and therefore may enter
information into several sheets during the day. Since the
accuracy cof the reports depend on completeness, all mermbhers of
the staff must be involved in completina these forms.

Approximately 100 aifferent tasks (activities) were includied in
the original study, resultina in 18 separate forms which differ
in content, but not in format. . '

Activity Detail Cards are kevpunched from these sheets, usina
the followinag procedures:

1. One card per activity is punched. The Activity Numbher is
punched into the Activity Code field, right justified, zero
fill. Fach Activitv Code utilized must he supported by an
entry in Table Tg. ,

2. '"College" is translated into a two-diait Libraryv Code
(supported by an entry in Table T1).

3. '"Week Dates" is translated into a sinagle two-digit week code.

4. '"Fmployee Identifier" is translated into & one-position code:
"p" for Public Services: "T" for Technical Services.
5.° "Classification" is entered gs a four-position Fmplovee

Class Code (supported by an entry in Table T3),

6. '“Monthly Salary' is translated to "Hourly Rate." (This is a
deficiency of the form; the system expects "Hourly Rate,")

7. 'Media" is absent from the form; if used, mpst he entered
on each form. '
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UTILITY CARL-TO-TAPE
Input: A~tivity Detail Cardé
OQutput: Activity Detail Tape
When all Function Worksheets have been keypunched, the cards are

tranferred to tape via a utility program for input to program
D500-004 Edit.
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Iv.

PROGRAM D500-~004 INIT

Input Files

. Run Specification Card
User Table Cards

. Production Units Cards
. Activity Detail Tape

> Lo N

Output Files

l. Run Specification Record

. User Tables

Sorted Production Units File
Sorted nhetail File

. Production Units PFrror List
Detail Frror IList

Ul 0N

Work Files

1. vValid Production Units File
2. Valid Frror TFile

Card F'ile Processing

The three card files are handled as one file with three types of
input. When all three types are present, they must be received
by the program in the order shown ahove, The last card must
contain "/*" in Col. 1-2 to signal end of file.

Run Spec Card

This is a mandatory input. It is re-written uwpan disk far use
by subseguent programs. No editing is performed on it; therefore,
the user must exercise care in its preparation.

User Table Cards

This is an optional file. When present, it is re-written upon disk
for use by subseauent programs. When absent, the program agsumes
the disk file created by a previous run will still he

available, and reads the file into memory for use during edit
processing. No editing or sorting is performed: therefore, the
user must use care in preparation of the User Tables card file.'

Production Unit Cards

This is also an optional input. When absent, the system
assumes that a previous run has validated al} P.U. records,
that the disk file "Sorted P.U. File" exists for use hy
subsequent programs, and that this disk file is complete, i.e.
contains all P.U. records with no Run Spec selection having
been performed on it.

-19-



3.5.2

PROGRAM D500-004 EDIT

IV. Production Unit Cards (éont'd)

The program edits each P.U. card according to criteria

described in "Edit Instructions, Production Unit Input" (which
see). Cards which are free of errors are re-written onto a
temporary disk work file "Valid P.U. File." Cards containirg
errors are dropped, but displayed on the Production Unit Error
List together with an error code number and a brief diagnostic
for each error located. 1In addition, the presence of any
Production Unit. Error will cause the program to abort at end of
input, and prevent further processing by the rest of the system.
There is a Run Spec option to override this abort condition, but
it is advised that this option not .be used, and that any P.U.
errors be corrected and re-input; unit volumnes impact so heavily
upon. computations that realistic results are contingent upon
clean and complete Production Unit input.

V. Activity Detail Tape

This is also an optional input. When absent (signalled via Run
Spec option), the program assumes that a previous run has
processed the file, and that a disk file "Sorted Detail File"
exists for use by subsequent programs.

The program edits each record according to criteria described in
"Edit Instructions, Detail Records" (which see). Records which
contain errors are dropped from further processing, but are
displayed on the Detail Error ‘List, together with an error code
and brief diagnostic for each error located. Certain types of
errors do not cause rejection; the invalid field is replaced with

,'default values, and an appropriate diagnostic is printed on the
Detail Error List.

Each input record is scanned for selection according to criteria
specified by the Run Spec Sheet. Records which do not qualify

are dropped from further processing. Note that this file must

be re-input whenever it is desired to exercise different selection
criteria on the Run Specs Sheet. This iz because several of the
fields which are subject.to selection criteria are not 1ncluded

in the output record format. . .

Records selected for output processing are reformatted to the
Valid Detail File on temporary disk. Output processing replaces
input fields with the corresponding codes from the User Tables,
and collapses hours and dollar cost.

At end of input, the Valid Detail File is sorted, and the Sort
Ooutput Procedure further collapses the file to one record per

key !Library/Media/Activity Sequence Number/Class Type), with

a summation of hours, and dollar cost.

-20~
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PPOGRAM N500-006 "'FRGT

Input Tiles

1. Pun Specification Record
2. ©Sorted T'roduction Unit File

3. CSorted Detail rile

Mutput I'ile

1. Report Work File

Pun Specification Record

The proagram uses run specification options to select a subset

of the Production Units File for processing: or to accent the
entire file when no selection options have heen reauested. This
eliminates the necessitv of re-inputting the P.U'. card file each
time a different set of selection options are desired. The
constraint is that in order to produce meaninaful results, the

“existing P.U. file must be complete; i.e., the run which created

it must have excluded any selection processing. MNote that this.
treatment of the P.U. file differs from file LST1 Act1v1ty Detail
Tape; LST1 must be input each and everytime the system is run.

Merge Processing

Y

The two input files are merged on Library Literal onlv. Fach
file is read, and amounts accumulated, until a contrel brea) on
Library occurs. If a library is missinag from one of .the files,

a warning diagnostic is printed, but report processing continues.
At the end of input for each library (both files), the resultina
accumulations are processed to produce Qummary Report recoyds on
the Report Work File.

Summmary Reports Processina

Fach of the three Summary Reports are one-page documents, and
each report contains a single line per library. 1In order to
highlight comparisons hetween the various libraries, selected
columns on the reports formats will indicate the Yibrary with
the lowest cost (or unit cost), the library with the highest
cost, and the median, for that,particular column item. See the
Summary Reports layouts.

This Hi-Lo-Median feature dictated the following approach in the
”ergp Program:

A. TFach report is a matrix, libraries arrayecd on the vertical
axis, and factorial items on the horizontal.

B. FEach member of the arrav is computed and written as a

separate record on the Peport Work File. The prodram holds
the accumulations for one lihrarv at a time, and manufactures

-21-



3.6.2

III.

PROGRAM D500~-006 MERGE

Summmary Reports Processing (cont'd)

for each report as many report recordr for the library as
there are columns in that report. Each output record,
therefore, identifies its column, its library, and the report
~to which it belongs.

The following program (I° " (= =" xMAT) will suicv vhe Report

Work File to the sequence such that, for each column, the first
library record .received for the column contains the lowest amount
in the factorial field, the last record for the column contains
the highest, and the middle record the median. In order to figure
which record is the median, the next program must be informed of
the number of items that will appear in ezch column. Therefore,

~the Merge Program, at the ccnclusion of the run, produces a

4spec1d1 record which indicates the number of libraries processed

in the run. When sorted, this special record (Header Record)

will be the first record on the Sorted Report Work File. This
enables the next program to append the Hi-~Lo-Median indication at
the time when each member of the .array is formatted to its report.

The method of computation used to produce each Summary Report
Work Record is shown in fhe "Factorials" section (which see);
the numerator of each factorial indicates the Activity Codes to
be included in the summation of dollar cost. The Merge Program
is not driven by the User Tables. Therefore, the logic of
accumulating the amount for each factorial type is hard-coded:
the Activity Code of each Detail File record is repetitively

_inspected to determine whether it gualifies for each factorial.

Iv.

‘In other words, detail amounts are accumulated by factorial

type, rather than by Activity Coda This means that, should
another user wish to modify the factorials utilized, then the

Merge Program will also have to be correspondingly modified.

This should be relatively simple to do. The section on Factorials
contains an example of a possible alternative method. The method
chosen should reflect the unique characteristics of the library
system. For example, a library in which one out of five orders

is for an added copy, should have different formulae from a library
in which most of the orders are for new titles.

Detail Report Processing

Each record from the Detail File is re-written onto the Report
Work File with no change.

-2‘.2...‘
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D5N0-0N8 FORMAM™

Input riles

1. Run Specification Record
2. User Tabhles
3. Prmort T,

Nutput Reports

. Summary

. Unit Cost Summary

. BRibliographic Search Summary
. Detail Report

D N

RPun Specifications

Applicable options are:

1. Time only, dollars only, or hoth, to display on Daetail
Revort

2. Subset of library respondents, up to five, to he imrcluded
on all reports.

User Tables

TUsed for translation of codes to literals displayed or- the
reports.

