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Foreward

>

Th%s manual is inténded to introduce the novice book’ée]ector )

-

to the wide“range of his dut1es and to serve all book se]ectors )

~
" (bibliographers) as a reference source‘for 1nstruct1on on procédures,
and seldom done proaects. This work m1ght have been subtitled "a

guide to the perplexed,” for few ]1brary assignments seem initially

so confusing or challenging. The cumulated experience of the authors

may serve to ease some misgivings in one newly facing the task of

-

‘sty pra;t1tioner.

collection development by providihb assumptions regarding selection,

rationale for various types of selection, and descriptions of procedures.’

Perhaps. more importantl&, it may save some time in the schedule of the
\

5 .
The introduction spells out some of the major assumptions present in

our working envfrcnmenf, and the methods chapter delineates the main

stylesYof doing the~job that we have identified through a series of

in-house interviews with our-own book selectors. , The rest of the manual

is divided into segments thét are as much like the work as we could make
’ \ .

them. .The'chapter titles for the most part speak for themselves.
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the University of California 'system has been given primary respon51b111ty

for graduate educatlon (Ph.D. 1eve1) “and for research The CSUC system has

“ments‘and great care in the selection of all materia]s. Ideally, each subject

.area in which undergraduate degrees are offered should have a working collection

eadeqnate coverage of the corpus of published literature,

_great emphasis on laboratory research at the graduate level and, by virtue of

© this empha§1s, probably do not requ1re‘11brary research collections. Other

" packaged microform research collections exist; we have had to build our own

- INTRODUCTION

¢ N
. - .
- . “ v -

- L]

There are a number of facts and assumptlbns that heTp to form our working
%‘%
.environment. Among these are the roles spec1f1ed 1n a number of documents

~

fbr the various segments of higher educat1on within California. Brief]y,

—ry
as «its mission undergradbate education and masters 1eVe1‘instructiona csuc

11brary size is determ1ned by formu]as wh1ch have so far depended bas1ca11y
on student enrollment. As enrollment stab111zes‘and we approach the point
in collection develgpment where building stops and maintenance begins, it

{s clear that we will have to exercise more control over continuing commit-

v

of books and other mater{alsywhich support the courses offeréd and reflect

both’the academic and humanistic concerns of that subiect as well as provide

R
L]

Graduate courses of study require greater support from the c911ection, both
. - A

in depth and breadth Some subject areas , such as the physical sciences place

subject areas, such as anthropp1pgy{ education and physical education have‘

large microform research collections. For many other subject areas no pre-

research collection and need to be continually alert for opportunities to
! .

fi11 gaps in our collections. X

<
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There are on]y S0 many ways to review a book sent anapprovaI but‘there are

. _probably more crlterla for an aceept/reJect decision than are casy to verba11ze. 1

P

)

P

Just as varied. If a subjegt‘area requires currént imprints as quickly as possible,

The primary crlterlon is the qua11ty of the book 1tse1f as judged by a perusa]

of the book. In addition, some blbllographers choose on the basis of publlsher ]
(knowin; which are most reTiable for their particular subjects), some on the
basls of author (aoain subJect dependent), some glve greatest welght to potent1a1
use or student interest, some to academ1c/ctrr1cu1ar dlrectlons and emphases. -
A11 should consider pr1ce'%nd the cqrrent state of the budget The Ideal ‘; 3
Blb11ogragher.w111 of éourse, se]ect—on the ba51s of an optlmum blend of a]l

of the above'factors. There is no neat def1n1t10n of this optlmum blend. It

is dlfferent for this institution from what it may be at others, and it will .
certalnly'vary according to- the bibliographer's subjects of reepons1b111ty: .
Each of the current bibliographers hae his or her own blend; each new biblio- !
grapher eventually develops e’perspngl methodt o ‘

!

-

Considerations goyerning methods for selecting non-approval items "(books selected .

from the Book Publishing Record {BPR), Midwest Book Company's preliminary Library

of Congress proof, appreval form selection slips, blurbs, or journal reviews) are

it will be necessary to do a yreat deal of ordering from 5furbs (particularly if

*

approvel plans supply slowly or {f there is much important foreién publication
or non-trade publication in the subject). If a subject is profusely supplied by
approval and the selection probTem is jidentification of the worthwhile tit]es

and rejection of the potboilers, a b1b11ographer w111 probab]y depend more heavily

on reviews and accept the time delay. If our collection is very strong in a

particular area, current purchases will need to be emphasized. If we have ¢

- o . » o

\ ‘ -2 ‘ T
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* important gaps, out of .print dealer cata1ogs may suppty the lacks. In

e buying for a deve1op1ng area, it may be necessary to buy a]most everything
-
published, even materials that would not ord1nar11y meet our se]ect1on cr1ter1a

f .
51nce frequent]y that is all.there is as a. field of study beg1ns to emerge.

The balance between monographie and serial selections w111 vary by subject, as

I

f
wlll the importance of non- bgok‘mater{als. The need for research co]]ect1ons
e . ° ' . . " . “ -
*will also be a factor .in determining spending-patterns. . .

. - R . . .
e . r - @

. _One of our primary respons1b111t1es as b1b11ographers is the control andef
_assessment of quality--the quality of tnt]es we are order1ng and the qua11ty
P of the existing co]]ect1om.‘ The techpiques commonly ca]ied b1b]1ograph1c '

contro] cover only part of the qua11ty spectrum "Knowing what is be1ng

o .
. « L1

pub]xshe in a subject and seeing that the library gets adequate coverage

real]y gua antee noth1ng about qua11ty--some subjects just do not pub11sh
€£¢nyth1ng at meets the criteria we use to. se’ect, ‘and what do we do then?

ObV1ous1 we must re]ax qua11ty standards in certa1n cases. But, later the

qua11ty of pub11cat1on is 11ke1y to “improve and our. col]ect1on shou]d’Jmprove

Fd

- accordjngly. . . . :

\ . .. . * - S

s

Retrospective controls over quality are easier to estab]ish: when we suryey © e
the collection against a "standard scholarly bibliography", we are assuming

that the titles on that 11st meet certain quality standards and measur1ng\\\\’-;/

the collection against these standards. This assumption may prove to be wrong

start- with Current t1t1es provide noth1ng much but blurbs, which are untrust-

worthy, and most rev1eW1ng med1a are retrospect1ve which we might as well adm1t.

SN

Qualjty judgments are)rea]ly made on the basis of experience, of looking

- ' -

at materials as they come in. Bib]iographers must have dependable memories.

"

. (even standard scholars nod), but at least there is some sort of guide to
‘ '3

|

|
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ERIC S0 |
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these factors shou]ﬂ help gu1de future sel

ahow.to do it. Each bibliographer “has the respons1b111ty for f1nd1ng out what /
- ductions to faculty members. Another approach to faculty introductions is

.. subJects for wh1ch he or shee w111 be respons1b1e, and the Head B1b11ographer

be able to\frogide guidance on this. Sample memos of introduetjon.are available.

Ongoing faculty contact is slightly different. Some facu]ty members are

‘xth1s 0urs is to interpref afd explain library policy to faobigy who ask,

and many do, so we have to)know as much about library operat1on and policies _ °

»

Je
+

Remembering the bad pub]ishe?s the untrustworthy‘authors the bib]iobraphées

-

-

- that proFuced unwanted items, the d1str1bu§rs that faﬂed to supp1y A1l
tions. = - . |
Loy ,
. ‘ < . . ‘e ‘ :. ‘.. ) : \. ) . \
Fagulty contact, its nature and frequency, ‘is another moot' point amongst
¢ {

»

N 3

_bibliographers. A1l of us agree that it is 1mportant but nobody agrees ‘on
: {

-

B
the faculty want, and new b1b11ognaphers are generally given personat intro-
! D B .
5 N R / ’ . e
the memo. Thevnew bib]1ographer writes an introductory memo which includes the

sends it out to the faculty under his signature. In some depa\tments the best

2

destination is the department chairman, in others the book coordinator, in

others all members of the department. Ihe'Head hib]iographer will probably

3 * r
¢ v . - , - .
» ~ -

interested in the 1ibrary, others interested but not familiar with 1ibrary

L

methods, *and some not at all library or1ented. The.decision to buy rests

with the bib]iographer in all cases and the responsibility #or the purchase

i{s ours. It should be kept-in mind, too, that the 11brary buys in many ,

subjeot areas and that we.as b1b11ographers Q%e respons1b]e for. deve]op1ng a

b 'anced collection. F ulty members may sometimes have to be reminded of.

v

as possible..

4 .
-9 . 2




<"1ike the telephone. Some call on departments in person. ‘Some run informal

¢ N ®
) surveys. Some attend co]loqu1a and departmenta] meet1ngs A1l these methods ,

work, if appropr1ate to the Jnd1v1dua1 b1b31ographer and the subaect area.’ J

v
A\

N o, * ) -

° . Ay good deductlon goes freh'th? general to the part1ou]ar% we W1]1 try to
A do the same.» There are 3 number of rq%%ine th1ngs that each b1b11ographer
@ has to do in order to perform his funetl n. Each bibliographer should do«'0 )
the .following: : | i o ;' ‘ ) . | ‘
 WEEKLY . A . ' o
' " * Review books on approva] and blanket order she]ve§%isee Append1x A) .
} *k Review bans on trucks and/or review she]ves n the same area : "3

* Screen "in-basket" mater1a]s to discard obv1ous]y unsu1ta5]e

- »t

, ° ’ items, d1v1d1ng the remainder into items for 1mmed1ate purchase
: “

and titles for deferred con51deraf1on, 1.e., large expensive °

-

{tems, possjb]e5new journal titles. ~

*  MONTHLY : : . ' .
efs . ~Attend department meeting (tst'Tuesday of_moqth at 3:00 ph\?h
o B1bllographyf ? T T -
T s Order books from. routed Book Pub11sh1nq Record (BPR) “~ : .,
% ngg from other routed re&1ew1hg*med1a . :_ ‘ 7 :W .
o ‘.?Q. a* Turn in faculty contact logs . ; | ' ‘Lf; ..
’ ' ;' % Raview she1veé im cataloging ‘ e : 'h:l '
: A Ky K ‘ -Rev1ew gift" books . - A . '
o xRy o ‘ ,‘\l
‘ tr Rer1od1cat and ser1a]'orderf and’ cence]]at1ons o / / ' a(
| o AS NEEDED 2 » %
’ o i o g’r‘bduCe"he‘horts3 speeiai surveys, degree proQOfaTsJ etc.

-t
L]
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B N '« THE SELECTION PROCESS L
. . : ¢ ) i . . . ’ ’0/
[ "' ” ‘ v * e ' ! ' ) ‘.// -
A. Current monograph selection . . X
Aﬁbrova]X\ co ‘ . ) : ’ i;} 6>
, Me have an. approva] program for acqu1r1ng currept books, brand new, wh1ch '

L g ‘at thjs writing still ships too ]1t¢]e We hope $hipment quantaty will .
r pick up; Coverage is restr1cted go u. S pub11shers and fore1gn pub11shers

with U.S. d1stributors. We aSSume that books appropriate for our 11brary .
¥
¢ Tare largely scho]arly monographs‘wh1ch support the courses and degree Erograms

[’.- - #
of the unIVersity This means that we prefer 'to buy monographs rather than .~

compilations, scho] rfy rather than popu]ar works, and books -relevant to those 3
spec1fic sourses orad§€ree programs offered or proaected to be' offered on this

" campus. rather\than general 1nterdst/booksq we hope that generaf interest bqoks

gan be made ava11ab1e to 1ibrary patrons through our current paperbacks co]]ection.

which consists -qf books bought directly'from a vendor and then sent to a special
.area in-our main Tiprary without being cata?oged. Titles* sent for th1§ co]]ection q
are 1ater reygewed DY the b1bliographers to see whfch, if any, merit befhg ddded
to the permanent co}lection. B1b11ographers shod?% a]so give cons1deration

.71 kvto mater1als that offer a]ternative avenues‘of 1earn1ng to students who.are

*{nterested 1n $ubjects of\scholar]y merit not offered at the un1versityv The'

) e folfbwing general priorities by type of user shpuid be képt #n m1nd' ‘
. ,]: the needs of undehgraduates will be nie first .- .
S N :
SRR Y 2. the needs -of graduate students will be met secopd e L DT
x\ _?r"’"r- .
s 3.0 the kesearch re]ated needs of facu]ty members will be met ' f
" 4 3%
<y V. third and as funding permits. Yo e e ¥
i 4 . " * . -
" : e .
. . N . " [ R S ' R .
- Consu!tatlon wwth other bib110graphers in dec1d1ng to keep or reject indiv1dua] 7

0 titles recejved on app&ova1 may be useful, thicuTarly in the case of titles
EMC " ) N s > .; N v e
W .o . . «6 1 « . . -




of 1nterd1s61p11nary interest where there may b overlapp1ng areas of

- R responsib111ty for collection tevelopment. //ghy b1b11agrapher may s remove

.
]

[ERUIS S

-t thE”heJect1on slip from a book 1nd1caté/g'it is to “be kept, if he knows of
. —— %

T : a partlcular need for that book “j;;ey r, before reJect1ng a book 1in a ‘

SUbJECt area other than his ownx ibliographer shou]d consu]t with the o j

- b1b11ographer who has respons1b}11ty for that area and may know of a reason
. " 2 *d - .
“wfor keep1ng i, . . s ‘

\ '«' %. ( )

! Part of the routine conn cted. w1th approva] sh:pments~1nvo]ves marking

~

L var1ous k1nds of decis1ons on, the yellow approva] f]yers and 1nsert1ng
- . them into the books® Bdbks wh1ch are to be cons1dered‘for 1nc1us1on in
/
‘ - . the reference co11ect10n'fhou1d have "Ho]d Reference" marked on the yellow

flyers p]aced‘ln them. Books wh1ch are vo]umes of a ser1a1 should have

~

buy1ng dec1s1ons marked on the cont1nuat1ons sect1on of the1r ye]]dn f]yers'

1

see,per1od1ca1 and serial section for further 1nstructxon B1nd1ng decisions

~ S
.

-

o shou]d also be marked orf the flyers for approva1 books as needed.

Nv- i

1 4

" *e - .

* .t . 1 ' - . -
‘. N " . ) a . - . ‘ Z

‘ Quv approva] vendow provides us with an addjtionaI means of hib]iographic.

+

- y ‘( - ’
control . for current books through form selection slips. Forms or notification
g

slips are supp11ed 1n 11eu of books for certain gubjects, pub]ishers, and other

‘ modif1ers designated by the 11brary during prgf11e construction. Forms are

4
)

distributed to the apprOpr1ate subject b1b11ographers in subject order.

i

' Detailed descr1pt1ons of the following common e]ements are noted on each slip:

author, t1t1e,pub11sher, 1mpr1nt/copyr1ght date, subject description and price.
-

Additionak mod1f1ers such as type of book, type of pub]isher, format, series type
and or1g1na1 countryxof pub11cat1on provide a morg comp]ete descr1pt1on of
‘ each titlen If a copy %Egthe book 1s wanted, the bib11ographer stamps h1s

) name oh the not1fﬁcat1on slip, and the slips are sent on to the order section’ _

AN 3 I .
"L - R
0 . N . -

\)“ -~ Lo - * 12 ‘ ©
A I A
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. e i N : g
» L4 * WX 3 .
4 .
. 4 .
2 " . ¥
» . . " [




collection.

as a qualitative measure Yf the state of our library's collection. A randomly
taken 10 percent or 5 percent‘sample will yield the same results as will a

) . A
total check, revealing what percentage of the total list-is lacking in our

~

The sam ling techniqué is useful for determining whether or not to use a "
bibTiography as. a.buying guxde'1n a subject (see Appendix E); it enables the
col]ection deve?oper to gauge the quality of encry used in the bibliography

lby examining the results of the»sample'checked Samp]ing shou]d also allow
~us to determine that poant when it no Ionger becomes worthwh11e to process '

©.a b»ibhography. a0t o \{

' -

3. Catalog orders

Cata1og orders are another way of selecting retrOSpective t1t1es for the .

collection (see Append1x F). Dealers’ catalogs,. unlike bibliographies,

‘1gvolve no assessment of the qualtty of books, and this is their maJor diffi-

culty. What a book dealer offers for sale and what we need do‘not necessarily

match. If the catalog can be handily checked against a scho]arly b1b11ography

on the same subaect 1t may be useful to do S0. CataTOg orders should usuaT]y ,

be dea1t w1th qu1ck1y since other Tibraries have also heen infbrmed as to what ‘

x.». ot

15 offered and if we are to get the best of what 1s offered, we must do SO
Speed11y When a bibliographer wishes to grder from a dealer's catalodg, he
should hook desired tit]es in the cata]og, 1ndicat1ng entry and subject code
If the catalog is big:enough, pages should be paper c]ipped to fac11itate

pre-checking. The cata]og should then be given to the B1bliography Department'

secretary, W who will pre-check in 'the official and process files as 'soon as

it is given to her, The Department secretary will give’ the cata]og to the

Order Section supervisor, who will ca11 the dealer and reserve thé items wanted.

- ‘ . 12
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much more quickly (see Appendix C).

) t1me, but. genera] pr1nc1p1es affect1ng se]ect1on from these items remain

.Genera] princip]es and gu1de11nes prdsentIy, the BPR the current monthTy
, batch of Midwest proofs, and the approval shipment are within about a week .

) - ' : o o _ .
as books‘which do not normally appear in BPR, foreign_pooks'distributed:
outsidejthe U.S., and titles which must be ordered*rush for class reserve

(see Append1x B). Another exception to the general 'hold it back' rule

is for those subject flelds, such as science, characterized by a keen 1nterest
and- need for the Tatestgfooks.’ B1b11ographers should also order at once

‘current tit!es which appear in weekly book reviews (New York T1mes Los Ange]es

Times) and which are consequently likely to be requested by faculty and.students

L4

5. . o

At present writing, all bib]iogfaphers review Book Pubﬂishing ﬁecord (BPR),

Choice, Midwest proofs, several also see the New York Times Book Review

and the Los Ange]es T1mes Book Review, in times’ past, we reviewed Times

L1terany Supp?ement (TLS) as we]] This list changes slightly from time to

. the same. . Selections shou]d be indicated by hook1ng main entry in"red, append1ng
. red in1t1a15 or bibliographer name stamp, indicating subaect code (program
"discip11ne code) and pr1o?1ty (see appendix D), and paper c]ipp1ng the page

for the card typist. Exception: BPR's.do not need subject codes, entries

hooked, pr\orit1es, or paper clipping of pages. M1dwest proofs should be

™ . -

initialled and subjett coded in ved on the reverse s1de,

s
4 -

PR . - —

of over?apping in spite of our efforts to hcld back\some of them. ft 1s '

therefore possible. to order the same title three times W1thin a one week period

. nd get all three because the orders so near]y overlap. Each b1b11ographer

should attempt to formu]ate a reliabIe {dea of what to expect from dpproval .
: o

. 14 ,

-
. B f
- , < S~ ;}a
< ' v B .
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B. Retrospective Monograph Selection

and then not order these from any other source until enough time has

elapsed to a]low the approval verdor to supply such items. These routed

select1on media should be passed on as quickly as possible since so many

b1b11ographers are looking at them. Genera]]y, they should not be retained

" over about a day and a half.

. ‘ |
1. Reviews

One means of achieving bibliographic_control over those publishers not

we]] covered by the approval program and BPR is the regular check1ng of rev1ews
appearing in journals in the field. The number of journals that must be

checked will depend on the subject and the adequacy of bibliographic control
estab11shed over 1t If one review ‘source is suff1c1ent for bood biblio-
graphic control, se]ection from that one source is enough Scholarly reviews

frequently appear so long after date gf publlcation (one year lag time is
average) that the books reviewed are already in the library. Although the

_primary use of review sources is to provide ceverage of those publishers not

well_covered by the approval program, it is also possible to use them from ._

time to time to assess the adequacy of approval and, BPR coverage if the

“time 1apse'1's kept in mind. To do this regular]y wou]d be’en 1neff1c1ent

“use of checking time s1nce 1t 1nvo]ves a con51derab1e dup11cat1on of effort.

&
-

-

L4
» e

For our phrposes, retrospective bibliographic control is gefined es the
selection of those ﬁitles which are out of print (OP) or not current (published
prior to the current fiscal year) and of selecting reprint titles. Current
funds are used to buy books with an imprint that is the same as the fisca]
year: during FY 1975-76 we will buy boeks with imprints of 1975 and 1976

out of current monies. Reprints are bought wit' current funds if the reprint
has an 1mprint within the current fiscal year, however, problems in selecting

10
1 15 , ¢
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_ titte in question is a recogn1zed class1c.

out of print, repr1nt, and noncurrent in- pr1nt books are similar; basically

a lack of information as to the qua11tyfﬁf the book un]ess 6f course, the

Reprints are rarely reviewed, and. finding 4 review of an OP book pub}ished

{n 1913, for example, would consyme more tihe than bib]iographers_can ﬁsua]]y
spare. We assume that the qua]ity of OP and noncurrent~books is to some
extent assessed by those who compile b1b1?ograph1es, b1b11ograph1es that are

part of scho]arly monographs should be qu1te re11ab1e in 1dent1fy1ng important
research works we may wish to acquire. . . f{g

‘ 4

‘2. Comprehensive.scholarly bibliographies
Comprehensive bibliographies should be consulted if they have a rather
narrow1& defined coverage. They are orobab19 most usefu] for subjects
which have had less deve]opmenta] buy1ng than have most of our traditional

academic disc1p11nes. Narrowly defined bibliograpifies are usefd1 for those

*

areas in wh1ch we wish to develop bas1c research co]]ect1ons and may also

be used in f1111ng gaps in our coverage of subjects.

h
. .,
b a”
S

,Comprehensive b1b11ograph1es of w1de scope have only limited utility at

\

this po1nt in the deve]opment of our co]1ect1on. Wide scope b1b11ograph1es

with ualitative jud ments are useful on] for special purposes. Books for
q Judgr y p purp Books for

~Co]1eqe Libraries (1967 edition) was ent1re1y checked, and the Tacks ordered

The same treatment is being given the 1975 edition of Books for College L1brar1es.,

The ALA's Books for Junior College Libraries was used for a duplication proJect

as was the Brodart Junior College List. Our 11brary now holds such a high
percentage of the books listed by such works that it no longer seems productive

_to use them.as buying guides. However, sampling such bibliographies is useful

4
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A

as a qualitative measure ¥f the state of our library's collection. A randomly

. ‘
B P T O TP U T

taken 10 percent or 5 percenfhsamPIe will yield the same results as will a
N . - N
total check, revealing what percentage of the total 1ist-is lacking in our

~1

‘_co?Jeetion.

N
. . .
- <
, . . »

The sampling technique is useful for determining whether or not to use a

bibliography as. a.buying guide'zn a subject (see Appendix E); it enables the
col]ection developer to gauge the quality of entry used in the b1b11ography

'by exam1ning the results of the-samp1e~checked Sampling shou]d also allow
us to determine that p01nt when it no longer becomes worthwhlle to process ’
>j‘a bibl1ography. At _ T € }
‘ 3. Cata]og orders ( o | A »

Catalog orders are another way of select1ng retrOSpective t1t1es for the ~ ‘;
collection (see Appendix.F). Dealers cata]ogs, un11ke bibllographies,
-1gvo1ve no assessment of the quality of books, and this is their maJor diffi-
'cu1;y. What a book dealer offers for sale and what we need do not necessarily
match. If tne catalog can be handily checked aga1nst a scho]arly b1b11ography J
on the same sub;ect, 1t may be useful to do SO. Cata]og orders should usua]]y i ‘
- be dealt with qu1ck1y since other 11brar1es have also heen infbrmed as to what
S 1s offered, and if we are to get the best of what s offered, we must doiso | /;
Speedily When a bibliographer wishes to grder from a dea1er s catalog, he
should hook desired tit]es in the cata]og3 1nd1cat1ng entry and subaect code.
If the‘catalog is big;enough, pages should be paper c]ipped to fac11itate
pre-checking. The catalog should then be given to the B1b11ography Department'
secretary, w who w111 pre-check in ‘the official and process files as soon as
| it is given to her. The Department secretary will give the cata]og to the
~0rder Section supervisor, who will ca]l the dealer and reserve thé items wanted.
\, 12
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N

FOIIOW1ng this procedure should enable us to obtain the des1red 1tems

from dealers’ cata]ogs before they are sold.elsewhere.

