a

 AUTHOS .

BB, 162 667

INSTITUTION

;:ggigf?F 1

" EDRS PRICE
. DESCRIPTORS

J 4

? v

| ABSTRACT I

.

" Flower, Clara EKamerlinag
.. igrkbock. Library Instruction Series.
- m"'*m Univ., Orono, Raysond H. Fclger iitrary.

'Litrarics:_iorkb-l

DOCUNENT 2ESUN3 '
| I3 066 701 ¢

fxo: related docnl.nt:. see 1B 006 698-701

HP-$0.83 UC°‘2q°6 Plus Fcestage, -
sAutoinstructignal Aids; Classification; Cictionmary
Catalogs; Inde#ys (LocatozsL learning Hodules;
sLibrary. Insteultion; I1ibraly Skills; Bewspapers;
Feriodicals; Sschifarly Journals; *University

Y

The cxorcisos in this vorktcck are designéd to Le

ushd vith ;the pampblets and audiotapes frcs Units II and III of the
1ibrary skills modules for college students. Questicos ir these
‘sxercises are sisilar tc those on the tests for ths scdules.
Bxercises 1 through 8 coordina vith Upit II: Card Catalog:
exercises 9 through 11 relate to Unit 11I: Indexes and lt:tzactl.r

(JaB) -
N

GBS 0E0ERE000000088000000080000000008000000000000008800800000008088008¢
* aoptoductions supprlied by EDRS are the best that, can be made .

from the original dccuament. *

........”..‘.‘..."‘..’....‘...‘.. 288 ‘..................‘. .............
Q

o

\‘:
" . ~

¢



ED162667

.'Adapfod from ‘Library Instructigpn Unit, Leeward Communnfy Corlege,

-
WY OF NEALTN. ’ _ .
suumuumnl . . :
1 .-
c s OOCOMENT WAS SEGN 'REPRO- Student's Name .
. OUCEC ERACTLY AS RECENED FROM . LT - .
1 PEEION 1ZA 10N OR GIN- ) ,
ATING 17 9POINTY of vikw OR OPI1MIONS ) 5
STATE0 DO NOT WECEISARILY REPRE. '
SENT OF FICIAL NATIONAL 1NSTITUTE OF -
e EOUCATION PO3ITION 08 POLICY . 3@
- \ ,%,
] d 'Q”
) L E2 %
Lo .umwwnmmn JON SERIES.
| " WORKBOOK
w ; T N
) v ~ '.3.'.‘:
. Preparod by X
v o s
. (f.y- T Clara Kamer | ing Flguer ‘
e o AR Reference pepamﬂ? . . .
SRR O L Ra d H.' Fogler lerary
MR 4 b ’ .
P . . . ;
J - L 4 ~ .
..
. - 1
‘ /

l WORKBO0K o v;ﬁ%%

1 . M - L
. . ' o ; “PERAMISSION TQ REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

_ Cinr.»K. Flower

1O THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC) AND
USERS OF, THE ERIC SYSTEM ~

v I o

‘This publication was supported in part by a grahf from the Bird and.
Bird Instructional Development Fund, University of Maine at Oron%

Orono, Maine

/

Unigerslfy of Hailii Pear! ley, Hawai i

»

’r~ .. E
;



| 1*

' ”;' '*;
University Libraries .7, . : Raymend H, Fegler Library
AN Orene, Maine 04473
o 207/581.7328
3 . ey .
. . July 1978 &
T0: © M0 Students
FROM James C. MacCampbell . — ’

LDirector of Libraries

RE: " Library Instryction Series

the university setting is learning to use a llurary eof fectivel
Mrs. Kam Flower and the staff of the Reference.fepartment of - :
Fogler Library hage prepared some "self-help" materials which will
assist you in your efforts to conquer the Library and make I( your .
-own. Please use this material consgientiously and never heslfefe
to ASKR A'LIBRARIAN! :

: The Library Instruction Series has been &eveloped to teach you
.the feaw fechnlques you'l|l need in order to make effective use of -the
Lubrery 'The Series is self-paced i.e., you may proc at your own
speed, - spendlng more time when necessary, or skipping jections with
which you are famili@r. (Each Unit in the series is foNowed by a
test, so be sure you know the maferlel completely before lecting to
sklp a section, ) . C e

The workbook, an inteYral part of the Series, is yours to keep.
Please write your name in the space provided. The Workbook confeuns
additional and detailed examples created to illustrate or reinforce

+ points made in thé pamphlets and tapes. The sample questions and

answers wi || help.you to prz?ere for the tests which accompany each
Unit. ' .

To begin work on the Series, go to the Reserve Desk and ask to .

‘borrow the pamphtat or tapae for the Unlt you nged. The pamphtets .
"-and tapes include instructions t@lling you when to turn to the

Horkbook to study an example, do&: ercise. etc. When you are
ready to take a test, briAg the Workbook to the Reference Desk and
ask for the epproprlefe test.

Please read the instructions on the next page.
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INSTRUCTIONS (Please read) e

- This Workbook was doslgnod to bc usod with the lerary lnsfnucflon
Series pamphlets for Units || and III, or Audiotapes || and Ili;;all of
which are available at the Reserve Dosk. "'@ ) )

Tape | and Pamphiet | 'sntitied "Finding your Way: Oridntalie

%o the Library™ contain the same smaterial; the material ¢® ~
upon which you will be examined. In Tosf l. .
\ .
Tapo 11 and Fbmphl‘% Il entitled "Finding a Book: Tho Card =~

Catalog" contain. the same meterial; the material. upon
which you will lr examined in Test, Il

) Tape 11l and Pamphlet 1| entitlied "P!ndlng an Article:
Indexes and Abstracts$" contain the same material; material
upon. which you will be oxamnneq lp Test 11,

*  To prepare yourself for Test || choose either Tdpe || or Pahéhlef

41, dependi upon whether you prefer to [isten.or read. As you alfher
“tisten or rzgé\ig:n:ill.bo dlrccfed to Invest{gate specific items or do

sample exerc]ses his workbook Be sure to follow through with the
exercises, for only by doing practical exercises will you be ready to
take the accompanylng test.