Report Work File

The inpmt file is sorted to report sequence. The header record,
containing the number of libraries represented, is intvected
to determine the median point in each column of the Summary
Reports. For the latter, the sorted records for a collumn will
appear in sequence by the ascending values of the fac-orials.

Summary Reports

Work records are formatted in memory, and the entire page written
it the end of input for each report.

Detail Report

P 11ne will be printed for each activity in ‘the Activity Tahle,
regardless of the presence or ahsence of detail accurmu” ations.

Fach library, and each media in that library, constituies a
separate Detail Peport: headlnqs are modified, and page number
reset to 1.

A -sub-total is printed at the end of each function,’ consisting of
a summation of activities contained in that function. A sub—total
is printed =t the end of each operation, consisting of a



V.

PPOGRAM D500-008 FORMAT

Detail Report (cont'd)

summation of functions contained in that operation. A total
printed at the end of all activities in the Activity Table.

addition, a total is printed at the end of activities in the
two operations, consistina of the summation of activities to
point; this is because the original user desired a summation

is

In
first
that
of

Acquisitions and Catalocing (the first two operations for this

user). '~ Other users may wish to eliminate the latter.

I primary purpose of this report is to provide visibility into
how the library deploys its personnel: is the activity performed
by an adequate skill level? Are professionals devotina to much

time to clerical tasks? etc. etc..
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MEDIA CODES

SOURCE OBJECT
CODE MEDIA LITERAL
¥ All media
g Books and Serials
1 Periodicals
2 A-V
3 Microform
4 Curriculum
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CLASS CODES

SOURCE CLASS OBJECT
CODE TYPE STAFF LEVEL
(CLASSIFICATION) (TABLE T8) (TABLE T3)

1112 3 Clerk
1125 " "
1126 " "

n 1

i

et
ta
~I

1879 - 4 Student Assistant
1987 1 Professional

1998 " "

1985 3 Clerk

2948 i Professional

2945 2 Library Assistant
29ﬁ6 ' " _ "
2911 1 Professional

297% 3 Clerk
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4.2.30

T.'E CALIFORNIA STATE UNIVERSITY AND COLLEGES -
LIBRARY LABOR COST ACCOUNTING SYSTEM
ACTIVITY LITERALS

17 MAY 1972

Code Literal Function Operation
001 MAIL - A. Prelim I. Acquis
002 REQUEST : " "
005 TYPE " "
006 OTHER " "
007 SEARCH B. Order "
742 SEARCH " "
743 NUC " "
744 NCRS " "
745 CARD_SET " | "
008 VENDOR " "
010 TYPE PO " "
011 REVISE o "
012 SIGN " "
013 FILE o "
014 ENCUMB " "
015 OTHER - "o | "
016 - UNPACK C. Receive "
018 ON ORD " "
019  KARDEX " "
020 COLLATE " "
021 RETURN " "
022 ACCESS " "
£ 023 SOURCE " Lo
024 GIFT " "
025 DISTRIB " | "
026 RECEIPT . " "
027 INVOICE " "
028 EXPEND "o "

029 - OTHER " _ "

-36~



ACTIVITY LITERALS (Cont)

]

.37

Code Literal Function Operation
030 CLEAR Post Cat Acquis
031 FILE " "
032 NOTIFY " "
033 LIST " "
034 OTHER " "
035 REPORTS Misc "
036 CLAIMS " "
037 CANCEL " "
038 0.P. " "
039 INQUIRY " "
040 OTHER " "
041 SORT Pre Cat Catalog
042 SEARCH " "
043 NUC " "
044 MCRS " "
045 CARD SET " "
046 OTHER " "
047 ORD CDS L C Data "
048 REC L C " "
049 REC P S " "
050 FILE " "
051 OTHER | " "
052 ADD C/V Add C/V "
053 OTHER " "
054 MATCH L C Cat "
055 CATALOG " "
55A SL CEK " "
056 REVISE " "
557 OTHER " "
058 CATALOG Orig Cat "
059 REVISE " "
060 SL CHK " "
061 _OTHER " "
062 SET CDS CD Proc "
063 MASTER " "



4.2,.32

ACTIVITY LITERALS (Cont)

Code Literal Function Operation
064 REV MST K. CD Proc II. Catalog
065 MODIFY " "
066 REPRO " "
067 SORT " "
068 NO, A E ) " "
069 REV TYP " "
070 AUTH CD " "
071 X REF CD " "
072 OTHER " "
073 _ CIRC CD L. End Proc "
074 BK PCKT " "
075 SPINE - " "
076 FIX SLP " "
077 FIX REV " v
078 STAMP ' " "
079 JACKET ' " "
080 BINDERY " "
081 MENDING w0 "
082 REVISE " "
083 DISTRIB o "
084 WDRAWAL " S "
085 OTHER " | "
086 SORT S L M. Filing . "
087 FILE S L " ' "
088 REV S L , " o
089 SORT CD " / "
090 FILE CF " "
091 REV CD " "
092 MAINTNC " "
093 OTHER " "
094 SUPERVISE N. Admin III, Admin
095 TRAIN " - n
096 ON CAMP ® " "
097 OFF CAMP " "
098 PUBSERV " m
099

OTHER " "



CLERK
STUDENT ASSISTANT
LIBRARY ASSISTANT

PROFESSIONAL

CLASS CODE RATE TABLE

HI

$4.23

&
>

(W3]

.0n
$4.60
$11.71
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4‘3.1

13 October 72

RUN SPECIFICATION CARD

COLUMN (S)
FROM TO FIELD NAME CONTENTS COMMENTS
@ 10 Unused -Blank For possible use in
file and program
identification.

11 11 "A" ‘ dlpha Record I.D. for run
spec.

12 17 - Date Numeric Gregorian date in
‘ numeric form where:

MM = 1 through 12
DD @1l through 31
YY s 72

LI

This date to be used
for all reports
created in the cycle
.specified by this
card.

18 18 Summary Reports Blank or Where blank, no
Code Numeric summary reports are
to be produced. Where
non-blank (contains
decimal integer 1),
summary reports are tc
be produced.

19 19 Detail Report Blank or -Where blank, no detail
Code . Numeric report is to be

produced. Where non-
blank (contains deci-
mal integer 1), a
detail report is to
be produced (see
particular respondent
Code, Col. 26).

29 2¢ Detail Type Numeric To designate the
Code . type detail report
to be generated,
whers:

1

botlk dollars
and time
doliars only

2
3 time only

o
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COLUMN (S)
FROM TO
21 21
22 23
24 25

RUN SPRCIFICATION CARD

FIELD NA!ME COMTENTS
Particular Time Rlank or
Code Mumeric
"From/Only" Blank or
Week Code Nuneri.c

"TO" Week slank or
Code Numeric

-4]1-

COMMENTS

Where blank, regquested
reports (per cols. 18
and/or 19) will
contain only data for
the week or weeks
designated in cols.

22 & 23 and/or 24 &
25. Where non-blank
(contains decimal
integer 1), all input
will Le processed to
the requested reports.

If col. 21 contains a
1, this field will be
blank; else, it will
contain the numeric
code for the first
week to be included
in the creation of
reports which
represents a subject
of the data available
to the program.

If a single week is
reguired, the code
for week conly is

to be designated
here. This field can
contain decimal
integers in the range
#1 through 12.

If col. 21 contains

a l and cols. 22 &

23 are blank, this
field will be blank;
else, it will contain
the numeric code for
the last week in-
cluded in the crea-
tion of reports which
represent a subset

of the data available
to the program. The
value of this field
must exceed the value

. of the "From/Only"

field (cols. 22 and
23).



RUN SPEC CARD

COLUMN (S)
FROM TO  FIELD NAME CONTENTS COMMENTS

26 26 Particular Blank or Where blank, regquested

Respondent Code Numeric reports (per «ols. 18 and/
or 19) will contain only
data for up to 5 responding
libraries as designated in
the "Library Code" fields
(cols. 27 & 28 through 34
& 35) below. Where
non-blank {(contains decimal
integer 1), all respondents
will be reported.

z7 28 First Library Numeric If col. 26 is non+-blank
Code (contains decimal integer 1
this and all other library
code fields will be blank).
If col. 19 is blank, the
Numeric code for the first
of up to 5 responding
libraries is to be entered
here. Same edit as on
production unit input.

29 3g Second Library Blank or Same as "First Library Code
Code Numeric to be used only if "First
Library Code" field is
non-blank.

31 32 Third Library Blank or . _ Same as "Second Library
Code Numeric Code." To be used only if
"Second Library Code" i3
non-blank.