- €. _Monographs Order Procedures Y

. Order vequest cards . b e

It is assumed that collection developers will turn in cards with as full and
correct an entry as p0551hle so that checklng can be done smooth]y. When
checking faculty request cards or blurbs, for example, it is desirabie that
the entry be indicated. Indicat1ng the correct entry 1s 1mportant in

heckjng bxblxographies used for retrospectlve buying since an 1ncorrect

-

" aythor or title or the Tack of a publisher or date may make checking d1ff1cu1t

. or impossib?e. It is also essential for the b1bliographer to provide a

fund number, priority number, and his name or initials on each order request

card. Sendlng a pub11sher 5 b1urb or catalog. and any other information that

. might be needed along with the order request card to the checking section

3% 4

also faciiitates checking and ordering. Any special handllng 1nstructlons

A ]

shou]dlhe entered in the "Notes" position on the order request card.
Z. Rushes d -

L4

Three types of orders receive “rush“ handling. These aré: 1. materials
)

'ordered for the Reserve Book Room, 2. single titles ordered in three or

more c0pies, 3 tit1es requestgd from the New York Times . Book Review. Requests

" for "rush" handling of mater1als wh1ch do not fa]] into these categor1es must

<

have the prior approva1 of the Associate Director of University Libraries
(see ApPend1x A) EJbllographers mill rece1ve requestsifor "rush" Jtems

to be placed on reserve either directly from faculty members or from the

Reserve Book Room. When a. "rush" request for the Reserve Book Room is

injtiated in the.Bibliography Department; the bibliographer must submit’

the request to the Department secretary on an order request card marked "rush" =

14
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and including the name of the instryctor,“the semesteh, the course number

~ .

of the class for which material is to be used, and type of reserve status:
2 hour -~ 1ibrary use only, 2 hour and overnight, 2 day, 7 day or 14 day.
The Order_Request Card will then be routed to the Reserve Book Room and

from there to the Preliminary Cataloging Section of the Cataloging Department

‘where it w111\a1so rece1ve "rush" handllng Thé New York Times Book Review

and the Los Angeles Times Book Review are routed to the bibliographers, and

any priority one title selected is purchased d1rect1y from the Campus Bookstore,

~

priority two t1t1e§ receive regu]ar Rrocess1ng.

D.: Periodical and Serial Orders and Cancellations

LI

Periodicals and serials must be ordered on a schedule. Periodical subschiotions'
are placed once a year before December so that our periodical runs can begin

and renew on a calendar year basis. Some blbllographers take surveys of
faculty opinion for new‘titIes before ordering, all take faculty suggestions,

but the decision remains the bibljographer's responsibility. In these days

of decreasing budgets and increasing continuatjghs costs, the problem has

’become mare complexL The 1ibrary is currently‘conducting a faculty surve&
to Identify per10d1ca1 titles for cancellation. Our goa] is to "educe per10d1ca1

costs by 10 percent. After this reduct1on, each new title ordered W111 have te

" be matched by the cance]lat1on of subscr1pt1ons in.equal dollar amounts to

,ma1nta1n per1odica1 costs at a fa1r1y constant rdte. (See memos in Append1x G

for procedural descrlptlons of the necessary review process and supportzng files. )
“r .
-~ ) e

- s

New serial orders must also be accompan1ed by cahce]]ations of equa] dollar

amounts and, 1like per1od1cals, must be ordered only at Scheduled times. Ser1als

-

~are to be ordered twice a year, in Januahy and June. As this is he1hq written,

the old standing order file is. being phased out and much of the material moved

to the serial record (for‘Iocations and definitions see Appendix H). In one

’

. : 19
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% . .
sensg, this will reduce confusich, but the pbsition of sets remains anomalous.

T

Depend1ng on their cost, the Tength of time requ1red to complete publication,
and £he state of the budget, they may be ordered anytime during the fiscal
year if -accompanieéd by a match1ng cance]lat1on (See Appendix I on sets)

‘E. Reviewing Procedures ~ L \ -

AT mater1als, however ondered -must be reV1ewed by the bibltographer, ;
partly to evaluate su1tab1]1ty of mater1al for the co]]ect1on, partly to
- record processing, handling and houS1ng dec151ons, No 1tem (other than approval

t1t1es which have been d1scussed above) will be processed without a b1b]1ographer S

{nitials on the flyer. " " , )

»

There are review she]ves for b1b11ographers in Bnb11ography, and Acqu1s1t1ons/5er1a
and Cata]oging (see floor map.for 1ocat10ns) They are separated by b1b]1ographer<
4 .name, . There 1s a tendency to put c]ear1ng them low on the priority 1list, probably !
r1ght1y so. But cata]og1ng shelves shou]d be checked regu]ar]y - ser1a]s and
oeriodlcals requ1r1ng decis1ons are placed there and should be expedited. . '
The\g1ft shéﬁVes in the B1b11ography Department ;hould be watched closely enough
so that part1£~Tar1y va]uab]e or fmportant materials can be exped1ted OtherW1se /

these shelves should be cleared when they are full.

-~
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- e DEPARTMENT MEETINGS
pl

-~

14

v
T

\ -

Department meetings are held once a month,} usually the first Tuesday of

.

W

- each month in the afternoon. Announcements progress reports on maJor ongoing
projects, deadlines, and administrative requirements all come up at monthly ;
. . . . ’ ’

meetings. Agenda items shoul? be 'submitteit to the Head Bibliographer in’ .
advance of meetings. L \ . .

k3

Every month each b1bﬁogt~apher turns in a faculty contact log, hstmg by
name each .faculty member contacted dunng the preceeding month Date, department,

and the amount of time spent should be 1nc1uded. This log, is kept to document

-
»

1ibrary consultation wizh the faculty.

N "
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Fo]]ow1ng the preparation of the budget, thejﬁkgartment must produce a_formal

| SPECIAL PROJECTS R |
A. The Budget - : e
At the.beginnfng of every fiscal &ear (July), Bib]iography prepares a materials
budgetmmhich cd/st1tutes our game plan for mater1a1s spend1ng for the com1ng

fiscal year. A pre11m1nary budget is issued in Marchin%the Governor and

¢
used fon p]annlng the actua1 budget is adopted on or about Ju]y 1st, but we
do not usua]]y rece1ve official wqrd as.to what it is until sometime in August.

Our budget is awarded by the state as separate line items (books, periodicals,
and a part of the operating expense allocation Tines make up the budget’ for, >
which Bibliography is respons1b1e) There are other 11ne 1tems - personned,
equ1pment cap1ta1 outlay - but these are not cons1dered part of the materials
. budget Nith1n each Tine item funds are created to provide data for Tibrary
planning and management dec1sions In addition, subject codes are app]ied

to alT’ materials purchased so that 1nformatxon is ava11ab1e as needed by line

item, fund and,subaect. A 1ist of these funds and subqect codes will be found

' ih*Appendix J. 4; o “ ;7

LN N
* N
r

{ v
document expTicating and .rationalizing the monies allocated. to each fUnd

. This document (see Appenttix J) is presented to the Tibrary governing cound11s-

for the1r approva]. Fina1 approval is secured from a policy level advisory--
committee made up of teaching facu]ty which reports to the academic” senate of

the univgrs1ty

*b: Accreditation and Reaccreditataon Reports . .

Regiqnal accreditlng associations such as the Western Assoc1at1on of‘Schoo]s
and Co]]eges 1ook carefu]]y at the Whole Tibrary, but partlcu1ar1y the co]1ect1on.

Speclalized assoc1at1Uns which accredit only a sing]e department, look at

¥ | “




library holdings for that discipline.very carefully. The oberative word

in the writing of an accreditation report is documéntation. 'Everything
in the report must be boih accurate and demohstreblé. Everx/section of }he
report has at least two items of information: collection size for that
subject and.projected riew subject emphases. If. the Tibrary's holdings in
a subject‘got a negative report during the last accreditation visit, there
z{ . will also be a direct reply to the sﬁecffic criticismss At the point of '
) this writing, general ingroductory comments covering the ltbrqry as a whole

. remain the responsibility of the Libranry Office. - ’ " =

. ) > ¢

1

The fbliowing gteps may prove useful in preparing a reaccreditation-rehort:
1) Update the figures given in the prior accreditatiun report for each .
subject. The Summary of Co]]ectiohhDeve]opment‘reports contain the
' relevant f{gures organized by major Librery of Congress qjasses.
é) If a subject goincjdes neatly with the major Library of Congress classes,
:add tbgether the. re]evant sections of'the.Sumhar& of Collection beve1opment
. in order to determine our tllqgngs. Otherwise, it will be necessary to
’ f .' ‘ use the Lzbrary of Congress schedules to define the subJect ecqrd the

c]asses chosen for future use - Then- measure the she]f list cards (100 cards

per 1nch) to determine the co]]ect1on §1ze for that subJectt

- 3) Consult W1th facu]ty on new d1rect1ons of curricular emphasis and changes

W1th1n the last five years. ‘ °

-4) Then wr1te it. Format can be copied ‘from priof accreditat1on reports.

-

c. HEW Reporting : . ‘ /

l In those years during.which we spend HEW monies, those biﬁliographers whoge
- #~ subjects are covered by the government doi]ars must remember their reporting

‘ respons1b111t1es\ As b1b1iographers, we will not have to account for the
. A ‘ 4 ,
v \ dol1ars that responsibility belongs to Acqu1s1tions/$er1a1s, along w1th the

Q o
»
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He must however, see that these matching .

<

funds are actuai]y spent on those materials for which they were proVided

. provision of matching funds.

The foliowing are guidpiines for gathering data regvired for HEW reporting:
1) Compile a list of subJect codes covering the subJetts of the HEW grant
Take the sgbaect list to the c]osed orderﬁfiies in the C]aims Section
. of Acquisitions/Serihis and puli a1l the HEW orders. .
Assign to subject codes as appropriate (on‘the basis of the tities) the"
funds - spent and from these figures determine the percentage of the HEw

grant cpent for each of the subjects covered by it.
While reading t e orders, recérd the titles. If we .were ordering

e 4 = .

monographs asuw did last year, not a11 can be listed but it will

. " be possible to get some notion of sub disciplinary Spe61a1ization,
any- collections purchased which can be named, and, jmportantly, titles
for.which we purchased périodicai backfile, ' o

“4) Now. write it.

D. Revasing 011ectioh Dévelopmenn ro|1C1es

Once a year the Collection Development Po]icy must be updated.

Data include}

degrees offered, proposed prognpms (if any), and full time equivalents (FTE)

are responsibie for the program descriptions and the coiTection deveiopment

requirements by level. The 1evels arg explained in the introductory matter

to the collection development policy, and probabiy will not change from year

to year without a maJor campus fisca] upheava] . .

‘ , p
The University catalog provided the original data in the Policy, but updating

departments may wish to revise the Policy. in writing, then return it to the

.39 24 ? g

@«

o
¢
i

figures. " The department secretary will update the FTE figures; bib1iographers

k4

requires interv1ew1ng the department chairman or the library coordinator. Some

e
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biblfographer -wPreferabIé, from our pojnt,of'vieh,'wou]d’be an interview .«o
situation with the bib]iographer taking notes and”ihen revising the policy.

.The bibliographer shou]d be ab]e to exp1a1n the levels of*collection deve]op%ent
and - Just1fy the need for such information t& each of'h1s departments -» we do

it to get more forma11zed facu]ty 1nput for long range p]annnuko§/co11ect1on

growth., . - o 7 . et B .
) ’ -' - . ‘. ' . - ) ' i , ’E\ ’
E. Document5t1on and’ Statist1cs ) ’ )

Most b1bliographers hate’ to count th1ngs -+it may be a character1st1q of the

Breed Since it is a library tru1sm that eyeryth1ngvyou count w111 come in

,»/'handy sometlme, the* on]y sotution is to devise count1ng systems so that somebodyl'

’ . !

else can do. your count1ng for you.
Certain things should always be counted, Test we spend many man Hours retrieving
the data after the fact Keep track roughly "of the dollars spent per subJect

on HEN mon1es AND what was bought with those do]?ars§ Every t1me a 1arge 1tem

, is purchased (over $1,000. 00) or a significant SUbJECt -oriented cata]og order

is processed write a justification of the need. We find those m1ght11y useful.

1n the writing of reports. Reco:ﬁ;/should be kept of the do]]ar>, the subject
1

and the vendor (this lpst 1tem will provide usefu] add1t1ons tb our vendor

"'fi1e 1f the cata]og is out-of-print and also be usefu] for report writ1ng)

..

Accred1tat1on documents and the library sections of degree proposa]s should
be dated‘a10ng Wlth the source of the statistical 1nfonmation inclided jn them.

2
&

Your col]eagues may need to do the same th1ng some t1me.

-

" o
The k1nds of data to be gathered W111 be heavily influenced by the subject

. area. For exampTe, the Science Bibliographer w111 be extreme]y concerned with

how promptly new books arrlve through approval, but essent1a11y indifferent to

t -

! -
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. P . ",i
performance statistics'for out-of-print vendors, while the Art Bibliographer
wil] be concerned with unlttcosts, costs'%f individual 1tems mut11atlon .

"S rates out-—of~pr1nt performance; etc.. : . N

Slnce this is true, it 15 d1ff1cu]t to line out methodologles that wou]d
app]y to everyone; however, there, are some general hlnts. Those of us who
. select heavw]y from rev1eh Journa1s do so because 1) we su§pect appro!a]

coverage of our subgects 2) we need to&get matema]s fas;fer than they are T s

supp]fed by approvaT or from some esoteric source not coyered‘by approva]
- . yendors; or 3) we use Journals to keep up with the FleId No matter what
the reason, statlstlcs shou1d be kept on how productive time Spent review1ng /

journa]s real1y is. The simplest approarh 1s to attach a “note to-the Journal ot

I'4
ey ]

when 1t 1s turned in for carding saying "pre-check, card lacks, aﬁﬁ give me

. a count“ The s]ips may then be co]Tected or results tallied on a sheet,

P

'adepending on how serious the progﬁem is. Making a menta] note of resulte

may suffice. If, however, we Seem to have serwous gaps 1n part1cu1ar subJect

-

areas, a card form may be used to record thgydata necessary to Justlfy a

proposal for major changes, if such prove to be requiredt Requiests for such .
¢ * £

statistical proJects should be made to the, départment secretary, w who will,

direct the studentgcheckers to record the data neeged by the bﬂb]}pgrapher.

L S A ’
¢ ‘ x ’ > * ) - * (’v.‘ 'w
When ve. buy a Targe collection, a justification should be written'in case

- 1

there should be any quest1on ‘about the purchase later. Scope and coverage,

percentage of dup11cat10n cost, and funds used should be 1nc1uded
N . ¢ N ~
S
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‘ o r:emind 'you of the deadline date for complegi'ilg re'v:iew.

in hi_’s’vé‘ubjects. ' . 27

APPENDIX A -

~

o APPROVAL, AND BLANKET ORDER REVIEW SCHEDULES S

3

‘ !
Shipments ready for review on:’

%

Monday . must be reva:.ewed.,by the i'ollowing , Monday at 3:00 P.M.
"I‘iaesdaiy SR - o x " ' - Tuesday "
Wednesday _ &-.""" . o . Wednesdsy " '
Thursday ‘ ‘ oo Thﬁrsdaf noL g
Fridey ‘ ‘ - " . Friday "o

. - o ' : : ; .

&

. The day of the week on whicﬁ the shipment is put up will be written

on the name checkoff slip posted with the shipment. This will ‘serve

&

Consultation with other biblioéraph*ers will be accomplished either o
face-to-face or by, means of notes in books. If the book on which
you want,"consultatiqn 1s Vloca'.t‘ed_ with books not normally scanned by

the bibliographer with whom you wish to consult make a note on the

checkoff siip' next to that bibliographer's name:

N

H

Title selections are the reéponsibility of the assigned bibliographer.

No titles may be yellow-slipped in another bibliographer's subject

¢ )
area except on interdisciplinary titles, and the rejection of inter-

.

disciplinary titles is to be accomplishéd by consultation (See III).

If a bibliog'rapher is on vacation or sick, his subjects will be covered
in his absence by the backup person listed ih the Training Manuel. If a

[

bibliograpﬁer fa:.i.ls ,té complete a shipment by the deadline schedul‘e_ in

. Sectio'n’ I tkL: head ﬁiblj.ographe; o'r‘ his designee will complete the 'shipment

3 4
<
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SECTION . T
1.0 _POLICY...evnnnnnen eerenenenen.]
2.0 DEFINIFIQN OF RUSH ORDERS......1
3.0 'INiTIAgiﬁﬁ OF ORDERS....seoene. 1
4.0 BIBLIOGRAPHIC CHECKING......... 1
5.0 ORDERING..-vvvvvesvrrnnnnnnnes 2
6.0 RECEIVING:.usurvvnenonns ceeeenid

© 7.0 CATALOGING...eoeeslsecusennrnces 5

8.0 BOOKCARDS AND I.D. CARDS.......5.

"9.0 BOOK PROCESSING. sevvveecsseesssh

v =

»

NORTHRIDGE




7

-1- '

PROCESSING RUSH ORDERS

. 1.0 POLIEY - S -
It is the po]iqy of the Library to process orders in a timely and éxpeditious
~ " manner tg assure the prompt inclusion of all materials in the general collection.
However, it is recognized that there is a special jurgency connected with some types
of material and that these types require priority handling based on the immediate
needs of the University community. Materials In this category will be identified
and handled -as "Rush". L .

2.0 DEFINITION OF RUSH ORDERS

- L8

o - , ,
. Two tyﬁes~a£ orders- automatically receive "Rush" handling. " These are:
, {A) - Materials ordered by or for Reserve Book Room--these materials are
» an integral part of the curriculum, and it is essential that they reach
the students without delay. . F .
(B) . Single titles ordered in three or more copies--these materials have
been determined to be directly applicable to the curriculum or cover areas
W of immediate concern to the University community. -

':3~4'Rquests for "Rush"_handling, other than for A or B above, must have the prior

approval of the Associate Director of University Libraries.
3.0 INITIATION OF RUSH ORDERS

Requésts for "Rush" orders will be initiated by either the Bibliography Department
or the Circulation Department--Reserve Book Room, which is responsible for submitting
all requests for reserve orders. Orders initiated from Circulation will be routed
threugh Bibliography. to the Bibliographic checking section; similarly, orders

. initiated from Bibliography will be routed through Circulatien to<the Bibliographic
checking section, Requests are submitted to the Supervisor of the Bibliographic
Checking Sactiﬁn,,pataIOQﬁng Department, on an Orq§r Request Card. -

The requestor (Bibliography or Circulation) is respcnsible for marking the\Order
Request Card "Rush" and, if for Reserve, for including the name of the instructor
and the course number of thie class for which the material is to be used.

4.0 BIELIOGRAPHIC CHECKING

4,1 Receiving . .
The Bibijographic Checking Section Supervisor will receive all requests for "Rush"
orders. The supervisor will assure that all necessary informaiion has been included
on the Order Request Card and assign the order to a Bibliographic Checker with

>

instructions to handle as "Rush".

A}
L

’

4.2 Processin S
Upon receipt og the Order Request Card, the Checker will immediately:
» Verify the completeness of the information ori the Order Request Card.
. * Determine if the material is in the collection.
« Determine {if the material is on-order.
. Establ{sh the price of the material.
. Establ{sh L.C. cataloging information.

- ‘I' (A) Added Copies/Editions: If added copies or editions are found to be in

the collection, the Order Request Card will be annotated and the requestor
will be notified of the title and its call number. -

’ 29
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e ,f(B)-Haterial On-Order: Any item found to be on order, record RUSH information

e e
. E

R

L0 .

]

|

on card-and Muitipie Order Form siips. If book is received, locate and. handle
as. in. Section .6 for material in Acquisitions, and as In Section 7 for material
in Cataloging. ‘(This includes original requests, added copies, or added editions
an order or received.) . ' -~ -

—(ﬁ)ﬂhissihjiﬁ?icé Iaformation: If pricing infermation cannot be Tocated in"the
: ' éphone query, with the approval of the Department Chairman,

NP - ng- s, & te \
co- 0. WY be made tb\appropgtate vendor or source for price information. Failing this,
=o' Price Request Letter (PRLY will be sent and ‘the Order Request Card will be filed

{n-the PRL Card F1le pending 2 response.
(D):LC COpy: -Annotate the Order Request Card as NNO, Proof, XLC. 1If LC Proof
‘copy s foynd, transfer the "Rush’ information to the reverse of the Proof Card

and discard the Order Request Card. The proof card will then be sent to the |
_Order Section, ‘Acquisitions Department. < . . ST

When the-matertal arrives in Receiving Séction, it will be hand-carried to the
Superyisor, Bihliographic Checking. The checker will annotate the MOF slips
and Ordér Request Card with the bibliographic information and the following
'LC {nformatton: DNF, Proof, Photo (LC copy), or official (xerox of official)
\Best Card. -The“checker will then hand-carry the books, s1ips, and flier to the

LA 1 Cataloger, , s - C :

(E) Out-of-Print Materials: If am item is determined to_be out-of-print, the

Checker will notify the requestor (Bibl{ography or Circulation--Reserve Book Room)
that the item is tg be entered tnto the normal want 1ist procedure and will establish -
1f the order should continue to be processed. If so, a-notate the card as "Out-
of-Print® and send to the Order Section Supervisor.

. 4.3,b§stf15uiion: ‘ W -
The Order Request.Card (or LC Proof Card) will be hand-carried to the Order Section L
Supervisor, Acquisittons, with instructions to handle as "Rush".

¢ -

5.0 ORDERING . S

_ 5.1 0pdering Mondgraphs: ’ o =
(A} Order Preparation: The Order Section Supervisor will preparé a Cover Card
_ marked "Rush™. .The Urder Typist will type a white Reconciliation Sheet and type-
. . the order on a Multiple Order Form (MOF) with the instructor's name and course
number (1f applicable) and the word "Rush" at the bottom of the MOF. The MOF
will then be reytsed, torn, and signed.

, o
- (B) Authorization: A1l orders will be signed by the Department Chairman, Acquisitions
» -Department, ‘ A <

3 B . R e Ho, . ‘ . N IS .
{C).Distribution:. After the MOF is sign-d, the Order Supervisor will send thé white
and saTmon copies of the MOF to the vendor. Tg; Tast (blue) copy of the MOF will

. be sent to Automated Accounting with a Reconcilfation Sheet (white) and Cover Card -
"{white). The rem aining coples of the MOF wil¥ be flagged with a colored signal

and given to the Receiving Section for the Numerical (MOF) File. The Order Request
Card. (or yellow siip, if LC Proof Card) wiil be filed in the Process File. .

5,1.1 Materdal Avatlablé from the Campus Boak Store or College Book Co., Westwood:
If the Order Request Card provides that the materfal .is available from the Campus
Book ‘Store or College Book Co., Westwood, the procedure in 5.1.A w11l be followed.

