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1. General Information

The General Information section is comprised of three introductory
sections:

1.1 Purpose of the Handbook
1.2 Overview of the circulation system
1.3 How to use the Handbook
Each of these sections provides information about the circulation

system which will help you better understand the system and the
reasons behind the design.

National Library Service
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1.1 Purpose of the Handbook

The Manual Circulation Handbook is designed to assist nonautomated
libraries operate an efficient circulation system. The Handbook
explains all forms and procedures necessary to maintain and circu-
iate books and equipment to eligible readers.

The circulation system was designed so that it utilizes equipment
which is often available in libraries or which can be obtained from
standard sources. The forms in the system are in use in the network
or can be reproduced from master copies provided in the Appendixes

to the Handbook. The NLS-produced bookcards are the key to circu-
lation and control.

The circulation system is designed to meet the recommendations of
the Standards of Service for the Library of Congress Network of

Lidraries for the Blind and Physically Handicapped. The Standards

are noted throughout the Handbook in the appropriate sections.
Appendix 7 is a partial 1list of the Standards and those sections of
the Handbook which relate to a particular Standard. Several
existing systems were examined to determine the necessary components
of a system for network libraries. Some elements of (xisting sys-
tems were modified for this system, but many more were eliminated
or re-designed to increase efficiency.

This Handbook provides the network libraries with a comprehensive
circulation system. Its components work together to form a complete
circulation and record-keeping system but each component can be
used independently as well. Individual libraries should adapt the
system to fit local needs and revise and expand the Hamdbook as
needed. Before implementing any or all of the components, the
library staff should read the entire Handbook and be familiar with
the relationships among the components. o -

National Library Service - )
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1.2 Overview of the Circulation System

The Handbook is divided into seven sections which outline and
explain the necessary procedures for reader records, book circula-
tion and collection maintenance, and procedures wh1ch support the
daily activities of the libraries.

The circulation system has several important factors which make it
an efficient system:

e The Patron Folder - This manila folder records all the
information required to serve a patron. It is the access

point to records by patron name. The folder is shown in
Figure 3A. ’

o The In File - This is an integrated bookcard file which
is the circulation and inventory control point of the
system for recorded and braille material. A library
shouid divide the patrons by last name and assign these
patrons to reader advisors rather than divide the patrons
by format.

e Turnaround Circulation - Turnaround patrons receive one
book for each book returned. Patrons are encouraged to
select this type of circulation because it works most
efficiently both for the library and for the patron.
Patroiss do not have many unread books on hand and the
library has better control of the books being sent and
returned. Procedures are included in the Handbook for
patrons who prefer calendar or request only circulation.

~"e Deposit—Collections - .Deposit_collections are treated as
individuals except these collections receive books on a
calendar basis. This increases the library's control
over the books and keeps the library in touch with the
person responsible for the deposit collection.

e Recording Patron Requests - The patrons are encouraged
to submit requests for specific titles and authors using
Talking Book Topies, Braille Book Review, or other
sources. These requests are recorded in the patron folder
and given priority when books are sent. This makes book
selection quicker and more efficient.

The potential automation of the procedures was considered through-
out the design of the circulation system. For this reason, all
dates on the front of the patron fclder are entered year, month,
day. Alpha or numeric codes were assigned rather than colors for
ease of input into an automated system.

National Library Service

for the Blind and Physically Handicapped 1 _1
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1.2. Continued

The supplies needed to operate the circulation system are available
from library supply firms or from business form printers. NLS will
supply you with a master and you can arrange with a printer to pro-
duce the folders. Other supplies are:

e Manila file folders - letter size

e Self-adhesive file folder labels

e Three-ring binder

e Index sheets for three-ring binder '

® Addressing system supplies (see Appendix 2)

e Red pen

e Transparent tape

o Self-adhesive blank labels either white or in color for
weeding labels

e Card trays to hold bookcards. Theée came in a variety
of sizes based on the number of cards each holds.

e Circulation cards with 3 columns: date loaned, date
returned, and borrower name !

e C(lear plastic card sleeves with red gtripe at the top

() Scratcﬁ cards | |

° Libr;ry idenfification:stamp or sticker ' -

e P-iron folders

® Mailing envelopes. These will hold a bookcard and are pre-
printed with the "Free Matter" privilege and the library's

return address. The envelopes with the cards are inserted
in the slot on the mailing container. (See envelope on

page 5.)
Q National Library Service _ 4
ERiC‘ * foi the Blind and Physically Handicapped }&j .
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1.2 Continued

MATTER FUH THE
BLIND DR
HANDICAPPED

e Standard letter size file c_abinets

e Card file for 3'" X 5" cards

National Library Service 5
‘ -~ -far the Blind and Physically Handicapped ’
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1.3 How to Use the Handbook

The seven sections of the Handbook are organized so that procedures
for related activities are in the same section. For example, all
procedures necessary to establish a patron record are in section 3.
The sections are:

1. General Information - Purpose of the Handbook,
overview of the system, and how to use the
Handbook.

2. Establishing and Maintaining Files - Descriptions
of all files and procedures to set up the files
and maintain them. :

3. Establishing and Maintaining Patron Records -
All procedures involving changes in patron
service.

4. Book Circulation and Collection Maintenance - All
procedures for checking books in and out, filling
reserves, damage check, and” so on. .

5. Temporary and Support Activities - Procedures for
components which are necessary to book circulation
but may not occur regularly.

6. Statistics - Procedures and forms for recording and
reporting statistics.

v

~

Appendixes - Sample forms and letters, and explana-
tory flow diagrams whith support the various procedures
A glossary of terms is included.

The procedures are arranged in step-by-step order within each
individual sec”ion. Procedures are lettered (A, B, C, and so on)
in the order they should be performed. The numbers within the
procedures refer to the numbered items on documents such as the
patron folder or statistics forms. Appendixes are designated with
the prefix "A". ‘

The Handbook is designed to be used alone but several documents
are referenced throughout the Handbook. These documents have
been prepared and distributed by NLS:

Comprehensive Mailing List System Handhook (CHLS)

Machine Inventory Manual: A Handbook of Procedures for
Inventory Control of Govermment Furnished Equipment (MIM

- Network Library Manual

National Library Service 6
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2. Establishing and Maintaining the Files

The first step in establishing the circulation system is to create
the files which are necessary to its operation. Each of the files
is discussed in 2.1 and the two most important files are described
in detail in 2.2 In File an” 2.3 Setting Up the Calendar Register
of Patrons.

The In File is the key to the circulation system. It is the control
point which allows the library staff access to the material available
for circulation. It integrates RC and RD cards into one In File

and press braille and limited edition braille into another In File.
Livraries which serve many readers should divide the patrons by

last name and assign each reader advisor a portion of the alphabet.
Delegating to specific staff members responsibility for contact

with a clearly defined patron group establishes a true reader
advisory service.

‘ The Calendar Register is used to insure that patrons receive
consistent service and that follow-up is performed on a regular
schedule.

The Active Patron File is used daily since it contains the folders
of those patrons who receive service regularly. It contains only
items which-directly pertain to circulation, e.g., envelopes and
addvess plates. This makes the folder easier to handle. All
oti¢r documents, including the certified application for service,
are stored in the General Correspondence File. Certain documents
and the patron folder are transferred to the Cancelled File when a
patron discontinues service.

The remaining files are similar to those found in any library.
These include the shelf list, pending request file, and subject
file. In addition, an extra bookcard file is maintained so that
replacement cards for those worn or lost are readily available.

e % National Library Service . ' -
- "N - for the Blind and Physically Handicapped
ERIC b
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© 2:1 Description of the Files Used
in the Circulation System

There are several files which a library will establish and maintain
in this circulation system. The files are described in this section
in the order in which they appear in the Handbook.

2.1A Active Patron File

Purpose: To house the patron folders of patrons currently
receiving service from the library.

Equipment: The file is kept in a standard four- or five-drawer
file cabinet for $%" x 11%" folders. One drawer will
hold approximately 400 folders.

Contents:  Patron folders tor recorded materials and brzille
circulation; the only items inside the folders are
addressed mailing envelopes, temporars address
plates, and patron reading histories irom earlier
patron records.

Organization: The folders are filed in alphabetical order by
patron last name. Institutions:are interfiled
with individuals. Institutions are filed alpha- -
betically by the first significant word in the
title (not "The," or "A," or "An").

Maintenance: The file is weeded once a year as patrons
are counted for *active reader" statistics. Those
patrons which are inactive should have their ‘o;ders
transferred to the Cancelled File.

2.1B General Correspondence File

.Purpose: To store the original certified application for
" service and copies of any correspondence between
the patron and the library.

"Equipment: The file is kept in a standard file cabinet which

will hold 9%'" x 11%" file folders, approx1mate1y
400 folders per drawer.

Contents: All letters from patrons and responses sent to
patrons are filed in this file. There is one file
for each patron and institution. The application

Nationa. Library Service

for the Blind and Physically Handicapped
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2.1 Continued

for service is kept in this folder. .In addition,
miscellaneous notes about the patron's service
which result from telephone calls or visits can be
Kept in this file. The telephone checklist (3.5)
is filed here.

Organization: The files are arranged alphabetically by patron last
name with institutions interfiled by the first
significant word in the institution's name.

Maintenance: Any time a patron's file becomes bulky with many
letters or other papers, the file should be weeded.
The librarian will determine what is discarded
based on library policy and knowledge of the patron.
An additional file folder may be needed for patrons
who are prolific correspondents. In these cases,
file the more recent folder in front of the original
folder but in alphabetical order by patron last name.

When patrons are inactive the application 1s filed
in the patron folder in the Cancelled File. The
correspondence and other papers are discarded.

2.1C Machine Files

-

Machine files are discussed in the Machine Inventory
Manual: A Handbook of Procedures for Inventory Control
of Govermment Furnished Equipment. The MIM should

be consulted to establish these files.

¢

2.1D Cancelled File

Purpose: To store the patron folders and certified
applications for the minimum time after a patron
is designated as "inactive"; to store records
of patrons transferred to another library.

Equipment: The file is kept in standard file cabinets which
' will hold 9%" x 11%" file folders, .approximately
400 per drawer.

Contents: This file contains all information about an inactive
patron: application for service and patron folder.

nwo .

National Library Service
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2.1 Continued

One folder marked "Transfer" contains the pink copies
of the Transfer Form (LC 73-124) of patrons who have
moved and a statistics tally sheet.

Organization: The ALA Standards specify that the certified appli-
cation be kept for one year after a patron cancels
the service. FEvidence of eligibility must be kept
for five years (Standard 4.3.2.1.6).

The Cancelled File is divided into five sections.
The first section is for the current year; the
remaining four sections are assigned to each of the
= preceding four years. File the "Transfer" File in
the front of the section for the current year. '

When a patron cancels the service or is declared

to be inactive, the patron folder is taken from the
Active Patron File and his or her General Correspon-
dence File is also removed. The application for
service is taken from the General File and put into
the patron folder. All other contents of thase two
files, such as mailing envelopes, leiters, or note:,
are discarded. ; The patron folder is then filed in
the section of the Cancelled File for this year. As
in the other files, the folders are in alphabetical
order by patron last name. Institutions are interfiled.

_ In April and ‘September_ when you take -the
count for active readers, you will ‘include the’
patrons whose folders are in this year's secticn
(6.1). When you have completed the count, you
will move each section back one, create a new first
section for the coming year and discard the folders
in year five.

2.1E In File

Purpose: . To serve as the girculation and inventory control
for the circulation system; to act as a file for
reserved books.

Equipment: Card- trays (available from library suppliers) which
will hold one'card for each container in the
library's collection.

National Library Service _ _ ' 10
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2.1 Continued

Contents:

Organization:

Maintenance:

-and use is in 2.2 In File.

The In File is composed of one NLS-produced book-
card for each container in the library's collection
and reserve cards for books unavailable for
circulation,

A detailed description of the In File organization

Use of the In File for
reserves is in 4.5,

The In File will be continually expanded as new
titles are processed and added to the collection.
The In File will be weeded when the collection is
weeded. '

2.1F Subject File of New Books

Purpose:

Equipment:

Contents:

Organization:

Maintenance:

>
- o
. *

‘the cards added in the previous 3 months.

To serve as a temporary aid to book selection by
subject until the NLS microfiche is updated.

Card trays such as the trays used for the In File.
One or more NLS bookcards for each new title in
the collection depending upon the number of subject

headings assigned to each title.

The bookcards are f11ed in alphabetical order by

~the first word of the subject.heading.

When new titles are processed the librarian will

-assign each title one or more.genéral subject

headings. It is most helpful if these subject
headings match those on the patron folder (Figure 3A).
These will be written on the top of the card above
the book number. The date the card is filed in the
Subject File of New Books is written in the upper
right corner. The cards are filed alphabetically by
subject heading. A sample card. appears below.

Once every 3.-months or sc¢ as the NLS microfiche is
updated, the Subject File should be weeded of all
This
should be most of the cards but for very recently
issued titles, you should do a spot check of the
microfiche to see if the titles are in the microfiche
catalog. The bookcards that have been weeded

should be added to the Extra Bookcard File.