33 34 Fourth Library Blank or Same as "Third Library Code
Code Numeric To be used only if "Third
» Library Code" is non-blank.

35 36 Fifth Library Blank or Same as "Fourth Library
Code Numeric Code." To be used only if
"Fourth Library Code" is
non-blank.

-42-



"~ COLUMNM
FROM

37

38

39

40

41

(s)
0

37

38

39

40

41

PUN SPEC C2ATD

FIFLD MaMn CONTINITS

Specific Media Tn Media

Code Tahle
Alvha

Contributor Code

Input Detail File N/

" Option

NDetail Trror Tist /M
Mmtion :

P.U. Frror Qverride

-43=

MWD N
Il

COMMPg
To desianate the tvpe Media
to he collated for disbhblay
where: :

hooks & serials
nericdicals

M-V materials
microform

curriculum

all

crase mecdia from inpnt

[

To desicnate participalt
tvhe for display where

A = all
m Technical ProcesgOi.,
P Public Services

To srecify whether sorted
detail input tape is input,
If not innut, It is asSuned
that the validated nNetail
File still resides on disk
frorm a previous joh.

'D' = file not input
¥ file is input

To snecifyv whether or Not
the Netail Frror Iist 1s to
be produced.

'I.' = list not produced
"' = list will be proQuced

Provides option to continue
even when errors Jlocat®d ip
F.U. cards.

' ianore P.U. erro¥s.

¥ = discontinue run
upon completion OFf
edit program when
P.U. errors =xjst,



RUN SPEC CARD
PROCESSING

Suppress both summary reports when col. 18 = blank.
Suppress detail reports when col. 19 = blank.

Generate on each detail a total time field, a:d a total
dollar field, when col. 20 = 1.

Generate total dollar field only, and set total time to zero,

. when col. 20 = 2.

When col. 20 = 3: generate total time field onlv, set total
dollar field to zero, and disregard Hourly Rate (col. 22-26)
on detail cards (no edit, no process).

When col. 21 blank, process all weeks.

When col. 20 = non-blank, drop all activity (P.U. & detail)
whose week code does not fall in range specified in Run Spec
Card (col. 22-25), and accum separate counts of P.U. & detail
so dropped.

When col. 26 blank, process all library codes.

When col. 26 non-blank, drop all activity (P.U. & detail)
whose llbrary code does not appear on Run Spec Card

col. 27-36, and accum separate counts of detail & P.U. so.
dropped. \

When col. 37 = blank, process all media codes.

When col. 37 = non-blank, drcp all activity (P.U. & detail)
whose media code (col. 27) is not equal to col. 37 on Run
Spec Card, and accum separate counts for P.U. & detail so
dropped.

When cbl. 38 blank, process all detail records.
When col. 38 non-blank, drop all detail records whose P/T
code (col. 185) is not equal to col. 38 of Run Spec Card.
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4.4.10

1 May 72
Rev 23 May 72
Rev 9 Aug 72

EDIT INSTRUCTIONS
PRODUCTION UNIT INPUT

"A" RECORD
COLUMN (S) :
FROM 29 FIELD NAME CONTENTS COMMENTS
1 12 Unused Blank For possible use in file
and program identification.

11 12 Library Code* ‘Numeric Must be in Library Code
Table.

13 14 Week Code* Numeric A two-decimal integer code
assigned to each week of
the survey in the range
01 through 12.

15 - 15 Card Code* Alpha Apha character "A" only.

: 16 : . 26 Unused Blank For future use if required.

27 27 Media Code Alpha/ Must be in Media Cede

, Numeric Table. .
28 28 Unused Blank For future use if required.
29 : 29 Preliminary Alpha Alpha character "A"

Activity Code* : only. '

34 . 35 Preliminary Numeric * Must be numeric,

- Activity Units* unsigned.
36 36 Ordering Code* Alpha . Alpha character "B" only.
37 42 Ordering Units¥* Numeric Must be numeric, unsigned.

*Fields must be completed.
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4.4.11

EDIT INSTRUCTIONMS

PRODUCTION UNIT INPUT

"A" RECORD
COLUMN (S)
FROM TO FIELD NAME CONTENTS
43 43 Receiving/Title Code* Alpha
44 49 Receiving/Title Units* Numeric
59 5¢ Receiving/Volume Code* Alpha
51 56 Receiving/Volume Units* Numeric
57 57 = Added Copy Code* Alpha
58 63 Added Copy Units* Numeric
64 64 L.C. Cataloging Code* Alpha
65 79 L.C. Cataloging Units* ~ Numeric
71 71 Original Cataloging Code* Alpha
72 77 Original Cataloging Numeric
Units*
78 8g Unused Blaﬁk

COMMENTS

Alpha character "c"
only.

Must be numeric,
unsigned.

Alpha character "D"
only.

Must be numeric,
unsigned.

Alpha character "E"
only. .

Must be numeric,
unsigned.

Alpha character "P"
only.

Must be numeric,
unsigned.

Alpha character "G"
only.

. Must be numeric,

unsigned.

For future use if
required.

NOTE: The Edit Program receives "A" records with the "G" field

right justified to col. 80; and shifts the content of

this field left three columns, with blanks inserted in

col. 78-80.

*Fields must be completed.
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COLUMN (S)
FROM

2
11
13
15
16
27
28

29
37
36
37

43
44
5¢
51

57 -

26
27
28

29
35
36
42

43
49
59
56
8¢

IDIT INSTRUCTIONS

PRODUCTION UNIT INPUT
RECORD

FIELD NAME
Inused
Library éode*
Week Code*
Card Code*
Unused

Media Code*

Unused

Card Production
Code*

Card Production
Units*

End Processing
Code*

End Processing
Units*

Mending Code*
Mending Units*
Binding Code*
Binding Units*

Unused

*Fields must be completed.

CONTENTS

Blank
Numeric
Numeric
Alpha
Blank
Numeric
Blank

Alpha

Numeric

Alpha

Numeric

Alpha
Numeric
Alpha
Numeric

Blank

Y. &y B

4,4.20

1 May 72
Rev 23 May 72

COMMENTS
Same as "A" Record.
Same as "A" Record.
Same as "A" Record.
Alpha character "B" only.
For future use if required.

Same as "A" Record.

For future use if required.

Alpha character "H"
only.

Must be numeric,
unsigned.

Alpha character "I"
only.

Must be numeric,
unsigned.

Alpha character "J" only.
Must be numeric, unsigned.
Alpha character "K" only.
Must be numeric, unsigned.

For future use if required.



4.4.30

EDIT INSTRUCTIONS
DETAIL RECORDS
7 August 72

COLUMNS FIELD NAME COMMENTS /RESTRICTIONS

1 -10 Filler Must be blank.

11 - 12 *Library Code Must be in Library Code Tabhle.

See Note 1. _

13 - 14 *Week Code No rdits. See Note 1.

15 *Contributor Code Must be 'P', 'T', or blank. See Note 1.
'p! = Public Services only. -
'T! = Technical Processing only.
blank = both.

16 - 19 Class Code Must be in Class Code Table.

20 - 21 Local Code No edits.

22 - 26 Hourly Rate Must he numeric and in range as

specified in "CLASS CODRE RATE TARLE".

27 © Media Code Must be in table. See Note 1.

28 - 3Q Activity Code Must be in Activity Code Tabhle.
31 - 33 Filler Must be blank.

34 - 37 **Monday Time Must be all numeric or all blank.

If non-blank, col. 37 must be zero,
and ccl. 36 must be in range '0’
thra '3'. See Note 2.

38 - 41 =*Tuesday Time Same as col. 34-37 "Monday Time".
42 -~ 45 **Wednesday Time . Same as col. 34-37 "Monday Time".
46 - 49 **Thursday Time » Same as col. 34-37 “Monday Time! .
50 - 53 **Priday Time Same as col. 34-37 "Monday Time".
54 - 80 ‘ Filler . Must be blank.

Note l: See "Run Spec Card Processing" for additional edit processing.

**Note 2: Fractional hours are measured in quarter hours:

'1' = 15 minutes
'2' = 30 minutes
o '3' = 45 minutes
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ERPOR CODTE/COMMPMITS

Input: 1) Production Units Cards
Activitv Detail Tape

Output: 1) Production Unit Irror T.ist
2) Detail rrror Tist

Frror Frror
Code Message ' ' Comments

001 LIBRPARY CODE MOT " Tibrary Code in pos 11-12 of input
IM LIBRARY TARIE is not one of the valid codes
contained in Table ™1 Library
Tahle. Record was rejected. See
Mote 1.