. 30 .
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~ . - o
Then,  the white copy of the MOF will be hand-carried to the Campus Book Store
or College Book Co. and the book will be hand-carried back to the Order Supervisor.
The appropriate MOF forms (normally, yellow, pink, green and lst blue copyg will
be inserted in the material with a pink fixer and the material will be hand-carr{ed
to the Supervisor .of the Bibliographic Checking Section, Cataloging Department.

|

|

|

E - - .

‘ , The Tast blue copy of the MOF will be given to the Automated Accounting Section
with a Reconciltstion Sheet (white) and Cover Card (white). The remaining gold
copy of the MOF will be given to the Receiving Section for the Invoice File. \

. .
}
1

I T L L R T T Y .

;¥$ Order ReQuest;GlrdAwfll,be/marked “Received", dated, anqgfiled in the Process
eo ’ ’ ’ _ . t (

5.1.2 Qut-of-Peint Itens: A title detémined to be out-of-print will be placed
into the normal want TIst procedure only after the requestor (Bibliography Department
“ogf%?rgglaﬁéonESeserve'Boo Room) has been notified and has verified that it should

. § -0 Jer R - S ) t

5,2 Ordéring Serial and -Pertodical Itéms. . '
AY Order Preparation: The Order Section Supervosor will prepare a Cover Card marked
MRush*, The Order typist will type a white Reconciliation Sheet and uype the order
on a Multiple Orday Porm (MOF) with the instructor's name and course number (if -
applicable) and the word "Rush" at the bottom of the MOF. The MOF will then be
revised, torn, stgned, and distributed. . ,

1 the {tem ordered 1s a serfal item published three or more times a year and
the order is made between subscrigt1on;periods, the, Order Supervisor will:
: . Place a telephone order with EBSCO 1f ¢ agpears on their list.
v . Send the order by letter (rather than by MOF) and treat as a confirming
- _ ordep, The apprappiate records are blocked with a "buff" card and a copy
‘ -af the Jetter 1s f1led in the Open Cerrespondance File by date.

. {B) Authorization: A1l orders will be signed by the Department Chairman of the
éssu?s?tiops Departmept. - - ke ' S

-

(c) Distribution: After the MOF 1s signed, the Order Supervisor will send the
white and satmon copies of the MOT to the Vendor. The last blue copy of the MOF, J
_with cover card and the Reconcilfation Sheet will be sent to Automated Accounting. . ;
The gold copy of the MOF will be filed in the gold slip File. The pink copy of the

MOF for: . ' .
. Serfal Items: will be filed'on tog of the existing Serial Record Check-in e
Card (A Check=In Record €ard will be prepared for new Serials). ;

New Periodfcal 1tems: will be filed on top of the Periodical Record -
X Check=1n Card’andftbg;ogQgr;information wiil\Pe entered gn the reverse of

the -card. R S ,
", Back File Items: .will be filed:.in the Shelf List (by call number).

. New (not yet cataloged). Ceased Perdodical Items: will be filed in the
Perfodfcal T1tTe File ;by title). . R

. Léogg Tssue Ttéms: will be filed on top of the Periodical Check-In Record -
Carq, . . X ,
The remaining copies of thé MOF will be discagped and the Order Request Card will

‘be discarded. - - w - '
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| 6.0-RECEIVING | .8
671 Recéfving: Monographs . - : :

(A} ProcessTng: When the material arrives in the Receiving Section, the
MOF's wi1T be removed from the Numerical (MOF) File and inserted with the

invoice .in the materfal. The MOF's will be checked against the material to
assure that the correct number of copies have béen received and the correct

3

material has.qggnxreéetVed.‘

The ipeP¥0ées§ﬂFt1é will bejﬁtgmped with the date received and the invoice
will be stamped and signed by ‘the Receiving Supervisor.

s

» »

v ‘(B) bfﬁifii&iisﬁ:"The*remainfngféopips of iha‘ﬁOF (except gold) and a pink

f11er wilT be Inserted in the material and hand-carried to the Supervisor of

.. the Bibliographic Checking.Section, Cataloging Department. The stamped and

signed Inyoice, together with the.gold copy of the MOF.will be sent to Automated
Accounting:” L ) .- ;

‘ 6.1e1:ﬂ1§$1n§ Invoice: If the invoice does not écqpmpany‘the shipment, the ) -qai

- ReceivyIng Supervisor will write the vendor requesting an invoice. The gold

-

copy -of the MOF will bé attached to the second copy of the letter and filed
tn the Correspondence file. - NS

6.1.2 ﬁiéﬁ?ng.copiés: If the number of copies received are iess than were ordered,
the ReceTving Supervisor will type a new set of MOF slips for the copies remaining,

- f11é the new s1ips. in the Numerical File, (the nufiber of copies and the price on

the original siips will be altered to reflect the contents of the actual shipment).
In addttton, the Order request Card in the Process File will be altered to reflect
the number of coptes actually recetved and the date. ' .

' 6.1.3ifn53;rééi'¥§¥1;: If an incorrect tttlefis received from Richard Abel & Co., a

_ six~part AheT Credit Memo will be prepared and distributed as follows: Part 1 to the

Superytsor of the Order Sectton for the Credit Memo Book File; Parts 2 through 4 to
Automated Accounting (with proper coding--Fund/PDC/FY); Parts 5 and 6 to Richard
Abel & Co., with the matertal. A duplicate gold copy of the MOF will be prepared
7 and filed with the ortginal MOF coptes in the Numerical File. *

If the yendor s other than Abel, the Receiving Superyisor will send a Tetter
requesting the correct material or credit for the incorrect material. A second
~ copy of the letter and the MOF s1ips are filed in. the Open Correspondence File.

6.2 Recetving=Serial and Periodical Items: '
(A) Processing: When the material arrives,' the Check-In Record Card (if any) will
be»pu11§3fw1£§ the Pink Copy of the MOF and inserted in the material. The receiving
information wil1 be entered on the Check-In Record Card (if any). A Pink Flier will
be made and tnserted in the material and the material will be hand-carried to the
Book Card Productton Untt and placed on the "Rush" Shelf. ‘

(B),Distriﬁutfoh: The invoice will be stamped and signez by the Receiving Supervisor. :

“The GoTd Copy of the MOF will be removed from the Gold STip §ile, attached to the
invotce and sent to. Automated Accounting. - '

6.2.1 Uncataloged Titles: . -
"(3)” The Check-In Record and/or Periodical Title File will be searched for
the Pink Copy of the MOF. A “P" s1ip and Pink Flier will.be inserted in

the matepfal and the material will be sent to the Serials Catalog Librarian
for catatoging. - . g0

< ~
» .
- . ‘
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_-(b) Following thevcataloging process, the Sevials'Supérvjsor will set np'
the Serial Record, thep hand-carry the material (with Pink Flier and pink copy
of the MOF) to the Book’Card Production Unit and place on the "Rush" shelf.

6.2.2 MiﬁsfﬁT fﬁ§ofcés: If .the invoice ﬁoes'nqt accompany the mate;}a1, the Pink
- sTip y?!liﬁe'mgrEEa "sant through" and re-filed in the original file.

© 7.0°CATALOGING S

-

" 7:1 Recelving: = . : X - \
Titles to be cataloged will be hand-carried to the LA I Cataloger in charge of
Rush Books. - \ : ' : ) :

“*7,2 Processing: . - ‘ ‘ '
‘ (AS“T}t!es:aéquiring Ordiginal Cataloging: Titles without LC copy (Photo or
~ proo¥) wiTl. be hand-carried td‘the”C@paTog Librarian for original cataleging. -

(B) Titles with LC Copy (Photo or Proof): The LA I Cataloger will catalog the
titles, making any necessary changes, and enter the’call numbér and other )

. necessary tnformation on the face and -.iverso of the Pink Fiier. The call number is
als¢ entered on the green copy of the MOF and the MOF 1s filed in the Shelf List

v

- 7.2,1 Added Copies: If a title is identified as an added copy or if-a "hard
cayd® Ts found Tn the Shelf List File, the Shelf List Card will be pulled from the
File. The LK I Cataloger will catalog the book #fid enter the new copy number
on the Shelf List Card. The Shelf List Card will be returned to the file and the
call number and other necessary information will be entered on the face and
‘yerso of the Pink Flter, The pink copy of the MOF'willlbe_sta?led to the verso

of the Pink Fiter, -

7.3 Distribytion: ) - ' .
Following process (7.2 above), non-serial titles will be han&-carried to the Book
Card:Production Unit and placed on either the Rush o Added Copy/Volume Shelf, as
appropriate. Serial titles will be hand-carried to the Senfals Supervisor (see

Section 6.2.1(b)). ; .
8.0 BOOK CARD/SHELF. LIST: 10 CARD PRODUCTION - C ‘

. 8.1 Receiving: - . - :
Materia] for Rush processing will be hand-carried to the Book Card Production
Unit. Added copies/volumes/issues will be placed on the Added Copy/Volume Shelf.
New titles will be placed on the Rush Shelf. ,

8.2 Processing: S R .
.(A}‘NQW‘Tifﬁes: The Key~Punch Operator will remove the material from the Rush
She1? and prepare a Book-Card oply. The materfal with the Book Card and Pink
Flier will be taken to the Revision Table for checking. ] '

(B) Added Copies/Volumes/Issues: The Key-Purich Operator will remove the material
from the Added Copy/Yolume Shelf and prepare a Book Card and the Shelf List ID
Card (with a "2"n cc 68), The material with the Book Card, ID Card and Pink
Flier will be placed on the Revision Table for Checking.

~
— 7
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. Pracesstng Sectton Superyisor.
9.0 BoOK PROCESSTNG - .

-6~ _
(Tast. page)

8.3 Distribution: , . _ , .
When the vevision is complete, the.ID Capd (if any) 1s filed in the Subsequent
F{le by call number. The Book Card will remain with the Pink Flier and material
unless it is a Technical Services (TS) or Reference item. In that case, the
quﬁrCZ;giwf%l.be f1led in the TS Pile by call number or the Reference File by
card . number, ' - R ' o S

The mate%fa1; ank'FIfer: and. Book Card (1f any) will be hand-carried to Book

rd

A ]

9,1 Recedving: - L o I
MaterTal Tor Rush Processing will be hand-carried to the Supervisor, Book Process-

{ng, who will bheckxthe material and place 1t on the Rush Shelf.

b} . .
9.2 Checking: Co .. .
- The Book Processing Superyisor will check the call number appearing on the inside

-

\ and distribution by the Library Mail Courier.

cover,of ‘the matertal, the Pink Fiter, and the Book Card (if any).

"(A) If the call number on the inside cover and the Fiier do not match, the
material wiTl be hand-carried to the LA I Cataloger for Rush Cataloging.

'(B) If the call number on the Bobk Card does-not match the call number on the
Pink Flier and the inside book cover, the material will be nand-carried to the
Book Card Production Supervisor, for a new Beok Card.

(C)} Materials requiring pdhphlet covers or mendfhg will be placed on the Pam
~ Shelf or the Mending Shelf where it will receive priority handling. When the
material has been pammed or mended 1t‘y111,be\p1aéed on the Rush Shélf.

9.3 Proééésing: ’ : o
The Tabel Typist will remove the material from the Rush Shelf and type a book
Tabel from the {nformation appearing on the Pink Fler. -

(A)‘Géﬁéﬁiiﬂcal1eéf§oﬁuft€$§: A property stamp will be placed on the fore edge
and Top edge pages. The book label, book pocket, and a 14-day slip will be
l{fﬁﬁd * ' : - . ) .

(B) Reserve Book Room Items: Processing {s the same as in (A) above, except

that no 14-day s1ip 1s inciuded.’

'(C),ﬁéfe%ehCe/féchﬁical.Services Items: Processing is the same as in (A) above,
- except tha e book pocket and 14-day s1ip are omitted.

. “ !

9.4 Distribution: , . W
When processing is complete, the material is placed in an outgoing tub for pick-up

-
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APPENDIX.C = °

% ~ )
o~

PROCEDURES FOR. EXPEDITING NYTBR TITLES ,

-

In order Yo 1pcrease our speed in acqu1n1ng h1gh interest titles, the

Bibliography Department will reV1ew the New York Times Book Review and .

the Los Angeles Times week]y to select titles for which we are’ 1ikely tq

,J‘

receive a number of facu]ty and stuﬁent requests. The New York Times {

* Book Review will’ be routed ‘tor the bibliographers, who W1]1 mark the1r
selections in it.~ Se]ect1ons that bibliographers do not order RUSH should
be marked on the NYTBR or the LA Times with a Priority 2 These itéms ©
will be sorted out in card1ng and RUSH w11] not be typed on them. fhe..
Bibliography Department Secretary and student, assistants will then precheck
t1tles in the Official and Process f1]es, and w11] generate cards for those
items the Tibrary 1s lacking. ,The source "NYTBR - RUSH" will be typed in the
notes section of the'order request card.” Order request cards will then be

routed. to Ron, Acquisitions/Seria]s,,fcr ordering by special procedures.

s

A b . ) \_» )
Catalog Department will process%in normal RUSH procedure.




. a
"h
N

enrvES AND ‘iilwi -

=D

TE P'{OCESbII\G

«

. Prtlority I

"' N, "i‘
Courue voposals

i\,. BihigogrupneL gefined -
‘ i hticipatcd nceds

\wr

! Suppuz(ﬁfbr Couxses

«

. . tnaty reserve)
3
~an‘§§53ram5$,.' N
u,} h N . ¢ '\.
L ' Y " ~
. + }‘“)e . ‘
O

Prfnrxﬁb L

* LA, ddded copics

g : .
' 0
Priority 111 % - s
Ochar
’
v
>

- All Checkers

.

All nibliogrnppeés
Lucie .

Carol Yoo

e .
=

N = - “,
LIRS

'X“‘ o . S Y
L s L .

. ' Y - "

- .

4 1
v ~
* ~

.+ (usually harqfto:cheék)‘

S w we

«%‘uuy ‘Yo éheck ucually)

‘h* IR, TLS, Books "Abroad,

—-——

i’
I

b

Large Items
(over $100)

T AVA

ANV

dd.

.! -
Biblfographics
SR
. ;.
€ L] x
. >
-4 [
XY <
yrooL
! , -
.- o
>
=
<4
3 9
1R
. [H
] 1o
Lt
.. b
- I
: . -
-3
B <4
. .
b
oo
{ [
- s

e

LA NY

€

AVH

Ali¥01va




T T / N
(3 ) N ‘ ?:’
PRIORITIES FOR ORDER Rxfw{ﬁ'sw CARDS
. “ : S

3

. PROCESS OF REQUEST ORDERS FROM BIBLIOGRAPHY TO THE CHECKING SECTION

- ’ ’ '
1. Any requests that a biblj.ographer decides to order should have a
priority number along with its fund and bibliographer's initials.
\ .

\ 4

. 2. 'These requests will be checked in the official and process and .
then typed. ’ E ,
. /\ L . ’
3. The head checker will review all typed cards to make sure# important
C information has been typed. If necessary & blurb will be kept,
. otherwise it will be tossed away. '* 5= C '
) * 4. There will be a blurb file for those important items that a :hecker
o ‘ mey need to check in the future. The file will be arranged by date
received, The same date that is shown on j:he request card will be
stamped on the blurb. ~Thé request card will be marked if blurb is
N ,

- l"; in file .

5. _These request ‘ce_trds will be kept in a box for the head bibliographer
" to geview a1l bibliographers' requests. .

¥

(Y

. . 3 .
) . 6. All.request cards ready for bibliographic checking will be filed in/*
e a.box by priority number for each bibliographer. Each bibliographer's -
request box file will be arranged according to prioz'ity number.z‘,u;:\'\ )
3 4 . AT

e, 7. When biblidgraphic checking is completed, the request &.{1}’33 g@iiﬁe

ready for ordering. If at the time our budget‘i_;s not being 'spent,

these request cards can be filed in the requester's box file. according
to priority order, separated from the request cards not yet . bibliographically
fichecked. . . '

37




, 1. Bibliographers will pre-review. any large bibliography they are

L4

LN

graphy 2T accuracy' or lack of accuracy in the entries of which it is

) . ~ "‘f-
2. The.bibliographer will define a sample size for the initial checking

.official and process files. The bibliographer should be consulted in cases

" ‘Procedures for checking‘large bibliographies

) . . . “APPENDIX E W

>

. , : o o 5-24-13

>

Large b1bliographies are defined as those comprising 25 or more pages
of entries. Processing one of these is a maJor project, and cannot be

accomodated under current levels of staffing. A procedure for handling

%

this.task-is~outlined below. . . ;

3

considering having surveyed against the collection. Some estimate of

the difficulty of the proJect should be made at this time, the estimate

A

will be used in the allocation of staff hours to the proJect% The main

factors govexning an estimate of difficulty are l) length of the biblio-

y.
- - ~

comprised 3) sample size assigned. . Lo

4
N t

run. The viable range for sample size‘seems to‘run from five to.twenty
‘ <

percent of the entnies; the larger percentages should be used for the

smaller bibliographies, and the smaller perCenuages for very voluminous
bibliographies. The bibliographer ma? ept for a smaller p;rcentage ir f ,
he knows that the narrow subject Covered by a bibliography is one in

vhich this library has not previously dGone ‘much developmentai work.? Using ' ;
a small percentage.yill speed processing, and allow him‘to begin to fill

in a known gap in our coverage. r :

3. After the bibliographer has defined the sample size and sampling
method (every tenth title, every ilfth title, ete. ), one 'of the department s

v

student assistants will check those titles against our holdings in the

where the entry of the item is questionable. The student will annotate

the bibliography, us}ng standard bibliographic checking notation. ' ‘ -,

LI ) » . ‘38 B . ’ . -
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Lk ’ : Procedures for checking large bibliographies (continued)

7

‘

4; Once the survey chech is completed, the student nill use the calculator

d

e to compute the percentage of librarj—has titles in the sample, record it on

the bibliography, and return the completed proJect to the bibliographer.

\

: 3
‘ 5. On the basis of this information and his knowledge of the subJect

field “the bibliographer will make a recommendation for carding. If the -~

percentage of llbrary—has t1tles in the sample is extremely low, he may

4 recommend carding all titles before checki“g, this is,Aessentially, ‘a buy .
Q-' all lacks decision. In cases where the sample shows a fair percentage ) .

of library-has titles, he may ask to have the entire biinography'checked
and only lacks. be carded. If'the bibliography is small enough, he may
hook desired tities and ask that all lacks among these may be carded.

Once he has defined the preferred method for purchase, he should‘consult
\ : z
the head Bibliogrépher for priority assignment.

. . . [
- . . . N 4
-

-

.

-

- p)
. 6.‘ Because of the‘number hf hours required to complete process1ng of

* these large proJects, the head bibliographer will after consultation,

assign a priority to each bibliography. These will be based on his

" assgssment of coflection development needs of all subjects, not only the

. . .
one. considered by the originating bibliographer. He will also consider

available student time (for pre-checking and carding), bibliographic' checking
. * /" : s
- work-load, time of the fiscal year and status of the hudget.

a ’
t ] . / ‘

7. The project, annotated.with applicable decisions, will be given to a

i
Id .

studenc a381stant for pre—checking and carding in our usual processing

cycle. Statistics on total titles purchased from the bibliography will
be kept. ‘ e, .-

68; Once the profject is.complbted, the bibliography will be returned to the

originating bibliographer. The sfatistics may be used by him as seems necessar& )

.
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s in catalog, indicating entry and roC.
Al caxalob ordcrs W111 be.priority 1% RUSH« If cuialog is big enoufh (/
pages will be paper-clipped to fucilitate pre-checking.

-

-

]

. L k

2. Bibliography -Dupartment seeretary will: pre-check catalog as soon as it J
) ici «
i

|

cial under hooked entiries or ~

' is givea to her. (Chécking throush off
possible entries.). ‘ . . .
" 3 )

3. Catalog w1ll be glven to the Oruer Section Supervisor, who will call in’
and reserve the items wanted. The dealer will be told that we will call,
~him witain seven days 1o coniirm the reservations for the reserved 1tems.
If the item is alreaay sold, the entry will ve marked and the catal@g re- .
turned to uhe blallograpner for a wa1t list decision on these. i

3

L, Afver ~he Order Séction Supervisor has. called to reserve the 1uems listed
in the c&talog and the bibliographer has given want-list dec1srons° the
cz.alog will be returned to the Bibliography Department secretary for

. card tyoing. : .

b

5. fSnmose -tems the library lacks (wqrcn have bedn selected) Will pe carded
« by th. 3ibliography Department secretary Cards for catalog items should
irciuie the item number Trom the cata;ua as well as the usual information,
incluuing second hand dealer, catalog.nuriber or name, PDC and ITund, re-
guestcr and price. »Cards for want-list items should be cardeq according
to wans-list procedures. .

. . .
6. Items Triced st over $15.00 will be caxded first and forwarded to-the-
" enecking section to be~checked. Wnen the.checking section hes staplished
5 ry on the over $1X5.00 items, the O.P. dearer Will be callieé «ud told
wascir $vems the liorary has and that we o not~Wish F§h to supply. v
T. Cu.3le¢g -uo cards will e sent 0 Checking Segtior Supervisor, w.o will .
Se » tht the material receives Tull clhiecking. When the LC or NMLT e.xry
L. been escavlisued (w1tn entry change, OfLIClal and process rechecied .
Sur dups; she will forward the catalog and cards %o the Orfer Section as

- ,

c.al. | . . .
. . ] ‘

8. Oriar w.llesbe typed and malleh the order request card is filed in the
" proces! file. Tge catalog will be, held with & copy of the orcer in the
Want-Lisn files maintained in the Order Sectlon, : ,

N
7 -

% . . -
/ ]
the a2 is no action 6n a catalog order within six months, tne order,

rl be cenceled, cards returned to the need pibpliographetr and the‘head
acguisitions librarian hotified for follow-up with the dealer. ]
. 1

)

D~
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PERTODICAL AND SERIAL REVIEW

- Reducdtion of Continuations Costis = . 6-1h-Tk
) .
‘Lontinuations Cutbacks o “ 9-18-7h
Serials Project Memo No. 1 10-1~Th
Periodical Review Project’ ~12-18-Th
" List of Periodicals Proposed v
for Cancellations - - L , 9-5~T5
Continuation Request Procedure and . o
Flowchart . T . .
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K ' June 14, 1974

T0: A1l Bibliographers
e FROM: Dave Perkins . ° : , . i

*

e ‘SUBJECT:  Reduction of Continuation costs ]

& ’ )
* .

-

. Th]S memo constitutes our attempt to contro] serial and perlodlcal

prlce increases. .There are severai classes of material; ~they differ
in selection criteria. by subject, differ 1n ordering procedures, .
. ’ and,di%fer in the percentage increases they are contributing to the
‘ overall increase in costs. We find it necessary, therefore, to
r _ ' ieitﬁate contrd]_procedures of several types. On the Bibliography
bulletin board is a detailed.Block diagram of these procedures,

- ~ which should .be consulted to amplify the ltstings of this memo.

Here are entered those steps each bibliographer must take to enable |

us to implement the discussed fiscal reduction.

: :
“ - ’ . >

~

[

1. Each b1b11ographer V1]1 be glven that segment of the perlodlcal
' record (fol!ow1ng its dup]wcatlon) which ‘has been assigned his PDC (s)

'?- L PERIODICALS .
|
|
E $. . There will be probiems with these for tWo reasons. F1rst, the PDC's

were assigned mechanically on the basis of call“number, and in some
.gceses the Library of Congress may not accurate1§.}ef1ect usage on'this
campus. Second,,those d1501p11nes W1thout PDC!s of thelr own W1IT be
’ sp11t among several bibl]ographers. Thus the f1rst step 15 to readjust
s ] .dJstrvbut1on of cards by consu]tat1on with other b1bllographers and - \’

[ :’ with theAhead bhb]vogragﬁer.‘ In some cases we may wish to change PDC i




' , s
.

a%signﬁents—rcﬁanges o% PDC will be reported to Serials and their 4

records will have to be changed.