National Library Service , N 11
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2.1 Continued

Spowl':.; ste\mdg 7/0.}
RC 11351

Welcome, John

GRAND NATIONAL

Patterson, George Z cass.
47

Exciting novel about one of the
greatest and most famous horse races
in the world-the Grand National at Ain-
tree, England. Myles Aylward, a young
racing journalist in love with the
daughter of one of the world's
wealthiest men, finds his affair and
career threatened by a crooked trainer.
Some strong language. ‘

2.1G Pending Request File

Purpose:

Equipment:

Contents:

To maintain a record of books which have been
requested on interlibrary loan (ILL).

Two pieces of equipment are needed for this file
because the forms involved are two sizes. The
first is a recipe card-type file for 3%" x 5"
cards. The second is a file which will hold

5" x 8" sheets of paper. For either or both,
empty catalog card or shoe boxes may be used
since these are temporary files. '

The library file copy of NLS Forms LC 73-135
and LC 73-121D; a record. of requests for books
sent to American Printing House or Recording

for the Blind or other non-network sources. These

National Library Service

for the Blind and Physically Handicapped
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2.1 Continued

should be on 5" x 8" index cards with a book number,
if known, the author wund title, and the name of the
patron requesting the item.

Maintenance: These files are used to record an item requested on
ILL from any source in order that follow-up ¢an be
made to ensure the item has been sent. When an ILL
request is made, file the library copy of the LC
form or a 5" x 8" card on which you have written
the -book number, if applicable, the author, title,
and the name of the patron requesting the book.
These should be filed in the manner most suitable
to the library, i.e., by patron name, book number,
or date of request.

‘When you receive the copy of the LC form which
indicates the action taken in the request, pull the
library copy and discard if the request has been
filled or replace it with the action copy depending
upon the response to the request. When .a response
is received from a non-network source, pull the

card for that item and discard it if the request has
been filled or mark the card with:.the response t
the request. :

Approximately every 3 months the file should be
weeded for follow-up. If ne response te the request
has been received, contact the source to determine
the current status of the request.

See the Network Library Manual section on ILL for
further details. =

SR . 2.1H Shelf List File

Purpose: To maintain a record of all the titles and number of
' copies of each title in the library collection.

Equipment: Card trays such as those used for the In File.

Contents: One NLS  bookcard for each title in the library
collection.

Maintenance: When new titles are processed, one card for each
) new title is added to the shelf list for an inven-

tory record. The number of copies received is written
in the upper left corner of the card. The cards
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are filed in numerical order in the card trays. Two
files are maintained: one for recorded material (RC
and RD) ond one for braille.

When a copy of a book is discarded because of damage
or lack of use, or more copies are added, the number .
on the shelf list card should be changed to reflect
the actual number of copies in the collection.

2.1J Extra Bookcard File

Purpose: To store extra NLS bookcards.

Equipment: Boxes or card trays which will hold NLS bookcards.
Contents: All extra NLS bookcards not used for the In File,

Shelf List, or Subject File.

Maintenance: . After the cards have been added to the In File,
Shelf List, and Subject File, all of the remaining
cards- are filed in numerical orler in card trays or
boxes. The extra cards will be used to replace
lost or worn out cards. Keeping the extras in the
library makes replacement quick and easy. Those
which the library does not have can be requested
from NLS.

Mational Library Service " ; 14
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2.2 1In File

The In File contains:

- NLS-produced bookcards for each RC, RD, BR, and BRA container in
the collection

- Reserve cards for books on loan but wanted by another patron

The In File(s) is the key to circulation and inventory control in
the circulation system. It conssists of one bookcard for each
contaiver in your library's collection. The In File for recorded
materials is an integrated file; that is, RC and RD cards are
filed together for ease of book selection. A similar file is
maintained for braille collections. BR and BRA cards are not
interfiled with the recorded material in order to mini- ze the
size of the files. When you use either In File, you know. that if
there is a card in the file for a bcok, that book should be on
the shelf and available for circulation.

Setting Up the:In File

If your library is using this In File for the first time there are
several steps to set up the file. The ease with which the In File
can be set up will depend upon your current system and the availa-
bility of NLS bookcards in your library.

A. Inventory the library's collection by comparing the
shelf 1list or your current inventory list with the
containers on the shelves and justify the two. This
means you should check the number of copies and con- -
tainers your library originally received of each book
and be sure you still have the same number as is listed
on the shelflist card. Some copies may have been lost,
damaged, or weeded from the collection,

B. Check the number of copies of books in circulation if
your current system allows this to be done. This will
supplement the information in A. When you have completed
‘this you will have a count of the number of containers

—_— e in your collection plus the number of copies per title.
‘ The number of containers is the number of bookcards you
should have. The number of copies per title should be

entered on the shelflist card.
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C. You will need to have one NLS-produced card for each
container in your collection. Two cards usually
accompany each new book. The completion of this step
depends upon your current use of the bookcards and the
availability of extra cards in your library or at NLS in
the Materials Management Unit.

C.1 If you have kept one card in the container for
browsing purposes, the easiest way to set up the
In File is to remove these cards and use them for
the In File. This will not deprive the patron of
any information since the card is sent with the book
for circulation. If you pull these from containers
on the shelves, keep them in numerical order. This
will make step '"D" easier.

C.2 You may be able to create an In File if you have
kept any extra cards sent with the books. Use the
extra cards to create the In File and supplement
these with available cards from NLS or other libraries.

C.3 TIf you have never used the bookcards except for
scratch cards, you will have the most difficult time
creating an In File. You will need to rely on NLS
supplies or unused cards from other libraries. The
time involved to collect the cards will be extensive.
You can also create the cards you need using scratch
cards. '

The physical facilities of your library, that is, the
number of work stations and reader's advisors, size of the
book collection, number of copies you receive of each book,
and circulation per day will determine the number of In
Files you will need for recorded materials and braille.

An experienced reader advisor can circulate between 150-200
books per day* depending upon the number of individuals who
need special attention. The Standards also give guidance
on the number of staff needed per library. Each reader
advisor should have an In File at which to work.

* This is a ballpark figure based on observation in the libraries
visited as part of this study, circulation statistics compared

. to staff size, and discussions with regional librarians. It
should be used only as an estimate.
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» 2.2 Continued

D. When you have assembled one card for each container in your
collection, you are ready to file the cards. They should
be filed in standard card trays which are available from
library suppliers (Demco, Brodart, Gaylord, etc.). Deter-
mine the number of In Files you need and divide your
collection's copies accordingly. The cards for books
of which you have only one copy should be filed in one of
the In Files so the reader advisors do not have to search
all the In Files for those books.

E. Filing

a. File all cards consecutively in numerical order
from front (end closest to you) to back of the
tray.

b. All RC and RD cards are integrated in the same
file. For numbers which are both RC and RD,
file the RC cards first.

c. The cards for books which need more than one
container, and therefore more than one card,
should be filed in’ sets: all cards needed to
make a complete copy of the book should be
kept together. See Figure 2.2A. This shows
a card file with two copies of RC 11336 (A&B)
and how the cards should be filed.

d. Juvenile and adult and non—fiction and fiction
are all filed together in the In File.

e. The braille In File follows the same filing
procedures. It is especially important to keep:
the cards for all volumes of each book together
in the In File so a patron gets all the volumes
to make a complete copy.

Reserve Cards in the In File

The In File alsa contains cards for books that are in demand and
therefore, on reserve. These cards are made by a reader advisor
when a book is not available (see 4.5 Reserves). They have a wide
band of red at the top. After a card is made up according to
steps in 4.5, file. it in proper numerical order in the In File.

National Library Service \ Y
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FIGURE 2.2A FILING CARDS IN THE IN FILE:
BOOKS WITH MORE THAN ONE CARD

RC 11341

I
\ : RC 11340
«F RC 11339
o RC 11339
, 791
i Andrews, Ba,
X o, Re 11338
o FHEL RC 11338
. Toney, la HT F
N N RC 11337
A Ttalces the F
| M u b S RCIET
gcgzr?{iof%rlﬂ g "~ & Cormier, Robe RC 11336 B
whowereinve a ! I AN F
‘ 5 ] Stratton, John I RC 11336 A
¢ r - F
1 ueggélrlal?egsetaar Ir RC 11336 B
jsA mysterious p. |

remember if h
junior and sei

strong languag S L’ l .F RC 11336 A

Irving, Washington

THE COMPLETE TALES OF
WASHINGTON IRVING

in Two Containers ' 7 cass.
Part A Sides 1-16 - 47

Sorel, Guy and
George Backman

Sixty-one classic stories by Irving,
considered the father of the American
short story. He was the first inter-
nationally prominent American writer to
make a living solely by writing.
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2.2 Continued

Re-Filing Cards in the In File

When all daily book returns have been checked in.for a given day,
you will re-file the bookcards in the In File. Do this in the
following sequence:

A. Put cards in numerical order.

B. File cards in In File accofding'to Step E in Setting
Up the In File. '

C. As you re-file, check for returned books which have
reserve cards (red marking at the top) in their place
in the In File. If you find one, pull reserve card
and paper clip it to the returned bookcard.

D. Set the reserve card and bookcard aside. You will
pull the folder of the next person on the reserve
list when you fill patron requests (4.5 Reserves).

- for the Blind and Physically Handicapped
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2.3 Setting Up the Calendar
Register of Patrons

To set up the Calendar Register of Patrons you need the following:
~ Three ring binder

- 8%" x 11" sheets of paper (three-hole punched)

- Index sheets (heavy paper with a plastic index tab on the edge)
- Access to photocopy machine

The Calendar Register of Patrons is used in all libraries whether
or not the library has calendar patrons. The Calendar Register of
Patrons has several uses:

e. To rccord calendar patrons on the days they receive books

e To remind staff to follow-up on all new patrons 3 months
after service is started

e To indicate when service should be resumed for temporary
hold patrons :

e To indicate when service ends or should be followed up
for temporary patrons

e To record when deposit collections are to be rotated and
when a reminder letter is to be sent -

The Calendar Register is kept in a three~ring not:book. The
notebook is divided into two parts:

e Duay Register

® Date and Calendar Register

You create the original pages using the masters in Appendix 8.
The Calendar Register should be revised annually.

Setting Up the Day and Date Calendar Registers

The first step in setting up the Calendar Register is to photccopy
enough master pages for each day and date of the month. Depending
upon how many days a week your library is open this would be

«¥ 0,
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2.3 Continued

between 35 and 37 (one for each date in the month would be 30* pages
plus one for each day of the week you are open). If you have more
than 69 patrons on any one day or date you will need more than one
page for that day or date.

The next step is to set up one page for each work day that you are
open (Sunday through Saturday) and each day in the month (1 through
30). Record the day or date in the box in the lower right hand
corner of the page (Figure 2.3A).

Once you have prepared all the pages, you will write each patron's
name on the days or dates he or she receives books.

A. Pull the patron folders of calendar patrons.

B. Check line 9 for frequency of service. This will
tell you where to enter the patron's name, either
the day or date register.

C. Write the patron's last name on the days or dates he
or she receives service. If you have more than one
patron with the same last name, write the first
initial also.

For example, patrons who receive books every Tuesday
will be written on the ''Tuesday'" page (Figure 2.3A).
Patrons who receive books on the 1st and 15th of the
month will be recorded on ''date'" pages.

NOTE: The day register is for patrons who receive books every
week on the same day. For patrons who receive books
less frequently, choose the appropriate number of dates
which will satisfy the patron's wishes. In other words,
if a patron wants service every other week, choose two
dates which will generally fall within that time, such
as the 1st and the 15th.

D.  You can now put the pages in the notebcok. Put the day
register in front of the date register. Separate the
two with an index sheet.

NOTE: Patrons who do not specify a preference for type of
service should be set up as turnaround patrons. '

* For the Calendar Register all months have 30 days. This
eliminates having to do a lot of shifting for those patrons who
would receive books on the 31st one month and the 30th another.
February is still different but fill the patrons' requests for
the 29th on February 28th and for the 30th on March 1.

" 28&2-  National Library Service 21
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2.3 Continued

Setting Up the Calendar for
Follow-Up on Patron Service

The Calendar is used for follow-up on the various services and for
deposit collection scheduling. The Calendar is kept in the date
register, in the far right hand column or on an additional calendar
page if you have more than 15 follow-up patrons on any one date.

When a patron is registered for service you will enter his or her
name on the appropriate date for follow-up (3.1, 3.6). Other
patrons' names will be written on the calendar for various reasons.
You write the patron's name in the far right hand column. Put the
number of the month (use the codes in 4.3) the action will be

taken in front of the person's name. Enter the appropriate code to
indicate the reason the patron is orn the.calendar behind the
patron's name. The codes are:

FOL = Follow-up

TEM = Temporary patron follow-up

RES = Resume service (5.4)

DEP = Deposit collection letter (3.4; A3.12)

When you see a name with a code, you know that some action must be
taken that day for that patron.

A filled in calendar day could look like the one in Figure 2.3B.

There are 18 calendar patrons on this day and five entries which

may need some type of action. During the months indicated (2, 4, 6),
St. Vincents will receive the letter about deposit collection
(A3.12). On August 15, Patton wculd need follow-up (3.6). On
October 15, Harris would need follow-up, and Morris. a temporary:
patron, s! >uld be called to determine if he or she still needs the
service (3.6). On March 3, Veith resumes service after a temporary
hold.

NOTE: If a deposit collection receives books every month, write
"all" in the month column rather than every month code.