Answers to the sample questions will be found on the page follovlng
the exercise. Explanations are included when necessary. Be sure you
“understand each answer before going . |f you have any quesflons do
not hesitate to ask a reference |ibrfiFripn for answers. Remember, there
is no such fhlng 8s 3 dumb question! ' . '

When you feel sufficiently prepared, present this Hbrkbook to a
r@ference librarian who will supply you with a copy of the test.
- THE TEST IS TO BE TAKEN IN THE LIBRARY. when completed, return the
test .and answer sheet to *he librarian who will return your Workbook
so that yau will have it to use in preparation for Unit III.

The tests are composed of twenty true-false or multiple cholcé'
questions, There are six versions of each test, so it ig possible to
repeat a test I+ necessary.

-Preparation for Test |11 follows the same procedure as for Test II.
; T .
- Remember, complete the Workbook exercises or sample questions .
because they. are designed to help you with Tests )| and IIIl, and in.
effect are self-correcting pretests. , o
. . ,‘ . . .

Please, ,ask for assistance I|f needed. ° .



" EXERCISE 1
EXAMPLES
Fillng_Rulos '

Tho Foglor lerary uses word-by-word fl!ing Study the two filing

. systems carsfully and nofo fho dlfferdnces befvoen them. In the word-by-

word examplo note ?haf all the vords boginﬁnng with the word NEN are filed
/
before the words that extend beyond’ the letters N-E-w, such as~Newark or

’

MY' N ' ﬂ " » . Y - LI

Letter-by-letter flllng pays no affenfnon to uhere on8 word sfcps

t

" and ano?her begins. - ' o ‘ ' . T
re / / ’ '
A Nbrd4By-Hordi el Letter-By-Letter
. . i
New Brunswick, Canada ) Newark
- New England ' New Brunswick, Canada
) . New Year : Newby, Percy H.
, New York , New England.
° New York Times . ~ Newtfoundland . *
Newark , . Newsweok
by, Percy H. ‘ New Year
Newfoundland ' ’ - New York
- Newsweek "New York Times
Word-By-Word : e Letter-By-Letter
. <
.~ New B... Newa...
New E... . _ ’ Newbr...
New: Ye... Newby. g
New York ' ' _ Newe. .. B “
‘New York T... °~ . ' ) Newf .. ‘
Newa... : News.. . .
" Newb... " ' -7 " Newye...
& - Newf... ' L "’,\‘\\ "~ Newyork” /
"News. .. . Newyorkt... i
- ‘ . . .ﬁ‘h
. ' 'S




. : _ : . - . </ . EXERCISE 1
o : X > SAMPLE QUEST IONS
LY . cet . ’
. .Filing Rules ¥ * ' '
ng - E -
. Y ) ‘ ~
. 1. The mln card catalog located on the first floor opposite the

_ Circulatign/Reserve Desk is the general ‘to most. of
the lerary s collections. : P

‘»

2. The card cq‘l’atog, lists only the books in the Library.

T TR F . , X .
</ R S ‘\.
3. The Foglor lerary has a Dlvlded Catalog, i.e., author and title cards
are filed together in one section and the subject cards are fi Ied
foge?hor ln enoﬂnr soparafo section. .

' }

L
')

4. VWhich would y\Ou file flrsf ln a word- by-word system?

. I}

T - a.) "New Zealand b.) Newfon : -
5. Please arrango the following according to the uord ~by-word meg
system, . R
’ ’ ‘ . N " y
A. New England B. Abacus -arithmetic
, Newsweek - Aaron's rod
" _New York Cjty Aaron Copeland
New York Times * A bad seed ¢
ANSWERS TO EXERCISE 1 ON NEXT F’AGE'. Y
N

]
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D T : . EXBRCISE -1
N | - ANSWERS
Answers ' to EAxorc.-iso;v_l_ Lo, '
1. N)GX‘ A card catalog-is a library's primary index to I'fs
‘ M ‘ holdings., . *
2. FALSE ; .- The card catalog lists books, periodical and newspaper
. S ‘_ﬂflos, microforms, theses, non-print materials, etc.
. 3. FALSE - Fogler's catalog is a "Dictionary Catalog” i.e., all
cards (suthor, titie, subject) are filed together

" ifi%o one alphabetic sequence.

4. NEW ZEALAND Newton would come second because in a word-by-work
j _ system one pays attention to individual words,
rather thap disregarding word-breaks as in letter-
by-letter filing.

1

. 5. NEW ENGLAND . “NEW € comes before NEW Y - ?',
, NEW YORK CITY * NEW YORK C comes before NEW YORK T .
) - NEW YORK TIMES - NEW comes before NEWS ~ ~
. NEWSWEEK L . o
’ AARON COPELAND AARON comes before AARON'S
AARDN'S ROD AA comes before AB
ABACUS ARJTHMETIC AB comes before BA
A BAD SEED + lgnore initial article "A", file in "8's"
’ - »

If any of your answers were incorrect plo‘ase review that portion of the .
instruction. BE SURE you understand your error before proceeding. Do not
hesitate to ask a reference librarfan to clarify anything that is not clear.
Continue to do this self-correction reviewing, and clarifying on each

exercise in the Workbook.

—— R,
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. . R EXERCISE 2

A

v L . : ' EXAMPLES
Filigg Rules
Punctuation marks are disregarded.
* 111 tares-the land - T fa...> /\\
© The ill-framed knight AEY fr...*
I'Il go to bed at noon Irag...
o 11l met by moonl!ight e m...
I'11 storm hel| A s, N
’ ‘ . -
* s . . t T .
. They'll cut off your project Theyll... ~
They're. not home yet : . ¥ Theyre...
They've shot the pres[ggp**?léjtghfer Theyve. . . ] ®

. Abbreviations are ﬁil§a as though spelled out.
. 1
L}

Doctor Faustus. - , Doctor Fa
Or. Fegg's nasty book of knowledge . Doctor Fe
A doctor for°Blue Jay Cove ) Doctor Fo = -
The demsor has a family - -Doctor Ha .
Dr. Johnson: His friends and critics Doctor Johnson: His F
Doctor Johnson: His |ife, works... Doctor Johnson: His L .
Miss Craig's face-saving exercises Miss C
Mission to Beirut Mission
Mr. and Mrs, Noah . i Mister and
Mister Black's secret , ) Mister Ble
Mr. Blue ‘ - Mister Blu o
. Mrs. Wappinger's secret . Mrs**
. A N . s ' , ~
. [

* Initial articles (A, An, The) are lgnored: ' .
#* Mrs. is the exception to the rule. Mrs. is filed as Mrs,

-
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| . : A EXERCISE 2
T - o e ' EXARPLES
) . . '." . . . CM.