002 TMVALID PPODUCTION Pecord ID in pos 15 of Producticn
UMITS CARD CODE nitd card is other than 'A' or 'R'.
Pecord was rejected. ‘

003 MEDIA COnr MOT IM Media Code in pos 27 of input is
MEDIA TARLT . not one of the valid codes contained
in Tabhle ™2 “edia Table. Pecord
was rejected. Sce 'lote 1.

no4 I''VALID TIRLD CODL In this Troduction Units card, the
I PrOD UMITS NCD - Field Code in pos 29, 36, 43, 50,
57, 64, or 71 is invalid for
this particular Record ID. Record
was rejected. Tollowina are the
valid rield Codes for each Pecord
ID:

Pecord NN Record ID 'R
pos zocdc 0OS code
29 29 I
36 36 I
43 43 7
50 .50 {

57 57 -
G4 64 -
71 71 -

IO Hhas Hins IR0 BN Misro B>

005 PPODUCTION UNITS N Units field is not numeric in
PICLD MNOT MNUMLERIC pos 30-35, 37-42, 44-49, 51-56 of
Pecord ID 'A' or 'R'; or pos 58-63,
65-70, 72-77 of PRecord InN 'A'.
Record was rejected.

NOTE: This error is cormrmon to hoth input files.
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4,5.2

LPPOR CODTS /COrasrima

(cont ')

Frror Frror
Code Messaace Cormments

006 GARPACGT. IM PRELIVED Production Units input: pos 78-9n
COLUMNS , - of Pccord In ', or nmos 57-80 of -
Pecord ID 'B' was not entirely
blank.
Activitv Petail input: pos 54-80
vas not cntirely hlanlk.
Mction: record was rejected.,

nn7 CLASS CODT HOT I Class Code in pos 16-19 of Petail
CLASS CODL TARLE Pecord is not one of the valid

coces contained in Table T3 Class

Codc Table. Record was rejected.

nnsg CLASS TYPT MOT IN Clams Code in pos 16-19 of Detail
CLASS TYPFR ™MPLL Pecord is in Tahle T3 Class Code

Tahle; but the Class Type contained
in that T3 Tabhle entrv 1is not onc
of the walid Class Tvnes contained i
Tahle T2 Class Tvne Table. TFither
the T3 table entry is in error: or
else Tahle 78 should contain that
Class Tvpe. MAlthough this is not
a Detail Pecord error, the record
was rejected. The system should
ke re-run after correctinag the
User Tables.

009 HOURLY BATE MOT Pos 22-26 of Detail PRecord was not
MUMERIC : numeric. TRecord was rejected.

N10 HOURLY RATE TOO T.OW I'ourly Tate, pos 22-26¢ of Detail
--ACC/STT TO IIM Pecrrd, is outside the range allowec
for the Class Tyre indicated hy the
Tlass Code in ros 16-19 of the DPetai
Record. The record was accepted;
but P'ourly Pate was modified -~ scot
to the low limit.

011 HOURLY PATFE TOO HICH HJame as Trror 009, ewcept that
: -- MACC/SER TO LIM Fourly Rate (pos 22-26) was set to
the hich limit for the Class Tvne
involved.

-50=



Error

_Codc

012

013

014

015

TPPOR COPTE /COMMENITE

(cont'qd)

Trror

Messaaqe

ACTIVITY CODPR MOT
I ACTIVITY TARLFE

DAILY TIME MOT
MUMERIC

DAILY TINFE P‘OT ™
OUARTER HOURS —--
I'cc/rnunn

DAILY TIME FXCFTRS

TFEM HOURS -- ACC/MOD

-5]= -

Cormrments

Activitv Code in pos 28-30 of the
NDetail ™~cord is not one of the
valid cories contained in Table T6
rctivitT Tahle. TNecord was
rejected. This error is probably
due to user ronorting on an

_activitv outside the scope of the

Cost Study.

One of the five Daily Tire fields in
nos 34-33 of the Netail Tecord is
not numcric. TPRecoxrd was rejected.

The forrat for cach of the five
Daily 7Tirce fields .in pnos 34-53 of
the Retail Pecord is I'M.00, where

g inteaer hours

0 Quartecr hours (0-3)

0 zero (low order position).
The two low-order positions of the
field contained other than an
inteacer numher of quarter hours,
The record was accepted, and the
cuarter-hours rounded to 2 (one-half
hour) .

o

fl

See Trronr Code 014 ahove: "PH"
exceed™ 10. The record was accepted
bhut the entire four-position time
field wms divided by 10, and all
ocdits repeated: this error will
therefome possibly be accompanied by
Frror Code 014, The assumntion is
that leypunch misalianed the field.
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E.1.10
1l of 3

THE CALIFORNIZ STATE UNIVERSITY AND COLLEGES -
LIBRARY LABOR COST ACCOUNTING SYSTEM
RUI" SPECIFICATION

Col 11 . 2 MAY 1972
DATE D :__] J _i . | TFORMAT IS MM DD YY.
Zols 13 14 15 16 17 :
1. [:] SUMMARY REPORTS CODE - If a summary report is required
Col 18 place a "1" here, else leave blank and no summa:=Vvwiil pe
provided.
z [:] DETAIL RE2URES CODE - If detail reports are reguired
Col 19 place a T rn=re, else leave blank and no detail
reports whiil me provided.
3. [:] DETAIL TYPE CODE - Indicate the content of the detail
Col 20 report hei-é where:

A. Both time and dollars are - o be displayed
‘J’.SE lllll

B. Dollars orly are to be displayed use "2"

C. Time only is to be displayed use "3"

4, 'PARTICULAR TIME CODE - If all weeks presented in the
Col input are to be processed and dlsplayed place a "1"
here, else leave blank and only the week or weelks
designated below will be processed.

38}
—

NOTE: If this box is blank, at a minimum
the next box (5, below) must
contain a valid week code.

5. i:][:] "FROM/GNLY" WEEK CODE - If the above box (number 4)
Col 22 23 1s bim=mk, this box must contain the numeric code
for t&== spegific week to be processed or the
numerrt= code for the first of a group of weeks to
be processed.

~ar

6. l_Jl;] "TO" WEEK CODE - If a group of weeks is to be processed
Col 24 25 this box must cgntain the numeric code for the last
week in the group. If this box is left blank, only

the week designated in box 5 (above) will be processed.

7. () - PARTICDLAR RESPONDENT CODE - If all libraries
Col 26 represented 1n %he input are to be processed and
displayed place a "1" here, elre leave blank.

NOTE: A minimum of one library must be
designated and up to five can be
specified (below) if this box is blank.

Ry I I



6.1.11

10.

11.

12.

13.

14‘

Hin

Col 29 30

Hin

Col 31 32

Lt

Col 33 34

U

Col 35 36

O]

Col 37

Col 38

2 of 3

FIRST LIBRARY CODE ~ If above box (number 7) is blank,
this box must contain a valid library code. These
codes are:

Bakersfield 35 Pomona 10

Chico 20 Sacramento 60
Dominguez Hills 55 San Bernardino 63
Fresno 25 San Diego 65
Fullerton 50 San Francisco 75
Hayward 05 San Jose 80
Humboldt - 30 San Luis Obispo 15
Long Beach 40 Sonoma 85
Los Angeles 45 Stanislaus 90
Northridge 70

SECCND LIBRARY CODE - (Optional) Enter here the
code for the second library to be processed (table
of valid codes above).

THIRD LIBRARY CODE - (Optional) Enter here the
code for the third library to be processed (table
of valid codes above).

FOURTH LIBRARY CODE - (Optional) Enter here the
code for the fourth library to be processed (table
of valid codes above).

FIFTH LIBRARY CODE - (Optional) Enter here the
code for the fifth library to be processed (table
of valid codes above). '

SPECIFIC MEDIA CODE -~ To designate the type media
to be processed enter the appropriate media code
from the table below:

Code Media

Books & Serials

Periodicals

A/V Materials

Microform

Curriculum

All (pDetail Report Segregated
By Media)

All (Detail Report Combines
All Media)

O WwNOHO

]

.CONTRIBUTOR CODE - To designate specific personnel

types to be processed. Fnter the appropriate
contributor code from the table below:

Code Contributor

T Technical Processing
P Public Services

b All

-T2



3 of 3
15. [:] DETATL FILE OPTION - TInter 'D' to prevent file
Col 39 ~ LSTI1 Detail rile from heina input to this run-

leave blank when Detail File is to be processed.
When 'D' is entered, the system assumes that

the Detail File has already bheen processed in

a previous run, and that file ILS¥4 Sorted Detail
File exists. This option mav also b2 used vhen
it is desired to only edit Production Unit Cards,
and perform no other processina. MNTF: The
Detail File must be re-input whenever chanaes

in selection criteria are desired, e.a., medin,
library, week, etc.