National Library Service | 22
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3. Establishing and Maintaining
Patron Records

This section describes the process of registering a patron for
service once the application for service is approved. It includes
procedures for establishing the patron records, adding the patron
to the mailing list system, and assigning machines. The initial
shipment of books and equipment is explained and a guide for an’
introductory telephone call is included. Follow-up on patron
service is explained. Procedures for cancellation of service are
also in this section. Figure 3A shows the front of the patro
folder and ore side of the interior. :

Deposit collections are treated as individual patrons except that
all deposit collections receive books on a calendar basis. This
keeps the deposit collections up-to-date and offers the library
better control over these collections. A regular schedule of
exchange is recommended in the procedures for deposit collections.

Individual libraries should examine the forms and procedures and
adapt them to local use. For example, a library may need to
indicate additional data on the address plate or to collect
additional statistics. All adaptations or changes should be
- documented and added to this Handbook in order 'to insure that
all staff members know and use the same procedures.

National Library Service .
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3.1 Continued

15. If the patron filled in the reading interests on the
the application, proceed with this step. If not,
when you call the patron to explain the service

. (3.5), ask about reading interests to complete
this item. :
In block 15 put an "x" by all reading interests
‘that the patron indicates.
Put an "x" in boxes for the restrictions on
what 'is selected if patron indicates these
preferences (no sex, violence, and so on).
If you know from the application or the telephone
interview, indicate the patron's preference for
Bible version, foreign langlhages, or narrator(s).
When complete, block 15 will look like the
example below:
15. Reading Interests
Fiction Mon-Fiction
__Bestsellers X Piographtes
Clacsics Wislory
XHistoric Hovels  — Travel
X Romancz __fcliglon’
 Vesterns —_Malure
X Mystertes __Politics
__Tamily stories . Sports
—_Mventyre __thwor
. Short Steries __hrallh (BMi)
—_Plays —_Husic
Poetry Bus iness
M " Cooking
__Sclence Fictior  — Psychalogy
_;::ul j"’::::.lltnuu‘n .
K Gothic Novels —Bestsellers
[x No explicit sex
CJ No violence
J No rough language
Reading Level
‘Bible version
Foreign Languages
Narrators
National Library Service o 31
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16. Any other information about the patron, such as
favorite authors or catalogs sent, can be
recorded in block 16, '"Remarks."

Write request only in block 16 if the patron wishes
to receive only books which he or she selects.

A folder completed to this point will look like
this:

FIGURE 3.1B  PARTIALLY COMPLETED PATRON FOLDER

8 TRETX TN NI CT O ety Tane (e z. Juvenite 4_Type of Service
RO

- - @D
SMITH, MRS. MARY A. 3 medie: (RD BR OR OT € MO

5  Date service initistad: ?'O ':‘:‘ &3 Cate cancalied: v . ad Reeson: ______  __ : [l I l[ | l | l | il !

4

18. Active Resder

es. :a;'y QE Snd th 16. Aemarks. 19. Mechins R scords (Optional
a ree i (chovia '
City, State 2ip code Wik Vie b

Sent Wik o) gotiic Wevds OsteSent  Dete Returned
v mm dd Yy own dd
Machine &
7. Handicsp: (BD vH PH AD or Accessory
L ] Phone Work{ | -
Home(ta) 21.5-N %2
9 Fraquency of Service:
10 Deteotsinn: £ #3 0%
Yy mm dd Date Started Date Concelled
M. Ses M @ . Magarines (Code) yy min dd yy mm dd
12, veteren: Yes T
13 Coumty: Washingbam —_—_— e e e —
14 Contact Parsan; Detwllanshy 2)-1234 () —_—— e ——
18 Mosdeng Intevanty —_——————
Pt Non Pcrpn - T T T e e ——
Boarsaters X togesies — e —— s —
W Ammomen B g
¥ e _— —_———— s —
¥ oty Sigmey :::: —
:::Tn:— :«nu'ﬁ
Savors vl -
e Conbemng — - —rae e a—
Srenns o Frrtenm Prvenningy
Ber® { navohre
fon X Otewn s T e m— e—
K Tatre evers
Phdanphy e ———— } S S— A—— g— —— S———n
'N..‘wﬂ- -_—
11 Ne stunes ————— . - — — — —
1 e saugh leaguge
Moatng wvet — — — s em— ——
B vareman
S erengn wenguogee
Nareser profmence
NOTE: Other numbered items are completed in later
procedures. -
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3.1 Continued

E. Write patron's name on calendar register (3.6) three (3)
months from today so follow-up can be done.

F. Line 18, '"Active Reader," has six sets of two boxes each
(12 boxes). Under the first set to the left, write the
last two digits of this year. Under the next set of
two boxes, write the last two digits of next year.
Complete the line by entering the subsequent years under
each set of boxes. You will have the last two digits
of this year and the next five years under the boxes. It
will look like this if you set up this folder in 1980:

I N |

L i1 11 i
80 81 82 83 84 85
18. Active Reader

You use this line when you count active readers for
statistics twice a year, in April and in October.

When you set up a new patron's file and send the first
books, you will mark one of the boxes for this year to
indicate that the patron is active {(received at least
one book) during the six months. If you set up a
patron between October 1 and March 31 put an "x" in the
first box. If the patron is set -up between April 1 and
September 30, put an 'x" in the second box. At the end
of the year there should be an "x" in only one box.

NOTE: When all the boxes are filled in, put a self-adhesive
label over line 18 and draw in lines to create new
boxes and write in the years. You will do this every
six years.

G. Put the original certified application in the general
folder.

H. File the general folder in alphabetical order by patron's
last name in the general file.

I. Count new readers for statistics.
J. 1If the patron has sent a list of requested books, record
these numbers on the inside of the patron folder according

to 4.1.

K. Proceed to 3.2 Comprehensive Mailing List System and
3.3 Machine Assignment.
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3.1 Continued
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Procedures Related to
Setting Up Patron Records

3.3 Machine Assignment

3.4 Deposit Col;ections

3.5 1Initial Shipment to Patron

3.2 Comprehensive Mailing List System
4.1 Recording Patron Requests

2.3 Setting Up the Calendar Register
4.4 Braille Circulation

Al Label System

2. Files

A6 Flow Diagrams

6. Statistics
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3.2 Comprehensive Mailing List System
and Magazine Subscriptions

To add patrons to the mailing list and to enter magazine subscrip-
tions, you need the following:

- Patron's application for magazines

- Patron folder e

- Comprehensive Mailing List System (CMLS) Handbook

Each patron is added to the NLS Comprehensive Mailing List System
when the patron is registered to receive service. ALl patrons are
added to the CMLS whether or not they receive magazines. To do
this, follow the instructions stated in the Comprehensive Mailing
List System (CMLS) Handbook.

Magazine subscriptions are also entered into the CMLS according to
the instructions in that manual.*

Your library may include the magazine requests on the application
for service. If it does not, the patron should be sent the appli-
cation your library uses. When it is returned, enter the
subscriptions.

A. Write the magazine title on the patrol folder in
block 17, including Talking Book Topics and Braille
Book Review.

B. Put publication code from CMLS in parentheses (page
171 in CMLS).

C. Write the date the subscriptic 1is entered using the
same year, month, and day codes used in line 5 (3.1).

If a patron receives Taiking Book Topics on flexible
disc, Music Journal and Science Digest, the folder
will look like this:

Magazine (Code) Date Started Date Cancelled
: - yy mm dd yy mm dd

TBT (TBT4) . 8¢ @4 . 93
Music Journal (MSJ4) sg @4 @3
Science Digest (SD11) 8¢ @4 @3

* At the time that the Manual Cireculation Handbook was prepared,
only TBT and BBER were in the CMLS. Eventually all magazines
will be in the systemn.
National Library Service 35
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The patron may receive the same magazine in different
formats. If so, write the title twice with the appro-
priate publication code.

D. Enter the titles of locally produced magazines which
the patron receives.

E. Count new magazine subscriptions for daily statistics.

Procedures Related to CMLS Handbook
and Magazine Subscriptions

3.4 Deposit Collections

6. Statistics
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. To assign machines to a patron you need the following:

- Patron folder

- Machine Inventory Manual: A Handbook of Procedures for Inventory
Control of Govermment Furmished Equipment (MIM)

A. Follow procedures in MIM for assignment and record keeping
for the machines.

NOTE:  Recording the machine record information on the patron
folder is optional since the MIM specifies files for
these records. .However, it is recommended that this
be done to provide a single access to all of the
patron's records.

B. Once a machine (or machines) has been assigned to the
patron, record the serial numbers for each machine in
block 19 on the patron folder. Enter the appropriate
prefix (TBM or CBM) and the serial number.

C. Record today's date under "Date Sent," using the same
year, month, and day from line 5 (3.1).

If the patron is assigned both a record player and a
cassette player on April 3, 1980 the folder will look

like this:
Machine Records
Date Sent Date Returned
yy mm dd yy mm dd
TBM# A-78 42 ' 80 @4 @3
CBM# C-78 92 89 P4 P93

& D. If the patron requests any accessories such as a pillow-
phone or headphones, record these in block 19.
Record date sent as above. No serial number for an
accessory Is necessary; just enter its name.
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3.3 Continued

The folder will look like this if the patron received
a pillowphone:

Pillowphone 8¢ P4 93

Be sure you have completed procedures in the MIM.

E. Count the machines assigned for daily statistics.

NOTE: This section does not apply to regional libraries which
are not machine lending agencies. These libraries should
develop formal channels of communication and procedures
to accommodate the local requirements and add the
procedures to this Handbook.
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3.4 Deposit Collections

!

To set up a deposit collection you need the following:

- Application for service from the institution

Blank patron folder

Label maker*

- Blank manila folder

Deposit collections are small collections of books that your
library provides to institutions such as nursing homes or hospitals.
The books are circulated within the institution and the collection
is exchanged regularly for new books. For individual patrons who
live -in nursing homes or other group residences; foilow procedures
for individuals (3.1).

Folders for deposit collections are set up the same way as for
individuals except for some minor differences (3.1).

The numbers in this procedure refer to the numbered items on
the patron folder.

A. Type the institution name on two self-adhesive file
labels. Skip several spaces to the right and put an
institution code on the same line. Institution codes
are:

LIB = Public libraries {not subregionals)
BPH = Schools for blind and physically handicapped
PPS = Public or private schools (elementary and secondary)

HOS = Hospitals
NHO = Nursing homes
OTH = Other

B. Attach one label to the blank folder for the general
file and one label to the patron folder. Follow
step B in 3.1.

C. Set aside blank folder until the completion of the other
steps in this procedure.

F 3 oo -

This system recommends that the library use a label-addressing
system which makes plastic credit card-type master plates. For
recommended systems, see Al. ‘ '
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3.4 Continued

l

D. Fill in the rest of the information on the patron folder.
Follow the steps in 3.1 to complete each of the numbered
items.

1. Place file label here.

2. Circle adult or juvenile, or both, on item 2
Jepending on the age of the residents of the
institution.

3. Circle the format code for each type of
material the collection receives. Codes are
in 3.1, line 3.

4. Circle "C". All institutions will get new
- books on a calendar basis.

E. Make a master plate with name and address of the insti-
tution with code C for calendar (3.1, line 6). Attach
in block marked 6 according to ‘the manufacturer's
instructions, or using double-faced type.

F. Fill in lines 6 - 14. These are completed the same way
for institutions as for individuals (3.1, lines 6 - 14).

G. Add institution to Comprehensive Mziling List according
to CMLS Handbook (3.2).

H. Record magazines and publications codes in block 17.
Follow CMLS Handbook to enter magazine subscriptions,
inciuding Talking Book Topies and Braille Book Review.

I. Assign machines according to Machine Inventory Manual
(3.3). Record machine numbers and accessories in block 19
on folder (3.3 - optional).

J. Enter the institution's name on the calendar patron
register (2.3) in two places: the date the next ship-
ment is due to be sent and a date two weeks before the
shipment is due to be returned to the library.

K. Put an "x" in the appropriate box on line 18 to indicate
an active collection (3.1).

L. Put applications in general file; file in Correspondence File.

M. Count new deposit collections for statistics.
. Proceed to 3.2 Comprehensive Mailing [ist System and
© 3.3 Machine Assignment.
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3.4 Continued

Circulation to Deposit Collections

A. Two weeks before the collection is scheduled for an ex-
change of books, send Letter A3.12 to deposit collections
to alert them to the need to return the books for
exchange.

B. Follow book selection procedure (4.6) on the day books
are to be sent to the institution.

C. Record book numbers and dates as in 4.3 Book Check
Out.

NOTE: In some cases, a staff member from the institution will
select the books at the library so no mailing labels are
needed. In other cases, a library staff member will
deliver the books and change the collection.

Procedures Related to Deposit Collections

3.1 Setting Up Patron Records

3.3 Machine Assignment

w
[\8]

Comprehensive Mailing List System
6. Statistics

3.5 1Initial Shipment

2.3 . Setfing Up Calendar Register

4.4 Braille Circulation

4.1 Recordiné Patron Requests
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3.5 1Initial Shipment to'PatrQn/'
Telephone Guide

To send the initial shipment of books and equipment, you need the
following: _

- Patron folder with telephone number

TB and/or CB machine

Catalogs (locally produced or NLS), subject bibliographies, etc.
- Welcome letter (A3.2)

- Talking books and/or cassette books and/or braille bocks

Once a patron folder is set up for a new reader and a machine(s)
assigned, a selection of books will be sent along with the machine
so that the patron can begin to use the service immediately.