- Filing Rules cont.
. [ )

’
- -
.

. Nemes ®eginning M', Mc, or Mac are _flle& as if spelled MAC.

* ‘ ~
. © Macabe filed as | macABe
: &:Adﬂn, bert - ' ma l .. . T
MecCabe,/W. G. macCABE . SN
McCaieb, W. F o macCALEB ‘ :
MecCormac, Jéhni P. " macCORMAT
" McCormack, Arthur macCORMACK
Mach ¥ Ernst ' macH |
i . Maclinnes, Colin , - macINNES - : .
. Mack, Edward C. * - mackK T .
. McKay, Claude ~_ macKAY, CLAUDE ' -
B -MacKay, Colin mackKAY, COLIN - .
. McKay, David - mackAY, DAVID LI
McWiiliams, Peter ~ mBCWILLIAMS
Macy, John ) magY . -,
> - / ~
. ) LY - . .

" 'Numbers are filed as spelled out; dates filed @s pronounced. -

1660: The year of Restqration Sixteen sixty: The year...

"The 6th amendment Sixth amendment

60's going on 70's The sixties going on... ‘ ‘ 5
g 60 centuries of skiing Sixty cenguries... ¢
' 65 valiarits Sixty five valiants . '

*
~ . g *
&' ‘

» * - é




. EXERCISE 2
° | SAMPLE QUEST |ONS

. 1. Initial articles:

A.

Filing Rules L.

In the following whicl words ‘should be disregarded?

An quroducflon to fiction
5. A neglected art

1. - The Oxford companion to French |iterature
2. And quiet flows the Don &
3. - __To kill a mockingbird

B.. Arrange the above titles as if they were to be filed in the

,card catalog.

» lo
2. .
3. »
4,
5. 1
2. Punctuation: - | . 7“‘
A. Arrange the following as they would appear, in the cptajog.
. i . . .
. Y. We' |l to the woods no more ;
2. _____ The well-beloved
3. Well! well!
4, ___ Well dreSsed woman . A
5. wWe'll do it ourselves -
3, M., Mc, Mac: . . .
A.

Arrange the following as they would appear in the catal /7
i N . 1
1. Macaulay, George C. 't

2. McCarthy, Eugene ]
3. McCartney, Paul .
4, McAulay, John D. ' e
5. McAleer, John J. s o
. q .
®
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. ¢ ' EXERCISE 2
\ SAMPLE QUEST IONS
‘ " Filing Rules cont. CONT.
. 4
T 4. Abbrevistions: '
- Arrange following as they would appear in the cataleg.
\ A, 1, St. John, Robert
2. St. Thomas, Char les .
3. Saint-Denis, Michel -
- -4, St. Francis College

W

. s Sainte-Beuve, Chaﬁles A,
»

B.r 1, Or. Grenfell's parish
2, Or. Adrian
3. Le docteur Miracle
4, A doctor among addicts
5. El, doctor Centeno
. .
. 4C. 1. Mr. Adam *
2. Miss Thistlebottom's hobgoblins |,
3. g Mrs. Miniver
. 4, Mist'er Rain Inc.
5. ~_Mr, and Mrs, Cugat
5. Numbers: Arrange the following as they would appear in the catalog.
A, 1, 100 American pbems ’
-2, 1,000 houses’
3. 1,000,000 dollars ‘
4, One day to live
- o .-
® 8. 1. 39 East .
2. 42nd parallel .
3. 76 trombones .
4. 23-40 or fight .
5. 200 years in Union .
. 6. . '68; a'novel 9f presidential pollfucs
.DATES: )
¥, c. 1. | 1948, year zero
P 2. 1939, a novel ) "
. 3., 1918, the last act . ' -
4, 1976, agenda for tomorrow
5.

1922, a vinfage-year'

-~ -
-
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. _ o ol ,'1‘ ". EXERCISE 2
Ansve;s 1o Exercise 2 o ol . ~© ANSWERS

1. lgnore initial articles (A, An, The, or fheur fore‘?n eunﬂ%ﬂenfs)
. -
A. (The) Oxford comp’nlon to F?ench Llfera?ure - .
And quiet flows thie Don . '
To kill a mockingWird .
(An) introduction to.fiction
(A) neglected cat -

L

B. And quiet flows the Don

An introduction to fiction o
A neglected cat , e L
The Oxford companion to French Llferafure .
. To kill a mock!nglrd It )
2. Ignore punctugtion. - '- C . ‘ : -
: / -/ ] . -1
- A, Well=~beloved. ) ¢ Well b -
, we'll do it ourselves " Well do~ - - .
Wel | .dressed woman v Wellr . _—
“We'll to the woods... Welt - -
Well! Well! . Well w -
3. Names\neglﬁnlng M', Mc, or Mac are filed as if spelled Mac.
! . ‘ X )
e A. McAleer, John J. - Mac Alee#® .
B ' Macaulay, George C. Mac aulay, G. -
_ McAutay, John D. . ) Mac Aulay, J.
McCarthy, Eugene ' Mac Carthy '
- McCartney, Paul - Mac Cartney
\ 4. Abbréviations are filed as though spelled out. ) ,
A. Saint-Denis , ) " Saint D...
St. Francis Saint F...
. St. John - 7 Saint J...
St. Thomas Saim# T...
Sainte-Beuve Sainte v
B. "Te docteur Miracle 7 Docteur M.:.- ' ~ »
, Or. Adrian! . Doctor Ad...
A doctor among... ) Ooctor Am,..
- El doctor Centeno . Doctor C...
Or. Grenfell's ... ' T rG... .
: °
J N
* . v » '
¢
»
.= I e
.‘ -
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EXERCISE 7
“ANSWER'S

Ahsuergiié_Exergise 2 cont. 3 _ o .: , CONT.
.C. Miss.Thistlebottom - Miss - T
Ml". Aqam. . * Mleel" dooo
Mr. and Mrs. Cugaf Mister [An...
Mist'er Ralp Inc. ) Mister(R...
’Mrs. Miniver : Mrs.