16. [:] DETAIL FRROR LIST OPTIOCH - Fnter 'L' to suppress
Col 40 production of Detaill Frror List.

17. [:] PPODIICTYIOM UNITS FRROR OVERRIDF - Fnter 'I'' to
Col 41 prevent errors in Production Unit Cards from

halting the system; invalid cards will bhe dropped,
and processinag continues. When this Optlon is
left blank, the presence of any errors in ,
Production Unit Cards will cause the svstem to
abnormally terminate upon completion of the rdit
Program (D500-~004),.

NOTI': The user has the option of submittino, or
of not submitting, User Table Cards and/or
Production Unit Cards. The system interprets the
absence of these card files as follows:

a) When User Table Cards ('T' in col 1l1) arec not
-submitted, the svstem assumes that File L8W2
iIser Tables has already heen created hv a
previous run.

b) twhen Production Units Cards are not .
submitted, the system assumes that File T.SW3
Sorted Production Units has already been created
by a previous run. NOTFE: Chanages in selecticn
criteria do not necessitate re-input of
Production Unit Cards, so long as the cxistino
file LSW3 contains full data. This is because
selection of Production Units occurs in both
D500-004 Fdit and D500-006 Merge. Mote that
this procedure differs from selection of Netail
File records, which occurs only in program
nP500-004 Tdit,

=73~



PRODUCTION UNIT COLLEGE:
SUMMARY DATE:
AUTHOR:
Books & Periodicals A-V & other Microforms Total
Serials Graphic Mat.

. A. Preliminary
Activitiea

(No. Requests Processed)

B. Ordering

{No. Titles Ordered)

C. Receiving
(No. Titles Received)

(No. Volumes Received)

Il. H. Added Copies/
Added Volumes

Routine

(No. Volumes Added)

|. Cataloging

(No. Titles Cataloged)

J. Original Cataloging

{No. Titles Cataloged)

K. Card Production
& Processing

(No. Card Sets Produced)

L . End Processiny
{No. New Vols. Processed)

(No. Volumes Mended)

(No. Volumes Bound)

COMMENTS:




6.1.30

[ 1 .
| FUNCTION —j COLLEGE: Preliminary Activities Page o
WORKSHEET FUNCTION: : Month
AUTHOR: Wezk Dates thru
EMPLOYEE IDENTIFIER o
_2J Assigned to PS or TS Classification: Analysts use
L ocal Code: Monthly Salary: S Salary Step ____|Hourly Rate
3] 4 | PERSONNEL HOURS
N —
Enter times in quarter- hour segments per 8-hour day
ACTIVITY Analysts use
MON. TUE. WED. THUR. | FRI. TOTAL
d HOURS

1. Open, sort and distribute
incoming mail.,

1o

Review book order requests.

3. Review selection medii.

4, Seclect titles to be ordered.

5. Type library order rcquest‘
©ocard. .

6. Other (specify)

5|

COMMENTS/FOOTNOTES

ERIC

IToxt Provided by ERI




6.1.31

1 ~ .
FUNCTION ] coviece: - : Page_ of 2
NCTION: Ordering - , _
WORKSHEET FUMN ~ Month .
AUTHOR. Week Dates thru
EMPLOYEE IDENTIFTER ~ _ L e
j Assignec to PS or TS Classificatior.: o | Analysts use
Local Code: fMonthly Salary: S Salary Step [ Hourly Rate
jJ ‘4 l PERSONNEL HOURS L
: : | Enter times in quarter- hour segments per 8-hour day
| ACTIVITY | \ [ 1 Analysts use
' MON. | Tut. @ WED, | THUR. | FRI  |TOTAL
: . L HOURS e
7. Bibliographijc scarching. ’ ‘
; i !
| i
|
: |
Assign vendor and fund, ‘ ;
| ?
|
9, Prcp;ﬁc multiple order f ! i
i record. | ; |
! ]
10.  Type purchase requisition, ' |
etc.
1. Revise typing.
12, Sign and mail requests, ’
13.  Burst and file forms. -
|
14, Encumbrance or ‘
pre-payment routine, ‘
!
5 -
|
COMMENTS/FOOTNOTES l ! |
Qo : ' -
! |
1 1




6.1.32

1 .
FUNCTION '] covtece: . : Page_ % of 2
WORKSHEET FUNCTION: Ordering, Continued Month

AUTHOR: : : ~ Week Dates thru
EMPLOYEE IDENTIFIER 5 US
—2] Assigred to PS or TS Classification: Analysts Lse
Local Code: , Monthly Salary: S Salary Step Hourly Rate
_SJ 4 PERSONNEL HOURS
Enter times in quarter-hour segments per 8-hour day
ACTIVITY H : ] Analysts use
MON. TUE. | WED. THUR. | FR!. TOTAL |
HOURS |

1S, Laher (speaity)

s |

COMMENTS/FOOTNOTES

ERIC

IToxt Provided by ERI
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6.1.33

1 4
FUNCTION - coutece — Page—~ of 2
WOR KSHEET FUNCT'ON RecelVlng Month
AUTHOR: » 1 Week Dates thru
l - EMPLOYEE IDETH{FIER L Analysts use
2 Assigned 10 P35 or TS Classification: Y -

Local Code: Monthly Salary: S Salary Step Hourly Rate

| iﬂ ﬁ_Lh_ PERSONNEL HOURS

Enter times in quarter-hour segments per 6-hour day

ACTIVITY - | Analysts use

MON. TUE. WED. THUR. FRI. TOTAL
FIOURS

16, Unpack books: cheek
agamst packing list or
invoice.

17, Prepare contirming order
(approvals, standing orders,
cte.)

18, Check outstanding order

file.

19, Check in serials and
periodicals on Kardex.

20.  Collite books.

21.  Book return procedure
(incorrect shipment,
defective copy, approval
books).

22.  Book accessioning ruutine.

23, Write sourcing information.

COMMENTS/FOOTNOTES

[€)




6.71.324
[ T 3
FUNCTIOM L cotece: T - Page of -
WORKSHEET FUNCTION: \ecelving, Contiaued Month
AUTHOR: Week Dates thru
EMPLOYEE IDENTIFIER ~ , 5 Lse
__ZJ Assigned to PS or TS Classification: Analysts use
Local Code: Monthiy Salary: § Salary Step __ | Hourly Rate
_3_J 4 PERSONNEL HOURS
Enter times in quarter-hour segments per 8-hour day
ACTIVITY ! [ [ Analysts use
MON. | TUE. | WED. | THUR. | FRI. |TOTAL !
HOURS
24, Prepare gift record form,
25, Book distribution routine, B
26, Prepare receiving report o
(claims schedule).
27.  Prepare invoices for
payment.
28, Expenditure routine,
29, Other (specify)
s |
COMMENTS/FOOTNOTES
Q
ERIC

el s P




6.1.35

1

PERSONNEL HOURS

‘ A
FUNCTION — COLLEGE: : Page of
WORKSHEET FUNCTION: _FostzCataloging Month
AUTHOR: Week Dates thru
EMPLOYEE IDENTIFIER o ' :
'_2_] Assigned to PS ar TS Classification: | Analysts use
Local Code: Monthty Salary: S Salary Step Hourly Rate

3 4 |

Enter times in quarter- hour segments per 8-hour day

ACTIVITY

MON.

TUE.

WED.

THUR.

FRI.

Analysts use

TOTAL

130, Clear in-process file.

31, File forms, ete. in completed
records or discard,

HOURS

32, Requester notification
routine,

33, Periodic accessions list .
routine.

34, Other (specify)

5|

ERIC

A ruiToxt provided by ERl

COMMENTS/FOOTNOTES |

R o Xa U




FUNCTICN :_1J COLLEGE: . — Page of
WORKSHEET FUNCTION: _ Miscellaneous Activities Month
AUTHOR: Week Dates thru
-—2—[ EMPLOdYEEPISDENT!FI'ESR Ciassification: Analysts use
Egs(:glngoct!g: o Monthly Salary: $ Salary Step Hourly Rate
_3J ] PERSONNEL HOURS
Enter times in quarter- hour segments per 8-hour day
ACTIVITY : Analysts use
* MON. TUE. | WED. | THUR. | FRI. |TOTAL |
HOURS

35.  Vendor status routine.

136. Claims routine.

37. Cancellations routine.

38.  Out-of-print order routine.

39. Process inquiries.

40. Other (specify)

5]

COMMENTS/FOOTNOTES

O

-~ .