All new patrons should be telephoned so that you can explain the
details of the service ‘and answer any questions the patron might
have as recommended in the Standurds. The time to do this is after
the patron folder is set up and before the initial shipment of
books is sent. This will enable you to complete the information

on the patron folder and ask the patron preferences for book titles
to be sent in the;first shipment. The following topics should be
discussed in the conversation:

® Details of patron service such -5 number of books
per shipmént and type and frequency of service the
patron selected

s

e Reading.interests

...® Method of delivery of first shipment of books and
machines (mail or personal delivery)

® Any information needed to complete the patron folder

e The importance of each person sending in book requests

o Details of the program, such as reading at least one
bock a year to be eligible

® The need to indicate the five '"most wanted' books
on the order (TBT/BBR) forms or other request lists.

e If a patron should contact another agency (e.g..
machine lending agency) for particular prcblems,
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3.5 Continued

when you make the telephdhe call you should have the patron's
folder in front of you. This will help you to include all the
points in the conversation. You should also have the telephone
checklist (Figure 3.5A) to record any patron questions or reading

preferences. When you complete the call, follow-up on questions
and then file the sheet in the General Fiie.
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3.5 Continued

FIGURE 3.5A  TFLEPHONE CHECKLIST

CHECK OFF EACH QUESTION AFTER IT HAS DEEN ASKED

(1) NWe would like to confirm that you wish t~ receive of books every

inuﬂ:eri (frequgpcyi

(2) what topics or types of books do you especial., like to read?

(3) We plan to deliver your books and machines the first time. Will that

(how) ‘ -
be suitable to you? After the first shipment, everything will be sent by wail.

(4) I would like to complete our records. (Ask any items you need for patron folder.)

(5) It's important that you send a book request so you get what you want to read. There are forms

for this TBT and BBR. If you would circle the five you want to receive first it will help us.

(6) Let me explain the details of the program to you. (Briefly outline the one book per year

requirenents, etc.).

(7) 1If you need a new machine or needle, pleas;e call at .
(Library or Agency) (Phone Number)

(8) Do you have any questions?

; National Library Service ~ 44
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3.5 Continued

A. Depending upon type of service (T, C, or BOD) that the
patron receives and the number of books the patron
will receive each time, select books to send with the
machines. If possible, send the books or subjects
the patron indicated in the telephone convercation, °
otherwise follow the procedures in 4.6 Book Selection.

B. Follow check-out procedures (4.3).

C. Select NLS or locally produced catalogs and subject bibli-
ographies from those you have ‘available which meet the read-
ing interests indicated in block 15. Put the catalogs in a
mailing envelope. You should also send recent issues
of TBT:>and BBR as appropriate.

D. Prepare address labels for each machine box -and envelope
of catalogs. ‘ |

E. Prepare welcome letter (A3.2).

F. Attach cne address label to machine box(es) and follow
other procedures for mailing machine(s).

G. Attach mailing label with patron's address to mailing
envelope.

H. Mail all Stems, machine(s), books and catalogs, and the
letter on the same day.

. NOTE: Some network libraries use volunteers or staff members
to deliver machines. If this is the case, all materials
(books, catalogs, and welcome letter) should be delivered
when the machine is delivered.

NOTE: Libraries which are not machine agencies should coordi-
nate whe mailing/delivery dates of the materials and
equipment with the machine lending agency. The areas
of responsibility of each agency should be explained in
the telephone conversation with the patron. Procedures
for the coordination should be added to this Handbook.

Procedures Related to the Initial Shipment
= of Books and Equipment to the -Patron

4.3 Book Check-0ut
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3.6 Follow-Up on Patron Service/
Inactive Readers

To follow-up on patron service vou need the feliowing:

Patron folder

Calendar Register of Patrons

Letters A3.9 and A3.10

3

Telephone

All new patrons and those with changes in service should be con-
tacted to be sure that they understand the service, are happy with
the way they receive books, and that, in general, the service is
going well. [Inactive readers should be contacted to inquire about
continued service or return of machines. a

Follow-up is a daily activity.

A. When a patron was registered for the service (3.1) you
wrote his or her name in the Calendar Register thrée
months from that day. This was to make follow-up
easier and consistent for all patrors. Every-day when you
check the Calendar Register for calendar patrons, you
will also check the calendar page for this month and

today's date for names with various codes after them
(2.3): -

FCL = Follow-up

TEM = Temporary patron follow-up
RES = Resume service (5.4)
DEP = Deposit collection letter (3.4; A3.12)

B. Pull patron folders of those names on the calendar marked
FOL. Check the patron fclder to determine if any of the
following have happened:

e The original books have been returned
e Other books have been ordered or sent
® Books are returned regularly
C. If no books have been retu-ned or if no new ones sent,

call the patron to see if there is a problem or if the
patron wishes to continue service.
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3.6 Continued

C. If you can't reach the patron by telephone, send the
appropriate letter (A3.9).

E. 1If patron wishes to cancel the service, follow pro-
cedures in 3.7.

F. Pull folders of patrons marked TEM. These patrons should
be called to determine if they ¢till need the service. If
50, they should become regular patrons. Create a general
file folder for this patron (2.1B) and put application in it
and file the folder.

G. Pull.folders of patrons marked RES. Call patrons to
verify that service should be resumed that day. If not,
put name marked RES on the calendar on the new day to
resume, or three menths ahead to re-check.
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3.7 Cancellation of Patron SerQice

To cancel a patron's service you need the following:
- Patron folder

Statistics sheets

Machine Inventory Manual

CMLS Haridbook

You will cancel patron's service if the patron is inactive, deceased,
or doesn't wish to receive the service any longer.

A. Pull patron folder.

B. Check to see if all of the books have been returned.
Check patron card file to see if machines and
accessories have been returned.

C. Try to telephone the patron (or the contact person if
patron is daceased) to ask that the books and machines
be. returned. If you can't reach the patron by telephone,
send a letter asking for return of materials and
equipment (A3.11).

D. Follow procedures in Machine Inventory Manual for recording
machine return.

E. Follow procedures in. the CMLS Handbook to remove patron
from mailing list and magazine subscription lists.

F. Pull original application and any correspondence from
general file. Put the application 'inside patron folder if
the patron is inactive. Discard any correspondence, enve-
lopes, or other.material in the folder. If the patroh is
deceased, discard the patron folder and general f11e
contents.

G. Write today's date on line 5 next to "Service Cancelled."
Use the codes in 3.1. If you know the reason, enter it
in line 5,

H. File the inactive patron's folder with the application in
the Cancelled File (2.1D) in the current year. Discard
or recycle the general file.

I. Record cancelled readers on the Daily Statistics Sheet,
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3.8 Magazines - Cancel Subscription

To cancel magazine subscriptions you need:
- Patron folder
- CMLS Handbook
A. Follow procedures in the CMLS Handbook to cancel a
subscription.
. B. Record the date the magazine éubscription is cancelled
in block 17 on the patron folder using same year, month,

and day codes as in line 6 (3.1).

If Science Digest is cancelled on July 9, 1981, it
will look like this on the patron folder:

Date Stérted " Date Cancelled
Magazines (Code) yy mm dd yy mm dd

78T (TBT4) 89 p4  p3
Music Jourmal (MSJ4) 89 P4  -p3
Seienee Digest (SD11) 89 P4 P3 81 97 99

C. Count cancelled subscriptions for statistics.
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4. Book Circulation and
Collection Maintenance

The procedures for distribution and control of the materials are in
this section. These involve the check-in and check-out procedures,
book selection, reserves, damage check and weeding, as well as
procedures related to the smooth operation of the system such as
the recording of patron requests and communication.

It is recommended that a daily order of work be established and
adhered to in order to maintain an efficient system. The order

will depend on several local conditions such as when the mail is
picked up and delivered. Many activities will take place simultane-
ously depending upon the number of staff members and each staff
member's responsibilities. A suggested order of activities follows.
It assumes a morning mail delivery.

- !

1. Incoming mail separated by RC, RD, and BR containers.
2. Check for damage.,; /
3. Apply weeding sticker. - .

4. Re-shelve book?. -/

i /

5. Send bookcards in envelopes to regder advisors.

/

/

6. Check-in books.
7. Re-file cards in the In File.
8. Fill reserves from books returned.

9. Complete book selection and check-out for turnaround
patrons.

10. Check Calendar Register for today's patrons and follow-
up.

11. Complete book selection and check-out for calendar
patrons. Do folldw-up. '
L
*12. Count bookcards in envelopes for circulation statistics.

13. Send bookcards in envelopes to stock clerks for retrieval
and mailing. :

Other activities which may occur on a daily basis, such as establish-
ing or changing patron records, follow-up, and transfer, should be
included in the daily schedule so that they are completed regularly.
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4.1, Recording -Patron Requests

To record patron requests you need the following:

- Patron folder

- List of requests from Talking Book Topzcs, Bratlle Book Review,
or other source sent or telephoned in by patron

- Red pen

There are two kinds of requests that your library can receive:

1. A request that can be filled any time the book is
available

2. A request the patron wants as soon as possible

Patrons should be encouraged to request specific books using TBT,

BBR, catalogs, or other sources. In addition, the patrons should
be encouraged to indicate the five books which should be Sent as

soon as possible. The patrons should be asked to circle the book
number on the order form.

Both types of requests are recorded in the same way with one

difference. The req ests are recorded on the inside of the
folder in the section that looks like this:

In Out #

| 01
1 , | 02 °

You are concerned only with the column labeled # when you record a
request.

- o /

Regular Requests

Requests will come to you in many different ways, includiné over
the telephone. For this example, we will say that the request
came in on a 7TBT order form that looked like this:
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4.1 Continued

Adult Adult

Nonfiction Nonfiction
OO RD 11990 O RC 10981
O RD 12026 { RC 11406
24 RD 12032 O RC 11421
0O RD 12033 0O RC 11448
% RD 13001 O RC 11450

- (& RD 13002) )g[RC 11506

You will record a patron request in the folder using part of the
RD and RC number and a code for patron request. This code is
P = patron request.

To record RD 12¢G32 you will write the following in the column
labeled # on the 1i = labeled 32:

P Patron request

D Recorded disc , .

12¢  All numbers of the book number except the last
two numters; these are already printed on the
form at the right margin.

To record RC 1140%6 you will write the following in the column
labeled # on the line labeled 06:

P = Patron request
C = Cassette book
114 =

All numbers of the book number except the last -
two. .

This patron requested two books with book numbers that end in

06. Record the first request in the celumn labeled # that is
farthest to the right. Record the next request in the next column
to the left, labeled #. '

When all of this patron's requests are recordad, the folder will
look like this: ‘
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4.1 Continued

In Out # In Out # In OQut #

P 130} 01
PD130] 02
03
04
05
PClry | 06

e | =

-

— 4+ 4= |=—] =] —
— | —] — ~—{ =4 -~

PLIS

31

PA/I2C] 32
33
34

35

il el il B

- 4+ 4 |
N W S A .

NOTE: Braille requests are recorded the same way using BR
to indicate braille and BA to indicate limited
production braille. .You will have a separate folder
for braille patrons (4.4).

Requests to be Filled
as Soon as Possible

If this patron has indicated on the TBT or BBR form by circling the
book number or another way that he .or she wanted to receive RD 13002
as soon as possible, you will circle it in red. When a person
sending books. to this patron sees a red-circled book, he or

she will know ‘to send that book first, or as soon as it is
available. (See 4.5 Reserves and in 5.1 Interlibrary Loan.)

This is a request wanted as soon as possible, RD 13002. It looks
like this on the folder: -
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, 4.1 Continued

R
In Out % In Out # In Out #
I I | PD/30| 01
| | [ Fb13C) 02
I | | ‘ 03
. l l 04
r ; , ' 05
b | PCIS | Pcli¥ | 06
. T l | 31
] | I Ph/2c| 32
| | | 33
| ] | 34
] | I 35

If books are selected in advance or at.‘the time of check-out by
someone other than the patron, for instance by the librarian or
reader advisor in your library, no code is needed:

NOTE: This form is designed for NLS numbered material but it
can be used for any material that has a number code.
Use the foriz the same way to record patron request but
add a prefix to differentiate it from NLS material. For
example, MSL - 935 is a Michigan-produced cassette. On
the form it-would look like this:
In Out # In_ Out # In Out &
[ - - i ' 01
‘ [ [ ! 02
lr | ] 03 B
i \ ~ 04
I I ; 05
l 1 i |06
I I I 31
[ [ [ 32
: | I [ 33
L 1 L 34
) i ) PMSL 7 35
Be sure that each reader advisor knows and uses the
same prefix. '
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4.1A Supplement to Patron Folder

To add supplemental sheets to. the patron folder you need the
following: v

- Patron folder
- Extra sheets of numbers (Appendix 8)

- Transparent tape

Many libraries have very active readers who continually request
and/or receive many books. For these patrons it -will be necessary

to have additional sheets to record the requests and the books
sent, '

A. When one line is filled up, select the supplemental
sheet with that number printed on it (master in Appendix 8).

B. Attach it with the transparent tape on the inside
of the patron folder at the spine of the folder.
This will create a '"book" effect with various
pages of lined sheets with the numbers on them.