/

5. Numbers are filed as spelled ouf de+esfes pronounced;

A Onb day ?o Iive One day... : Lt .
. 100. American poems . One hundred...
1,000,000 do!lars .. One million...

. 1,000 houses . Qme thousand... -

8. 54-40 or fight Fifty four - forty
42nd paraliel” . - Forty second
76 trombones Seventy six
'68, a novel ... - Sixty eight 1 N
39 east . - Thirty nine
200 years ... Two hundred

C. 1918 ... - Nineteen eighteen
1948 ... . «- Nineteen forty eight
1976 ... .~ Nineteen seventy six
1939 ...- - T Nineteen thirty nine
1922 ... Nineteen twenty two




¢ EXERCISE 3 -

- ‘ + EXAMPLES -
Ejllng_Rules‘

.

Titles by The same aufhor are filed adphabetically by The first word
of the title whi¢h. is not an article.

Hemingway, Ernest, 1899-1961
Across the river and .into the trees
~,.Death in the-afternoon .
A farewell to arms )
"The flfth column
For whom the bell tolls
In our time.

-

Cards for books about an author are filed alphabetically behind cards A
for books by him

i

| )
- Hemingway and Faulkner
Title cards ,,/”” —— -
- T T~— Hemingway: An old friend
| Hem!ngway, Mary - \&_
Aqfﬁoq.cardsT.\\ Hemingway, Gregory H.
3 ‘rr , | . HEMINGWAY, ERNEST - STYLE
Subdivisions

isions of - ’ :
Sub ject. { * HEM|NGWAY, ERNEST = CRITICISM
‘ \ -

(HEMINGWAY, ERNEST - BIOGRAPHY

l : HEMINGUAY, ERNEST - BIBLIOGRAPHY -

HEMINGWAY ERNEST, 1899-1961
Subject cards— | Young; Philip -
) . Ernest Hemingway
\ HEMINGWAY, ERNEST, 1899-1961 .
Algren, Nelson _ «
. Nofes from a sea diary . . y

- gp e

Hemingway, Ernest, 1893-1961 - L)
Author cards ' . 0ld man and the sea

N

Hemingway, Ernest, 1899~1961
_Islands in the stream

[
{{, " .
’ L9

14
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Filing Ruies cont.

Cards for authors with the same su
fi'led alghabqflcally by the given name.

Wol fe, Don Marion, 1902-
Wolfe, Donald M,

| fe, Peter
/Zl fe, Thomas, 1900-1938
Wolfe, Thomas W.

wol fe, Tom y

Y

rname but different given

EXERCISE 3
EXAMPLES
CONT.

names are

Cards #r authors with the same surname and the same gliven neme are

tiled chronologically by birthdate.

Gould, Jean, 1909-
Gould, John, 1908~
".Gould, John, 1927-
- . Gould, :John A,, 1944-
Gould, John D., 1923

Author cards are filed before subject and title cards if they all

begin with the same word.

Glass, Arnold
Glass, Paul -
GLASS _

lass: A world industry
‘The glass bead geme
GLASS. BIBLIOGRAPHY
The glass cage '

:_."_"
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v _— ,  EXERCISE 3
. | SAMPLE QUEST IONS
Flllm Rules . ' : :

1. .Arrange the following Rex Stout titles as if they were fo be filed
" in the card¢ cafalog

a. Five of a klnd Py

b. Death of a doxy

c. A family affair ) _

d. The broken vase >
e. Some buried Caesar

2. Arrange the following names as if they were to be filed.

. 8. %“/‘E%ﬁ Hugh ’ ’ ¢ o -
Rose,” James -
~ ¢. Rose, J. Holiand ' ‘
\\d. Rese, Jerome ’ . ' ' .
‘e, Rose, J. . N .
Rose, Jerome G. . . ‘
Arrange the following names as if they were 0 ba filed.-
. . )
. a. Smith, John 1618-1652
* b. Smith, John 1784-1865
¢. Smith, John 1612~ ? . . .
d. smith, John 1924= ‘ =
e. SmHh John 1580-1631

3. Arrange the following as if they were to be filed.

a. RICE ¢
b. Riece, John . '

c. RICE - BIBLIOGRAPHY | | ,

d.. Nice and man -

‘e. Rice, Willlam .

4. Books about an author are tiled after books by him. T/F

5. Cards with the same subjeéf heading are filed alphabetically.by .

-




» .
: _ EXERCISE 3
“Answers to Exorciso 3 S : o ANSNERS

[

1. Tifles by a single author are filed alphabé?lcally by the firsf word
of the title which is not an artiele. .
The broken vase
. - Death of a doxy - . ' , -, : '
. . A family affair < ‘ ’ '
Five of a kind
Some. buried Csesar

2. Cards for-authors with’ ldon?ical sSurnames are fnled aiphaboflcally by
the given name.
. # -
- _ Rose J. " S i :
v o . Rose J. Holland : T ' .
Rose J. Hugh ‘ '
Rose, James
Rose, Jerome - ' _ : -
Rose, Jerome G. . -

.-

Cards for authors with ldentical names are fNed chronologically by
birthdate.

Smith, John 1580-1631 '
Smith, John 1612~ ? '
Smith, John*1618-1652 -
Smith, John 1784-1865
Smith, John 1924~ -
3. Author cards are filed before subJecf and title cards when " fhey all
begin with the same word.

Rice, John
Rice, William
RICE
Rice and man
’ RICE - BIBLIOGRAPHY .
>
4. True. Books sbout an author or his works are .filed after works by him
ABOUT affor ey

5. AUTHOR. File udenfncal subject heading cards alphabefically by au?hor s .
surnamo. .




‘ EXERCISE 4
: > .. EXAMPLES
The Catalog Card o

¥ Information on catalog cards is standardized and a |ot can be "oarnodA

by examining one. In many cases you can learn enough from the card alone
to eithér ¢l iminate the hook or decide you want to examine It more closely.