Vd
>

2{ B1bllographers should construct 1nd1v1dua] files of their

periodical tltles ﬂn whichever form they prefer.

>

| . .
'3.¢In the fall of 1974-75 faculty opinion will be surveyed to
determine their opinion of priorities, most needed titles, etc.

A form for this purpose will be.produced by ‘the-head bibliographer.

PR

. . ' ;
4 . K -
.

4, Bibliog?aphﬁrs should enter the resuits of the syrvey in their

files in whatever form they prefer. From these fi]egﬁhthey should

-.0.

deve]op a priority list of potential cance]latlons.
) . : A

.)CN

R %0
’0

5. New t1t1es presented in October must be accoﬁbanled by an

. s

equal dollar amount of cancellatlons. .

6. In addition, each bibliographer should be prepared to reducé his

dollar commitment to periodical titles by 10 per cent following the

V‘facuity'opinion survey.

~

A

~
N TN S




(SERIALS . - s S e

M 1

L, 1. Once our serials shelf-list is completed and cost data entered
it will be split in two. Each b1bllographer w111 receive two sections

of the list (subscr1pt1on ser1als and confirming serials). P]ease

- -

v maintain this separat1on.

hY
4

2. When the bibliographer has received both sets of cards, he should
rédistrfbute as necessary those interdisciplinary or aberrant LC

kS

-+ classifications to his colleagues.

»

3. With the rema1n1ng c rds he should construct a file fpr subscr1ptlons
and a file for conf1rm1ng ser1als., Each entry in both f11es should be
researched and pr1or1t1ed in accord with the bibliographer's best
Judgement. Gonsultat1on with the head bibliographer will probab]y be
neceséany. The rat1ng scheme used in the periodical survey would be
suitable for use hére,’a1§hough we do not plan, at tﬁis time, to

survey fagu];y.opihaon on serials. - ’

.
’ FO

Wﬁﬁﬂmrwmm.Wﬁwﬂwmw,“m..wﬁ_mwwﬁ,wmwm..._..._....,.‘
B . - ae ® P T
K 5
- - .
B - .
.
> . :
.

4. New cohfirmin§ serials may be set up ‘in acco}d Wwith the fol owing
gu\delinesgqu ' . X o | -
" T. The item must.be carded and a record of cost -kept by the
\ ’
) ]

L. 7 individual bibliographer. S . >

LR T Dt

N

2. Each new confirming serial must be balanced, cost-wise,

1 . by a confirming serial or serials ready for canceflatioq.
44
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. be made in January*hnd June. (Conf1rm1ng serials)

" 64 New ser1a1 subscriptions will be presented in October of each-  ~

7. In .addition, each b1b11ographer should be prepared to reduce his

2.

— smadjustment of’PDC's.

. sorts, ) ) .

5. Cance]]atlons to maintain a constant evel of expenditure will

- ¥

L4

year, and should be’ accompan1ed by an equal dollar amount of cancel]ations.

~

k4

e o et it =

dollar comm;tment to both types of ser1a1$ by 10 per cent in 0ctober,
/L - :

SETS

1. Bﬁnjng the summer months each bjbiiographer will review the

standing order file. Consultations will ‘be required for the

¢

2. The resylts of this review sholild be, for each. bibliographer, three

classes of material: sets in process, serials, and garbage of® various

-

3. We will flag seriaﬁs with green markers and will flag items, to be

cancelled with red markers. B1b11ographers may wish* to make records

on their sets and may also wish to make PDC changes. For record making

cards are ava1lab1e in bibliography. For PDC changes a card should be

made also and the proposed change d1scussed W1th the appropr1ate b1b11ographen

4v) | I




— ek S s hew bmbwet e 2

~ b o g e

4. S.0.'s for new sets may be estab]iéhed.af any time durﬁng'the

" fiscal year in accord with the following ciiteria: .

. 1. Consultation with the head.bjbliégraPher is required if
the total cost of the set is over $100. -
. 2. Sets under fhis dof]ar 1imit may be set up E& the
bibliographer. . . « | ‘ | ‘
3. In both cases, he must be. prepared to cance], other

items of this value to cover tﬁe new S.0.

£ 4,. If the decision not to buy at this time is made, the =

bip]iogrgpher may record the tii]e in a'desiderata file for
later consideraf}on. - . -
5., Cos;;b51ances Will bé maintained by cancellations in,

iJanuany and June to accomodate the new titles added,

- gt o
2,
b4

” «
e o al e




' T0: BIBLIOGRAPHERS
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Septenber 12, 1974

.

FROM: DAVE Peakrnsfé)"“°/ L S

SUBJECT: “CONTINUATIONS CUTBACKS V

This memo contains our 1974-75 goals for continuation cutbacks. It consists
of three parts -- deadlines, instructions, and amounts by PDC.

'

k4

I  DEADLINES

1)} Review Standing Order File - November 1, 1974
;- 2] Review Subscriptions  ° December 1, 1974
3) Review Periodicals i
AP and Z Periodicals

Others in consultation - : - :
~ with teaching faculty - March 15, 1975
4) Review Serials (confirming) --. ~  January 30, 1975

t

December 15, 1974 .-

IT "INSTRUCTIONS -

Cénsult the charts attached for your subjects: they will tell you
your reduction goal in dollars. Roughly, fund 300 relates to items
~currently in the standing order file {though it may not include all
of them), and fund 301 to items currently on the serial record (again,
. not all of them will be included). The figures were developed from our
. spending patterns last year: dead or irregular items in either file
(those.titles for which nothing was received last year, or in certain
. cases for a number of years) are nel included. We are jnterested in
reducing dollars spent: cancellation of a dead title cleans up the
file (and should be done) but does not save us any money. You will
.get the titles to meet your reduction goal for fund 300 from the
Standing Order file review - but remember, cancellation of a dead
title saves no money and it will be necessary tosconsult the closed
order file in the.accounting section to find out how much money a .
given cancellation will actually save. -, = Loe
> . TN ] '
Your goals for subscriptions and fund 301 cancellations will come
from a review of the files Barbara's project has produced. The same
reservations should apply to their usé - dollars saved is our goal.
Subscriptions. b ¢ N
We have no way of separating subscription costs of periodicals and
serials by PDC, so they are lumped together on page 3 of this memo,
cofumn 1. Column 2 is our overall reduction goal for both classes
_of material. Serial subscriptions account for 15% of this cost, on
. the average, so that column 3 records each PDC's cancellation goal
-in doilars developed on the basis of this 15% average. Column 4 is
the remaining 85%, which should come from periodical canceflations.
‘ ’ ] .

R
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POC_
0400
0500
0600

0800
0800

1002
1005
1007

11071

1102
1103
1104

105

© 1106
1200
1300

1501 .

1506

1509

1510
1700
1902
1905
1914
2000
2100

2202 -

2204
2205
2206
© 2207
2208
2211
2213
9411

o

FUND 300 - STANDING ORDERS

73-74 SPENDING

2,059.13
\ 4.86
“ 00
499,56
*1,256..40
1,868.33
. 1,274.62
00
341,38
. 1,139.93
L 243.85
‘ 166.01
75.78
77.86
881.18
00
746.52
00
521.85
394.19
638.64
.559,28.
1,113.14
359, 62
14.20;
00
168.79
790.78
1,620.11.
303.27 -
. 1,232.49

J

10% REDUCTION

206.
.50
00
50.00 °
126.
187.

127,

3

34,
114.
24,
17.
76.
78.
88.

75.

52,
39,

64.

56.

111,

36.

1.

.00

7.

- 79,
162.
*30.
123,

22.

1.

3.

319.

00

00
00
00

00 -

00
00
00
00
o

00

00
00
00
00
00
00
00
00
00
00
00

00
00
00
00

00

00

00.

00
Q0.
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PERIODICAL & SERIAL SUBSCRIPTIONS o

74-75 . 10% - . 15% Serial  85% Periodical
" Allocation Reduction Goal Sub. Portion . Portiqﬁ ‘ |
: 0400 , . $36,813.00 $3,681.00 = $552.00 + $3,129.00
" 0500 17,00.00  1,706.00 = - 256.00 + 1,450.00 i
0600 . ° 1,622.00°  152.00 =  23.00 + 129,00 L
0800 . *.5,709.00 571.00 =  86.00 +  485.00 ° 1
- 0900 . . 27,477.00 . 2,748.00--=° 412.00 &  2,336.00 |
| 1002 . 5,119.00 512.00 =  77.00 + . -435.00
1005 - 3,402.00 340.00 =  51.00 + . 315.00 ° .
1007 .. 445.00 45.00 =  7.00 - + 38,00 °
. 101 269.00 . 27.00 = 4,000 + . 23.00°
o 1moz . -, 240.00 24.00-= . 4.00 + 20.00
' 1103 . 336.00 34.00 =  5.00 + 29.00
1104 2300 . 2,00 = 00 -, + 2.00 .
., 1os.* - 287.00 . 29.00 = 4.00 ‘+ 25.00 X
1106 _ 290.00 . 29.00 = 4,00 +  25.00
1200 . - 17,643.00 1,764.00 = 265.00 + 1,499.00
1300- . 1,249,00 ° °  125.00 =  19.00 + 106.00° )
. 1501 - 3,917.00 ..392.00 = 59.00 333.00
~ 1506 - . 140.00 14.00 = 2.0 + 12.00 §
1509 - 1,897.00 190.00 =  29.00 +  162.00
1510 - 847.00 87.00 '= 13.00 +  -74.00
1700 11,073.00 1,107.00 = .166.00  + .  941.00
N 1e02 . 29,846.00 . 2,985.00 = 448.00 & 2,537.00
. 1905 . 32,273.00 3.227:00 = 484.00 + 2,743.00
1914 5,039.00 ' .504.00 = 76.00 % 428.00
2000 2,344.00. . 234,00 = 35.00 +  199.00
2100 - 413.00 41.00 = 6.00 % 35.00
2202 1,214.00 . 121.00 = 18.00 ¥ - 103.00 )
E 2204 . 6,397.00 - - 630.00 =. 95.00 +  536.00 ‘
t’ 2205 7,761.00 776.00 "= 116.00  + -~ 660.00
- 2206 3,121.00, 312,00 =  47.00  + ° " 265.00"
2207 " 12,198.00 " 1,220.00 = 183.00  + 1,037.00
: 6,475.00 . 648.00 = * 97.00 +  551.00
146.00 15.00 =  2.00 +  13.00
181.00 18.00 = 3.00 + © -15.00 .. gq
23,335.00 2,334:00 = .350.00 * 1,984.00 °




PDC

0400
0500

0600
- 0800

0900
1002

1005~

1007

. not. -
1102 -

'1103
1104

1105

1106
1200
1300
1501
1506
1509
1510
1700
5 1902
1905

1914

2000
2100

2202 -

2204
2205
2206
2207
2208

2211 .

2213
9411

FUND 301 - SERIALS

73-74 SPENDING 10% REDUCTION
$1,759.21 . $176.00
1,426.10 ©143.00
76.94 - - 8.00
11,172.46 117.00
3,222.09 . 322.00
838.43 : . 84.00
291.04 29.00
00, .00
" 187.52 | 19.00.
~ . 540.35° . 54.00
C124.57 o 12.00
.10.80 ' 1.00
85.26 : 9.00
104.73 - ' 10.00
2,864.10 . 286.00 -
66.06 7.00
830.64 - 83. 00
ré—~ , 6.95 ' 1.00
: ' 178.95 o 18.00
67.77 . 7.00
2,094.19 209. 00
, Co1,949.15 - . 195.00
7,382.08 " 738.00
' 981.06 - 98.00
888.58 , 89.00
166.72 17.00
132.53 : 13.00
1,127.23 113.00
2,029.68 - ~7203.00
) 388.90 . 39,00
T 4.838.22 . 484. 00
o 711.35 , 71.00
98.00 10.00
_ 00 00
6,624.81 663.00

)
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'T0: C. Bedoian’ B. Magnuson :
'T< Fry = L. Norwood o P
T. Geige K. Nupoll . : N .
F. Ho]le:\ D. Read . : . _
J. Kenny V.” Sherman "
FROM: Dave Perkins y&w& '
’ v . . 4 . * T - .
_SUBJECT: .Serials. Project Memo #1 e
. _ Review and Cancellation of Subscyiption Serials
Reference:) Memo- of 9-18-74 on, Continuations Cutbacks “ 6 g

-, N ~
- " -

The purpose of th%s memo is to describe the .serials file you havé\Been given

and to outline procedures, for reviewing and cancelling titles ih the subscriptions

part of it. Subsequent memos will outline procedures for.dea]ina with the

non-subscription serials tiapeled "S.0.C. and Others" in your file boxes) and 3

any addenda or revisions, to he procedures. P )
‘ = “ ] . ) - E .
— ! v A i) L
- DESCRIPTION OF FILES - s ‘ VY

L N

. .' X v “ .
How the File wJ; Generated. Because there'Was no serials shelf Yist or other

' . B R . .5>1

subject breakdown of serials, a project was quitkty started last May when money

became available for students to'make 'a set of serialy cards sthat could be filed:
by call number. Information on cost, PDC, payment method d completeness.of
holdinas was added to the cards. The.students were traine as rapidly as
possible and went to work with a minimum’of supervision. There'was little -
editing of results. Emphasis was on speed, as.time and money were limited.
Therefore, there are errors on the cards, as wéTI\asAomissions because the
Serials Record file itself was lacking data. . ).,

The students finst reviewed the cards .in the Se jals‘Record and extracted what
information they could from it. They typed a 3"x 5" card from each title's
"bound holdinas® cards. -For every buff card that indicated the Serials

Record card out of the file they filled in the main entry in pencil an the

3" x 5" card. , . .

Next the Subscription File was reyiewed for current prices on subscription
items. All.cards indicating that the method-of-payment was by subscription

were checked against this file and costs noted. A11 cards for which method-of- |
payment could not be determined from the Serjals Record were also checked in
this file and any subscriptions were-noted along with price and PDC. ‘New cards
were made in pencil for titles found in’ the Subscription File but ‘not in the

Serials Record.

. ,"
N\ A~ drY s

|
4
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1

.
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j
Iﬁe‘cards genera%ed by this project were then sorted ‘into subscription and }
fon-subscription batches and the whole lot was duplicated. The duplicate .
set of cards (in file boxes in the_Bib]iography Uept. confq;enﬁé'room) .
constitutes the serjals shelf list. The box with the blue label contains the 1

+ - capds.on serials determined to be subscriptians, or partsva? subscriptions.

They are-arrdnged first by call number and théf alphabetisally by main entry. -
if they don't have,a call number. ‘ ‘ L

v - ¢

The set of origina} §" x 5" cards-were then sorted! to give to the individual
bibljographers as woxking files. Your <et of cards should consist of two
groups: subscriptio =érials and non-subscription serials (s.0.C. and Others).
Within each group the cards are divided into PDC's plus one section of fitles
For which PDC's were not found. « This latter set of cards was. assigned to’
bib1iographers;arbitrarily on the basis .of title_ or call number. You may
transfer some of them to other bibliographers if you Tacate .the PDC actually
used and it belongs to someoneelse. Within each PDC section card:‘ai';

N

arranged by’ call number or'by main entry if there was no call numb

“ -
T

.

Data Elements on Cards. . g ] #

. Analyzed? Ignore this. N '
. - N , "”
2. Call No. Typed ih when "bﬁbnd holdings" card was in Sérials
. Record. The words "classed as mono." are in this space;when each
: member of the serial is given an individual call number, ~These ‘.ﬁ, "
will always have to be filed separately in the shelf 13st. When >4
. this space is blank the Serial Record card was out of the file. /-~
’ : M ' : “ - "' * ‘ . ¢
.3, Main Entry/Title. These are typed when the "bounqﬂnoldings" card
.Was in the Serials Record. -They were written in pehcil when there
- was only a buff card og when 2 title was found 4n"the Subscription
File but,was not in the Serials Record (af1 serials-in the Subscriptipn
File have "SERIALY in the upper left:) Common errons: main entry
and title were run together; entries on buff card were typed-instead
of written in pencil; entries for buff cangsvthat wereqpeye1y "see
references"” were copied; main entries and £itles may have been:
~ shortened because they were copied off the bottom of the Serials = *
Record card, rather than from the top, which has the official entry:
« 5 e Qe e .

4. Reg. or Irreg.; Price/No.3 No./Yr.; Price/Yr. The second 'dkphi* &
sTements here were an attempt to detérmine the fourth e]emg%t, fcef¥
when the serial is irregular. Most (but not ai1!)_subscri jon serial
are regular, and in any case they hﬁyé a fairly“reﬁajiy determined ,
Price/Yr., provided the Subscription File card can be Jocated. (Note::
. only .the Subscription File has currént prices. The Serials Record
has no subscription prices past 1972~4s{they are no longer being-enter
Titles not found in,the'Subscripmzphv fle may‘ﬁ&¥g been temporaRily
refoved or may fiave>been entered ‘ﬁ\%tdifférent way from the Serials -

Record.), : v

~




. The Price/Yr. is that figure you need to’determine the amount you
E will be cancelling. There is.usually a note on "your card aftéry -
. ] price giving the last year that price was paid. Also, an item‘l

* that "comes with" another subscription’of blanket order is not

priced separately. . .

5. File and Mé&thod of Payment. ‘The "File" js always "S.R." (origina]fy(

oL . ' Jt was thought-we could get to the Standing Order file also.) The’
' method of payment is in parentheses.® For subscriptions it is-
. . "sub." For confirming orders it is 15.0.C."(standing, perhaps,
, . . for Standing Order Continuation.) Sometimes method of payment
- information was missing on the Serials Record catd; if it is a
. . subscription item and was found in ‘the Subscription File this .
. . was noted. Another type of payment is Ncomes w/sub" meaning ” :
. that it is part of another subscription. Due to the necessity
‘ for speed, details of the other subscription were not copied,
' . although this information is usually on the Seri?Ls Record card. |,
Other methods 1isted include free jtems such as "gift", depository
"dep"), and mailing list. - . b . -

3
. '
- - .
O P D . +
e %

' 6. PDC. This was"filled in when it could be found. ' Sometimes it is

) in the Subscriptiohbﬁile but not in Serials Record or, (rarely)
: . *. vice versa: Sometimes it js missing in both. Afother case of
‘., ‘missing-PDC occurs when there was .only. a buff card in the Serials.
. * Record. Often a PDC is missing because the serjal has not been
paid for recently--eg. it is iqactive, costs nothing, or comes

with another subscription,

; . 7. Yr. &or vol. start; Completeness. The students were asked to

! t write something quickly to give an sndication of when we started ‘
to get the serial and how complete are our holdings since that : '
start. This is to give you informatjon~on candidates for baqkfi]e

purchases--if-we ever get any money for them.
. ‘.

. ‘8. Flags. These were nat co]or’coded~-a1i Edlors mean there was
~a problem in finding an important piece of data, ie. call numbers, W

price, method of payment or PDC. - o

L
? ¥

* ¢

HOW TO REVIEW YOUR SERIAL SUBSCRIPTIO\N’CARDS}‘ - .

[y
*

Gereral Remarﬁs

1. Keep your cards in any order yoh;wish.within method-of-payment
~ v type (ie. sub. or non-sub.) and PDC's. -Rémoveflags if you want.
i - You may find.it.more.cqnvenient to alphabetize by main entry within

the PDC. . . .

83 .- . 7




2.

" Keep external records updated.

)

4~
. . ‘ M . : a

Wou needn't try to supply all missing information on each ‘card .
jmmediately ynless you wish to cancel or yau wish to transfer<the
#itle to another bibliographer--need price/yr and PDC. . .-

"a) Al1]_PDC changes (even if rio PDC before) must be made on
. the Serials Record, the Sibscription File and Bibliography's
- shelf 1list (see next section on procedures). " - :
* b) Nate missing call numbers on your card and on the ﬁib]iogrqphy
~ + shelf 1ist card, which should.be re-filed'by call number. .

If you gan't find a card jn the'Bibliography sh;Tﬁ;list make
a hew one and file in shelf 1ist2 Ju]ie‘gas'a supply of
blank-serialy, cards. . - ‘ I

The working files, both shelf list and. bibliographers', should be

for active items only. If you discover a ceased sefial or one that °
is being removed from Serials Record, remové the cards, from both .
working. files. Consider cancelling obyiously dead ones. This won't
.save money but will clear the fite.

4 " i \
. P

Serial Subscriptions with no PDC's . C N 7

. ReViewing

~

1.

: — . : . . .
Re-check the Serials Record. Cards may have been returned,. student

may have missed ;the PDC. Note any other missing inform¥tign (eg. '
call number.) Jf it says "new serial" on the buff card you pight

note that”(it doesn't have a ¢all number yet.) If it is a "comes
w/sub." note what subscription it comes with, look that,title up in
Serials Record to find the PDC. This is importaqt in order to  °
determine the.Biblioqrapher responsible for the serial. ' .-

bhgck~the Subscription Fi]éi(ﬁote: this file has two parts depending‘ .
on whether the renewal date is mid-year or first-of. the year; check
both parts.) ~Sometimes the PDC will be here. Also: there are blanket

- or multiple-title subscriptions and you can find'PDC's arfd total cbsts "

f
, o
. ¢
»

\.

here, ., :
If there is’'still no PDC, assign one,.i?*?t is yours. If it is.
not yours. put aside for discussion with other bibliogrdpher (see

section below.) o i Voo

[} B

Take the batch of cards and put any hewmihformatibn on cards in'
thé subscription serial shelflist (blue Tabel). - ’
. ! N ?\ B N
Give, the batch of cards with_pewly discovered or assigned\ PDC's %o
Cathy Shofner in Serials so that they can annotate their records
(both Serials and Subscriptions.) Attach a note to return the cards

tO you. rd‘ N - ' . .
. - )4 i o <

s 4

d

-~




+®

6. Yhen returned, file cards in your file with the corresponding

'

7.

Transferring to'ﬂther“Bﬁbliographers and Changing PDC‘sv' Ve

title. Leave uncorrected cards under "no PDC" in your Subscription

PDC's.

If the information i too time-consuming to find aggthis time you
can defer working on it unless you want to cancel or transfer the

section, :
I’ ~

. o -

1.

+ . with those you co]]ectgd from the batch without PDC's.

-

and Subscription File.

Re&iewiserial subscriﬁtion cards with PDC's: Collect those
you think should be someone else's responsibility, together

Discuss it with other bibliographer. If unable to agree on an
jtem or area of responsibility sée Dave Perkins. Problems may
qgceur with PDC 9411 especiadly. - . :

Do not give cards awgy at this time. Keep cards until processed.
If no change return card to your file. :

Get prices for all items, note-on cards. ‘ S

Cross out old PDC and add new PDC on,cardl Add aﬁy missing cal?

. numbers to shelf list-if found and follow, steps 4 and 5 in the g

previous section to change PDC's in the shelf list, Serial Record

When cards are returned make a note of the total,. costs of serials
being transferred and the original and final PDC's. Keep this totai

“in your folder on continuations.

Give cards to other bibliographer with a note on the cost total.’

—Aajust your amoﬁnt to be cancelled as follows. Take 10% of the

total cost of serials transferred from each PDC in the subscription
serials. Subtract this calculated number from the figure for the
original PDC in the column headed "159 Serial Sub. Portion" in the

Sept. 18 memo - page 3.

The receiving bibliographer:adds this Same amount to his or her
dollars in the same column corrésponding to 'the new PDC. When
all transfers are completed, the figures for dollar amounts in
the column "15% %rial..." will be the total dollar amounts of -
serial subscriptions to be cancelled for each PDC. »

At the end of this process Dave Perkins should be notified of
the net.amounts 'of these adjustments. :

SH I %@\3'

- ..