C. As the sheets and folder are filled, continue to
add supplemental sheets but keep the numbers in
proper chronological order for easier reference.

NOTE:  When you are establishing this system it is not
necessary to transfer a patron's entire reading
history to the new folder. This would be too time
consuming. Instead, if your system allows you to
identify recently sent in requests or reader

. ' , advisor selections, record these and concentrate

‘ on sending these and recording new requestz. If
your system doesn't ailow this, you will need to
keep the old patron records as reading histories.

If possible, these should be kept inside the patron

folder.

et - D .
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4.2 Book Check-In

-

To check in returned books you need the following:
- Envelones and bookcards from the returned books

- Patron folders

All books are checked in using the same steps regardless of the
type of service the patron receives (turnaround, calendar, or
request only). As you check in the books, you will separate patron
folders by type of service before you check out any new books.

NOTE: This procedure appears before check-out in the manual
since it would be done daily before any books are
checked out.

Before you begin this procedure, you should have received the book-
cards in the envelopes from the books returned that day. Stock
‘clerks will pull the envelepes when the mail is delivered and send
the cards to the reader advisors.

A. Put all envelopes with bookcards in alphabetical order
by patron last name. Each reader advisor will have the

envelopes of the patrons for whom he or she selects books.

B. Pull each patron folder for which you have an envalope.

MOTE: In libraries with a great many readers, you may wish to |

do the check-in/check-out procedures in groups, that -is,
do the first fifty envelopes, then the next fifty, and
so on, so you don't have large piles of folders sitting
on your desk. You would check the books in, complete
check-out procedures for those patrons, re-file the
folders, and then do the next group of fifty.

C. Pull the bookcardfpart of the way out of the envelope
s0 you can read the book number. This 1is so the book-

card doesn't get separated from its proper envelope
(Figure 4.2A).

D. Read the book number and scan the folder for the entry
on the folder. Remember, you need to find the last two
numbers printed in the column on the right, then read
to the left to find the remaining numbers which were
written in the folder when the book was checked out.

In this example, ''D93" would have been entered in the
folder on line labelled 43. -
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4.2 .Continued

FIGURE 4.2A BOOKCARD AND ENVELOPE

mw

D =

f ©

Y-

2
-
[ F%]

E. Write today's date in the column labeled 'In." Put
the month first, then day, and then the last two digits
of the year. Due to the limited space, do not put §'s
in front of the single digit months or days. The codes

are:
Jan 1 July 7
Feb 2 Aug 8
Mar 3 . Sept 9
Apr 4 Oct 10
May 5 Nov 11
6 Dec 12 e

June

When you have checked in RD 9344 and RD 13001 on June 4,
1980, the form will look l*ke this:

National Library Service 57
for the Blind and Physically Handicapped NERY -
: / /

ERIC

g ' /
s



Manual Circulation Handbook _ _
%

.4.2 Continued

In Out # In Out # In Out #

«/5/80\3/12/80l70/,3¢ | 01
\Bs130] 02

03

04

| 05

| 70(//1/—] 05
2740 40
4170 -1

r2

. 43
i el o7 |44

3 When you have checked in all the books‘for that patron,
pull the cards out of the envelopes. Put the bookcards
aside to be re-filed.

F. Check the type of service the patron receives. This is
on the folder on line 4 and also coded next to the name
on the envelope (3.1). If this is a calendar patron,
check line 9 "Frequency of Service" to determine if the
person gets books today. If not, put the returned
envelopes into the folder. Put the folder aside, to be
re-filed when the check-in of all materiais is ccmplete.

G. If the patron is a turnaround patron, you also put the
envelopes into the folder but put the folder aside.. Book

selection after all materials are checked in for today
in (4.3).

NOTE: Do not add envelopes returned by turnaround patrons to
the rubber-banded bundles. You will need to know how
many were returned today in 4.3 Book Check=0Out.

H. If the patron is a books on demand patron, put the envelopes
in the bundles in the folder. Put the folder aside to
be re-filed.

[. Re-file bookcards according to 2.2.

J. Re-file folders of calendar and books on demand patrons
who don't receive books today.
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4.3 Book Chéck-Out

To check but books you need the following:
- Patron folders

- Mailing enveiopes

- Calendar Register of Patrons

~

All books are checked out using the same steps regardless of the
type of service the patron receives (turnaround, calendar, or
books on demand). However, because the frequency with which a
patron receives books differs, the first part of this section
discusses when to send books to the three types of patrons.

Steps for checking out books are in the second part of the section.

Part 1. When to Check Out Books

You are ready to check out books if:
® All the books returned fbdayfhavc been checked in (4.2)

® All bookcards have been re-filed in the In File (2.2)

NOTE: Books for turnaround patrons should be selected first
since you already have pulled the patron folders for
these people out of the file.

Turnaround Patrons

A. The.turnaround patron receives one book for each book .
returned. You will know to send a book to a turnaround
patron if he or she returned a book:that day. The
number of envelopes in the folder, not in the rubber
banded bundle, determines the number of books to be sent.

B. Follow steps for book check-out.

National Library Service

e 59
for the Blind and Physically Handicapped S




Mauaual Circulation Handbook
M

4.3 Continued

X S AT
REEETISA SA

4]

Calendar Patrons

Calendar patrons receive a pre-determined number of books the same
day(s) or date(s) esch month. The number of books per shipment and
the times the books are sent are determined when the patron's
application {:r service is processed (3.1, 3.2, 3.5).

A. Check the Calendar Register of Patrons for today's list
of persons who will receive books (2.3 Setting Up the
Calendar Register of Patrons). You will check on two
pages--the date and the day. If today is Monday, June 3,
then you would check Monday and the page for the 9th.

NOTE: On Mondays you will check the two previous dates as
well as today's date if your library is closed on
Saturday and/or Sunday. Those patrons who would have
received books on June 8, for example, will receive
them on Monday, June 9 because June 8 is a Sunday.

The pages took like this:
Figure 4.3A Day Register

Figure 4.3B Date Register

B. Pull patron folders for each patron who will receive
books today. i '

C. Follow steps for book check-out

Books on Demand

A. Some patrons prefer to receive books only when they
request them and not on a regular schedule. When you
receive a request for books from this patron, pull the
patron folder.- '

NOTE: Do not confuse books on demand patrons with those patrons
who receive books on a regular basis but only }looks
he or she selects. These patrons are called 'request
only" and this is onm the patron folder in Block 16.

B. Follow steps to check out books.
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4.3 Continued

Steps to Check,Out Books

A. Select from the patron requests that are written in
the folder. Select red-circled books ‘first, if
possibie, since these are the books that the patron
asked to be sent as soon as possible.

If there are no outstanding requests or the books
requested are not available, select books for the
patron (4.6) unless this person is a "request only"
patron..

B. Record the book number and format code (D or C) in the
column marked # on the line which has the last two digits
of the number of the title you select. Do this for
each book you select, just as you do when recording a
patron request (4.1).

C. Pull the bookcard of each book you have chosen from
the In File.

D. Insert the bookcard into the mailing envelope.
E. Record today's date in the column labeled "Out" in the

folder. Put the month first, then day, then the last
two digits of the year. Use the following codes:

Jan 1 July 7
Feb 2 Aug 8
Mar 3 Sept 9
Apr 4 Oct 10
May 5 Nov 11
June 6 Dec 12

Due to space limitations on the folder, do not use the
@'s in front of the single numbers.

When check-out is complete the form will look like
this:

RD 14031 and RD 12032 were checked in 4/%/80

RC 13001 and RC 11406 were checked out 6/4/80

oy
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4.3 Continued

LN . _ ]
In Out * In Qut # In Out #
’ L l¢/4/k0] Ac/30] 01
| . | 274/ | . |pprac] 02
| L I ] 03
s ! ! 04
X 1 ; 0$
I T (&/7/5c\PCiY ) 06
J | \PCeadisfah0 1/6/5ci D 7%0] 31
! | 8/3/801247/%012/20 | 32
| K X 34
i ! ! 35
F. Separate the RC and RD bookcards (in the envelopes) into
two stacks, RC in one and RD in the other.
G. Put the bookcards in numerical order.
H. Count the R{ saa it rookcards and record the numbers on
Daily Statisvics Tully Sheet (Figure 6.ZA).
I. Send book: .rd and =:.velopes to book stacks for retrieval.
NOTE: The first < ime wan check out a book to a patrom in a ‘
new statisiicsl periad, put an "»" in the appropriate
! box on liie 1& of the patron folder. Put it in the l
E first box iur B¢y-ber 1 through March 30 and in the |
| zecond box fwv Ayril 1 through September 30. I
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4.4 Braille Circulation
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To ciruclate book:s ‘or pitrons who request braille books, you need:
- Patron folder

- Application for zervice

Requests from pawvvrons

Mailing labsls

Libraries in the network w4iich have br ille book collections circu-
late these materials to gxirons the same way that recorded materials
are circulated., The libhr: ey has an In File of the bookcards for

the brailic material wihach is set up and used the same way as the

In File for recorded mezevial (2.2). Patrons who receive

braille and recorded hwoks have two folders, one to record EC and
RD information and one for braille. Both are filed in the active
patron file.

A. T sei up a braille patron folder, follow the procedures
in 3.1, Circle BR on line 3.

B. Hecord requests from BBR, catalogs, or other sources
wh inside of the patron folder. This is the same
procedure as in 4.1 except for the format code. The
format codes are BA for NLS handcopied braille and
BR for press braille.

ecord a patron request for Reunion (BR 3745) as follows:

P = Patron request
BR = Press braille
37 = All numbers of the book number except the last

two which are printed on the folder

A patron request for Drugs and Youth: Medical, Psychiatrie,
sand Legal Facts (BRA 14146) is recorded as follows:

P = Patron request

BA = NLS handcopied braille

141 = All numbers of the book number except the last
two which are printed on the folder
National Library Service - 65
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4.4 Continued

When these titles are recorded the patron folder will
look like this:

in Out #

44
FhAR37 | 45
PBAIYy 1| 46

L e o

NOTE: The BR and BA codes are for NLS material but this system
will work for any numerical code used as a book number.
For locally produced materials, determine a two letter
code and use it when recording the book numbers. Be
sure everyone knows and uses the same code for the
books.

C. -All procedures for establishing a new patron and setting
up the service are the same as for patrons receiving
recorded material except no machines are assigned.

D. Follow check-out procedures in 4.3 to select and record
books for these patrons. All the steps are the same
as for recorded materials -for each type of service a
patron receives. .

Procedures Related to Braille Circulation

3.1 Set@éng Up Patron Records

w
~

Comprehensive Mailing List System
3.5 [Initial Shipment to Patron,

3.6 Follow-Up on Patren Service

4.2 Book Check-In

4.3 Book Check-Out

6. Statistics
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4.5 Reserves

To place book on reserve you need the following:

- Patron folder
- Blank circulation cards (available from library suppliers)

- Plastic card sleeves with red stripe across the top (available
from library suppliers)

There are times when several patrons may request the same book and
the library doesn't have enough copies for everyone. When this

happens, you can place a "reserve' or hold on the book so each
patron who requested it will receive it in turn.

When to put a book on reserve:

e If you receive requests for books that are not yet
available from NLS but soon will be

e If a patron has red-circled books as requested in the
folder and these are not in for circulation

.® If there are not enough requests to fill the patron's
usual order of books

How to put a book on reserve:

A. On top of a blank circulation card write the RD, RC, or
’ braille number. Under it write the title and author of
the book.

B. Write the name of the patron for whom the reserve is
being placed.

C. Write today's date next to the patron's name.

D. Put a plastic sleeve over the card with the stripe at the
top. This will make it easy to see the card when it is
in the file.

E. File the bookcard in the proper numerical order in the
In File (either braille or recorded material depending
on-the card). :

| ;‘%} National Library Service 67
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4.5 Continued

F. . To put more patrons on this reserve list, write their
names and the date added to the list under the ones
already there.

FIGURE 4.5A RESERVE CARD

fcz:'s "
He oot (
ym%amwt

DATE ISSUER TO SENT
i-— E—-E‘! o )
S-9-801 (ot Lxguuzm/ :

)ﬂ;v’m/

NOTE: If there are five names on the card or the first person
has been on the waiting list for 4 weeks, the book should
be requested on interlibrary loan (5.1). Each reader
advisor should review all the cards in his or her In File
once every 4 weeks to find books to be requested on ILL.
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4.5 Continued

lI

When you re-file bookcards from checked-in books (4.2),
you will find some of the books that are on rese- :,

G. When you fill a reserve you will usually send the book to
the person who is first on the list (see second "NGTE" below) .

Send the book to him or her following check-out procedures
(4.3).

H. If there are other patrons waiting for this book, write
today's date after the patron's name on the card. Re-file
it in the In File in numerical order. If there is only one
name or this patron is last on the list, throw away the card.

A reserve card for a book which has been sent to the first
person on the list will look like this:

FIGURE 4.5B  RESERVE CARD WITH FILLED REQUEST

He Laot
ine s

DATE ISSUED TC SENT
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4.5 Continued

You should check reserves once a week so patrons don't
wait longer than the 4 weeks.

NOTE: It is recommended that books that are on reserve have a
card enclosed in the container which urges the reader to
read the book quickly and return. A sample card is in A3.7

[. Go through In File and check all reserve cards. You
will recognize them by the red stripe on the plastic
. sleeve on the top of the card.