The basic catalog entry is called a MAIN ENTRY. The main entry con-
tains ol'| particulars for the complete identification of the work. The
mein entry card is ususlly the author card and contains the author's name
and dates if available. [+ can also be the name of an agency, organiza-
tion or Institution, In which case it's referred to as a corporate entry.

~.An example of a2 main entry card is reproduced below.

*»

— k.
AUTHOR'S NAME ™ TITLE
\ : i
- o a ) - '
CALL N T ’ '
NUMBER: 4 Berger, Melvia. - e
This shows \ ?64 The fanny side of science, by Malvin Berger and J. B.
where the 847 . Handelsman New York. Crowsil (1973, . - : T
mrvl: ‘ "'?‘.m‘-n“m - - SR
. . SUMMARY : A collection of jokes and riddles dased on scientific
DESCRIP- marecal .
TIVE NOTES ° ' . .
Intorma- ’
ti +
. ?:\201’::0 . . " L Scieatific recrentions—Juvealle literature. (1 Scisutific recres-
_ . , tioga 2 Jeke bookm, LMI--.I.‘B.m_-. II. Title
QIe4BAT 80887931 T1-187044
§ THBN 0-000-22008— MARC |
larmqto?cnn B AQ
- i |
TRAC INGS : ' IMPRINT:
Subject areas Place of publica=- \
treated by tion, publisher,

. the book date of publication

SR
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EXERCISE 4
© EXAMPLES
, ' _ CONT.
The Catalog Card cont., _ . ,

The IMPRINT 4nformnflqn Includes: fhe place of publlcafion, publlsher,
and publication date.  (This is the informetion you use when you cite 2
book in a term paper blbllography )

DESCRIPTIVE NOTES follow the imprint. These may tell you the number’
of pages, and if a book has a bibliography, maps, Illusfraflons, diagrams,
is part of a sorlos, ofc. .

\ L4

TRAC INGS are fOund noar the ‘bottom of the gard in very fine prlnf
Among other things tracings show which subject headings wers selscted
tor that particuiar work. You can check these subject headings .in the .
card catalog to see if the Library has additional works on the tapic.

.f 1]
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L ' . ‘ EXERQISE 4

. .
The Catalog Card ‘ . ' _ . SAMPLE QUEST |ONS
’ C \
. HQ s .
. ':ig ' Bermard, Jessie Shiviey, 1903
American faniily behavior. by Jessie BRernard. \’ew
. 1973 York. Ruseell & Ruseell /1973, 1042, .
) ‘ %, MM o Ulue am 1

Reprint of the ol published by Rarper, \ntork. lnnﬂn
Harper's ancial seience series.
Inciundes bibilographica! refereaces.

4

1. Family—{"nitat States. 2. United States—Social coondlitionns—
1083-194% I. Title. .

.. [HQSW.BT 1973] 30L42°0073 T80
. . ISBN 0 -e-1000-8 : MARC
1idrury of Congres e d R '
) . ’

(4
.

. . . "t
1. From the card reproduced above fil’ in the following blanks.

a. Title ’
b. Author
- h c. Publisher

d. Number of pagee
e.. Call number
"~ f. Place ‘of publication

g. Original date of publicdtion - I

h. 'Is there a bibliography? S . Yes = ~ ‘No

: i. Are there pictures? Yes No

- . Jo I8 it part of a series? . Yes . No
2. Which ¢ard is usually the Main Entry card?. . ° '

3. ¥Where on fho catalog card are the descriptive notes found?

4, Wwha fomafuon on the card would you ‘need to cite that book in &
bibliography? ) . \/ \

" 'S, You ean get an idea of the books contents by examining the .

.




* EXERCISE 4
ANSWERS

‘ Answorsf_oEx*glso'_l_ o ‘.

: 1. a. Titie: American femily behavior
© . b. Author; Bernard, Jessie Shirley
c. Pudblisher: Russel! & Russell

- . - d. Pages: 564
. o. Call number: HQ 536 B47 1973 ‘
f. Place of publication: New York o

g. Original publication date: 1942
. Yes, "bibllographical references" iisted 'in descripfive notes
Yes, iflustrations indicated in descriptive notes

h
i
J+ Yes, Harper's social science series

.
.
J

2. The AUTHOR card is usually used as the Main Entry card.

—3. Décrlpﬂvo pofos'aro found in fhe'COnfpr of the card belaw the imprint '
.intormation. . . o -

4. ‘Author, title, place of publication, publ\lsher; date of publication.

5. TRACINGS indicate subjects treated by the book, though these should
-never be treated as » complete index of the tontents.

» -
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) EXERCISE 5
. c SAMPLE QUESTIONS
The Card %afalg: Author and Title Entries S
- . "
’ The following can be andwered from the card cataleg: : !
. 1. What |s the number on the drawer in which you would look to determine
it the Library has any books by Jimmy Carter? ,
>
- . /
2, Does Besil Jackson's book Supersonic have @ subtitlie?
3. wWhat is the title of Karl Kopp's bodk which was published by Bateen
Press? ! .
]
4, s there a bibliography in Fldel Casfro s book Revolutionary )
ﬁ rdagle, 1947-1958? -
<+ 5. Dobs the G. B, Shaw anfhology entitled Four Plays contain the play T
"Captain Brassbound's Conversion™?
N 1 : _
"6, What is the title of Joel Easfmn S MA fhesls? From which department
. ’ did he rocolvo hts degree? ’ ; . .
. " 7. Wno wrote gafgrs._gi_ the Dead? :
. ‘ ’ .
8. How many pages are there in Quipus and Witch's Knots.
: $
9, P‘rachuﬂng for Smr‘r Is part of what series? ' "
. . . (4 :
10, Miracle of All Life: Value In Biology is nqt a book. What s i+? .
N -
/e




. _ ' exséé{ss 5

s i = s
.
-

ANSWERS
Answers to Exercise 5
L e AN
}. DOrawer £ 251
4. No
B Lt v
3. Yarbrough Mountain "
. o H
4. Yes. Listed in descriptive notes. .
L]
5. Yes. Listed in descriptive notes. . -
6. History of Katahdin Iron Works T .
History and Government Department. Listed in descriptive notes.
7. Michae! Crichton
8. 158ph. Listed In descriptive notes. T : .
9. Modern Aircraft series. Listed in descriptive notes. 1
|
10, Stides .
2
o.‘
>
I A
: . =
|
i v
. ! ° . ‘
. | -
|
N -



. ~ EXERCISE 6
- : . EXAMPLES

13

‘The Card Catalog: Subject Entries

. “ -
In addition to author and title cards in the cafalog,.subjecf cards

are made which reflect the contents of the book and enable a 'user to locate
. . )
material on a topic when specific titles or authors' names are not known.