* ! .
/-

b
L WO




| . | -6-
.10. Transferring free items will not entai]fa]] this work, but you
should note a PDC and any new information on the shelf list.
This will inform peopte of the bibliographer fesponsible for the .
item. . . - N _ ‘
v ©11. 1f difficulty is experienced with items out of the Serials Record
R for_a long time, discuss the problem with Cathy Shofner. If
Lo ' »- "Jim Burnell has the,Serials Recor..cards it is best to give him '
' : " 2 & list of titles and wait a couple of days. :

..12. You should complete all transfers By November ‘15 in order for
. everyone to have time to consider cancellations by the December 1
. deadline for subscription serials. . : :

A

}‘ CANCELLING SERIAL ,SUBSCRIPTIONS

~

Decide on serials to be cancelled for each of vour own PRC’'s.

Consult with members of the Reference Department and teaching

e faculty according to your -judgement. ~Aim for a total dollar’
- . .+ amount arrived at in Step 8 in the preceding section.

1.

%

2. Pull ‘cards to be cancelled and write CANCEL in red across the
face. Give to Cathy Shofner who will Begin the process. You
may wish to make a note of your totdl.cancellations in dollars.

, X for each PDC. T ; '

I -
P

3. Cathy'wiII return the cards to yéu. Puli cards from the )
Bibliography shelt 1ist and discard. Give your cards ito Dave :
Perkini in batches by PDC and attach a note giving the total L.
cancelled. L ‘ . . ,

. *
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3 Menorandum | :
E : “C."g'edoi.al) B. Magnuson Do!’e: December‘ 18, 1974 '
T. Fry ' L. Norwood ' '
T..Geiger K. Nupoll
. F. Holler .. D. Read _ .
- J.-Kenny . v. Shermaa - '
N Dav1d L. Perkins .. )
" From C‘chforma State University; Northndge ' K . o
Noﬂhndge, Cuhforma 9!324 ‘ *
. Sobjects PERIODICAL REVIEW PROJECT S o .- »

On December 20,
' to all departments

-

I am 1nc1ud1ng wlt
. - of the per1odlca1

DP/Jl '
 Attachments (4)

Inc1uded in these packets W111 be the fo]1ow1ng items:

@
Pt

1974 the Blblxography Department will be ma11z§” g packets
W

containing materjals for our periodical re project.

/ vaer Letter (DP to Department Cha1rmen) :
. Exp]anatory letter (dated 12-2- 74--ma11ed 12-13-74) .
Periodical Tist(s)~ . . . a

. Standard Answer Sheets .. .
. Instruct1on Sheets

h th1s memo - .an example of each of ﬁheﬁabove—-wlth the exception

1lsts—-wh1ch are ava11ab1e 1n'B1b11ography.

4
-

LYY
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emorandum R

From - = California Stafe University, Northridge .

Subject: 197475 PERIODICAL REVIEWS  ° .

!:ﬁ California -

:Department Chairmen ' . Date:

M
»
Ty S T Ty

L1

.
- . 8

. Davyid L. Perkins : ..
Northridge, California 91324

1

As part of our 1974-75 serial and periodical review project, we are attempting .
to rate each periodical title currently received by the Tibrary. The reasons,
for this review and the method for rating periodicals are explained in the
attached memo, to department chairmep dated December 2, 1974.

A numbered Tist of the periodicals to be evaluated by your department is included.
One Tist will be sent to each department; additional copies may be xeroxed as
required. Also attached are standard answer sheets foy recording ratings on a
four-point scale ranging from (A) essential to (D) marginal,. A fifth category
(E) not applicable, irrelevant, or unknown, may also be used. \ s
. . \ - ' '
Enough answer sheets have ‘been included for distribution to all full-tim
faculty members. If more sheets are required, call the Bibliography Department
at Ext. 2256. Departments may wish to cumulate individual faculty responses
themselves and submit a single rating for each periodical to the library. If not,
the indiyidual answer sheets may be returned to the Bibliography Department in the .
South Library, which will send the sheets to the Computer Center for cumulation.

The subject bib]idéraphers are available (Ext. 2256) to consult with department
chairmen, library coordinators, or individual faculty mémbers concerning any
questions or probiems which may arise. : ' . '

. . ’ -
Our deadline for the completion of periodical ratings in the departments is ’
February 15, 1975. By April 1, 1975, we hope to have ready for final review

by the departments a list of titles proposed for cancellation. : ’
DLP/jc
Attachménts s

Periodical Lists

Standard Answer Sheets

12-2~74 memo }
Instruction sheet
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alof California

amorandum

: To
[

From =

, éub[egh

, Department Chairmen

Date: pecember 2, 1974

+

77 W/Aébvw

Norman £. Tanis/ ,
Ccdiforn!a Siute Uzlivcrsify, Northr!dgo N
Northridge, Cahfomlu 9!324

?

Set1a1/Per1od1ca] Review Project

Problem and Basic Objectivé

e-Tibrary-has been faced with 4@ f1nanc1a1 squeeze

,-factor

_"bf funds and because. serials and per1od1ca1s are subJect t

. increases t%an books (a

. ‘
" , ’
" “7 *
B .{’;

. In the last several years th

resu]t1ng from a nearly static book budget coupled with severe 1nf1at1on, two

3 wh1ch have seriously diminished our purchasing power. In order to stay

able funds, it has become netessary to review overall allocations

@

for books a}d serials. : -

14
’ -

with;n avail

.~
Serial and per1od1ca1 acquisitions pose the most ‘serious’ prob]em in the library

materials, budget because each title represents a’ cont1nu1ng or permanent commi tmen

o much ]arger 1nf]qt1ona

round 13% per year over thg lest five years). The best wa)

hat will happen dur1ng the. next f1ve years if.we

*to state the prob]em is to show W
fdi] to act. Assum1ng a steady state a]iocat1on, together, with infiation at the

current rate of 13%, we w11] be spending our ent1re mateYials budget on periodica

and serlals in f1ve years (1979/80) éven i¥ we add no new titles. | .
SERIALS PEPCENTAGE OF

'1 TOTAL BOOK BUDGET _

" FISCAL YEAR - SERIALS/PERIODICALS
©1974/75 - $362,188 ... B6.I%
1975/76 ) 409,272 ’ . 63.4
1976/77 - 462,477 - ' 71.7
1977/ 78. . 522,599 81.0
“1978/79 . . 590,536 ’ 91.5
" 1979/80 ' 667,305 - 103.4
*Funding 1974/75 for all 1ibrary materials -- $645, 188 -

(9 9 / '

C 9




We present th7s projection to demonstrate the magn1tude of the problém: by

1979/80 if present trends cont1nue, there will be. no money whatsoever for .

i

books. Dur1ng f1sca1 1973/74, purcha51ng of both current and retrospective

monographs has been curtailed, but there is a Tevel of monograph purchas1ng

be1ow Wthh we cannot afford to fall if we are to maintain a balanced collection.

" Some large reduct1ons in the serial and p r1od1ca1 allocations must therefore

be effected dur1ng 1974/75 in order to impact the 1975/76 budget. We wou]d

L]

. cont1nue to maintain backlees of any serials for which current subscr1ptlons

were -cancelled. - ' ‘

z

Goa1s of the Serial and Periodical Project

T

In each field the quality of library support depends in 1arge measure upon a-
proper ba]ance in acqu1s1t1ons of serials and monograph1c books.,. The u1t1mate
gQal of th1s review is to sustain the qua11ty of support for each academlc "
program, considered as a whole, by preserV1ng some funds for monographic

tlpurchases wh11e still ma1nta1n1ng the 1ntegr1ty of the serial and per1od1ca1
]'lStS.’. ‘ . ‘ y ) ’

No 1dea1 percentage of the mater1als budget that shou]d be devoted to sérlals

and per1od1ca1s has ‘been established. Use of- mater1a1s in instruction and research
and the consequent mix of books and serials varies from discipline to discipline.
In some d}sc1p11nes budget ‘allocations of as much as 75 or, 80% for serials may be
in line w1th academic objectives. Nevertheless, we can formu]ate an initial ’

targét that will improve our contro] of spend1ng without doing v1o]ence to the

academic programs of the university. We have agreed on a 10% reduct1on (in do]lars

dur1ng the preced1ng -year. Thus, over a two year per1od the serial and per1odlca1

" budget would rise to only $374,607 (1976/77) 1nstead of the $462,477 projected.
];E(l(:‘ (3() L .

impacting,1975/76 and a further .10% ‘reduction impacting 1976/77, each to be p]aﬁnedl




>

' In .effect; we would secure approximately two years gain on inflation by %
e11m1nat1ng marg1na1 per1od1cals and ser1a15. Eliminating currcntly-received
1ittle-used tntles would also ensure that we continue to have funds for the

14

:

- 3

. % L. - . . . . )
*-purchase of desirable new periodicals and serials as they appear. T

After\the two:year project is comg]eted, we, expect to continue to review the
‘serial and periodical lists annua]]y'in relation to academic program’priorities
at Northridge and consequent collection deve]opment po]1c1es, and to determine

any further reductions or additions on the basis of budgetary cond1t1ons pre-

e ————vaiting-at-that-time——— ; - 1
. Method. ‘- ' | !

- _ To reach the goals of the project, every current]y—receiveu serial and periodical
title needs to be reviewed dur1ng the.1974/75 academic year to determ1ne its

pr1or1ty. We p]an to structure the rev1ew in the foTIOW1ng wajc

Cwr o= s amcA, wLists for Rev1ew. We will make. up lists of the current]y received serial and
- per1od1ca1 titles in the LC classification groups directly pertinent to each

-~

academ1c depaztment or program. A rating scale will be printed next to the 11st1ng

-~

of each title, to facilitate marking its priority. We,propbse four priority ratings

1. Essential for instructidn'in broad areas of the discipline.

.

‘ . Studénts and faculty consult this current title regularly and

very frequent]y.:

D

2. Important for the discipline though less closely related to existing

o

instruction. May be of considerable importance for research, but not
4

as broadly applicable to the debartment's instructional program as a

whole as (1).
3.0 Useful - Not basic or central to instruct*on at CSUN, but useful

¢ . as supplementary material. May fill indiyidua1 research needs, ____ .

61 ..




¥

but these are 1ikely to be highly specialized. The title is
consulted 1ess frequently and is considered to be more limited
Cin 1ts app11cat1on to th1s department s work at CSUN as compared
with (1) and-(2). (Inter11brary loan access, if prompt, would
‘be satisfactory.) ‘ ‘
4. ‘Marg1na1 to. the depaxtment s 1nstruct1ona1 program and anfrequent]y
consu]ted May serve occasional research needs; rarely used for

1nstruct1on. (Inter11brary Toan access wou]d be sat1sfactory )

" And, in addition to the scale, this category:

5. Not applicable, not relevant, or unknown. The departoent‘is not
familjar with this title; or it does not appear to be related to
" the department s instructional program. (Note: Because of the }

T ) vagar1es of the LC c]assif1cat1on or other factors beyond -the control
of the library, some titles of category (5) are 1ikely to appear on

) every departmenta1 list.)
. . "

Ratings 1 through 4 are intended to indicate a progression'from the highest

’ pr1or1ty JournaIs and other serials, all of which are broadly applicable to

wide areas of 1nstruct1on and research, toward more specialized serials which

tend to reflect individual needs.

(1) to the individualized and infrequently consulted (4). Number (5) is to be

assigned to those titles not considered applicable to the discipline or not known

* to the department.

3

!
| ' ,
I
|

5. Departmental Faculty Review. During the montk of December each 1list will

be submitted to the appropriate department or program for review, A library L

?\\ staff member will be assigned to work with the faculty in each department/program9

ERIC | o 62

i "

In other words, moV1ng from the broad]y essent1a1‘

AP - P




k4 . i

the objectives and methods, and to assist in whatever

to explain the problem,
Each department/program faculty will be asked to rate the "

-

way is helpful.

titles on its Tist, keeplng in mind the overal] reduction targets, and. the

qconsequent need to assign priority 3 and 4 ratings to some 20% of the titles.

He shal] hope to obta1n a S1ng1e rating for each t1t1e ref]ectIng department/

program faculty consensus. Different procedures-will be appropriate to different

. programs 1n obta1nqng such a consensus, depending upon the number of t1t1es to

: be rev1ewed and the number of facu]ty concerned with that program. Departments

__may find 1t uSefu] to app01nt a sma]] ad hoc committee to work with asslgned

4

L 1ibrarx staff and effect the necessary 11a1son.'

o

N -

“ X

To allow ample time for final collation, of all lists, the priority ratings

must be assigned promptly.- A target deadline of‘FebruaryIS, 1975 has been
g - . . - .

. set for return of the 1ists.

i@
’

\_ The purpose of faculty rev1ew is to insure that only loy-priority titles are

It will be apparent, however, that the Tibrary cannot
~c and will not app]y the gross dollar reduction targets r1g1d1y to the list of

serial and periodical titles for each discipline.

in terms of the degree of re11ance on serials vs. books, the relative use of

\*

curren

£y

t vs. retrospective materlals and the extent and r1gor of preV1ous years
revfews--clear]y indicate the de51rab111ty of a 1ess arb1trary approach ‘At

t . considered for oe]etlon.
|
i
E
: the same time, it is important to note that department,and program facu]tles

need to 1dent1fy such differences and varwatlons, and assess their impact on

the relative priorlty of various kinds of acquls1t10ns, so that, the 11brary

As already noted, the quatity of tibrary service depends

. can respond to them.

| .
T .
| - 63

leferences between d1sc1p1rne5w-
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in large ‘ieasure upon a proper balance in acquisitons between serials and

monographic books.

The Library, through its Bib]iography~Departmént;

g

f}saﬁywh1sagreements, make sure that all
rational

- C. ‘Coﬁation. of Résponses.

- will coordinate responses to identi
essed on at least one 1ist, solve any other ope

t1t1es have been ass
+ discussion as needed. (Target date

“problems, and request further review 0

Apr11 1, 1975) ‘ \

-

The final review will be comprehensive and thorough, and

D. Final Review. -
At th1s t1me, the 11brary

faculty will be notified fo]lowing its .completion.
will generate a 1ist of titles to be cancelled and will note on it any GSU or

uc éampuses‘dr other nearby libraries that receive any of these titles.
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INSTRUCTIONS FOR RATING PERIODICALS

A : .
¢ & aindier ‘sheets with a four-point scale for rating .
“from (A) essential to (D) marginal. A fifth category,
, or.unknown, may also be used. Piease record
to its number on the standard answer

Attached are stand
. periodicals rangin
(E) not app]icab]e,»irre]evant
your rating for each periodical next
sheet, using a #2 pencil. Do not stap

which you are rating has more than 160 titles,.

more than one standard answer sheet will be required. In that.case, the
standard -answer sheets will be marked so. that no more than 100 periodicals

‘per sheet’ are rated except for the last page. .

<

If the 1ist of periodicals,

)

T T

1e or fold these sheets« .

|
3
i
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‘From

. Subject:

“

» o *

. Head Bib]iography Librarian . . v ‘

" requesting patrons not to reshelve periodicals they had used.- These periodicals were

§ . - ; ', .
- = »
. Ad *

State of Californi}u .

‘Memorandum - -

7

) + N . . ) - ’ .
Faculty , . . ”/’?. Date: Septembefzé, 1975 .»

[

. . Y
&

DayidYL. Perkins °

‘ <

}California State University, Northridge ?
* Northridge, California 91324 . . -

List of Periodicals Proposed for Cancellation . ;) ]

Attached is a preliminary list of periodicals proposed for-cancellation as a result of
they 1ibrary's 1974/75 serial and periodical review oroject {cf. memo of Dec. 2, 1974,
from Norman Tanis to department chairmen with copies to faculty). 1In order to compile’
this list, the library has collected information on the periodical needs of the (CSUN
campus in two ways: 1)sby soliciting faculty evaluations of periodicalsj and 2) by
recording actual usage of periodicals. The faculty survey and he user /study are

described below: : - . v

Faculty Survey. The faculty survey began in early February when 1ists of periodicals
were sent to each department, together with standard answer sheets. for recdrding
evaluations, and letters of explanation. The periodical 1i'sts had been prepared by
subject bibliographers to reflect, insofar as practical, ‘the particular interests of
the departments, Each periodical carried by the-library was included on at least-one
such 1tst.” (The genera] interest periodicals and those relating to librarianshin, were
evaluated by the librafy faculty.) All resoonses were receivgs by the end of May. v

» - .
Each department had been asked to rate each titTe~dn its lists on a scale from one to
five, the number one being the highest rating. Some departménts returned one 1list with
a department consensus rating for each tit%&i Other departments returnedéthe standard
answer sheets submitted by individual faculty members. The Tibrary had these sheets’ -
apalyzed by computey to get the overall departmental responsg. : :

llser Study. Because periodicals do not normally circulate outside the 1ibrary,'bsaqe/\\
cas most practically be determined by the .number’ of issues of volumes of Deziodicals ’
. onoved from the shelves by library patrons.. Fow a period of almost four m nths from ©
early March to the end of June, 1975, sians were prominently posted in pericdical areas

then collected and their use recorded. At the end of Your months, the total number of -
uses was tabulated for each title. - ) X

" ) 4 ¥
The results of the user and.faculty surveys were reviewed by the subject bibliographers
to determine which titles had low usage and low faculty ratinas. Using, this information
the bibliographers develooed the attached 1ist of potential subscription cancellations.
This 1ist is now being submitted to the faculty for review oriorg%o any cancellations.
If you wish to discuss objections to the caficellation of particular titles, keeoing in
mind the necessity of cgncelling those. titles,that contribute least to.the academic
programs of the University, please call the aporopriate subject biblioarapher (1isted
.on the attached page) in the Bibliography Department, Ext. 2256. Calls must.be re-
ceived no later than September 30 in order for the Tibrary to meét its deadline for
1975/76 subscription renewals. \ o




Music
Office Adm..& Bus1nes
Pan African Studfes

, Philosonhy
Physical Educdtion
2 "Physics & Astronomy
.Politicdl Science
“Psychology
Radio/TV/Film -~
Recreation ¢

Religious Studies
Secondary Education
B ' Speech Communication

Sociology

Theatre .
Therma] Fluid Systems

e

1 R

* . "

" Social & Philosophical

| . N R . : b ]
. s . . v . 4 . ' - J“'
" - Y Y , , ,\' N4 .
) BIBLIOGRAPHY DEPARTMENT ,
‘ . - SUBJECT. RESPONSIBILITIES .
. . “ "
’ Department Name T B1b11oqraoher
*~ Accounting \ . /[ . Sherman
Anthropoloqy : L Perkins,
“Art, General : " Kenny -
. Art, History Co Kenny .
~“ Art, 3-D Yo o, ! . _ Kenny
\\\ - Art,32-D oo Kenny
~ . BioToay ”_ I Magnuson
Business: Law i ' ) Sherman
Chemistry. . Magnuson
» * Chicano Studies Nupd11 .
A Communicitive Disorders . . Magnusoi .
"Economics . ' Read
Educational Psychology (Education) * 7 Perkins T . 2.
Electrical & E]ectron1cs Engineering Magnuson '
Elementary Education Perkins
* Elementary Psychotogy (Educat1qn) Perkins . S
English “«Kenny > -
Finance - . ‘Sherman “
Forelgn_Lanqyage & Lit., General . Kenny
" French Norwood N S
German ° a Holler, :
It§]1an ~ Norwood O
- Spanish NupolT
. Russian - Geiaen
’ * Geography g Fry - )
GeoSciences Magnuson - '
Health Science : . Magnuson
History hr Read , *
Home Economics ) Magnuson
Journalism \ Kenny -
Management - Sherman
-Management Science . Sherman
¢  Marketing e Sherman
- Mathematijcs e Magnuson
Mechanicy & Materials .’ Maanuson =«

" Geiger/Burdex- Esp051to

3

~

..A “
[«

U)

]

Founda

o Special Education *+

68

Sherman )
Read ) -
Kenny - .
Perkins .
Magnuson. .

“HolTer A .
Bedoian

Kenny v

Perkins _

Kenny ~ ool
Perkins .

‘Kenny
Perkins
Read .
Perkins
Kenny -
Magnuson

.
e e Ak o
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~TL 1 A3
QH 1 A2.
QD 1.M33
GN 1 A25
QA 1 A285
OL 1 A34
TP 1 A3~
.QC 1 A392
QH 1 A535
P 1 A48
U1 A6
AP 1 A544
© TP 1 A7
"R 1 P372
R 1 P37
AP 1 A73*
GL 1 A729 .
" OH 1 A97
71 A9
. N1 B38
AP 1 B4
P 1 B4S
7.1 B515
71852
QK 1 F6322
QD 1 S63
QU 1 B58
71 B65
QL 1 B63
i 188
P 1 B7
Z 187"
QH 1 B82
QH 1 08
1 C39
QB 1 C4
. L1ca1s
R 1 C49
QD 1 C47
QL1 ca -
TP 1 C56
QA 1 C68
L 1 C6494 .
QA 1.C6 °

P 1 C648

. Australian jrnl.

.

_PERIODICAL CANCELLATIONS 1975/76

Acta astronautica

Acta biologica (Hungary)

Acta chimica (Hungary).

Acta ethnographica

Acta poTytecknica Scand1nav1ca

Acta” theriologica

Akademia nauk SSSR Proc. Chemical Techno]ogy
ALadcm11 nauk...bulletin. Physical series. -
Awerican Fern, Journa]

American Forensic Assoc1ation Journal
American neptune )

American Mercury

Die angewandte racromolekilare chemie
Annales d' irmunologie

Annales de microbiologie

L'Arche

Archiy flr Protistenkunde .

Australian Library Journal

o -

Bauen and WOhnen

Belfagor; rassegna d1 varia umanita
Better editing , .

Der B1b1iothekar

Biblos "~ _ .

Biochemie und physiologie der pflanzen

B1ochem1e

Bioorganic chemistry

Book Club of Calif. S.F. Quarter]y News]etter
Brain Rescarch . ’

Buch and Bibliothek ) ‘
BUhnentechn1sche Rundschau .
Bulletin des’Bibliotheques de France

-

=

Bulletin pf Marine Science

Canadian f%e]d naturalist

. Carbon »4 ’ &

-

Gelestial mechanics

Central ideas

Chemigal and pharmaceutical bulletin -

' Chemical Instrumentation ‘
Chemico-biological interaction o
4Chem1sche Technik

olloqu1um mathematrcuﬂ
Colorado Journa] of educational research
Carmunications in statistics
Compagnie Madeleine Renaud- Jean-Louis Barrault~

69

of marine & freshwater research -

-

<
-
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FA
A
R

»

Q1c9 -
qQC 1 C78
N1CcC8"

Z1C755

QH 1 C8
2109

GV 1 D358

L 1,038 .
N 1 D68

- 21 A73

P1E22

TK 1 E112
L1E3 |
L 575~
L1 €385
B 1 554
1E
1 E7
P 1 ES6

o C
TP. 1 F48

. QK 1 F6332

ML 1 F64
AP 1 F6
ML 1 F66

P 1F6.
QE 1 F5

QL 1 G49 .
G 1 6364
Z1 64

NX 1 G5

HB 1 H3
HB 1 H33

" L 1 H356

Q.1 H6
GN 1 H7s

QH 1 HY

C 1. J6845

Periodical Subscriptio

Cance]lat1ons 1975 '

] .

Coordination Chemistry Reviews .
Cosmic. research

Critica d'arte
Critique; revue generale des publications

francaises et etrangeres. ;
Current topics in radiation reseanch quarterly

Cybernet1cs

~

Dance scope
Data processmng for education
Dowintown- idea exchange

Druck; archiv flr Drucktechnik

¢

°~EBU Reyiew: part B-General & Legal
‘EBU Review: ’ ’ .