J. Check the date the first person was put on reserve and
’ the number of people on the list. If it was 4 weeks
ago, or more than five people are waiting, request the
book on ILL (5.1).

K. Books on reserve should be returned by patrons as quickly
as possible. You should check the date other patrons were
sent the book. If a person has had the book 4 weeks
or more, send reserve recall notice (A3.6).

NOTE: The purpose of a reserve list is to keep popular books
in circulation and to insure that everyone gets a turn.
If you discover that the person who is first on the
reserve list fer a particular book already has many books
out or hasn't returned any recently, go to the next
person on the list. This is particularly appropriate if
the person who is next on the list is not due to receive
books for a while,

Procedures Related to Reserves

[
(3]

In File
4.2 Book Check-In
4.3 Book Check-Out

5.2 OQverdues
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4,6 Book Selection

To select books you need the following:
- Patron folder

- NLS microfiche

- NLS éorm LC 73-135 (Figure 5.1B)

- Catalogs of other agencies offering material for reuders

Patrons are encouraged to send iists of requests for books from
TBT, BBR, other catalogs, or any sources available to them.
However, some patrons will not do this or the requests are not
available.

Book Selection by Author, Title, or Subject
Requests That Are Part of NLS Collection

A. If patron has included the NLS book number, record it
as a request in patron folder (4.1). Follow check-out
precedures.

B. If the book number is not included, search the NLS
microfiche for the title. 1If it is availabi: from NLS,
record the book number on the patron folder (4.1) and
follow check-out procedures.

C. 1If a patron requests a particular subject, use the NLS
microfiche to search the subject area. Use the Subject
File of New Books (2.1F) for material issued since last
microfiche update. You should also ask the NLS Resources
Coordination Unit to check its files for other sources.

D. Check the list of NLS books in process to determine if
the title will be available soon.

E. If the book(s) is not available for circulation, place
the book on reserve (4.5) or request it on ILL (5.1).

S %E* " National Library Service ' : 71
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\4.6 Csr;inued

Book Selection of Requests That Are.
Not Available in the NLS Collection

A. If a book can't be found in the NLS mlcroflche catalog
or other sources for NLS-produced material, search the
catalogs of other agencies such as Recordlno frr the
Blind (RFB) and American Printing House (AP*: ‘o see if

-it is produced by another agency. .

NOTE:  Some patrons want only the boo%s which they +:;.est. In
these cases, do not select substitutes. If the requests.
are not available, put the books on reserve (4.5).

B. If the book is available, request it for the patron or
give the patron necessary ordering information.

(@]

If the book cannot be found in any print source your
library has, send form LC 73-135 for a title search to
the Network Services Section at NLS. The NSS will check

- to determine if another library or agency has produced .
the book or plans to produce .it. :

D. File the library copy of LC 73—135 (gold) in'the Pending
Request File (2.1G). This file should be used for fcllow-
up when the book's location is requested from NSS or
other sources.

E. If the book is not available in the requested format from
any source, the ilibrarian of the regional or subregional
library will decide if it will be locally produced or
an alternative selected.

NOTE: Patrons are encouraged to independently reques* materi-
“als from agencies such as RFB and APH once they have
received the necessary ordering 1nformat10n from the
network library. |

F. Call the.patron to tell him or her the status of the
request. If it'will be locally produced, tell the patron
the approximate length of productirn time. If it is nov
‘available and will not be produced, tell the patron.

National Library Service - | 7
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4.7 Book Retrieval

To retrieve the books from the stacks you need:

- Mailing envelopes with bookcards

A. Once all books are selected, the:bookcards wili be in
envelopes and ready to be sorted by the reader advisor.
Separate the bookcards in the envelopes into three
stacks, RD's, RC's, and BR's. Send to stock clerks.

B. The stock clerk puts bookca:ds in numerical order by
collection.

C. Take the book container from the shelf and insert
the envelope with the patron name show1ng in the slot
on the container. s
D. r’ag the containers accordlng to your post office
. 2quirements.

NOTE: This system recommends segregated shelving of RC, RD,
and braille containers because this utilizes the space
more efficiently. The containers are shelved in
numerical order from earliest numbers to latest
numbers by format.

National Library Service U | 73
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4.8 Damage Check

To check books for damage you need the following:
- Incoming mail
- Statistics sheet

- Weeding stickers (self-adhesive labels; see 4.9)

A. Separate RC containers from RD containers. Each
container will be opened and checked individually.

B. Open each RD container.

C. Count the discs and compare the title on each disc to
the title on the container; check for broken discs,
missing discs, bad scratches or other damage. If any
discs are missing or broken, set container aside.

If you find extra discs, set these asidz.

~D. Put discs of thc complete cets in proper readlng order
in the containe..

If you find a note or message from a patron in the
container, put it in the envelope with the bookcard.

E. Open each RC container.

F. Count the cassettes and compare the title on each
cassette with the title on-the container; check for
broken tape or other damage. Rewind any cassettes that
need it. If any cassettes are missing or broken, set
container aside. If you find extra cassettes, set
them aside.

G. Put cassettes of the complete sets in proper reading
order in the container.

If you find a note or message from a patron in the
container, put it in the envelope with the bookcard.

H. Pull envelopes with bookcards from all containers,
including damaged books. Send the bookcard in the
envelopes to the reader advisors.

I. Put weeding sticker on the spine of the containers of
unqamaged books (4.9). : »
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4.8 Continued

J. Re-shelve the containers of undamaged books in numerical
order.

K. Divide the containers which are set aside into categories:
A) Damaged cassettes, B) Missing cassettes and discs,
C) Damaged discs.

L. If a broken cassette is still under warranty, return it
to the manufacturer for replacement.

M. If a container is missing an item, write today's date
on a self-adhesive sticker and put on the spine of the
book. Wait 6 weeks for missing items to be returned.
If they are not returned in that time, request a replace-
ment cassette from regional library or MSC using the tape
quota. If no replacement for a damaged disc can be found,
follow NLS instructions for recycling.

N. If you have found any extra discs or cassettes in the
containers you have inspected, check the shelf where
the missing item containers are stored. If one of :the
sets can be completed, put the discs or cassettes in
reading order, remove the date sticker on the spine and
put a weeding sticker in its place. FPFut the container
back into the collection. '

0. Each time you discard an RC or RD, indicate this by a
slash on the statistics sheet.

When you discard a bobk, change the number of copies on
the shelf list card (2.1H) by subtracting those you
discarded from the number on the card.

P. Pull one of the bookcards for each container discarded

from the In File. Place with extra bookcards in numerical
order.

Procedures Related to'Damagc Check

2. Establishing and Maintaining Files
4.9 Weeding

6. Statistics
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4.9 Weeding

Ts Cet up the weeding prcoess you need the following:

Monthly circulation statistics for last year

- Self-adhesive blank labels

Monthly Statistics Tally Sheet {Figure 6.2C)

NLS XESS from 73-L-122aA

Weeding is a process which aliows you to discard books which do not
circulate to your patrons, thereby making room for new books. In
this system ic¢ is wn ongoing process with a particular period set
aride for actually discarding the books.

A. The librarian should examine a year's worth of monthly
circulation statistics to determine the months in which
circulation is lowest. One of these months should be
designated ''weeding month." '

INOTE: Libraries should refer to the new excess and redistribution
procedures in NLS Network Bulletin numbers 664 and 686.
Select an appropriate month which corresponds to the excess
schedule for the network.

B. The first time a book circulates and is returned, a
blank label will be put on the spine of the book before
it is re-shelved. This label indicates that the book
has been sent to one patron during this period.

C. Each year during '"weeding month' all books which do not
have a label will be examined by the librarian. The
librarian should go shelf-by-shelf reading titles which
have not been circulated that year. A title-by-title
decision will be made based on the librarian's judgment
and knowledge of the collection as to which books angd
how many copies will be discarded.

NOTE: 1In weeding the collection, the librarian should FolTow
Standard 4.2.7.3.2. !

D. Make a numerical iist of the book numbers and number of
copies of each which are to be offered on XESS
Form 73-L-122aA.
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4.9 Continued

E. Afce. -xcess procedures have been completed, books to be
weed. hould be pulled from the shelf.

F. Change " <helf list by subtracting the number of cepies
to be disc i tfrom the number in the upper- right hand
corner of t'.: - »1f list card.

G. Pull one ca~’ - i *he In File for each container weeded.,

| ¥°TE:  After the »i.a) TuuTs heve been used for a year, they

I can be re-w.o? fo, ti: nest weeding period by marking

| the label wit» & relt marker the first time the book

L circulates duving tine next weeding period.

S —— : |
L
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4.10 Communication

To set up fthe communications procedures you need the following:

- Telephune

- Various form letters (see A3)

- The Calendar Register of Patrons

Frequent communications between ljtrary staff and patrons will
help insure that patro:as receive whzt they need. The following
are the minimum communizations that should take place between
library staff and patrens.

A.

Each new patron shruld be called by the reader advisor
who wiil be sznding the books to that patron. The call
provides zhe oppo:zunity to verify information on the
application for service and to secure other information,
such as readiag interests, if it is reeded (3.5). A
letter of welcom: with a descriptiun of the service

st »uld also be mailed with catalogs when service is
established.

At the time the new patron folder *s estatlished, the
prtron's name should be placed in a calendar register

5 months from that dxte. Library staff shouid check
the patron's folder in 3 months to see if the patron
has been returning anc receiving books or submitting
request lists. If there appears to be a problewm,

e.g., nc books have l:een returned, the patron chould be
-alled (3.9).

Because patrons are encouraged to submit requests, form
letters for that purpose are in A3.8 and A3.9

Overduc notices are discussed in §.2.

Patrons should be ket informed oi interlibrary loan
requests. When status report< are received by your
library, this information shoulc be forwarded by letter
or telephone to the pairon.

Patrons who have not read a book d:ring the past year
are considered "inactive' (procedures for counting activ
readers are in 6.1). An effort should be'made to query
these people and, if possible, make them "active" once

i
!
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4.10 Continued

again (3.6). There is a letter for this (A3.10) but
personal contact is recommended. :

G. Any patron-initiated communication should be answered
within 2 days of receipt and in the format agreed upon
when the request was made (Standard 4.3.1.1).

NOTE:  All typed or printed patron communication should be in
large print. Each network unit should have a large type
typewriter or another way to produce large type
materials (4.2.6.3.1).

Procedures Related to Communication
3.5 Initial Shipment
c 3.6 Follow-Up on Patron Service
3.7 Cancellation of Patron Service
5.2 Overdues
5.3 Temporary Service
5.4 Suspension in Service
5.6 Transfer of Patron Records
79
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5. Temporary and Support Activities

The procedures described in°thWis section are those which may not
occur regularly but which are necessary to the daily operation of the
circulation system. The procedures include overdue notices,
interlibrary loan (ILL) procedures, and those which temperarily

change a patron's service. Procedures for the transfer of patrons'
records are also included.

-
\\_ 4

<
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5.1 Interlibrary Loan

To request books on interlibrary lcan you need the following:
- Patron réquést
- ILL Forms (LC 73-121D and LC 73-135) (Figure 5.1A anc¢ ..1B)

«

Interlibrary lean will allow you to obtain books for your patrons
that are not in your library. The NLS network has procedures

and forms established for ILL, which are described in detail in the
Network Library Manual. Those procedures should be referred to
when you use this section.

You request a book on ILL for one of the following reasons:
e If the patron needs the book for academic purposes
e If five or more patrons are on the reserve list

e If any patron on the reserve list has been waiting 6
weeks or more

e If your collection does not have a permanent copy of
the book

e If the book is not produced by NLS

ILL of NLS-Produced Materials

A. Fill out NLS Form 73-121D (Figure 5,1A)

B. If you are a subregional library, keep Copy A and file:
it in Pending Request File (2.1G).

C. Send all other copies to regional library.

D. If you are a regional library, keep Copy B (throw Copy A
away) and send the other copies to MSC.

E. Keep the patron updated on ILL status {A3.13).
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5.1 Continued

Other Material on ILL (see also 4.6 Book Selection)

A. If you receive an author/title request, check the NLS
microfiche to see if it is available.

B. If it is not there, check catalogs of other agencies
such as RFB.

C. Send NLS Form 73-135 to the Network Services Unit
if you can't find the book in any source in your library.

D. If the book is not available, the librarian will decide
if it will e locally produced.

[2e]

Inform the patron of the book's availability and plans
foc its production.

NOTE: Libraries may have different procedures depending upon
the relationship among the subregional and regional
libraries and MSC. If your procedures differ from the
ones here, add your procedures to this Handbook.

Sections of this Handbook and
NLS Procedures Related to ILL

4.5 Reserves

4.6 Book Selection
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5.1 Continued

FIGURE 5.1A

FORM LC

73-121D

interlibrory Loan Request

letter prefix oand book number
T SUBMASTER. [J Cassette [ Open Reel

Date:

Librory:

SENT RESERVED: TAPING

. IN PROCESS:
DATE RESERVE SENT: | TAPE SENT:

LC 73-1210 (9/77)

FREE

Matter far the Blind
or Handicapped

Address Lobel!