Subjecf he§dlngs are typed or printed in capitals on the top |ine of

the cafaldb card and it is filed in one alphabetic sequence alang with the

aufhor, title, otc. cards.

ty

Catalogers are ailded in assigning subject headings by use of volumes

entitled Library of Congress Subject Headings. Thesa volumes direct users

to correct or usable head¥ngs.

1

The following is excerpted from Subject Headings and is labeled for
your review: . :

®
boldface = usable heading Soclal prediction (HM24)
w‘-" sa Social indicators
sa = see also x Prediction, Social
1 Sociological prediction
XX~ see also from xx Forecasting
) Social indicators
X = 560 Sociology
) Sociology-Statistical methods
"sa" and "xx" indicate
usable headings. They .
shdw relationships and | - - *

may be used to enlarge.
or narrow a topic.

s
”»

"x" is not used. !t is , :

a directional reference, v
telling the user which .

term to use instead. !



- : ~¥XERCISE 6

. ; V EXAMPLES
. : - CONT.
The Card Catalog: Subject Entries cont. - ,

‘. YAnother methbd to use in narrowing a search is to use the sub-
divisions attached to subject headings. Often it Is more efficient to

search for information djrectly relevant to your need 5!.9., a sdbfdplc)

-

-rafbor.fhaq/consulf 3 general work, » <t

Subdivisions Sre flled'alphabefI€5Ily whether they are headings
BN

which-reflect subject, form (e.g., bibliography, dictionary, handbook),

period (dates arrangod chrdholegucally) or geography (country, J'fafe,

town, stc.). . © o \ h

O/



- . Lo -

. _EXERCISE 6
Ine carg Catalog: Subject Entries |  SAMPLE . QUESTIONS

1. In order to find a book on a particular subjsct you must know a ﬂﬁ
/ or an au‘rhgr who has written In that field. EYOS _,P.'No

/

2. Copies of the Library of- Congress Sub jec adin S volumes are |ocated
at the - __and in the . - Department.
3 Use Library of Congress Subject Headings.. for the follovingr

3." Under what heading should you. Jook' o flnd lnformahon on:
Beekeep ing : ®. ° T , _ )
Ice hockey S o
Sex and drugs : A :

. Moun®ain climbing ’ -
« Sports injuries t-

4., Would recycling be the b best heading to check for intormation on
recycling paper? . -

.

What heading is suggesfod for lnfomaflon on posf World War || Russlan
economic condlflons? - ’

-

L
S |
.

6. List the broader headings suggosfed by LCSH for:

Birth control .o "\
Poisonous plants

’ ' Space photography o < - —
s .
7. List fhe narrower headlngs Sugges‘rw’*by ACSH for: '
7 Outdoor cocnkery _ ' - .. e w
Succulent pfants . . 4
. Jute . 3 *
8. Namé two ways to narrow a search.:
»
a. b~ -~ -

‘ / ‘ . ' T : 3

9. Name 2 way fo broaden a search

10.- lf you were’ inferesfod in fhe behavior of chimpanzees, according to *°

Library of-Congress ub] _ Head ings whaf heading would you check
first? .
A




: - , EXERCISE 6
Answers to Exercise 6 _ , ANSWERS

. No. Most books have subject cards In *the card catalog which reflect
the content of the book. I is possible to Iook up a sub ject
wlﬂQuf knowing eH'her authors or titles. :

| 2. Camg cafalog .

Reference Deparfmenf

o "
L. S )
.7 ™. Bee culture ' 4
¢ ' - Hockey _ : .
" *Drugs and sex . . - ‘ : N
Mountaineering : '
Sports ‘= Accidents and injuries
‘4. No. Paper recycling would be better. RS _"_""'u

5. RUSSIA - _ECONWTC CONDITIONS - 1946-1958 ) | T

O 6. Blrfh control = Eugenics _

¢ o . Family size ' 1
Hygiene, sexual ‘ :
Population .

v : . Sexual ethics

Polisonous plants. = Botany *
. ' _Economic botany
' Chemistry, Medic;} and pharmacological
- Planfs
’» . Poisons

Space phofography = Asfronomlcal photography
‘ Phofography °

7. Oufdoor cookery = Barbecue cookery
Camp stoves .
Cookery (Wild food)

Succulent plants = Cactus

L::._“. - ‘v s ——— e aae s o W e & . meﬁ.flora - .
\L  Xerophytes
te = Bagging : <
. 't Twine o :
*8. "sa", "dash" - 'y j ‘ ‘v
9, nxx;v ! .
'10. Chimpanzees <« behavior v ',

» »

&
=3




EXERCISE 7
EXAMPLES

P "~ Additional Cataiog Cards

There .are cards in the card cafalog which include”information slmila’ :
er

to that of LCSH. They are calleq)cross-reference cards and function to r

users to usable or related subject headings. They look |ike the following

saﬁples:

COOKBOOKS g | CALCULATORS
see | . 1 see also
COOKERY. . READY-RECKONERS

'As you can see“fhese cards merely give: . S
1. The correcf headlng when you are Iooklng under an lncorrecf oﬁe.
2, Addlflonal posslblllfles to check.
OPEN ENTRY cards should indicate fhaf an lfem is on standing order.
ife.. it Is purchased yearly, or whenever a new edlflon,is issued. Often . .
’fhese are follqﬁed.by a check card Iisting the volumes available in the
- Library. . ; L | . | .
"~ JOINT AUTHOR-cards'enéble a user to Iocéfe an item ir the card
cafalog wlfhouf knowlng fhe name of fhe prnmary aufhor._‘
PERIODICALS cards list o _glx_fhe title of journals owned by Fogler.
.ﬁ‘ﬁl( P$EUDQNYMS. Books,areallsfed under the aufhor s real name with a
' cgbss-refqrenée frgmﬁhls pen;name. - ’

'.é




EXERCISE 7
SAMPLE QUEST IONS

Addlﬂo_qg Catalog Cards
The following quesﬂons can be answered at fh. card cefelog.
v Cross-reference eards SR X

1. What heading should be checked for books on the Western
insurrection of 17947

2. whehhudlng shoulq be checked for bookt 'on blcycllng?
/bpen Enfry Cerds

3. When did the Library first begin receiving Current Blggreghx?
Does it look as if we have a complete run to date?

4, How many volumes of Confemmrer_'x Literary Criticism do we he've?'
When did it begin publication?

Jol nt Author Cerds

"5, Who is fhe primary author with John E. Elliott?

6. Name fhe eufbors of Measuring the effect of advertising. Who
Is consldered fhe Joint eufhor?

Periodicel Cards

7. According fo the card catalog do we have ”eriodicel entitied
Defense? What Is unusual- about our run .

8. According to _fbe ‘card catalog do we have-a periodical entitled
' ‘the Maine Townsman? Where does the card tell you to go?

[ 4

ﬁseudonym Cards . ‘
S BT YN eoes the-catelog 1ist as belngzmcherd -Sterk's real name? - --

‘10 Who'were Frederic Dannay and Manfred Bennington Lee?

N\

29




Answers to Exercise 7

1. Whiskey Insurrection, 1794

2. Cycling
3. 1940, Yes .
4. 8 vols., 1973

*5. Grey, Arthur L.

6. Corkindale, David
Kennedy, Sherril (joint author)

7. Yes, continued 8s Yictory
8. Yes, to Special Coliections ,
9. Donald E. Westiake

10. Ellery Oueenh

L

30
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ANSWERS



, EXERCISE 8
o S TEXAMPLES

Call Nulnbor's

Every book in the Library has a call number which Indicates whers it
is shelved. The call number Is located in the upper left-hand coMger of
the catalog card.. . '

Charts which tell you where various call nunbors are s'holnd are
located near the card catalog and on each floor of the sfack;. | .

Some books are shelved In special locations. Location symbols are
somet imes attached to call numArrs. These books will be found in the
special Iocaflon. not in 14:0 general stacks. Consult the ¢hart posted

near the card catalog for the exact area. !

Arrangement of the shelves

The Fogler Library uses two classification systems to arrange books
on the shelves.

[ 4

A Dewey Decimal ClasslflcaﬂomSysfem call number looks |ike this:

" 370.15 . _L"’f
837 _ .

A Library of Congross Classuhcaflon Sysfem call numbdr Iooks I ke fhls

RSO O e,

I T - &
L8 .

1051
837 ' !

e
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. y ' : ) “EXERCISE 8
" : EXAMPLES
Call Numbers cont. . b . CONT.

@

Dewey call numbers alle sheived in order by number on the first |lne,
"338.7 ! 369.2 370.15 378.76

then in order by fhoiocond line. The second line Is a‘posod'of first a
letter or letters and then a nunbor which |s treated as if the number

nroad_o_c_ - ,

370.13 37015 370.15 370.15
F5 . ° 8275 B37 493

\

" tn. this example B37 comes after B275 because .37 Is larger than .275.

NUMERICAL ORDER . . + . + « o + o . o « . . 370.15 370.15
ALPHABETICAL AND DECIMAL ORDER . . . . . . B275 - B3

Lidbrary of Congress call numbers are shelved In alg’habo‘fical order by the
letter(s) on the ficst |ine, _

L . LB RJ
f“‘ . '
then In order by the nw ort the second |ine,
L - 3 L8 R
901 1051 1051 504.2

R :
then in orger by the third iine. The third Iine is treated as if it
were a decimal. v
L L8 L8 | RJ
. 901 - 1051 1051 504.2
P3 &275 837 B47

In this example B37 comes after B275 because .37 Is larger than 2275,

Atnuamw.omea....... 8 LB L8 LB
NUMERICAL ORDER . . . .’ v . . . 987 1051 1051 1987
AUPHABET ICAL AND oecum_gga . B37 8275  B37 B275

ooy



EXERCISE 8 -
) SAMPLE QUEST IONS
Cal! Numbers . . .

1. Classification schemes such as fho Dewey Doclunl and lerary of Congress
systems arrange books on the shelves by : , ..

2. On > cafalog card where Is the. call number Iocafod?
3. Hhorl uOuld you find 8 book with 8 call number boglnnlng

A. 530.9

749.1 | - , : |
338-3 .I /.
176.5 .

oUW N —-

~

Q@ 921 -
RC 636 : S .
PC 2497

HD 4215.7 g

¥. ‘hﬁ - | 1
| 2. Fonioocs$7
. 3. Maine
\ a
5

LAWN —

. Juv
CC or Cole

4. Arrange the following call numbers in shilf order,

~ 8. 709.7 GB2
- b. 709.7 G83
c. 709.7 G793
d. 709.7 G823

5. Arrange the folléulng call numbers in shelf order.
a. E 78 N78
* b. € 78 N79

. ¢ EI8NIT9 - :
e —— [ — .d.v - E 78 "78' L. . .- - - - .-

33




EXERCISE a"
) _ ANSWERS
Answers to Exercise 8 . : _ '

RuN
R

1. Reterence collection, Reference Room, Leve! 1|
2. Oversized volume, at*the end of the "D's" on Level 2
: 3. Maine col lection, Special Collections, Level 3
4. Juvenile col Iocf‘on, Learning Materials Center, Level 3
5. Clinton Cole Maritime collection, Special Colﬁlocﬂons, Level 3