6.1.37

Pre~cataloging

FUNCTION 1 coLLecE:
WORKSHEET FUNGTION:
- AUTHOR:

Page of ..
Month _
Week Dates thru

2]

EMPLOYEE IDENTIFIER
AssignedtoPS_____or TS ____

Classification:

rAnalyst’s use

Local Code: Monthly Salary: $ __Salary Step | Hourly Rate
3] 4 | PERSONNEL HOURS
Enter times in quarter-hour segments per 8-hour day
"ACTIVITY , ' Analysts use
MON. TUE. | WED. THUR. | FRI. TOTAL
HOURS
41.  Sort books, assign and
distribute.
42.  Search for cataloging.copy;
verify bibliographic
information.
43,  Search NUC. T
44, Séarch IDC-MCRS.
45. Search CARDSET.
46. Other (specify)

ERIC

IToxt Provided by ERI

COMMENTS/FOOTNOTES

N « Bo PUR




6.1.38

1]
C : .
FUNCTION OLLEGE Obtaining and Maintaining Page of
AUTHOR: Week Dates thru

_2] EMPLOYEE IDENTIFIER

orTS

Assigned to PS

Classification:

Analysts use

Hourly Rate

MON.

TUE.

WED.

THUR.

FRI.

Local Code: Monthly Salary: S _____ Salary Step
3] a | PERSONNEL HOURS |
Enter times in quarter- hour segments per 8-hour day
ACTIVITY L Analysts use

TOTAL
HOURS

47.  Order LC cards or other
units.

48.  Receive and arrange LC
cards.

49, ‘Receive and arrange LC
proof slips or proof sheets,

50.  File LC cards (cards or
. proof).

51.  Other (specify)

s |

COMMENTS/FOOTNOTES

ERIC

IToxt Provided by ERI
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6.1.39

1] -
FUNCTION CO{'LEGE' Added Copies/Added Page of
. WORKSHEET FUNCTION: . Volumes Routine Morith
AUTHOR: . Week Dates thru
' I EMPLOYEE IDENTIFIER A 1% uep
2 Assigned to PS or TS Classification: ANAIYSts use.

Local Code: - ‘Monthly Salary: $ ‘Salary Step Hourly Rate
_§J 4 PERSONNEL HOURS [
Enter times in quarter-hour segments per 8-hour day
ACTIVITY ! Analysts use
MON. : TUE. | WED. THUR. | FRI, TOTAL
‘ HOURS

52, Added copiesfadded .
volumes routine,

53.  Other (specify)

COMMENTS/FCOTNOTES
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- I -
FUNCTION COLLEGE: Page — of
WORKSHEET FUNCTION: _L. C. Cataloging Month
AUTHOR: Week Dates thru
EMPLOYEE IDENTIFIER e :
._ZJ Assigned to PS or TS Classification: Analysts use
Local Code: Monthly Salary: S Salary Step Hourly Rate
3] PERSONNEL HOURS
' Enter times in quarter-hour segments per 8-hour day
ACTIVITY Analysts use
MON. TUE. | WED. | THUR. | FrI. |TOTAL
' HOURS

54, Match LC cards or proof
copy and books.

55, Catalog and classify with
LC cards/copy.

55a. Shelf list checking,

56.  Revision of cataloging,

57.  Other (specify) (U.C.
catalogs and other acceptable
sources).

5 |

COMMENTS/FOOTNOTES

ERIC
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O.lattu

1 )
FUNCTION ~—J COLLEGE: —— — Page of
WORKSHEET FUNCTION: _Original Cataloging Month
. ~ AUTHOR: ' Week Dates thru.
. MPLOYEE IDENTIFIER ’
_2] Assigned to PS or TS Classification: | Analysts use
Local Code: Monthly Salary: $ Salary Step Hourly Rate
E 4 | PERSONNEL HOURS
o Enter times in quarter- hour segments per 8-hour day
ACTIVITY . Analysts use
MON. TUE. | WED. THUR. | FRI. TOTAL
HOURS

58. Original cataloging and
classifying.

59. Revision of cataloging.

60.  Shelfl listing.

61. Other (specify)

s

COMMENTS/FOOTNOTES

86



. 1
SE: 2
FUNCTION _J COLLEGE: Tard Reproduction and Page of
WORKSHEET FUNCTION: _Pracessing = Month
’ AUTHOR: Week Dates thru
EMPLOYEE IDENTIFIER :
._"ZI Assigned to PS or TS Classification: Analysts use
Local Code: Monthiy Salary: $ Salary Step Hourly Rate
_3_' 4 T PERSONNEL HOURS
Enter times in quarter-hour segments per 8-hour day
ACTIVITY : Analysts use
~ MON. TUE. | WED. THUR. | FRI. TOTAL
‘ HOURS
62. Type complete card sets.
63.  Type master card.
64, Revise master card.
65. Type modification on a
card or proof slip.
66. Reproduce card sets (other’
than typing).
67. Sort cards into sets,
68. Type call number, added
entries.
69. Revise typing on card sets,

5|
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1
FUNCTION . ’_J COLLEGE: — e rg—reproductiomamd— Page 2 of 2

WORKSHEET FUNCTION: __processing,—Continuved— Month
AUTHOR: Week Dates thru
EMPLOYEE IDENTIFIER o ;
_ZJ Assigned to PS or TS Classification: Analysts use

Local Code: Montily Salary: $ _ Salary Step Hourly Rate

3 4 : PERSONNEL HOURS
' Enter times in quarter- hour segments per &-hour day
ACTIVITY _ Analysts use
MON. TUE. | WED. THUR. | FRI. TOTAL
HOURS

70.  Prepare (typing) authority
curds.

7i.  Prepare (typing)
cross-reference cards.

72, Other (specify)

Al

COMMENTS/FOOTNOTES |
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—

' 1
FUNCTION ._J COLLEGE: _ . Page 1 of 2
WORKSHEET FUNCTION: __End Processing Month
AUTHOR: Week Dates thru
EMPLOYEE IDENTIFIER . .
__Zl Assigned to P3 or TS Classification: Analysts use
Local Code: __ Monthly Salary: $ Salary Step Hourly Rate
3] 4 PERSONNE! HOURS
. Enter times in quarter- hour segments per 8-hour day
ACTIVITY Analysts use
MON. TUE. | WED. THUR. | FRI. TOTAL
HOURS

73.  Prepare circulation card.

74.  Prepare book pocket.’

75.  Mark call number or place
label o spine of volume.

76.  Affix pocket and date due
slip; affix gift plate.

77.  Affix biographical and
review material in book.

78. Stamp properiy marks.

79.  Affix plastic jacket to book.

80. Binding routine (State
Printer or Commercial
binder).

B

COMMENTS/FOOTNOTES
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FUNCTION
WORKSHEET

T:i E
Z Assigned to PS

]

COLLEGE:

FUNCTION:
AUTHOR:

End Processing, Continued

Page 2 of 2
Month
Week Dates thru

MPLOYEE IDENTIFIER

Classification:

Analysts use

orTS
Local Code: Monthly Salary: S Salary Step Hourly Rate
3 4 | PERSONNEL HOURS B
Enter times in quarter- hour segments per 8-hour day
ACTIVITY Analysts use
MON. TUE. | WED. THUR. | FRI. TOTAL
) HOURS
(ol Library binding and
Mending,
&2, Revise completed books
before forwarding to
circulation. ’
. 83, Distribution
84. (‘unccllzzlipns and
withdrawals.
85, Other {specify)

e

5]

COMMENTS/FOOTNOTES




6.1.46

'[] .
COLLEGE:
FUNCTION }‘ . on.  File Maintenance - Page of
WORKSHEET UNCTION: Month
l AUTHOR: Week Dates thru
7] EMPLOVYEE IDENTIFIER : — ot
Assigned toPS___or TS ____ Classtfication: nalysts use
Local Code: Monthly Salary: S ___Salary Step Hour!y Rate
3] 4 | PERSONNEL HOURS
Enter times in quarter- hour segments per 8-hour day
ACTIVITY ‘ | Analysts use

MON. TUE. WED. THUR. | FRI. TOTAL
| HOURS

86.  Sort and arange shelf list,

87.  File shelf list.

88, Revise filng of shelf list
and all catalog cards.

89.  Sort and alphabetize all
catalog cards in the set,

90. File all catalog cards.

91.  Revise filing of all catalog
cards.

92, Catalog maintcnance.

93, Other (specify)

COMMENTS/FOOTNOTES.
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1
FUNCTION u) COLLEGE: — _ Page of
WORKSHEET FUNCTION: __Adninistration Month
AUTHOR: Week Dates__... _thru__
EMPLOYEE IDENTIFIER . ‘ ;
__2J Assigned to PS or TS Classification: | Analysts use
Local Code: - Monthly Salary: S A Salary Step Hourly Rate
3 4 PERSONNEL HOURS
Enter times in guarter- hour segments per 8-hour day
ACTIVITY Analysts use
MON. TUE. | WED. THUR. | FRI TOTAL

HOURS

94, Supervision

95.  Insservice training.

96.  On-campus meetings.

97.  Off-campus meetings.

98. Public Service Activities.

99.  Other (speeify)

s |

COMMENTS/FOOTNOTES
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California State University and Colleges

Standardized Technical Processing Activities
Scope of Functions Performed

Acquisitions

A, Preliminary Activities

Open, sort ind distribute incoming mail:

Mail “is opened and sorted into like items (publishers advertisements,
catalogs. book  requests. invoices, incoming  books. serials, ete). and
distributed to appropriate processing point.