F

Sk . . .
. < st National Library Service
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5.1 Continued

-
FIGURE 5.1B FORM LC 73-135
INTERLIBRARY LOAN SEARCH REQUEST REPORT
e ol Heques NGE needed after Book No. o
! . H D Sent
Address of Reglonal or Subreglonal Library: ‘Tﬁﬂ’aterfnl sent: ' . —
' O SENT BECAUSE: -
[0 All copies in circulation; on rescrve
: (0 Available from MSC
SEND TO PATRON: Ll Send to Library O Available from regional 1library
0 Do NOT SEND {J New title being sent from produce:
O Recommend prod. if n/a 0 In process for
mass —— 1%d. | M Book under consideration
(0 Refer attached LC 73-128 O aAvailable from
if n/a (copyright clear.)
Author; Verified in:| [JReferred for addition to collecticn
: O BIF [ONot available “rom any source
Title: [Jother ONot available in B
available as
Subject search: [ Music [ONot available in recorded form recuested:;
_ Search available as
will accept: OOJRD {Jac [LMT [OBR QLT [ other:
Return Address:
Library of Congress Searched by: Date:
DBPH ~ Interlibrary Loan RevTewed o7
Washington, D.C., 20542
Authorized by: Distribution: White-DBPH, Yeliow-DBPF Action,
Pink-Regional/Subregional, Geld-Originatop

. 75=135 Trev §/78)
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5.2 Overdues

To send overdue notices you need the following:
- Patron folder
- Overdue letter (A3.6)

- Reserve cards in In File

A library should send overdue notices for reserve books that hLave
been kept by a patron longer than 6 weeks. In addition, notices
should be sent to calendar patrons who do not regularly return
books but who regularly receive them.

Reserve QOverdues

A. As you check the file every 4 weeks for reserves to send
for on ILL, also check the date to the right of the names
~on the reserve cards. If the date is more than 4 weeks
ago, prepare a letter (A3.6) with that patron's name an<
address and enter the book number in the blanks.*

. B. As you add names to the reserves according to the steps
in 4.5, check the date on the card that the last person
was sent the book. If it was 4 weeks ago or longer,
-end the patron an overdue notice (A3.6). )

C. If nc results are achieved through correspondence, call
.the patron to determine the reason the book has not been
returned and request its return.

D. If patron says the book was returned indicate this with
an "*" in the In column.

Otlier Overdues

.Reader advisors quickly get to know the people they serve since
they work -with the patron's records and often talk to the patrons
reguiarly. The reader advisor will also learn who does not
return books as regularly as he or she receives them.

A. When you are checking out books to calendar patrons
check the number the person already has out. You
can do this by scanning and comparing the "In'" and

*
The number of weeks may differ from library to library because
of mail service or 11brary pol .cy. Adapt the loan period to

.‘%;:5 local needs. :
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:) T c LY
+ [+ 27 "Out' columns. ' You may. alsd be able: to tell by the
.- --supply of envelopes in the folder, if all of the or1g1na1
. 12 -are out, it is 11ke1y that the patron-has 12 books.
. " but double- check us1ng the In/Out columns.
A . . ‘ .. %
e B... If the patron has 12 or more. books out and none has been
- R returned since the last check- -out date, send the patron v
SR - _a detter' (A3.10) but also.send him or her ‘the usual o
S © . number of books. Th1s will give the- patron a chance to N
: ' -respond to the letter but w111 not: deprlve the patron . s
of read1ng matenlal o S

- P -
Y .

C. If results are not achleved by correspondence, cal “the o
" patron to request that the books be returned or to . 7
- find another solutlon to thezproblem. T '

- <
Tet S ey

e
AN ~ ;
. ‘.
r . * - ..,' ., T ¢ . ”V .
N . i . .
. n
~ . -
- v - A I,
" /

. '\ : NatronalbbrarySerwce S T 86

Q 3 e I'orlthhndandPhyslcallyHandlcapped R ¢ L <




i .

‘. . . l-‘ha. — ’.‘v . :Vl . .\ . ". . .

Lt

e e g3 Temporary Service

RIS : ) . '_" - . .
. : . . . . ; . . . . v
- . _— _
5 .

; rTO establlsﬂ{temporary service you need the follow1ng .
N gEe L - Appl1cat1on for serV1ce : i S _ B

| '.- Blank patron folder SR t - '-h_ '

S serViceQ A1l dlsab111t1es,rwhet er permanent or temporary, need a /f
ST cert1f1ed app11catlon. _- : . '

.A . . vt 2 . ‘

o ”'Establ1sh a/new patron folder as in 3. l but .do not.create"

= --a'.general folder.:/Instead put the appllcat1on in. the

‘ patron folder
- '_%7 T Ass1gn a mach1ne(s) accord1ng to procedures 1n 3.3, iP
_ SN . . /_ 4
'ffif' = i erte ‘the patron S name on the calendar reg1ster on the
T ‘date’ the* dlsab111ty is expected to'end or 3 months/from “
',-, b . today, wh1chever is earlier ( 2. 3) ‘ 2

R Follow regular procedures for check out and c1rculatlon !

Jof mater1als._"f'

e T By When the date the patron's name is on the calendar’ arrives,
: L -7 pull the folder -and mike a follow-up call to see if patron
" is ready to‘return the books and equ1pment or to become a , -

permanent patron

| _ If the serV1ce 1s no* longer needed put the folder in the
1 ; ' Cancelled File (2.10) 0 1t w1ll be counted in the act1ve

R _ reader stat15t1csl‘_ _ Lo )

r'_';t- ~ Procedures Relatedfto’lemporary'SerVicer- - |

[

Lot [

3.1 Sett1ng Up Patron Records : ﬂ" S /
. ; , / ‘
' -3 Sett1ng Up Calendar Reglster of Patrons R ‘

A _ 3.3 Mach1ne Ass1gnment
;f’?f EES I :,'f_TQS}é \In1t1al Sh1pment o 5x _;;'p o ‘_ IR o 'é%g '
' e 4 3 Book Check Out o / ‘ s e TR
\' ] . : N _...‘ 01 -‘Io",\': Lo . , ‘. :
Rt <7 2 Natmnslbbrary S
BN VO ~ * for the Blind and Physically Handxmppcd S 98 St

EMC > \.\._4'.1 '-.,“‘. ] .' ‘ A "‘/// ‘ ]- e _‘ * ’.j ‘ . - ‘ ), : .. /“/.
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s - ’ oo S

| . . o ) i o . ) L l' ‘\ . e .,.- - . - e " y. )
®

.v : \{ 5.4 ; Susper;s/on in Serv1ce ;

e

R Patron folder ";' ? o gj _ Lo T e

IR - $cratch card . S o L

?

P e
] ke

. i L

. '
= 3

AU _ . for a brief period. of time. - This.pracedure also app11es when a X
N patron moves temporarily and gets service from another un1t in o
/ T the network. = - Y O ' L

A. Pull the patron folder.

K]
s . .
B CEAN
. ," . . S

B. On a scratch card: erte the patron s name, today s”date,
date service is to»resume, and your initials: If the
reason for the temporary hold is. knowﬂ that 1nformat1oh
_should also .be included. ‘This will alert the reader o ﬁf
adv1sor not -to send any new, books.. : -

:‘, . ! : :
C.. Wr1te the patron s name on the - calendar reglster on the RO
~date service is.to resume (3.6). If the 'hold" is e

.4"weeks from notification to. stop the servrce 50 that PR

D.d If necessary, follow procedures 1n CMZS Handbook for

: temporary suspens1on in serv1ce.
R When patron s name appears on calendar reglster, call
) _ ,f to verlfy serv1ce 1s to be resumed that day o

o 'fF; When the serV1ce is resumed throw the scratch card
' away o - : L , - Ve

S

O

. . Ln -9

Aruitoxt provided by Eic:

Somet1mes a patron w1ll is ton m orar11y dlscont1nue serv1ce } ,¢f§-~,

e

o ! . .'g,'" :‘. l Do

indefinite, place the patron's nameion the calendar =~ = .~

follow-up can be done. ‘ o _l,. = n, ; ﬂv' S e fl



Manual Circulation Handbook ..~ .o oo

. X ‘ ] 1 B xl_ A . A ] ~, ex
" ‘ N ' | ., o ) L v : ;}‘ . '7 B
. nY ‘ .. Temporary Change of Address. -
e . —
. you. need- the following T
- R Scratch card "ﬁ..éwjf»-: ; '
) R RN P " . "
O T Mailing envelopeé , ’ ’ -
“ - Felt marker . ¢, e .
P . S ' ‘: L . . P
T S ‘fA patron may,change addresses temporar1ly and w1sh to c09t1nue to
LN :"-1frece1ve service-at: the new ‘address’. ", .
H L E L et . i ' Lo .
i o e o T“ 'v o o - - -
oo AL Pull the patron folder. v .
;:;“4"‘ wo. . B. Make a new addxess plate. ~Attach 1ﬁ to a scratch card.. ~3'?
N ST S . .* .. Write today's date, date patron will réturn- “to permanent S e
e ' address, and your 1n1t1§ls. Put the scratch card 1n«the"j ¥
ot folder. oo A N _ 'vl' o B . K S
'j" ' T C :
; When books are’ returned save the’ old envelopes Add these .
s “to- the rubber banded bundles in the folder. Make new. {a
, DR SR envelopes with the temporary addréss to mail books. -
O ‘ Mark the new envélopes with a Ted "TEM" 1n the lower e .
_ SR - rlght hand corner“ _ IR v o j

MATTER FUR THE
BLIND DR
HANDICAPPLD

o " f' . forthe Blmd and Physmlly Hﬂﬂdmpp‘d

Aruitoxt provided by Eic:
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- D.

E.

G.'____: S F.

s

ERI

Aruitoxt provided by Eic:

[
.
4"“ l
‘.

\extended perlod,,follow CMLS Handbook précedures to'

fre L% 5.5 Continued -

erte patron name ‘on calendar reglster (2 3) on day :
serv1ce_ar.permanent address<resumes.,_ o o .
1f. patron will be at. ‘the temporary’ address for an

add a temporary address.v'v¢' g _ e,
'|/° ' .'h " b

When permanent servicé resumes, throw away ‘the :
temporary enyelopes and the address plate. ,; . -
o . ' ) e
‘ b . .= '; . o LT - ¥
B >‘. * e
Yoo ' - / o S

s

\‘ K '. - " -
* .
. iy : .
. .
. ’
A} - -~ -
- PR . . .. ] - K . De .
. Yy . N N
L ) N . T .
B . ' -
\ . Y i . - . .
- A B3] . . » .
& 6 K . ‘
. . : N a .
- . 3 ¢ »
2. "

P R . , :
et T . . t -3
- v ¢ v, . ‘ .u. < Tw
Natronall.:brarySerwce T 90 .  °
+_for the Blind and Physxcally Handmpped '1‘\)1 e L
TR : — ‘ .
¢ e . . ® g



;f : ;f R -,f— Patron folder. ‘ _ . ‘ff fﬁ//‘ W
b R ool e . - L
/ - -~ Transfer chrm (LC 73 124) C L .
/ | . - -‘., . - ;’. - Explanatlon..bfpatron-folde;-‘_('AS) ) . v | - ~ \;l . _‘.,.
[ . T . o .:.“_ A § R o o L
[ e = “'[n ' g R ST e Qﬁ LT
/ f',}"'_ Readers may move out of ‘the, area served by your l1brary or may e e
1 move into. your, area from’ another network l1brary "In,either; case, 7
the1r records are transferred from one l1brary tOfanother 'p=€ RS
y : L ‘ o, _ * ) » “l'_u-t oL - - oL
. - Transfer of Records from Your R L ' -
’ Library’ to Andther Library - T N e
L A pull ‘both, of the patron s folders when the patron notbf1es
A " you he -or’ she is moying: Discard the items in the s .
. o s general f11e except the . appllcatlon . S e
' LN . . e L Ry " L r.
C St B, r111 out NLS, rorm LC. 73-124. o PUR
v " _ “lb; 1f the' patron is taklng h1s mach1ne(s) w1th h1m, pull _ o
T . "+ ,machine record. Follow other procedures inMa ,zne L R
- C .. o Inventory Mhnual for transfer of machines. EIA BT
| D, _Follow p:pcedures for change of address (1f yol )
_ - new address) in"CMLS Handbook L e '
R '-”E.‘ Send the follow1ng to the- patron s new reg1onal l1brary
: e e White copy of NLS Form LC 73-124 - R
S ' S Patron folder , AR Do
l:'ﬂko Explanatzon of patron folder (AS)
o Mach1ne record cards [if he takes mach1ne(s)]

ta

‘e 0r1g1nal cert1f1ed appl1cat1on for serv1ce

letter (A3. 15) w1th the canary\page of the: NLS
0. the patron 1nform1ng him or, her that h1s records

&
Heen sent ‘to the new’ l1brary

,\.._ .