-technical

Edvcation

Educational documentat1on & information
Educational .product report -

The Engineéring Economist

Eranos’- ;

Erasmys: specu]us~scientiarum .

Esprit

Ex1>tent1a] Psych1atry . e

Fette, Seifen, Anstrichmittle verbunden mit der
Zeitschrift die Ernahrungsindustrie

Flora; morphologie, geobotanik, oekophys1o]ogle
Fo]k]ore and Folk Music )

Forces

Fontes-Artis Musicae

Forum Italicum '

Fortscuritte der m1nero1og1e

N - N ’ . . .
General and comparative endocrinclogy

‘Geographische Berichte

Germanistik
Giornale di bordo

Ve

Harper's export wine and spirit gazette
Harper's wine and spirit gazette

Higher ‘education and national affairs

History of Science . : ) =

Homo
70

Hydrobiologta

page 2
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T . Periodical Subscription:
’ 5 Cancellations 1975 3
[ - page 3 ?
. 71 115, " The Indexer ‘ g |
QC 1 15 Indian journal of meteoro]ogy and geophysics - *
7 1 152- . Indian Library Association. Bu]]et1n ;
T1125 . Industrial education . : g
T 1 1536 - Industrial laboratory ‘ |
|
. - ) ., " g
qQC 1 152, ‘Infrared Physics C ~ ‘ |
AP 1 156" Inostrannia Literatura - )
Z1 156 Inspel : : T
. Qc 1153 '  Instruments and eXpér1menta] technques R
. L1 1565 , Insula - N : R
L1157 Instructienal science . ) \ b
AP 1 TI6 The Intercollegiate Rev1ew ,
Z1 158 Intercom ‘ )
v G 1 157 " Internatidnal Assn. of'3c1ence Hydro]og1ca] S
’ ‘ _ SciencesSs Bulletin., . , L
E 1157 ' International Canada T . .
L1 1577 - International Education - ) ' ' /
QD 1 1593 Enternational journal for rad1at1on phys1cs L .

) and chemistry
QC 1 I54 -~ International journal of app11ed rad1at1on )

QA 1 159 International journal of non-linear mechanics .
-QL T 154 International journal of peptide and protein . . © o
. research

QD 1 162 International Journal of quantum chem1stry

~ QD 1 187 International journal of quantum chem1stry Symp. |

.y 21 164 - Interhat1ona1 ,Library Review

{‘NL 1 165 Interpational Review of Music aesthetics ard
. sociology - ' ) . . .
) D1 163 International Studies Quarterly : ‘
‘ QA 1 188 Internationalg Mathematische Nachr@chten : .

QK 1 193 Israel journal of botany '
ob 118 Israel journal of earth sciences '
QL 117 . Israel journal of entomology ' \
T118 Israel journal of technology
QL 1 I8 Israel journa)l of zoology , .
AP 1 19 ~ IUnost L1teraturno Knudonhestvanny1
HB 1 J34° - Japan Econgmic Review ,
T14337 - Japanese journal of app]1ed phys1cs «
AP 1438 . Jeune Afrique ) .
Z1 J64 John Rylands L1brary Manchester. Bulletin 4
QA 1 Jé64 Journal de Mathematique pure et app11ques

QC 1 J628 - Journal of adhesion
. QC 1 J6287 “Journal of applied mechanics & tech. phys1cs
L. J67815- Journal of association for ‘educatiop data

systems i
Q1 J55 Journal of cybernetics ‘ )
. - Z1 J68 Journal of Documentation - .
- 71 - .
ERIC. - , Lo oot

¢
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A

L 1 J6555
QC 1 635
QD 1 J658

T 2136829

U6

QD 1 J6586
QD 1 J659
QK 1 J78

HB 1 J72

QD 1 678
Q1dJ7
L1 36775 .
L 1J679 -

ML 1 K4
R 1 K55
N1KS

1132
P1L48
L48

L515

L517

L5263
L6
L529 -
L55
LS -
P 1 L586

—

— ol b

AP 1 M31
U1M

U1 M35

AP 1 M475 *
QA 1 M4222
Q1 M38

TJ 1 M43
7J 1 983
TN 1 M642
Q 1 M48
BL 1 M53
L 1 M54
BL T M55
P1M6

Mnemosyne

&

Journal of educational data processing
Journal of engineering physics
Journal of labelled compounds

. ~Journal of Librarianship

* Journal of hydronautics
" Journal of macromolecular' sci. Pt. B Physics

Journal of molecular structures

. Journal of phycology

Journal of Public Economics
Journal of s61id state chemistry
Journal of“§o1Uthﬁ¢chemistrﬁ%:-
Journal. of studént financial® aid
Journa) ‘of thought - -

J3
Kirchenmusiker .
K1inische Wochenschrift

Die Kunst und das Schoene Heime

Laboratory Practice

Les Lettres Nouvelles

The Library C

Library Association Record. British
Library Automation, Research & Consulting
Association. The LARC Newsletter..
Library Review (Scotland)

Library Science with a ¢lant to Documentation

Library World

Libri.

La Linguistique
Literaturnaia Rossiia

Main currents in modern thought
Marine engineering 109 -
Marine technology

Markur; Deutsch Zeitschrift
‘athematica japonica

Der Mathematische und Naturwissenschaftliche
Unterrichte

Mechanics of solids

Mechanism and machine theory

Metallyrgia and metal foriming .

Methodology and science: -

Mid America
Minervd
Missiology

72 .

[]
- .

Périodita] Subscription
Cancellations 1975
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AP 1 165
D 1 M65

. P 11682
QD 1 17632
Q1 M6
Z1M
HL 1 M8g4

)

"ML 1 0635
QC 1 0687
Af 108

QL 1 P2

AP 1 P32
QL 1 P4

Q1 P42

QA 1 P45
B 1 P24

B 1 P52
P 1 P46

QC 1 R39

QC 1 D415

FRIC @K1 Pss

'Nachriqhtenthr Dokumentation

- Newsletter

" New York Teacher :
. New Zealand journal.of educational studies Lt

‘Les Mouvelle Litteraires

"Philosophical Association Anravati. Jrnl. of

. Phytomorphology

-

Periodical Subscription
Cancellations 1975

page 5

Molodaia Gvardiia ) e
Monumenta Nipponica ' . “
Mosaic

Hoscow University Chemistry Bulletin
Moscow Univ. Physics. Bulletin '
Mountain Plains Library Quarterly .
Musique en jeu

Muttersprache

3

National Sociéty forPerformince Indtruction.

Nef oo

Neue Deutsche Hefte

Die Neue Rundschau

Die Neueren Sprachen

Neues Jahrbuch flir geologie and palaontologie -
Neues Jahrbuch flir Mineralogie. Monatshefte .
Neurobiologia :

Neva

Nihon Kikaigakkai o
La Nouvelle Critique _
Le Nouveau-Rlanete

La Nouvelle Revue Francaise ‘ -
Novyi Zhurnal; the new review : B
Nuclear science and engineering

Nuestro Tiempo

Oceanology

Ogonek

Ohio schools

The Opera Journal ‘

Optik; Zeitschrift flr 1icht und Elektronenoptik

Outlook

Pacific insects ’ . . . .

Papeles de Sou Armadon

Pfleugers Archiv. European jrnl. of physiology
Philips Research Reports & supplement '
Philosophia Mathematica - ‘

the ‘Philosophical Association
.Philosophische Rundschau
The Phoenix )
Physics in ‘technology . : -
Physikalische Blatter 6’

g




qQ 1 P46
N 1PS

QK 1 P3A26

QD 1 P74
QA.1 P77
GN 1 P74
71 P77
AP 1 P75
QC 1 P69
QH 1 P74

QH 1 Q84
AP 1 Q85

QD 1 R33
H\T R3

" N 1.R38 .

D 1 R45
Z 1 R48
QD 1 R6
E 1 R47
AP 1 R483

Z 1 R49

ML 1 R58
ML-1 R48
P T RSS57
B.1 R49 -
HM 1 R48
ML 1 RS .
P 1°R65
AP 1 R685

QA 1 S6
QA 1 5615

t

Pisa. Scoula normale superiore. Anna11

Plan Canada o .
Pollen et spores .
Polymer science USSR
Praxis der Mathematik ° |
Presence africaine .
Printing Production -,

Prism International

Progress of physics. Fortschr1tte der physik
Protistologica ‘

S

Quarter]y reviews of. b1ophy51cs
Queen's Quarter1y, a Canadian review

. Radiochimica acta

Rassegna Italiana di Sociologia
Raumforschung und Ramordnung )
Report on Werld Affairs . .
Research in Librarianship. British.

Reviews in analytical chemistry

Revista Brasileira de Geografia

Revista conservadora del Pensamiento
Centroamericano

Revista de Archives, bibliotecas y musee
Revista Internaziorale di Science Sociali e

- Discipline Ausiliare

Revista Italiana di Musicologia
Revista Musical Chilepa .

Revue des etudes anciennes
Revue des Sciences Humaines
Revue Francaise de Soc1o]og1e
La Revue Musicale

Romance Philology

" Round Table

‘Sacred Musit o

SalamandraZeitschrift flr herpetologie...
Scholarly Publishing ¢
Scholastic editor ° .

Schweizerische mineralogische...

Sci-Tech News ¢
Scientific World - ik
Semiotica

Sinn und Form

Sinologica °

~

ey

Periodical Subscr1pt1on
Cance]]at1ons 1975 .

page 6

|
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|
|
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Societe Francaise de m1nera1091e-et de -

Cristallographie.
Societe mathematique de France._Par1s

" Bulletin (and Memoires)

-
1

A 7 X




Z1 S63

QB 1 563"

HM 1 S67
ML T S6
TL 1 5635
QC 1 564
QD 1 S65
G 1 5683
T1D04
RC 1 S65

"~ QC 1 S6775

QD 1 S68
Qk 1 F513
TP 1 S68
B 1 S6
GV 1 S4
PQ 1 S8
AP 1 S75

ML 1 S77.

P 1 5755
L 17
QD 1 S8

QK 1 5932

PG 1 T4
- ML T4
L1 T49
2175

BL 1 T45

QD1 T5
B 1 T45
BL 1 TS5
AP 1 T5
AP 1 T63
21717
TN 1 T8

QA 1 U8s8
AP 1 U6

QR 1 V5
D1 V&7

H338

1
143
1 ¥4

P1u4
P 1 U3

P
G
T.
A
A

‘ Page 7

Society for the Blb11ography of
Natural History. Journa] ) .
Solar System Research,® .- . : « - v 1|

Southern Patriot

Sovetskaia Muszyka

Soviet
Soviet
Soviet
Soviet
Soviet
Soviet
Soviet
Soviet
Soviet

Soviet Plastics

aeronautics- ~ Lo v s
atomic energy : .- .
Electrochemistry .
hydrology. Selected papers

Journal of non destructive test1ng
neurology and psychiatry

physics. Acoustics.

Physics. Crysta]lography

Plant phys1ology .

Soviet Studies in Ph1losophy

* Square dancing
.Studi Francesi °

Stimmen der Zeit' < - -

Strad..
Strumenti

Cr1t1c1" '

Student impact: - ' :
Suomen Kem1st11ekt1, F1nn1sh Chem1ca1 Letter

]."5itl°
f 1mpo

“Svensk botanisk tidskrift

. fexas Outlook

fheologische L1tersturze1tung

Theologische rundschau
Theoretical and Experimental Chemistry

Theoria to Theohy
Theosophy

Topic

La Terre
Transatom Bulletin
Tsvetnye metally

U.S.S.R. Computational mathematics and
mathematical physics
The University of Denver Quarterly

Vie et milieu
Vierteljahrshefte flr Zeitgeschichte .

A Wake.Neusl1tter
Water news]etter

Wear

Die Weissen Blatter -
Welt und Wort 70

Pexlod1ca1 °ubsbr1pt1on
Cancellations 1975

L
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1
!




QH 1 W48
L 1 W35
A1 W6
L 1Y32
GV 1 Y4

QA 1 237
‘712

TN 1 745

P 1745

P 1 Z452.
BF 1 74

QL 1 74814

QL 1 24812
QL 1 24814,
AP 1 25
AP 1 18

>

periodical Subscriptio
cancellations 1975

Page 8

Welter und leben ‘
Western European Education
Wildlife Society. Bulletin

The Yale Literar& magazine - . ‘
Yessis review of soviet physical education

and sports - .

Zeitschrift flUr angewandte mathematik...
Zeitschrift fUr Bibliothekwesen und .
Bibliggraphie . " ) ‘
Zeitschrift flUr metallkunde

Zeitschrift flr romanische philologie

Zeitschrift -flr vomanische philologie. Supplement .

Zejtschrift flr Tierpsychologie .
Zentralblatt flUr Bakteriologie...

1 Abt. Referate - ‘ ‘
Zentralblatt flr Bakteriologie...Reihe A
Zentralblatt fur Bakteriologie...Reihe B
Znamia

Zvezda

%

o~
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5 " CONTINUATION REQUEST PROCEDURE

When bibliographic checking has been completed and the status of
the continuation (I, II, III, IV, V) determined all will be sent .
forward to be ordered EXCEPT sets costing. over $100.00 total, sets c
which require over ‘three years to complete, and items which turn .
out to.be. subscriptions. Cards for these three classes of material

. w111 be returned to the Head Bibliographer for review. )

Y

For items which' seem to be sets or series which will complete, the |
Head Checker will send a form letter to the publisler, requesting *
information on number of volumes to.be included, price per volume :
and time of publication if this informati 1 is not provided by the
bibliographer. When an answer is received, the item will be ordered
unless &t 1s one of the exceptions noted above, in which case it ‘ :
must be reviewed. by the Head Bibliographer. If no ansyer is received

from the publisher, the item will be classed as a New V.

. . - . . . . t
Foxr New V's,-cards will be sent on to the Order Sectipn, where one
volume will be ordered.’ NO-staffding orders will be set up from a
request card alone. When the item arrives, 1t will jgo up on the P
Serials.review shelves near the Approval Shelves for review and a
buydng decision. At this time, if a bibliographer 'decides to establish

8 gtanding order for the serial, it must be accoT7anied by a qgncellation ’

4

in that dollar amount. - . .

. - - - » . /
.The Head Bibliographer will review all new serial standing orders
to «verify cancellations, and they will be.sent ¢n to be placed on
serial record. -Thus these byying decisions shgzld not turn up on
review shelves in cataloging. o,/ .

. oy . . LN / * @

Rush.or expedite procedures will take precedehce over this procedure
and will eliminate ke review steps outlined above.

.
\-\' -
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Order-Approval ‘ 4

The numbers here correspond to those on the di.afgram. If you positicon the
diagram with. north at the top, the numbers follow in a clockwise” é,{xrectior.
- . s . \

-

L 'This bookcase contains the following materials: 1) one shelf.
. contains standing orders for the following publishers:
Uni,yexrsity of Califoraia Press : 3
University of Chicago.Press ) .
~Harvard University Press . . .
Princeton University Press- . R s

Oxford University Press
Cambridge University Press '
, Scarecrow Press

Bookcases 2-5 are. for the weekly approval shipment. In these _

\., f)oo'kcases, arranged according to LC classification, are the books
we have. received from our major approval vendor. The bottom few
shelves in bookcase 5 contain those books received through form
selection. These bodks are _d,év:i.de& inteo groups according to

o . -

bibliographer. . .

6 Bookcase 6 ,cantains various decisidn Shelves. " Starting from the

top, they are: Decisions Made, FEdition Decisions, Reference Decided,

-~ Reference Decisions, New Serials, African Imprint, and Harrassowitz

.
»
AN

Al?proval .

7-10 ~ Bookcases T-10 aré the bibliographer's review shelves. " On these
shelves are the low-pficed Xi:C's and those books ‘pulled from the
trucks (see N¢. 21) for .revigw by the part time bibliographers.
Also on shelf T is_a bex Zffo which the bibliographers may place
s a request for a.(s_econd,copy of a book from the apprloval vendor.

*
-

13~16 ' ¢ shelves are -chpty.

Y
b ) 1 ——

17-18 "n these two bookcases are placed thoSe approval books rejected
by the bibliogrephers.” A gdold slip pla.ced inside the book indicates

a rejectéd book. (A yellow flyer indicates those books a bibldographer )

has decided to keep,.and altpink flyer indicates a rush Jbook). Also
found in this area is ‘a.shelf where duplicate gift books are sent;
‘they are then picked Up by the Bibliography Department Secretary.

19  This set of bookc:.ses are empty ‘tixcep_t for the duplicate books
found in the appr::va.l program. )

20 A1l .incoming apptoval having no proof are placed on these shelves;
they are the inventory shelves. These books have already been
reviewed by the bib}q_i_ograp‘%irs and are only waiting for the proof:
to arrive. Once the proof -hd% arrived the books are then ready to’
g0 to checking and theh cataloging.

“n

L)

e




22

26

27~

/ ‘ Order-Approyal

-

Stahding in the review area are also some trucks.  On thesq trucks’
are books sent over from the receiving section and waltlng for review
by the bibllographers. !

- M

L3

In this- bookcase are flles ‘maintained by the Superv1sor of
_Order-Approval. Included in this bookcase are’the OP (out-of-print)
"files, EBSCO (a periodicals subscription service) invbices(new and

. renewal) S0 (standing order) blurbs and invoices for S0, Abel, and
others. ¢ e
On this table is a Pubkishers Llstlng, which includes an alphhbetized
listing of the different publishers throught the world that fail into
these categories: 1) Approval, 2) on SO only, 3) only handled sometimes.
Also found on this table is a flle of perlodlcals on SO.
This table holds a file of all the library's per10d1ca1 and serial
subscriptions. Next to this file'is a smaller file containing old L,
publlshers subscrlptlons now with EBSCO. )
This is the desk of the Supervisor of Order-Approval. She is
responsible for a551gn1ng purchase order numbers to all the monograph
orders; she also has the orders for these books typed and mailed. -Her
responsibilities to.the Approval section are to oversee the approval .
program and to maintain the process flle.

This is the student table. Here the students unpack the books ro
received from our approval program and our blanket orders. They

are respon51ble for the shelving of the books and the handling of

the varidus slips and invoices that ‘accompany the books. The students
are also responsible for the flllng and checklng involved :in maintenance ..
of thé process fllerf y . -

B
-
#

‘On this table are the process flles. Containeé within them are

. the slips de51gnat1ng books 6n order. This includes forms selection

slips, approval, order reque t cards, titles on standing order and
titles found .in ‘the seridls end periodicals record.

v, ‘
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'Preliminary-Catalogigg

" 4

“The nuMbers here correspond to those on the diagram. If you poslﬁlon the

diagram with north at the top, the numbers follow in a ¢lockwise direction.

1~k Bookcases -1~ contain books waiting for LC copy. Number 2 holds
books waiting for decisions by the bibliographers. -

Bookcase,S holds the Serial Analytics on standing order.
" The person sitting at this desk helps with the LC card orders.

This desk -bzlongs to the Department Secretary.
’

On ‘this table is a telephone and also "Dave's box . In this box go

“the order reguest cards from blbllography. < a week the Head

B1bllographer reviews these cards and either passes or holds back

* those books ordered by the blbllograﬁhers.

-

o

o

A o This is the desk of the Superv1sor of - Preliminary Cetaloging. )

10-11 These two ‘bookcases are used by the @uperv1sor. tems of importance
to b1b110graphers are the large item files and the ORC (order request -
card) file. The large item file contains materials ordered by the
bibliographers which are very high priced. The ORC file is divided °
up by bibliographer and subdivided by priority. ;

. ¥ *
. A11 those persons occupying 12, 15, 18, 22, 27, 29 are bibliographic,
checkers. If the supervisor of the section 1s absent, No. 12 desk

‘ 1s her assistant. ‘

The person now occupying this desk handles serial analytics, ORC,
XLC, serials checking, perlodlcals'checPlng, and also assists the
superyisor when needed.

12

N

+

13 This bookcase containls standlng orders and XLC's belong“ng to No. 12.
1k This bookcase holds the’seriel analytics bgiﬁg~searched. -

15 The occupant of this desk handles Government Docunents, ORC and XLC.
16-1T These two bookcases contain those Government Documents still being
processed. Also in bookcase 1T are the XLC's belonging to No. 15.

o~

18 The person seated here 1< row handllng the music checklng, ORC and
XIC.

19-20 Bookcases 19 and 20 combined hold the forelgn language Princeton F11e,
music IC catalogs, and the XLC's.for No. 18. s ,

21 ALR These two files are the Subject Authority Files (SAF). .

22 The person seated here is respongible for rush orders and inventory,
ORC and XLC. \ . p

T 84 . .
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12

A

23
5h-26
27
28
29
30

.31

32, 39~
hi, .
4548,
50
33-3k

' 35-38
4243
By -
51-53
sk

which are analyzed, ORC and XIC. -? ) . .

_ . This bookcase contains the XLC's belonging to No. 29.

‘entry. On the south side of bookcase 53 are LC catalogs arranged by

LN " -
.

'Preliminéry Catalogin

. ) {
This table stands at the foot of No. 22 and is a student desk.

Spread along these three bookcases is the approval inventory

and XLC. ’

The person s»ated here is responsible for the appro%al iqzentory,

foreign language cards, ORC and XLC. (ORC.and XLC found on shelves 24-26)
' N 7

Tn “this~bookcase are found books falling into the following categories:

MOF - (multiple order forms) to be typed :

I.C card orders to be typed ) .

QECD (Orggnizatioﬁ for Economic Cooperation and Development

CED (Committee on Economic Development) and the Conference Boargd.

*

This person deals with gifts and processes all subscription materials

~

“

LY 4 [y
This table, at the foot of No. 29, holds the BIP (Books in Print).

These files are the proof files. They are arranged according to year.
Files 32, 45, 46 begin with November 19T1-October 1973 and are filed

by title entry. Files 39-4l are the 1969-October 1971 proofs and are
filed by author entry. Files 47-48 are the November 1973-present proofs
and are filed by title entry. Finally, file 50 holds the 1968 proofs
filed by author entry. )

These two files are the series treatment files. . .

These files comprise the cataloging reference collection. Included
in this collection are various encyclopedias, dictionaries, and
other reference tools. )

This section of files are the Engiish language Princeton Filed
arranged in alphabetical order:by publisher's name.

This table holds the camers used by the checkers in the Preliminary
Cataloging Section. ‘ .

“%
.

These three sets of bookcases contain the LC catalogs. They are
books listing the proofs that have been printed in a given year.
Bookkases 51-52 contain the pre-1956 catalogs which are arranged
by author entry.. The north side of bookcase 53 .contains LC catalogs
for +he years 1956-1967T; these catalogs, too, are arranged by author

subject, for the years 1950-1973. ,

- -

This bon¥case holds the different pricing tools used by the checkers

in determining the price of a given item ordered by the_ bibliographers. |
Also in this area are the NST {new serials‘titles). These books contai
as indicated, 1lists of new serials titles.

89 '
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| ' : ’ , Preliminary Cataloging
.p.3 o .
N N ‘j:‘z

55-58 These are the official files. In these files are the library's
complete holdings arranged in alphabetical order according to

pow v A Amed TR AT

mair¥ entry.
arranged according to LC call number.
- ' 62" On this table are ﬁhé LC monthly catalogs. These catalogs arrive

i

|

J

J

|

i

|

$9-61. These are the shelf list files. These are the library's holdings 1
monthly for the current year and are arr ged by author entry. ¢
b 3

3
@

oe. 63 This is the office of the Deparément Head. ©She ﬁ;esides over both
thé cateloging and preliminary cataloging sections.
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Prellmlnary Cataloging L

The nunbers here corresp0nd to those on the diagram. If you position the
diagram with north at the top, the numbers follow in a clockwise direction.