Review book order requests:

" Book order requestss are examined  to determine  their  bibliographic

completeness. their suitability to the scope of the collection, and the status
of the funds against which they will be charged. Book order reaaests satisty
specilic information needs and build the collection in departmental areds.
Includes replacement orders,

Review selection media:

Selection media are periodically reviewe © to identify new titles which should
be added 1o the collection. Placement ot orders by review of selection media
satisfies-the general subject scope of the collection.

Select titles to be ordered or Kept: .
Titles which satisty departmental or general interests are selected for order
piacernent, within budgetary limitations. Inclue.  approvals und gifts.

Type librarv order request card:

Typist prepares library order request card from bibliographic information
supplicd by the requester. Inlormation may be sent in the form of publishers
flyers. brochures, handwritten request lists, catalogs, bibliographies, etc. A
single order request card is typed or handwritte:: for each title sclected.
Libraries  frequently  supply order request cards to each academic
department, with instructions for order placement. They can then use the
request card completed by the department rather than duplicate work with a
scparate typing.

B. Ordering

7.

Bibliographic searching,

Requests  are searched: (1) To  establish  entry, complete missing
bibliographic stformation, and determine av  1hility of title and LC copy
through Cuwmuiative Book fudex. ‘ational Union Caralog, Books in Print,
Book Publishing Record, card « -talog. etc.; (2) to determine possible
duplication of title, through card catalog and outstanding order file.

-03
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6.2,

C.

Difterent Iibraries perform difTering levels of searching verification. Some are
primarily interested in veritving form of entry. some wiant to establish price
and others wiht not place the order until the ¢ nlete citation has been
verificd.

Asvien vendor and tied:

0,
Librarian designates dealer or publisher with whom an order will be placed.
and indicates the tand (o be cncumberad.

9. Prepare multiple order fecord:
Typist completes multivle-order form for cach title ordered. following oral
or written instructions for cach group of orders. Multiple order form may
also be xeroved or otherwise reproduced.

10, Type purchase requisition. ete.:
Typist prepares requisition or order. either in ordering a group of titles
(initial oider). or as o« confirming request for payment for materials already
received.

I1. Revise tvping:
Librarian examines ty Pul arders, noting that information is accurately typed
and is complete

120 Sign and mail requasts:
Requests u-e signed, appropriate vendor copies are placed in addressed
envelopes and orders are mailed to assigned vendor or publisher.

13, Burst and file farms:
All forms are separated and sorted for distribution. Order forms prepared by
xerax or other reproduction are cut apart and sorted for distribution. Sorted
forms are filed in designated files; i.e., outstanding orders file, purchase
sequisition or order fle, fund file, etc.

4. Encumbrarce or prepas ment routine:
Encumbrance entry is made in ledger under appropriate fund for each title
ordered. If lbrary budgetary records are calculated on unit record
equipment, an encumbrance card(s) is keypunched from order record
information.

Receiving

16. Unpack books: check against packing lst or invoice:
“Packages containing books are opened, books are arranged for checking, and
checked aguinst packing slip and/or invoice. incoxmm, books are suuencd to
determine which need special handli ng.

I7. Prepare confirming order:

Type order form for title received on approval pl"m standing order, etc.
Burst 1orms and file in ap: ‘ropriate file.

-94~
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I8, Check outstanding order Hile:
Outstanding order tile slips are pulled, or date of receipt ot book is not-:1 on
the ship which remains in order tile until processing completed.

19, Check in seriuls ind pertodicads on Kardex:
Seriatts are separated trom the other titles and are entered in the Kardex

records hetore further processing,

20, Collate hooks:
Book is examined page by page to determine whether signatures have been
properly bound and print is clear.

210 Book return procedure tincorrect shipment. defective copy. approval
books): ‘
Books which have been incorrectly sapplicd. approval books not selected.
and defective copies are prepared tor return shipment to the supplying.
source. ' : "
22, Book accessioning routine:
Aceession number is stamped on book  for positive . atificae o of
individual title, Number may be stamped or otherwise recorded on one or
more records as aid inidentilication. and in slipping charge cards. Formal
aceessions record (ledgery may be maintained in which accessions number,
- anthor, title. publisher, dite, order <ource. price. ete.. are recorded for cach
item accessioned. Informal aceessions record may be in form of notebook of
invoices or order slips stamped with accessions number,

23, Write sourcing information: ,
Information on source of order is written in cach beok. usually on the page
foltowing the verso of the title page: (1) Copy number of book: (2) date of
receipt of book in librarv: (3) source of order (vendor or publisher); (4) list
price of baok, ' :

24, Prepare gift record form: , .
A gilt record 1§ prepared for cach book given the Hbrary which is added to
the collection. {Norer A library order request card, or multipte order record
may Sc typed, depending upon how many copies of the record the library
reqrares in processmig eift materials,) :

=5, Book distribution routine:
A process form may be prepared to be outed with cach title. Books are
forwarded to the Cuatuloging Department  ore placed in a holding arca,
depending upon available copy and processing treatment,

26. Prepare receiving report (claims scheduled:
A report is prepared certifying receipt of materials for which payment is
requested. '

27. Prepare invoices for payment:
Invoices are checked to insure that all titles listed on the invoice have been
received. Any discrepancies (incorrect shipment, defective copy, ete.) are
O

ERIC
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6.2.13

28,

noted, necessary changes are made. and the invoice is certified for payment.
either through prepariation of a receiving report or by signature of the
librariin an the invoice itsell. Forms are sent to the Business Office for
pavment,

Expenditure voutine:

Expenditure amounts are posted under approriate titles and funds in the
ledger or an expenditure card is kevpunched tor cach title paid). Fund
encumbrance and expenditure data are maintained on current basis on 2
ledger or on punched cards. Periedic reports are distributed to academic
departments for which library maintains records, and to purchasing or Fmal
Office. Credit memos are accounted for.

D. Post-Cataloging

30,

Clear in-process file:

Order slips 2ree pulled from outstanding orders file when Acquisitions
receives no*-Jiation from Cataloging that title is completely processed, and
is ready for circulation, '

¢ forms, ete., in completed records or discard:
Prepared forms used in- the order process are filed in required completed
ovders files, or are discarded when removed from the i process files.

Requester niotification routine:
Requester is notitied that title is pri:cessed and is ready for circulation.

Periodic accessions list routine:

A list of selected or total recent acquisitions is prepared on a periodic basis,
and sent to faculty members. Includes \L‘rldl\ listings, directories, print-outs,
ete.

E. Miscellaneous Activities

35.

36.

37.

38.

Vendor stitus routine:
Write dealer’s reply on order form in outstanding order file; pull order form if
dealer has cancelled order, or if library wants to cancel.

Claims routine: ;0

Order files are periodically scarched to locate orders which have been
outstanding beyond the established period for claims. Form letters are
prepared (or multiform slips are reproduced) and mailed to the ordering
source, requesting explanantion ot delay in receiving requested material,

Cancellations routine: :

Orders which the source cannot supply are cancelled, with possible
placement to another” source (dealer, publisher, out-of-print dealer).
Appropriate forms are pulled from all in-process files at time of carncellation,
reason neied, and determination made of desirability of a re-order.

Out-of-print order routine: .

Desired out-of-print materials may be ordered through an out-of-print dealer
or advertised in a publication such as the Antiquarian Bookman or the

-96-
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Fibrary Bookscller (5B A Tetter is prepared for either purpose and
mailed to the source. A request form is tvped for cach title ordered and fited
in the in-process tile.

Process inguiries:

Answoer spedific inquiries from requester regarding status of an order in
Process: penerdt mquinies concerning <tatus of in-process order noted in
public L"ll'llﬂ" by patres eer ot inguiries revarding bibhographic
information. e auihor, ttle, dute of publication, publisher, price, ete.

H.  Cataloging

F. Pre-Cataloging

45,

Sort books, assign and distribute:

Books delivered  rom the Avquisitions Department are sorted into categorics
for processing: ie.. added volumes, added copies. books with LC copy,
books for which LC cards/copy must 1w scarched. original cataloging, etc.
Books are placed on book trucks and distributed to the appropriate
processing areil.,

Scarch for catiloging copy: venly bibliographic information:
Additional scarching is done to verify bibliographic data and to locate
cataloging copy or eapy closely approximating titles to be cataloged.