4. 709;7 709.7 709.7 709.7

6793 G82 . G823 . 683
s. E E E
78 78 78, .78 -
N779 .N78 N781 . N79 .
° r . [ ]
Y
.
| J
\.
34 -
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3 + BXERCISE9
- ' . ) : : SAMPLE QUESTIONS
The Repger's Guide to Perlogical Literature T e
: ° o

Using the following cltation from volume 35 of the Reager's Guide:

Going places, finding things aiong the coast of Maine.
N. M. Richardson. || House & Gard 147:14 Ag '75

1. What [s the ‘Hﬂ.. Qf the-articie?
2. Who Is the author of the article?

3. What is the complete ngme of the journal In which this articie
appears? 1‘ :

4. What does "1i" stand for?

. 5. What do the foliowing stand for? E
a. 147
b. 14 ,
~C. + . ,
d. Ag .
e. '75

R




. . EXERCISE 9
* . ANSWERS

Answers to Exercise 9

1. The title is "Going places, finding things along the coast of

‘ Maine."

° .

]

2. The aufho;"s name is N. M, Rlchardson\

3. House afd Gerden. "Transiations™ of abbreviations are Iisted in
the front pages of the index-volume.

4. Iilustrations. This and other common abbreviations are listed in
the front of the Index volume.

L4

5. These are standard elements of a'per1odlcal index citation. They are:

a. VYolume 147 :
b. - Page 14 .
c. + means that the article continues beyond p. 14 ™
d. Ag is the abbreviation for August

e. '75 stands for 1975

‘
i
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. | . EXERCISE 1Q
SAMPLE QUESTIONS

T_ho_ Periodicals Printout .
1. Usln? the Reriodicals Printout where would you go to find the
owing: -
a. 1974 issues of "Journal of Dental Education”
b. "FAO Fisheries Circular" £125
\\c. 1934‘lssuos of "in the Maine Woods" :
{d. 1964 I ssues of. the "ISA Journal"
l_b. -"Jou;r‘_nal of Ec:o‘mlc Llfo:'afuro"
;. 1970‘Issues of "§he New Yo?k Times"
o ;. 1975 issues of "Mizroform Revie:" ’ o -
_» Recent issues of "McCalls"
i. Recent issues of "Journal of Environmental Quality"
‘ Ji Ra;énf Isz?os of "Elomenfary'Schoo; Journal”
2. Microfiche and microcards are stored on opon she|ves available to

L] the public. T F

» °  on a reader/printer. T F
“& Sy . -
4. Magazines do mnot circulate outside the building. T F

3. Alf an arflclzpyow want, is on mlcrofllm, papor coples can be made

S. You would find the "Journal of the American Medical Assoclation™.
N flled ln the "J" secflon of fho Perlodlcal S?acks on Levol 2.

R - B T T
L
f




EXERCISE 10

: « ANSWERS
Answers to Exsrcise 10 '

1. a. Bangor Community Col lege, Bangor, Maine
b. Derling Center, Walpole, Maine
c. Special Collocﬂons, Level! 3 .
.d. Periodical Stacks, Level 2
" e Index and Abstract section, Reference Room
f. Microfiim, Microforms Room, Leve! 2
. g. Microfiche, Microforms Room, Level 2
h. Oskes Room, Level ¢ ? .
i. Current Pbrlodlcals Room, Level 2 ,
W Periodicals Desk, quronf Periodicals Room

2. FALSE. Because of potentiai.filing errors if placed in a public
area, microfiche and microprint are stored in a closed
cotlection and must be requested from the attendant at

'

the Microforms Desk
. : 1
! 3. TF&JE‘J Paper copies can be made from microfiim and microfiche.
The Library is not equippgd to mako coplies from microcards
which are opaque. .

- 4. FALSE. Up to four (4) journa®pmay be borrowed for overnight use.
‘ Magazines held behind the Desk never circuiate.

5. FALSE. Magazines published by organizations are filed under the
name of the organization. In this exampie the journal
would be filed i the "A's" under "American Medical
Association. Journal."

~

38
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: , N e , EXERCISE 11°
: SAMPLE -QUEST IONS

Ngwspaper Indexes - | ,

Wsing the fol lm?”aﬂon from the New York Times”1ndex:

.. Parkchester Mn. Hosp, Bronx, closes in Mdst &f NYS
probe of alleged '[T1fe-threatening deficiencies' in
abortion and maternity services (S); Mr20, IV, 8:2.

, . 1. Wnat do the followlig stand for? v .
bo’: PR ’ 4 ’ . -
R a. (S) . . ks *
e LI 1..5
C. 20 .. ‘:t ' .
d. IV o
e. 8 '
f, 2 ®- _ ‘ /
Using the New York Times index for 1976, flme the subject heading for *®
fho University of Maine. < T : 5 .
\ < . | B
+ 2, How many arficles have been -indexed for the year 19767 ’
h
3. Which college really placed the job ad? | 3 :
r - . F .

~»

UsiAg the Periodicals Printaut, where would youl find the fol lowing:

4. Recent i%lues of:

.

. a. (Brunswick) flm;s Record
‘ b. Le Monde
C. Wall Street Journal
5. The indexes that accompany the:

“a. Wall’ -Street Journa
—_ .;)v . PP - ,._.,..:_... T'm, . )
* ‘e¢. Christian Seience Monitor

) \ 39
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b.
c.

{S3 sfands for "short."

* and (L) for long.

»”

EXERCISE 11
< ANSWERS

"The New YorK Times Index Includes an
"estimate of the length of all. arflclos.

(nl stands for medium

Mr is the abbrlviaﬂon for the month of hhrch.
20 is the twentlieth day of March

IV stagds for Section 4
e.. 8 Indicates that .the article is on page 8

-

$.: Z means that you will flnd the article in'column 2

4

Thoro were five: (5) articles on'the University pf Malne listed in
the 1976 volume.

Col l.'me of the Aflanf'l.?.'

‘b.

:.

E -\ .

. Oakos Room
Current Perlodlcals Room

Periodicals Desk

L ]

Reference Roomy lndex and Absfracf Sectlon

Referance Room
Reference Room

"
’

-

2 e

k

"
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