Bookcases l-h contain books waltlng for LC, copy. NuMber 2 holds

books waiting for decisions hy the b1bliographers.

1

3

\Bookcase 5 holds the Serlal Analyties on stagdlng order.

&

This desk belongs to the Department Secretary

1=

>
é The person s1tting at this desk helps with .the LC ¢ard orders.
T
8

On. this. table is a telephone and also "Dave s bo In this box go
the order. request cards from b;bllography &'week the Head
Bibliographer reviews ,these cards and either passes or holds back
those books ordered by the bibliographers.. . Ny -
g This is the desk of the Supervisor of Preliminary Cmtaloging.

. ! \
These two bookcases are used by the Superv1sor. Ttems of importance
to b1bliographers are_the large. item files and the ORC {order request
‘card) file. The large item file contains materidis ordered by the ’
bibliographers which are very hlgh priced. The ORC file is divided
up by blbllographer and subdivided by prlority.

-

10-11

All those persons occupylng 12; lS, 18 22, 27, 29 are bibliographic
checkers. If the supervisor of the section is absent, No. 12 desk
is her ass1stant. . s . -

L
ﬁ

12 The person now occupying this desk handles serial analytics, ORC,
XLC, serials checking, periodicals checklng, and also assists the
superv1sor when needed. : o ¢ -

" .

13 _ This bookcase contains standing orders and XLC's belonging to No. 12/ .

This bookcase holds the serial analytics being searehed.

s - y > - '
15 The occupant of this desk handles Government Documents, ORC and XLC. . .

These two. bookcases contain those Government Documents still being
processed. Also in bookcase 17 are the XLC's belonging to No. 15.

16-17
18 The person seated here is now handllng the music checking, ORC and
. Xic. .

Bookcases 19 and 20 combined hold the forelzn language Princeton,Flle,
muslc LC catalogs,. and the XLC' s for Wo. 18.

19-20

21, A%R These two files are the Subject Authority Files (SAF)

22 The person seated here is -espons1ble for rush orders and inventory,
" ORC»and XLC. a
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23
o426

21

foreign language cards, ORC and XLC. (ORC. and XLC found on shelves 24-26).

28

51-53

<

_ This bookcase contains the XLC's belonging to Yo. 29.

. -, This bookcase holds the different pricing tools used by the checkers

in determining the price of a given item ordered by the bibliographers.
Also in this arda are ihe NST {new serials titles). These books contain
as indlcated, lists of new serials titles. \\\\\- -

89

<

Preliminary Gatalpginé

This table stands at the foot of No. 22 and is a student desk.

Spread along’these three bookcases is the approval inventory
and XLC. ‘

The person seated here is responsible for the approval inveqtory;

Tn this bookcase are found books falling into the folléﬁ?g; categories:
MOF - (multiple order forms) to be typed -
ILC card orders to be typed B .

QEGD (Organization for Eronomic Cooperation and Development

CED (Conmittee on Economic Development) and the Conference Board.

This person deals with gifts and processes all subscription materials
which are analyzed, ORC and XLC. . ’

&

This table, at the foot of No. 29, holds the BIP (Books in Print).

These files are the proof files. They are arranged according to year.
Files 32, 45, 46 begin with November 19T1-October 1973 and are filed

by title entry. Files 39-h1 are the 1969-October 1971 proofs and are
filed by author entry. Files 47-48 are the November 1973-present proofs
and are filed by title entry. Finally, file 50 holds the 1968 proofs
filed by author entry. .

These two files are the series treatment files.

These files comprise the cataloging reference collection. Included
in this. collection are various encyclopedias, dictionaries, and
other reference tools."

v
.

This section of files are the English language Princeton Files
arranged in alphabetical order by publisher's name. . -

This table holds the camers used by the checkers in the Preliminary
Cataloging Section.-

These three sets of bookcases contain the LC catalogs. They are

books listing the proofs that have been printed in & given year.
Bookcases 51-52 contain the pre-1956 catalogs which are arranged .
by author.emtry. The north side.of bookcase 53 contains LC catalogs |,
for the years 1956-1967; these catalogs, too, are arranged by author
entry. On.the south side of bookcase 53 are LC' catalogs arranged by
subject, for the years 1950-1973. . ~




5961,

62

63

Lokl

. Preliminary Catalﬁgihg
p.3

These are the official files. In these files are the library's
complete holdings arranged in alphabetical order according to
main entry. .

These are the shelf list files. These are the library's holdings

. arranged according to LC call number.

On this table are thé LC monthly catalogs. ‘These catalogs arrive
monthly for the current year and are arranged by author entry.

This is the office of the Department Head. She presides over both
the cataloging and preliminary‘cataloging sections.
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Appendix I

)

Ordering of Sets

/

Sets are works which appear in a mmber of voluh , and which are ex-

Examples would be: se-

pected to be completed at some time in the fytare.

rially published encyclopedias, the complete warks of “an author, or multi-

volume histories published over a pert6bd of time. The most efficient method

oflacquirinqisets would seem to be to place them on.standing order-with a
vendor. Placing standing orders rather than‘ordering sets one volume at a
time ensures that we do not miss any volumes of a Set and have to pick them

up later when they may be 0.P., hence .unavailabie or ayéilablé only at in- " .
, Y ‘
.flated prices. Also, many vendors offer a discount for prepublication stand-’

. ?qgfofdgfsfand”standing orders which are placed when the initial volumes of |

{ a set are published. In spite of their advantages, standing orders do repre-

sent a continuing commitment, and in keeping with ouvr current attempts to

control serials snondine, s mead came miidnlinbg for nlacgho a8t anding or=-

ders tor sets. '

The following guidelines are therefore propogsed? *

LI

1. Sets which will'cost less than %100 may be sét up as standing or@ers st

the discretion of the bibliographer. . .

2. Sets which will cost more than $100 must be submitted to the Head Biblio- -

a

grapher for approval before setting up standing orders. ,

3. Vhen the price or number of volumés to be published as a set cannot be

determined by examining publishers' blurbs, book jackets, introductions, pre-
\

i‘aceéq,ﬁ etc., the bibliographer shonld ask the Cata]og1ng Department Secreta-
« 1y to query the publisher of the set (see attached form letter) requesting

that information before submitting the set for approval by the Head Biblio-
. ) .
grapher.

92 ¢
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CALLI FORNIA STATE UNIVERSITY, NORTHRIDGE

.

Northridge, California 91324

~
|
'
.
I T A

Gentlemen: .
The library is interested in placing a standing order for the material listed
below. However, we would like to know the price and number of volumes anti-

cipated to complete the set tiefore doing so.
. 3 - ‘: .

) - . ) z
' '} .
Please note the price of the complete set, if possible, and return the inform-
ation to the attention of the undersigned. If a price has not yet! been esta-
blished, nloose mote +he pgtimaked nimher of wvolimes and their total cost.
5 X IR

f
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State ofsfolifo'rnia . . . . .
Merhorandum- f S, o ;i

“ To H

-

« From :

" Subject:

" L OVERVIEW =

. ———- . ’ > <

-LibraryQMateria]s Budget for 1875-76

"budget. In.drawing up these recommendations, the Bibiiography Department“hagj .

-

{

Joie Mitchell - L Date:  Septcmber 2, 1975
Associate D1rector of Unlver51ty ‘Libraries y

=

, )
Dav1d¥ Per‘kms Ao

Head Bibliography Librarian "~ ; °

Cdlifornia Sfute University, Northridge .o oL
No¢thpidge, €ulifornia 91324 v . ‘\ ’ * P o

This memorandum recommends allocations for the 1975-76 book and non:book materials

solicited input from the various instructional areas of theAliniversity and from

! I

inierested departments within the library. The Acquisitions/Serials Department“
was especially helpful in providing information aboutUnit cost, price increases,

and other factors that affect spending dec‘ﬁiods. ' . .-

The 1975- 76 budget was awarded in three ]1ne items by the Chancellor's Offdce. ,
The Books 11ne‘1tém totals $463,630: The Per1od1ca]s (subscrlptlons) Tine item -
tota]s‘$162,720.‘ Books and p idddca]s together are ‘frequently referred to as tue
"book budget", ae distinct fuom the "non-book" budget. The "hon*book" budgef is‘

[

actually a port1on of the thlrd line 1tem, the 11brary s 0perat1nq Expense funds,

and thls year totals $37,59§, The .1975-76 "book budget" (books and per1odlca]s)
totals $626~350 in comparison with the 1974-75 total of $669 §35. While the 7 .
"book budget" has ‘thus been reduced by $43 485, inflation has caused substantial’

1ncreases in the cost of 11brary mater1a]s. The average unit cost. for materials, § \

for examp]e, went from $]0 ]8 in 1973 74 to $10.81 in 1974 75. Serials and per1od1c&]

.present an espec1a11y serious prob]em. Costs for. these materials are now increasing

at a rate of more than 13% per year.:‘ leen a budget that remains at the CUrrent

Tevel or dec]lnes somewhat in the next few years, inflation will undoubted]y curta11

=~ - 94

e -

A}
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R . . . ) - ™
. our purchas1ng power to some ‘extent. The 11brary is hopefu] ho@ever, that by
exerc151ng greater se]ect1v1ty\1n purchas1ng new books and by reviewing our
. ~C00t1nuing comnltments as we aré doing through this year's ser1a1 and per1od1ca1 ‘
:" rev1ew proaect, “we,will be able to- ma?nta1n the 1ntegr1ty of the co]]ectlon.
) . , ; . .
This‘document‘is diyided into six sections, of which this overview is the first. .
» J%e other .sections are: ' L . . ‘ o ~
o e 11 CURRENT BOOKS ~ ’
. I RETRQSPECTIVE BOOKS &
. , W CONTINUATIONS
"'y MISCELLANEOUS ACCOUNTS
” - " VD NON-BOOK MATERIALS 7
7 ) -
hie 4
v IT  CURRENT Books " . T 3 o

dur1ng the current year.

In 1974 75 a total of $192 000

R 1978-75 TN L 197576
) ‘fOQ ,Cdrreg% MonOgrosz, $ 41,000.00 , iOO" Current Monograpngy
110, Abel ApprdVa],ﬁli 150,000.QQ , 110 Ape]‘ApprovaT . '
M \, : ii ‘ ; - T .Baker.&vTay1or Approval
3 x1?0 'A?riean Imprinte doq.dbg “120 'Q%rican'lmprinté
123 Hamel 300.00 123  Hamel "
' ,]?4 .Horra sowitz T 308100 124 Harrassowit; '

$192,000.00

was allocated for current books.

of $166, 000 1s proposed d1str1butéﬁ as shown on the chart be]ow;

4

Current books are def1ned as monographs and sets of a non- -serial nature pub1lshed
(Ser1als are handled under a separate heading S1nce,

like per1od1ca1s they represent spending comm1tments beyond the current f1sca1 year).

In 1975-76,'a total
o)
$ 50,000.00

N -

]

115,000.00

300.00
»*300.00

‘ *

400.00'

$166,000.00

{




There is ansoverall decrease of $26,000 in current book funding bEtweeh the two
‘ < { Lo e
f1sca] years resulting from th1s year's budget cuts. The major change in our spending

patterns ~for current books has been in our spend1ng for an approval program The
1.

R1chard Abel Company, previously our major supp]ier, went out of bus1ness in February,
4

Yy 1974 Ant1c1pat1ng *the failure of the ‘Abel Company, we had started & new approva]
5
program with bhe Baker and Taylor Company in December, 19743 however, our new vegdor

"has not so far supplied us with as many books as we had prev1ou>]y ‘received on approval.’

In order to fill th1s gap 40 service, we have developed new methods of purchase,*ln-
c]udlng more direct eorders to -pubTishers and other supplﬂers, and blanket ordeys w1th
the fo]]owlng unlyers1ty presses Un1ver51ty of’ﬁa]1forn1a, University of Chicago, A
f \ Oxford, £ambr1dge, Harvard, and Pr1nceton. We al:o have a b]anket order W1th the-
Scarecrow Press, a major<p ublisher of b1bylograph1es. Durlng the ]975 76 f1sca1
year, mater1a1s normally purchased from our approval fund will be bought fyom the ' .

- Curtémt Honographs Fund (100). B1anket oyders will also be funded from Current

’ Ry
- anographs He w11] a]so maintain our supp]y of current books by purchas1ng more .
o currcnt materla]s from the Rcference Deve]opment and Reference/Va1ntenance Funds ?/" ‘

¥ (gZO‘and 221), wh1ch have been increased for this purpose.' 4 ,’
D r | B ‘
*dOO’ Current Monographs ) | . ' ) ,.; ;5 o j/' \

Th1s fund is used to. buy books with publication dates wh1ch fall dur ng the cur“ent
‘ f1sca1 year We have a]]ocated $50,000 for 1975- 7& as compared~to $41, 000 in 3074 75
The 1ncrease will be used to pay for.our blanket: orders and to offset the cost of the

1ncrEased number of orders expected this year. for books which will no ]ouger be

; . supp]1ed through our approval program for reasons explained above. The $50 000
[ ) . N Vd
has been allocated as foTlows: (next page) . ,

e
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Z;talxan

"1974-75

B1olog1ca] Sciences
Bus1ness and Hanagement
"Communications’

"Computer Science '

Educatéon
Engineering

Art Lo )

Music

- Dramatic Arts
Féreign Languages, General

French BEIN
German . N

Spanish .
Russian .
Health Brofess1ons '

- Home Economics

Engl7sh, General

.Speech,

Philosophy

Religious Studies
Mathematics

Physics, General
Chemistry, General
Geology

Psychology

Public Affairs & Services
Anthropology ‘
Economics

History

Geography
PoliticaNScience & Govt.
Sociology . ‘ '
Afro-American Studies
Mexicaﬁ—American Cultural
Urban Studies '
Environmental ‘Studies

' AR\j: Library Adm1n1strat1on

.
’

100 - CURRENT MONOGRAPHS -, -

3

3

’

$1,700.00

1,900.00
300.00

450.00
2,500.00
1,600.00
3,000.00
1,300.00

300.00
3¢0.00
600.00
400.00
150.00
400.00
'300.00
1,700.00
/500.00
2,500.00
400,00

* 400.00
750.00
500..00
~700.00

¥ 500.00

500.00
1,000. 00,

500.00 -

300.00
800.00-
4,500.00
1,000.00
1,200.00
1,500.00
500.00
450.00

500.00

600,00
' 4,500.00

snTﬁSTrb

1975-76

Biological Sciences

Business.and Management
Commhnications

mputer Science
Education
Engineering

- Art (/

Music

Dramatic Arts

Foreign Languages, General
French
German
Italian
Spanish

Russian

Health Professions

Home Economics

English, General

Speéch ' -
Philosophy

Religious Studies
Mathematics

ﬁhysics, General
Chemistry, General
Geology

Psychology

Public Affairs & Services
Anthropology -
Economics

History

Geography

Political Science & Govt.
Sociology.

Afro-American Studies
Mexican-American: Cultural

"Urban Studies

Environmental Studies
Library Administration

A
- $4,000.
.00

4,357

200.
.00
.00
.00
1,640.00
.00
.00

331
1,850
1,300

2,334
154

124,
.00

1,708

* 8172,
.00

77

2,806

800.
.00
272.
- 500.
.00

3,100

1,000

910.
1,626.
2,000.
1,450.
1,600.

90.
1,500.
1,044,
4,310.
1,680.

72.
354.
.00

00

00

00

00

00

00
00

00

00
00

00
00
00
00
00

00

516.00

1,200.
390.
950.
500 .
308.

2,775.

$50,000.00

00
00

00
00
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110 Abel Agproval . . . - .

The Abel Company is no Jonger in existence, and therefore this account w1]] be

Y SR T Y

deleted.

“« -

111 Baker and Taylor Approval : \ ‘ .

" Funding for approVa] has been Teduced from $150,000 in 1974 75 to $1]5 000 for 1975-76
based on the smaller number of titles obtainable from our new approva] vendor. As
exp}alned, we haye increased the Current Monographs Fund to offset this reduction in
spending fer appreval' The subJect breakdoun of the)Baker and Tay]or Approval Fund .

is as fo11ows (next page) ' . .

..........

o

African Imprints is a sma]], spec1a] subject approval program established to supp]ement
our major approval program. Funding continues this year at $400, the same as in 1974-75,

~ : ‘ . N
H

123 Hamel

Hamel is a Shanish language and literature approval program which supplies the 1ibrery .
. with the bulk of its current Books or these subjects. This year's allocation of

$300 is the same as last year's.

124  Harrassowitz W ‘ ' o

L)

1
The Harrassowitz approval program covers German language and literature. The

Harrassowwtz program will be funded at last year's level of $300.
Y
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5 . . 110 ~ ABEL APPROVAL
.. *o974-75.

‘Biological Sciences
Business & Management -
Communications

Computer Science
Education’ ‘
Engineering

Art ' C,
Music .

» Dramatic Arts

Foreign Languages, General
French. ) )

~'German ) T
Italian '
Spaniéh"
Russian s
Health Professions

>

[

Home Economics
English, General .
Speech RN
Philosophy
Religious Studjés
Mathematics
‘Physics, General
Chemistry, Gean51
Geology
Psychology .
Public Affairs & Services
‘Anthropology o
Economics )
History | :
Geography.
Political Sci. & Govt.
Sociology '
Afro-American Studies
. Mpxican-Americap Cultural St.
" Urban Studies .
Environmental Studies

Library Administration
- Ly

$9
7

1
4
6
10
2

1
24

2
3
3
3

3
1

5

1
6
23
1
10
'8

r 2

2

,000.00

3

,600.00
,300.00
110000
,300.00
,000.00
,000.00
,000:00

,000.00

200.00
200.00
200. 00

50.00
50.00
300. 00

,700.00
800.00

,000.00
,100.00
,500.00
,300.00
,600.00
,500.00
,900. 00
,000.00
900.00
,500.00

,500.00

,000.60
,200.00
,000.00
,500. 00
500. 00
200.00
,000.00
,000..00

$15Q,000.00

Ll

111 - BAKER & TAYLOR APPROVAL
1975-76 :

-

"

L}

A

Biological Sciences $7,453.0q
Business & Management 5,592.00
Communications ‘ 77.00
Computer Science 996.00
Education , 3,064.00
Engineering. - ~ 4,596.00
Art 7,660.00
~ Music 13532.00
Drapatic Arts * 153.00
?gneign Languages, General 153.00
Freach ’ | " 153.00 -
German ¢ 38.00
Ttalian ) " 38.00
Spanish 230.00
Russian R
Health Professions "1,302.00
Home Economics 613.00
Ené]ish, General » 18,384.00.
Speech -
Philosophy 1,609.00
Religious Studies . 2,681.00
Mathematics ~ - 2,528.00
Physics, -General 2,758.00
Chemistry, General 2,§81.00
Geology 1,455.00
Psychology 3,830.00
Public Affairs’& Servicesd 689.00
Anthropology . 1,149.00
" Economics 4,979.00
History 17,618.00
- Geography ' 920.00
Political Sci. & Govt. 7,660.00
Sociology | . . ° 6,511.00
Afro-American Studies 383.00
Mexican-American Cultural $t. 153.00
Urban Studies - 1,532.00
Environmental Studies 1,532.00
Library Administration 2,298.00 :
99 - $115,000-00
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111 RETROSPECTIVE BOOKS

Retrospect?de book monies are used to purchase both in-print and out-of-print books
published prior to the current year. *Fu :
'the basis of reccommendations made by thé'sobject bibliographers, who design specific
collection. deve]opment programs in accordance with the university's 1nformat1ona1 needs.
In designing such programs, the Bibliographers analyze,the academic program, d1scuss
\lnformatlonql needs. .and 1nstruct1ona1 methods with faculty, and evaluate the dibrary 3
holdings against standard, scholar]y b1b]1ograph1es
these evaluat1ons are programme

aval}hb111ty of material, costs, quant1ty des1red and sim

budgetlng $40»000 for retrospect1ve books as compared to $48, 000 last year. The decreas

.‘ . of $8,000 results %rom this year s budget cuts. Allocations are-summarxzed in the

tqble fo]]ow;ng.

<

d for buying over a period of time that depends on

nds are allocated to'various subjcéct areas’on

Lacks that appear as a result of

11ar considerations‘ We are |

L




. . . ] g N i v
. dRETROSP%CTIVE BOOKS -* .. eenl ;1
C 1974-75 L '_'197?;-?6 1""-3" |
Biolpgical Sc1ences $1,300:00 Bio]ogicEI Sciences $1,452.00 ‘
.. Busjness & Management " 2,550.00 Business & Management 1,660.00 ;
;; Co%munlcat1ons T, 250.00 _Cmunun1¢at1ons . " 526.00
- Computer Science '\ ' ) ‘ amm Computer Science * - ° ., 100.00 . .
., Education’ -, 2,100.00 Edurgtion i 1,542,00
. Engineering - . 1,300.00 .E_zmﬁzering S 852.00
Aet - : 5,100.00 Art 4,348 00
Music _1,150.00 | Music : . 1,078.00
; _Dramatic Arts , . ° 300,00 Dramatic Arts’ - 352.00
: “Forelgn Language, Genera) 250.00 Foreign Language, General . 202.00
French o f ' 400.09 French A ) - 354.00
Germay : Y ! o 400~00V German “' : - 152,00
Kalian ' 200.00 - Italian ’ ’ 102.00 -
Spanish : " 600.00 Spanish " {08.00 -
. Russian . . T 300.00 Russian . .+ 226.00 '
 Health Profess1ons \ 1,450.00 Health Professions 1,630.00
> Home Economics . 300.00 Homé Economics -, | 252.00 -
English, General " 4,500.00 English, General "% .  3,500.00
 Speech . T - - J00,0¢  Speech - . 356.00
© Philosophy / T 500.00  Philosophy T, v 302,00
Reiigious Studies 1,000.00 Religious Studies 908.00 -
Mathematics .. 700.00 Mathematics f o 252.00
Phy51cs' General T 650.00 Physics, General IR 526.00
. Chemlstny, General i 600.00 Chemistry, Geéneral - 376.00
, Geology 800.00 Geology ” . 704.00
Psychology - ‘. 1,900.00 Psychology +1,288.00
Public Affairs & Service 300.09 Pub]ié Affairs & Service 276.00
Anthropology O 1,300.00  Anthropology .. 1,260.00
Economics 300.00 Economics - 204.00
History . 6,500.00 History : . . 6,980.00
Geography . . 3,000.00 Geography _*2,120.00
Poiitical Science " 1,600.00 . Political Science . 1,008.00
Sociology 2,500.0b Sociology - Lo 1,980.00
Afro-American Studies | 900.00 Afro-American Studies 708.00
'Mexiqan~AmerTCaﬁ Culture 900.00 Mexican-American Culture 820.00
Urban Studies . 1,000.00 Urban Studies v 700.00
Environmental Studies - -7 400,00 Environmental Studies ©*200.00

- $48,000.00 101- . 4 , $40,000.00/_




IV CONTIHUATIONS (SERIALS PERIODICALS AND STANDING ORDERS)

Th]S section deals with two separate groupings: flrst mater1a1s acquired on. a
subscr1pt}on or standing order basis, which represent a commltment of funds beyond
"the present fiscal year; sec?nd, the backfile for items received on such a basis,
The funding for these materials comes from two Tine item allocations made to the
11brary, parb1y from th: book budget and partTy from the pEIlodlca] budget Sub-
scrlptzons to periodicals and serials are paid, from the pcr10d1ca1 allocation (the

600 level accounts), standlng orders and backf11e purchases are made from the book

~
\

. " budget (the 300 Tevel accounts).
1

L4

The cqntinuations budget ?or 1974-75 was $362,188. For 1975-76 we hre‘recommending
$366,000. This: represents a minimal increase wh1ch will not cover price increases
projected at the current rate of inflation (mor% than 13% per year); however, we
believe that Sy cutting back on our Tess important titles as we are d01ng lq our

|
|
l
F' currepnt.serial and periodical review project, we will be éb]e'to meet our continuations

1 /

expenses with.the recommended allocation, After a full faculty review to cnsure that

-

only Tow priority Litles will be eancel]ed; we expect to be able to cancel enough

, serials and periodicals to maintain costs at the proposed Tevel this year. The

>~

" 1ibrary will retain backfiles of any serials for which current subscriptions are
) -

|

|

i +  cancelled. - - o " - : 4

- 197475 . 1975-76 '

t 300 Standing Orders . $ 21,000.00 300 Standing Orders ﬁ 10,;000.00
t_ 301 .Serials 40,000.00 - 301 Serials Standing Orders 60,000.00
B 310 Serial Backfile 6,000.00 310 Serial Backfile | ---
i 311 Periodical- Backfile . 31T Periodical Backfile --=
E' 322 Microfilm Subs, 20,000.00 322 Microfilm Subs.. 21,000.00
| 3?3 Microtext Subs. R 323 Microtext Subs.

f 600 Renewal Periodical Subs,211,000.00 600 Renewal Per10d1ca1'§ubs 211, 000 00
| . 601 New-Periodical Subs. 2,000.00 601 New Periodical Subs. 2,000.00
=

-602 Renewal Serials Subs.  54,188.00 602 Renewal Serial Subs. 54,000.00
-~ 699 Transportation & Serv. ' 8,000.00 699 Transportatién & Serv. ___8,000.00
y : $362,188.00 102 ' $366,000.00




]

4

300 Stand1ng Orders . ’ ‘ ' - .

Standlng orders are p]aced for sets that are not simultaneously published and for

.materials from certain publishers who accept onjy standing orders. During 1974-75 -
" we,allotted $21,000.  For 197576 funding has bcen decreased to $10,000. We have

been able to reduce costs. for sets, part]y‘by reviewing and cancelling low priority

items and part]y by transferr1ng payment for many .open-ended sets from this fund into
the Serial Stand1ng ‘Order Fund where they proper]y be]ong. . s

“ -
< "' (R Y
Y

. LY

> 301" Sérials’and 602 Rereval Serdal Subsériptions . )
S%r1a1s are received in two ways; some, Tike per1od1cals are received on subscription

where the invoice is paid prior to receipt (rund 602). Others are received on >
: Standing o?dér and paid for after receipt (Fund 301). In 1974-75 the 11brary allocated

$94,188 to these accounts to cover the costs of maﬁntain1ng its seria]s.‘ The re-*

commended allocation for 1975-76 is $114.000 The $20, 000ﬁdnqrease,represents an '
attempt to keep pace with r1s1ng serial costs caused by inflation and also reflects

the transfer 1nto the fund of many 1items wh1ch were formerly purchased from the

Standing Order Fund (300) but which proved to be serial items (Cf Fund 300 above).