Secarch NUC:
Search NUC and LC catalog of printed cards to verify bibliographic data and
locate cataloging information,

Scarch IDC-MCRS:
Search IDC-Micrographic Cataloging Retrieval System indexes to locate
bibliographic data for cataloging input,

Search CARDSET:
Search CARDSET indexes to locatc bibliographic duta for cataloging input
and card reproduction,

G. Obtaining and Maintaining L.C. Data

47.

48.

49,

Order LC cards or other unit cards:

Cards to be ordered are determined. order is prepared (multiple-form LC
slip. or preprinted, typed LC order), LC or other unit card order (Wilson
cards. ete.) is sent, and interim (outstanding) order slip is filed. Unit cards
are frequently onhnd at the time orders for new titles are placed.

Receive and arrange LC cards: el
Upon receipt of cards. LC interivy order slip is pulled, LC cards are sorted,
and matched. or held for filing (and later matching with incoming books).

Receive and arrange LC proof slips or proof sheets:

Upon receipt of proot slips, slips are exaniined, sorted and matched with
books or held for filing. Proof sheets are examined. cut apart, sorted, and
matched with books or held for filing.

«97=
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6.2.15

50. File LC copy (cards or proof)
LC copy is serted (unless received pre-sorted) and filed as it is received. |

Added Copies’Added Volumes Routine

52, Added copies/added volumes routine:
The soain entry and shelf Bist cards are pulled, added copies or volumes are
entered on these records (also the Kardex record in some cases) and the
books are then ready for physical processing. '

LC Cataloging

54, Mateh LC cards or proot copy and books:
Upon receipt of both book and LC card set, a match is accompiished
throagh systematice. periodic cheek of both book holding shelves and LC
card holfings drawers, or a proof copy is pulled.

55. Catalog nd classify with LC cards/copy:
LC cards or copy are compared with book to insure that cards match the
book in question. Titles are classificd (LC or Dowey Decimal), entries may
be checked in the public catalog. subjects established, and modifications
made. if necessary. Call number is written inside the book.

55a. Shelf List Checking: (See 60)

56. " Revision of Cataloging:
Cataloging and classification are ‘checked by someone other than the
cataloger limself to ensure correciness and appropriateness. Corrections or
changes are made as necessary.

Original Cataloging
& SMs

58 Original cataloging and classifying:
Cataloger performs descriptive cataloging, subject analysis, classification, and
authority work (i.c., name subject, eic.) for titles for which no LC copy is
available. Cataloger prepares a work slip or work sheet to be used in typing
copy for catalog card reproduction.

59. Revision of Cataloging:
Cataloging and classification arc checked by someons other than the
catalo. - himself to ensure correctness and appropriateness. Correctlons or
Lhangcs are made as necessary.

60. Shelf listing Checking:
The shelt list is examired to prevent duplicate assignment of a call number.
A temporary shelf list slip/card is prepared and filed to reserve thie call
number while the book is being processed. and befors a permanent shelf list
card is prepared and filed. '

Card Reproduction and Processing
62. Typece | lete card sets:
Complete card sets are typed; or additional cards are typed as required to

complete card sets.
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064,

03,

GO,

07,

08.

G,

70.

71.

Type master ard:

A master card s tvped, to be used in reproducing sets of unit cards by
clectrostatic or photoreproductive processes. A complete set of catalog cards
miy be typed in e of reproducing the set.

Revise master card:

Master card s prootead to correct any typing errors. 11 a completr set of

catalog curds v tvped, cach card must be examined tor errors,
Type mod-fication on i cird or prootslip:
Close copy is modified, it jittle modification is required. Modified copy then

serves as naster cird for ceproduction of card sets,

Reproduce card sets (other than typing):
Some method of card reproduction is used o duplicate a set of catalog cards
from cach master card typed.

Sort cards into sets:
Reproduced cards are sorted into sets after reproduction (and cutting, iff
necessuryi, ’

Type call number. added entries: .
Call number is typed on cards in the set established added entries are typed
at top of cards in the set:shell st card is typed,

Revise typing on card sets:
Cards are revised to verity accuracy of typing, both of call aumber and
added entries.

Prepare authority cards:
Authority caris are typed or otherwise prepared as necessary for authority
files mentioned.

Prepare cross-reference cards:

Cross-reference cards are typed or otherwise prepared as new subject (and
corporate) entries are established, and emphasis on established subjects
changes.

End Processg

73.

74.

7.

Prepare circulation card:
A circulation charge card(s) is tvped or prepared for all books processed into

Ctlie library’s circulation collection. .

Preparc book pocket:
Identifying bibliographic clements may be typed on the book pocket; or
adhesive label containing clements may be attached to the pocket.

Mark call number or placc label on'spine of volume:

Call number is hand jettered or otherwise placed on the spine of a book
(through use of self-udhesive labels, commercial lubeling machines, ete.).
Special location designation strips and symbols are affixed to spine.

-99-
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76.

77.

80.

St

84,

AtTix pocket and dute due ship. Aftis gift plate:
Book card povket is glued into book in a predetermined position. Date due
slip is tipped L Gift plate iy puasted in book in u fixed position.

AtTix biographical and review material in book:
Biographical material about the book™ author, and significant reviews found
on dust jacket are clipped wnd puasted 3 book.

Stamp property marks:
Towe library’s identifying stamp is placed on the book at several fixed
locations (e, edge stamip, title page. secret page, ete).

AtTiN plastic jacket to book:
Plastic jacket is placed over dust cover and atfixed to the book.

Bintery Routine, (Preparat noand Recciving):

Paperback books and other paperbound materials are prepared for shipment
to the Staie Printer or local bindery. Paperwork required for the bindery is
prepcced. Upon reting the shipment is checked. records chunged to rcﬂut
titles, which have been returned, and volumes readied for processing.

Libzary binding and mendine:

Libraries equipped for “heme bindu.” may bind paperback books or place
in pamphlet binders, Includes goneral repair or mending.

Kevise completed books before forwarding to circulation:

Completeiy processed books are checked to insure accuracy of typing and

) pI'OLL\\lH”

Distribution:
Books are sorted according to various categorics or destinations, e.g.,
reference, new book display shelf, and are delivered to their destination.

Cancellations and Withdrawals:

Materials which are declared lost {cancellations) or withdrawn because of

excessive wear, obsolescence, ete., require that the library records be changed,
catalog cards, shelt lists, ete., be removed or changed as appropriate and the
physical volumes, if available, are stamped “withdrawn™ and discarded.

File Maintenance

86.

88.

Sort and arrange shelf bist:
Cards (shelf list, main catalog, authority. cross-reference, ete.) are arranged
in order in which they will be filed,

File shelf list:
Cards are filed in the shelf list, public catalog and other files Tollowing
library’s rules for systematic arrangement of card files.

Revise filing of shelf list.
Filing is checked to insure, its accuracy; corrections are made where

necessary.
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549,

91,

92.

Sort and alphabetize @l catalog cards in the set:

This Tunction includes the sorting and alphabetizing of card sets for new
tittes, nunn entry and anabyviic cards for added volumes. cards for titles
recataloged or reclastiied cards withdra. oo update eniny, ete, These cards
ar. rranged an 2o groups aecordig 1o the Ist letter of the Ist word of
Cur oo entry vt andditional sortings of cach subgroup by Znd ov 4d letter.,
and the final arrangement of cach subgroup in alphabetic order. word by
word. to the end of the ontry o each card.

File afl catalog cards:

Interfiles of all catalag cards sorted and alphabetized as in 89 in the public
I

~catalog and tie authority tile which the catatog department maintains.

Revise filing of all catalog cards:

This function may include any or all of the tollowing activities: review of
filing of catalog cards as mentioned in Y0: notification and correction of
filing errors. and the making of filing decisions.

Catalog mamtenance tother than filing):
Replacenient of worn or mutilated cards, correction of changed or incorrect
entries. ete..is entatled in maintenance of the card catalog.

Administration

94.

O
(2

96.

97.

98.

Supervision:

Identifiable supervisory activities not inherently included in other activities,
Inctudes review, coordination, and supervisory activities associated with
conduct of this study. ‘

An-service training:

Includes time spent, whether one or off-campus. attending workshops,
semmars, Jectures, eteo which are intended to maintain or upgrade skills.
Also. includes travel time to and trom place of work.

On-campus meetings:
Includes time spent in attending and participating in campus meetings,
whether or not related to library tunctions.

Off-campus meetings:
Inciudes time spent in attending and participating in any off-campus meeting

authorized by supervisor.

Public Service Activities: .
Includes activitics performed by technical service staff unless defined above.

-101-
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