. 310 Ser1a1 Backflle and’ 311 Per1od1ca1 Backfile o

These funds are used to purchase back jssues and volumes of serials and periodicals
the 1ibrary currently receives. Last year the a]]ocation for seria{ and periodica1
backfile was $6;000, This year the account will be unfunded. Even though me have
not'&et acquired all the backfile we”need, we recommend that funds be withdrawn from '
this fund yather than another for two reasons, First, we were able to purchase a

substantial amount of backf11e last year. Secondly, rising costs for new books and

“

‘serials have made less money ava11ab]e For the purchase of retrospectlve items.

N

103 o ,
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v

) v budgdt.for‘ wérthwhile new titles as “they appear.

ERNC. h

-3 3
A *

. B

322 H1crof11m Subscr1pt1ons and 323 M1crotext Subscr1pt1ons . .

Last year's a]locat1on of $20,000 has been increaseth to $41 .000 to allow for cost
increases resulting from 1nf]at1on. These funds ate used to purchase cont1nu1ng

microform materials such as ERIC (Educationaﬂ Research Infqrmatlon Center), HRAF

1

(Human‘Re]at1ons Area Files), the New York Times, etc. .
& . : ‘ '

- o
2 ’ -

606: Per1od1ca1 Subscr1pt1ons and 601 New Subscriptions

.Th1s year 's a]]bcat1on for renewa] of per1od1ca1 subscriptions 1s $211, OOO the
;°ame‘amount=allocated 1n 1974 75 Mon1es allocated to acquire new per1od1ca] t1t1es
in 1975-76 cont1nue to.be funded at 1ast,year s level e wou]d Tike to add more
titles than thishsum W111 allow, but the costs of doing so are proh1b1t1ve Many
new titles appea each year, but 1f the 11brary were to 1n1t1at% subscr1pt1ons to

more than a fra tion of them and continue these subscriptions frem year-to year,

" the entire book and per1od1ca1 budget wou]d qu1ck1y be exhausted. As exp1a1ned in

the 1ntroduct10n to this sect1on, we are now in the process of ellmlnatlng low

pr10r1ty perlodlcaIS to which we current?y subscr1be in order to make room in the
7

-

602 Renewal Serial Subscriptions

Discussed above with 301 Serials

699 Transportation and Services _— ' ,

-

This account was funded at $8,000 last year; for 1975-76 the allocation is the-same.
(Tax and tranSportat1on charges for 300 level accounts Tisted 1n thls section are
-paid from Fund 598, which is described in Section V following). ﬁs expenses are

charged to this fund monies will be moved into it from the acCOunts wh1ch engende?ed

“the charges )

104




v MISCELLANEOUS ACCOUNSS L e
A]]ocat1ons for 1974-75 tota]led $43, 000 Eor 1975-76 we recomnend a totaa bf )
' $54 350, d1st§%buted as shown below® A ﬂ:,, . . S . .
1974-75 | 19_@_16_ R
;o '201' C1rcu1at1on Dup. $13,000:.00 20T Circulation Dups ' $20,ooo.od
: 210 " Girculation Rep. : 2,000.00 |, anij. Re"ﬂace‘ment‘s
N 220 . Ref. Development %,000.00 ngd Ref. Developmenty  '5,000.00
. 221, Ref. Maintenarge ' ,1,000.00 22T Ref: Maintenance 8,000
- " 222 Spegial Sdbjecés ‘ 9,000.00- 252' Special Subjects ~ :7,090.b0
590 } CurrenE Paperbacks 2,000.66 590 Current Paperbac ) 2,009.00{
598 _Tax. and Trans. ' 14,000.00 598 Tax and Trans. 12,350.00 -
599 Use Tax K 3 . e
$43,000.00 .- $54,350.00

3 H
. . . \

201 Circulation Duplication and Q1rcu]at1on Rep]acement v

The C1rcu1at1on Duplication and C1rcuﬂat1on Rep]acement "Funds have been comb1ned to

form a S1ng1e ‘rund used to purchase h1gh demand titles, 1nc1ud1ng reserve books

P Iy g Y MR PRy S

requested by faculty, and lost and worn but books. Lost books arg 1dent1f1ed on

the basis of patron requests and searches made by C1rcu1at1on staff Fund1ng for

’

1975-76 has‘been 1ncreased to $20, 000 compared to 1ast year's $15'000 so that. m1ss1ng

[4

bookﬁ.)ﬁ{(»be rep1aCed more qg1ck1y ' s .

. \'\? . l“ ‘ \ !
220 Reference Deve]opment and 221 Reference Maintenance o .

Reference Deve]opment (Fund 220) has been allocated $5 000 “for 1975 76 with an

additional $8,000 allocated for Reference Ma1ntenance (221). This year 's a]locat1on

O
for reference materials thus totals $13,000 as compared to $6,000 last year,” P

substantial increasé in reference funding will be required this year. Inventory
ol

- 105




» order1ng for m1ss1ng/1tems has not been comp1eted and’ will require add1t1ona] j
v ﬁ ‘

fund1ng. A1so, in the two years s1nce the sp]1tt1ng of the cotlection between ’ j
\ . , R . j
. the two 11brar1es more titles requ1r1nggdup]1cat1on for the science reference ° ! |
;

|

¢’ - -

_ service point have beer 1dent1f1ed More funds will be required for new reference l &

C o4 adee
«  books, since several Jmportant'1£}ge¥reference items are soheduled for publication” }
- - ¢ -~ e oy ] . z A

-\ -this year. o~ | ) o < .y o
& L, " o ‘ = ‘ o o .
222 Spec1a1 SubJécts o : C. ) . j~> .

This account funded at $7,000, is used to purchase collections of research materials.’

-

Many of these_collect1ons contain the kinds of Spec1a]1zed mateiﬁa]s requ1red for
original resﬁa(ch by faculty and,graduate students.. Last year, among other materials,
we acquired a collection of Japanese war relocation camp newspapers pub]ished_in

+ %ten Southwestern camps during World War II and-a collection of documents on plantation
' “

. - a

slavery. -
P " " ¢ \ ‘Y?

[ N .

¢

-
-

590 Current Paperbacks ) . . | ~?'
Th1s a11ocat10n of $2,000; the same as for 1974 75, will be used for tngpurposes.

It cont1nues to be used to puﬁfhase paperbacks that are of high interest to students.

Its other Ffunction is to build a current issues collection for the ]1brary Th1s ’

/
coi]ectlon was man ted by President C]eary s Report of the President's Commlsslon

‘/‘\ on_Educatjgnal Development,‘J972-1982 as recommendat1on numbe(\fourteen. L;Q

~ oot tae

\ ‘598  Tax and Jransportat%on and 599 Use I;;_ ) N

A sum of $14 000 wds a]]ocated to these accounts 1ast year; $T2 350 has been a]]ocated

"this year. - This a]locat1on is based on the s1ze of th1s year 's budget. ‘ ! 2\
| 4 - . L . .
s a2 ' » .
3 :‘0 7 .
. _/3\\/ ‘ .« .
’ . 106 o .
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VI NON-BOOK MATERIALS o ,
- > The budget a]]ocat1dn for non-book 1tems 1n ]974 75 was $21,645; for 1975-76 it

.o ey

/
totals 537,595 One- reason for th1s,substant1a] increase’ s, the transfer of payment

for our subscr1pt1on to the Center, for Research L1brar1es from book fuqcs to non- book'
. fUnds « The $]a ]00 i§§1gned to Fund 791, Inter11brary Loan, be]ow includes our .
’ subscr1pt1on to the Center, which was prev1ous1y paid out of Fund 222, Spec1a] SubJ€ct
It yas feTt that since research materials from the quter are dent on a loan ba51s
‘ rather than purchased it would be more%appropr1ate to pay for them\out of non- pook
. funds. The Instructional Mater*als Laboratory will a]so require axsubstant1a] increas
-* in funding this year to correct weaknesses in the co]]ect1on which have become apparent
( "s1nce the ]1brary.assumed respgns1;?11ty for tne IML‘lastdxgar. Other needs for’
add1t1ona1 non-book funds, became apparent during the, past yean, 1nc]ud1ng more funds

~ >

for supplies, curr1cu]ua\‘;ter1a1s, government documents, music scores, phonorecords,

" ~Yyideo cassettes, aqd tax and trauspoptatron._ « e
T NON-BOOK MATERIALS ALLGCATIONS s . ¥

B ., 1974-75 : e . 1975-76 -
ad e ’ L,
4 700 "M1crofﬂm . : --= 700 Microfilm . [~ ,' -
“ 701 'Migrotext ~ ' -~--. 7701 Microtext : ——--
’ 750 Archives . 20.00. * .750 Archives ' . "w 20.00
‘ 751 Art Prints # - © 400.00 -751 Art-Prints , 400.00
752 Books-Supplies ° . 300.00- 752 Books¥supplies . - 700.00
. . 753 Curricula - f 6,400.00 753 ' Curricula - . _9,000.00
- 754 " Documents 1,400.00 - 754. Documents . ' : “2,500.00
. 755 Music Scores, 2,000.00 755 “Music Scores . 2, ,000.00
756 Pamphlets " 500.00 . 756 Pamphlets -, 500.Q0
- 757 Phono Reco?ds -2,000.00 . 757° Phono *Records . 2 250..00
o 758 -Unlwund Pefiodicals 4,000.00 758 “Onbouynd Periodicals 4,000.00
. 75% -LC Cards . 4,000.00 - 759 LC'Cards . 4,000..00 ,
760 Petfy.Cash | 125.00 | 760 Petty Cash - ., - 125.00
.. "*770 Magnetic Tapes- " --~ . _ 770 Magnetic Tapes L oeem
ar_ . A1 Slides . -== T 771 Slides S
v *3, 772 Video Cassettes - . === .. 772 ¥Video. Casse%tes . 1,000.00
- 791 FReserve n T e 791 Interlibrary Loan. 10 +100. 00,
798 Tax &-Transportation .- 500.00.  ~798 Tax & Transportation- 1,000.00
‘ 7984 Use Tax = Tl e 799 ‘Use Tax .. . T4 aem
Lt o $21,645.00 * . $ 37,595.00

~ .
- - - A .
> .

»

ﬁ
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” ' . ( = 2 . ‘. ;

7Q0 Nbcrof1]m and 701 Microtext ‘- )

Mlcrof11m and m1crotext remain unfunded from Ot mon1es th1s year. Materials

-\°

that have&to be bought ‘such as subscr1pt1ons to the New York Times on microfilm ’

and u. S. Documents on mlcrocard, will be purchased from book monies (cf sect1on

s
iv. Contxnuatlons). ‘ N A -

.
. R .

.. ) e ’ . o [N B -
750_rArchives: v' Lo ceo : .

A AN

" A smail¥fund, $F0 00, establlshed to enabT& the ]1brary to purchase materials

that are qu1lshed on campus\that caﬁnot be obtained free? s
.751 Art Pr1nts N : [ v t

. .
.

-

The-art pr1nt fund “for 1975 7? Jema1ns the same as ih 1974 75. Art prints are

used by students in a oumber of dlsc1p]1ﬁes-—art hls%ory, drama-(for costumes and

'sets), educatlon (especially students who are pract1ce teach1ng --and, in the .‘

- absence of a large, cpmprehenslve slide collectign and support1ng equlpment constitut

% -

q

an 1mportantx)nfbrmat1on resource. The fund will purchase new and replaceément prints

re
1 . . «
) ' }

4 - -

. 752 <Baoks—Sunplies s : : . Cy

“This account is used to purchase reference books jor use by the library staff.

.‘cht1onar1es, profes51ona1 repgrts, b1b]1ograph1es for use in analyzing the collectio

and 51m11an materials come from this fund. Mater1a]s that are of more than limited
0.

interest are, of course, dupllcated from other funds and made available to thé pub11c.

 The increase in the allocation from $300 in 1974 75 to $700 in 1975-76 is ‘due to an
increase in the number of ecialized publications to aid the Tibrarian which have ’
. recently become‘availab]e. An example of such a publlcatlon is the combined index

LIS
to the Library of COngress C]@ss1f1caf1on Schedu]es.

-
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753 “Curricula ' : YA )
s used to purchase model e]ementary and secondary school curricula

This fund?i

from varlous school d1str1cts pr1nc1pa?!y in California, wh1ch are housed in the

Instructnona] Mater1a1s Laboratory along w1th depository 1tems supp11ed by the

Statee Last year a. fund of $6,400 was, allocated for curr1cu1ar materials; this year

LY

° Ve
’ we are 1ncreas1ng funding to.%9, 000 This increase of $2,600 will be required to’.

buy mater1a1s in areas where thefLaboratory s co]lect1on is now 1ack1ng When the

1brary assumed responsibility for the IML last year, the Laboratory's co]]ect1on

was weak ip the areas of secondary level texts, special educat1on materials; and {

|

;

1

i

’i

|

1

1

|

|

|

A )
early chlldhood education mater1a1s The -additional funds will be used to correct ° ]
|

|

. P

these def1c1enc1es.

754 Documents - . X T .
»

2 .

A]though the llbrary rece1ves the bulk.of its co]]ect1on of government documentsb

free, a fund- 1saa1so requ1red to rep1ace missing items, purchase dup]icates of

i4

1mportant and heav11y:used mgterials, and acou1re non-depos1tory items of 1nterest;

Last year s allocation of $1,400 Tor government documents proved inadequate for

-these purchases. Over the past fiscal year, requests for add1t1ona1 documents’have

tota]led more than $1,000 In order to provide sufficient funds for document puréhase

we therefore propose to a1locate $2,500 for 1975-76. . S P

755 ‘Musié” Scores , : , : .

The 1ibrary collects on]y&study scores; performing scores are collected by the

An aliocation of $2, 000 unchanqed from 1974-75, will enabie us '
rd collection

Mu51c Department.

to cont1nue a‘program of purchasing scores to comp]ement the phono -reco
and to purchase definitive collections as they become available.

¥
. .

- l‘ Ed =
B ’ 109 t ’
o . v . -

~
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.~ 756 Pamphlets _ ' _
The $500 a]TocatiBn remains unchanged fr 1974-75 The Reference Department
ma1nta1ns a pamph]et file containing ephemeral material of short term interest
o that is not quite 1mportant énough to add to the penmanent collection, but Whlch
is of great interest to students A]though the file tovers a wide range of
subJects, it is partlcularTy usefu] for "hot top1cs" such as environmental stud1es,
‘<\__‘_:he-nomen (3 Ib(eratlon movement and so on, where the first 1nformat1pn available
‘ ends to be pub11shed ﬁn an undisciplined fashion. Subsequently, of course; the
best material is codified into more discip]ined and scholarly works and is added

to the permanent collection.

-

-~

. -

757 Phono Rec¢ords _ . ’ ] - , ) ) .

Cons1derab1e attentlon has been devoted to our phono record co]]ectlon in the past,

but the collection is not yet as comp]ete as we wou]d like it to be. The record
collettion 1s rece1v1ng 1ncreased use, and we‘therefore propose an add1t10na1

$250 over last year 's $2,QOO for additlonel purchases this year. A fund of $2,250
should enable us to round out this important colTection. \
> " a

758 Unbound Périodicals - . S

() ~ - -

-
Th1s fund is used 1o purchase 51ngle jssues of per1od1cals to comp]ete b1ndab1e un1ts.
A!though a few such issues are used S1mp1y to adJust subscr1pt1on time per1ods the

bulk of the funds go to rep]ace issues that are missing from the collection. The

»

1ibrary's loss and mutllatlon rate has rema1ned fa1r1y constant over the past severa?

years, and this year's a]]ocat1on of $4, 000 is unchanged from 1974 75.

s

)~“ " \.

An allocation of $4,000 is being,made this\year;'the same_as last year's funding.
. ' Y] . y
This aceount is used té purchase catalog copy from the Library of Congress.

759 LG Cards ' o S |

110 Vam S



}60 Petty Casn

~° - An allocation of $125 has been made to this fund. ' | : %
o . . ) . o

F .

- 770 Magnetnc Tapes

L4

This account is not funded and it was. not funded last year. Charges are made to

.
R T VI s

it, however, and funds transferred from the Phono Records account to cover- eXpenses. i
The account has been established simply as a managemgnt tool to determ1ne what port1on

of our audic funds go for tapes. « _

771 Sl\des

- The 11brary has wanted for some time to deue]op a coT]ect1on of slides, pr1nc1pa11y

art sl1des, to supplement and part1a11y repTace the print co]iectlon, but d1ff1cu1t1es

.oy
”
T

1n processxng the mater;a] (i.e., cata]og1ng, mounting, marklng, etc.) have made a

1?-. - large- scaTe program unfeas1b1e at the present time. This account is therefore unfunde
~, this year, a]though the. 11brary hopes to move in this d1rect1on as cond1t1ons perm1t

,.

n -

oo BTN
A - 772 V1deo Cassettes

. An outstanding 13-part v1deo-cassette series, Jacob Bronowsk1 § The Ascent of Man,

‘has recently become ava11ab1e for 11brary purchase. With the $1 000 allocated for -

<

video cassettes, together with a HEW grant of $3,918, the 1ibrary hopes to purchase

_this wlde]y acclaimed series on the h1story of man as seen through his sc1ent1f1c and.
. tecnnologxcaI ach1evements. : R . ‘

~
« .-
N . ' kY

1 .8 !

;'791"rnter1ibrary'uoan

This fund, formerly called Reserve, has been newly established as an Interlibrary

Loan Fund. It 1nc1udes the $10,000 cost of our subscription to the Ccnter for Researc

L1brar1es. The subscrwpt1on to the CRL, former]y paid for out of book funds will

now be charged to this fund S1nce mater1a]s from the Center are sont to the 1ibrary

«
‘ , K ¥

T § ¥ S
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‘on an interlibrary loan basis. In addition to the CRL sybscription, the new
and students -

fund will also be used to purchasé d1sserqaﬁpons requested by faculty which cannot :

o

be acquired through 1nter]1brary loan. A $100 allocatian has been establlshed for

this purpose. : ' : .-
\ ) :

798 Tax and Transportation

Our expenses for tax and transportat1on 1ncreased from $500 to $1,000 over the
course of the last. f1sca1 year. During 1974- 75 the library assumed complete
responsibility for purchas1ng curricular materials for the Instruct10na] Materials -
Laboratory for the first time. These materials are often shipped ihsured and are
subject to taxatien, unlike many of the other non-book materials. The resu]tln;;
increase in expenses for tax and transportation will necessitate an increase in, "‘«{

28
~ « 5,

"this year's appropriaticn to $14000.

Ve

799 Use Tax

Use tax is paid to the State on out—of—state purchases. This account is not funded;

¥ 1 ] . '
monies-needed to -pay the charges against it are transfe?red from the Tax and
W - .

. Transportation account above.




Description of Periodical Use Study and Faculty-Survey

Periodical Surveys ) . N .

-

To support the -decision making process for periodjcal subséription cancellations,,
the 1ibrary has”collected data related™o the particular needs of the CSUN campus.
Information has been 6btained in two waysy by soliciting faculty evaluations and’
by ‘recording actual usage of periodicals.| The user study and ‘the faculty survey
are described belew: . . . )

User Study (Not Reserve Book Room). .
Because periodicals do not normally circulate outside the 1itrary, usage can most
.practically be determined by the number of issues or volumes of periodicals removed
from the.shelves by 1ibrary patrons., For a- period of almost four months, from early’
March to the end of June, 1975, signs were prominently posted in periodicals areas
requesting patrons not te reshelve periodicals they had used. These periodicals
were collected by the library staff._  Then the number of issues or volumes of ‘edch '
periodical title was recorded on a 1ist prepared for the user study. At the end of
four months the .total number of ‘uses was tabulated for each title. *

%
- - ¢ - -

Faculty Suivey . -

. The: faculty survey began in ear]y February when lists of periodicals were sent

to each department, together with standard answer sheets for recording evaluatiens,
.and letters of explanation., The periodical 1ists had been prepared by subject -
bibliographers to reflect, insofar as practical, the particular interests of the
departments. Each periodical carried by the 1ibrary was included on at least one
such list. (The general:-interest periodicals and those relating to librarianship
were evaluated by the library faculty.) A1l responses were received by the end of
May. o . - .
,Each department-had been asked to rate each title on its lists on a scale from one
to five, the numberone being the highest rating. Some departments returned one
1ist with a department consensus rating for each title. Other departments returned
the standard answer sheets submitted by individual faculty members. The Tibrary- had
thele sheets analyzed by .computér to get the overall departmental response.

The results of tne useér and fatulty surveys were tabulated together on the departmenta
1ists of periodicals. This information was reyiewed by subject bibliographers as an*
aid in developing Tists of potential subscriptiofi cancellations. These have been '
assembled into a combined 1ist ¢f proposed cancellations to be submitted to the entire
faculty for review and comments prior to any cancellations. , ° ) :

B
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