},»




‘S| .n.‘.‘

. .,-u',ﬂ o . ) ManualCirculatinl Hﬁndbobk 0°') L '-:', s "‘ 4._’ f(~ ' ' .°>__-_" > B . ) 3 '..' , -f -
-'.' - o _:";"v B = _. .(,- . . _'--. . L . ‘. ,f
Lo co e ' T L T s
.. ) ! - -y .i o - ‘~ _ - I\ - . S 6 Contllfued' .
LT ot - e . . ’ TPV S A ]
. C -7 TE this pation is'a bra111e user and the new. reglonal _fi?f..'
Lo ~ 7. «- library does not.have braille send patron'sbraille i . °
T - .7 S Tfolder, explanatlon sheet, and golden copy of NLS form .:
' N ., ' to patron's new braille library. Send patron.a letter K
e , T about the transfer of bra111e records (AS. 15) ‘-”_:-; o

. Lo HG File the plng_copy in the Cancelled F11e (2. 10) in the
~ .. ... .~ -félder marked "Transfer." - Make a slash mark on thej;

statistics.sheet (in front of" transfer folder) - for =
media format the. patron recelves s and ‘in adult or Juven11e '
- columns. These will bgrtotalled at, the end of the , S
-'statlstlcal perlod and added to the report. . - . 5yf.“
I. Send greeu copy to the mach1ne agency (rf(dlfferent from N
-'your’llbrary) for actlon and/or f111ng e v‘bifﬂ

i . 4 T
All records should be transferred w1th1n three (3}
worklng HaysL(Standard\Q 3 2 1. 5) :

Establlshlng a Transfer Reader _;'» R

2 o SRR W . When yoi xrecelve ‘a £o'rm’ and/or- machine records from ..
L A ;'another ;brary ‘you w111 set up. a new patron folder .as )
O S VU | B 13 B . S TR ol
e / ‘. 3 . :}‘ . . . . N .-;,‘.
Tooa e B. :Transfer all 1nformatlon from 01d records. to the new
;Q‘”tf o L " folder. -You may want to  keep the 61d record-as’ a S,
B T read1ng hlstory if ﬁhls person has been a heavy reader.’“ )
'?'i?;]f'.- - ;f} >~ C. 1f necessary, followéprocedures for. mach1ne asslgnmentbu‘a e
s ;iu.; . » . (3 3) . . . Lo ':‘,l. v. ;o n.._ l' _ . * E
._sty' . , . . ;7D.3'Comp1ete cliange of adi TESS procedures 1n the CMLS Handbook
oo e e 1f the old reg10na1 llbrary did not do this.
R A B ‘Record the patrqn s nafte on “the calendar reglster for .
2ot S follow -up (3 6) '?_'- .
c .:' F. *Call Ihe patron as you’would for- any;new ‘patron. 'Send'fi- . L
- b, " . the patron a welcome 1etter (A3. 3) and a shipment of | .
S o ; 'books (3 5) R A )
1 - > ) ? . ' ) - ..' \‘. .
L 1 , ‘. R -

e _ NatmnalL:bmrySerwce o o, S92

\)f a R fortthlmdand PhysncallyHandlcapped . '1-”0 ' . - \/ . . .

-~ _ ’ T . b 3
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o To process new t1t1es you need the followlng Lo R
. A . ol . ’

e ‘ "— Shlpment of nqw books g' .J,ﬁ CL 9@,

i%. f255j'ﬂ '\%‘;1f: Da11y Statlstlcs Tally Sheet (Flgure 6. 2A)

3 A e 5 . it v ) ' .
i w s Shelf List Flle (2. lH) T e

: .n--Extra Bookcard F11e (2 1J) S 3 ' _[ 1t,-'; - ';_:{..ﬁ E i -
. '. ;' L ‘ oo .1- o . L "lﬁ .

A . Do .
: ‘ .' RS . . . 3.

. X - ) [ e . . —‘*. '_ ) a .
. - SUbject File Of New Books'(2 lF} . sg 1 S - - A

N . : ve

-

Tt ":'- Rubber stamp or other 1dent1f1cat10n stlcker w1th llbrary name -
P and*address , g _ , ) . o e
. . PR . -‘ . . . \ - . . . ] ' - ."' . ‘E

Twe g T . P SR '

A, -Open sh1pment ‘of books.. Each book should have .an address” :
' 1abe1 and two bookcards B : B T S

s . . . ‘
* . ) . , . Y

B. Pull address labels and bookcards

@

" C. . At- the bottom of each address label there. w111 be a 11ne .

\\\\ . . va - 1nd1catrng "the number of. copies. ﬁer title your .library -~

~ .- .77 _should receive (allotment number) and the copy number of »

S thls book:, . . e v T
. - [ e FOR HLIND ';h,.uﬂ E FREE MATTEF .;?’ e

T FOR THE BL ¥ o
LLLIghlLLbAKY 48“Lb_ R Nl kahrxgmg Lb~ 1

L »

DR I DPEGDN STATE Lzspnpv 'Tjte SEPRR I
\ .. .| SERVICES F/T BLIND & PHYS ICRD.

o~ bt ssstistaiSIREETONCE AL S,
R B JSQLEM OR 97301~ - EI

a

/" o _BDBk,N_'q_.: :‘i'39'9'4._‘ _. - ; anr .

T . .

. { T Natm;albbrarySerwce L 1 93 .
Q . . l'or the Blind and Physically Handlcapped ' : '

4 ‘e - o 3 o C . » S . J‘i . ._:,::‘_-.\., . S 4// A . _ R
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: - 'n'NOTE; ThlS system Joes not recommend a551gn1ng 1nd1v1dua1 -
S a;,{.copy n?mbers to each book. : - . . ’

. .. @ . R

Lo . ; 3 ﬁ '
e et - - D. Check that the 11brary has rece1ved all cépies of its

St s R , aLlotment by checking numﬂ%r received w1th the second,, - =~
L e -number -of the allotment number line (2 of 4). If'you - ?
* ..:. -~ do pot receive ‘the ‘full allotment ~usé the NLS form to '
L R _ notlfy your reglonal ‘1ibrary or the MSC whén you receive
Fo, the monthly list of titles producedK :
N o . f;{ yig"Eﬁ‘ Throw away: the address 1abe1 once you ‘have received a11
.- ’ S o o cop1es in your allotmentlf . p TG s

o

o ) . .
.. ‘ - . . - .

7 F. On one" of the NLS bookcards wr1te the number of cop1es i; .

" | -received for that title in the upper right hand corner.
. File that card in the Shelf List -File (2 IH) 1n numer1ca1
i order . _ ¥ .

i R ‘. ) .‘( W3, . : -

- - " G. . Put one card for each conta1ner rece1ved in the In F11e'_f‘
AR _I-“_|1n numerical order, (2. 2).. Check for reserve books as - -
.‘ o ©. " you f11e (4. 5) L Ceo e . : -
‘ f,' ; ﬁ ,'; - ' H. Put one bookcard for each subject for €ach book (1f St _'_4,.~-
ST o : R ava11able) in tﬁe.SubJect File .of New Books“ (2.1F). .

' S ' .TOday s date should be wr1tten in the upper r1ght corner.
‘I;__All extra bookcards should be" f11ed 1n numerlcal order

ey o ~ in"Bxtra Bookcard F11e to replace lost or damaged cards
. . L (2 lJ) ) | .

Sa

o :;i R Count .containers: to add number of conta1ners to da11y - K2R
- i+;) o Statlstlcs sheet. ' Count number of t1t1es reee1ved and e
S ' : record on da11y statlstlcs sheet . -

SX - . K Mark’ each conta1ner 1n51de and»out51de with ‘the’ .name -

-

and address* of your' Iibrary. ' In case an-address 1abe1
is lost the ‘book can be identified and retiirned.

NS - :_;7_. | L. Shelve bookg accordlng to formgt and book number

-
o

. \

8&D. Mationallibrary Serviee. . - e o

.~ for the Blind and Physically Handicapped . 1 '

-
-
-
{
.
1]
'
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L I T . _ Ce T c T +, . 6.. Statistics"
'l’ ‘ e e e L T .
S ‘ Lt ' LT A R A

&

."\

) ' . There are several sets of statlstlcs to report for evaluatlon S
L ~ and planning purposes. StatlSthS are kept daily, added :,'r/_
‘ .- monthly, and :reported: to- NLS twice a year. Your library ' T
. ..+ may also be’ rqu%fed to .report to 1ts admlntgtratlon on a monthly

and/or yearly b e _ S gﬂg Y

. a

Four. general categories of statlstlcs are. kept

1., %Readers and Readershlp - How many readers, 1nd1v1dua1
' and deposit collections used the service in this, 4

;_‘ .. .. .statistical per;qd?' What formats were-used by: how :
Wv . . _{ ot . ." . ' v many peOple? . . L . . ] .\‘ ) ., . ._vl . . N .
- EE o . S e T
Lo ' 2. 'Clrculatlon ~ How many books in the various fOrmatS' e e
' jwere sent to readers durlng this statlstlcal per10d° S L

. K

3. Collectlon - How- blg is the collecf10n~> “How many o Lo

g‘. _.'_d' o books were added or w1thdrawn durlng this stat15t1ca1 ' T
o ,,_;:j‘: T .4.' Equipmentb- How mueh equipmeﬁt Qas'neceived,'asbigﬁed,
' T _’ S -disposed of, 1n repair’ .or awa1t11rg a ignment‘? : v, ,

LTl e " It should'be noted that except for the statlstlcs requ1red by o
o o ™o ow - NLS, thg network libraries record and repé¥t a_widé. variety of. . . ‘
oo ~ Statistics. The _variation is % result of local library requ1re—-: :
o ments. The statistics which are scr1bed in ‘ghis section - »;'-.
. reflect those which were post: often recorded ‘and the frequéncy .~ '
L. .~ they were reported by the network’ libraries reviewed as part, of.
© . this study The section' is de51gned to facilitate the reportlng
of the NLS required statistics. - Each library. should examine,
.its local reporting needs and the frequency requirements and. -
: adapt the sample statlstlcs forms accordlng to those needs '
AAEE L e The four categorles are exp1a1ned in this sectlon FLgure BA"
S ' shows which procedures in the.Hardbook generate statistics and
where to record them on the Daily- Statistics Form. - A more h i
detailed discu551on of NLS statlstlcs and deflnltlons of terms- = - v
S ' can be foynd in the Network. Lzbrary Mhnual _Append1x_8_conta1ns. S
n N i masters for the tally sheets o _ , 5 o f'.}: ,

‘o -

Natm:alL;bmrySerwce o I 95

Q - for the Blmdand Physwally Handlcapped o o L S~
? co - - [ . .
ERIC o e

oo . . . | .
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S -1 FIGURE 6A  DATLY STATISTICS TALLY SHEET

o B D P *- .
* . ' N
. : - d ) - . -
! } : . y
¢ 4 e S
o X r‘ : ' : 1 . bate .
' . o) FY i

Count By Formhtb RS T oo

. . . .| Llarge'” [+ p g . R
. e . o R - RC Reel | Braille Type .*'| Other - .[Magazines| -Adult. Juvenile
o R T B ¢ D TE ' LA . RS A

N

4 13
E'U A‘ : ) ] " c ‘ s
a-t+-ndividuals
[ e . . B . . * B
&< e o L. . L [ - ' . ' v .
2. Deposit Collections |~ = : R P . . - B
e ‘g T e s :
18 p-=#3. . Individuals ™. 1 R e - .
Y - - N

Red
Ca:
e
Fa

" Deposit Collections . s o S - ol we T ]y

Individuals » S ' N R P I R e

(=
h

Deposit Collections o B . I

-

.¢irculf;&on
5 » e

© Total = R . ' ' | R L ’

HSws. LG121 Requests’ B N 1 L ' R | .
LC 135 'Requests ; - >

Titles - - . ' ] S : ik ' T T :

Containers . o i o S BB

(vols. for braille) | - . : e : o, - LT
» T N B . B

Titles -~ . - . S T T S .
Containers — B R N *
~ (vols? for braille) | ~ - | . . o : ]
" U |l4.__.Phone calls received . 7 Motal:
WIS, Walk-in readers | - - |’ S R L S B Total:"
. ) ' . 1 k. * v b S !
i ( Ca J ST

O

ERIC

Aruitoxt provided by Eic:
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rl e - [N ' C .

b

R }."5J,, " “v To count readers- and readersh1p statlst1cs you need e

3 v;1_°;.'h._ - Actlve patron folders : | f .: , ‘. —
‘ l. o Tt . - - e .
,}- 5? f‘,_iy ,';;: - LC Report Form,73 48c Cplnk) Flgure 6 lA . ';j_;;;_d’é .'
N - :l— Network lerary\Manualc.“irlgf . o ' : . -. .tj‘h

- . ~ to.

e . * :
‘ Readers and readershlp statlstlcs are- reported to NLS. tw1ce a year

"Subregional l1brar1es .send the1r reports to the reglonal library -

... -.which in turn.sends its- report and those for the subregiénals to . N

-~ .. NLS. -Reports -are’ due. at the NLS Reference Sectlon by Aprll 15 and

s October 15""“!": S . s o B s _T“’ o,
Reader Statlstlcs l- Act1ve Cy
Ind1v1duals and Depos1t Collectlons .

. ) . . - = = oo o : . L . . . _;'.'; .
. ; R . . R : - S :
‘-. e Act1ve 1nd1v1dual readers and active. depos1t collect1ons are’ those '
E L K which have received: an NLS- produced boak or -magazine durlng the’

current ‘fiscal year. (October 1 --September 30). Direct circulation
mag321ne readers are counted 1n the reader. statlstlcs The purpose

of these. statist1cs is:*

~

v

: . ’ o/'To ‘have a count of the individuals who rare registered .

' ' "+ for the. service e S L
: R v

- ;.4 e %

'@ To have a count of the nuiber of ‘deposit ‘Collections.
fin.the network ST IR
: . _ . Act1ve 1nd1v1duals are d1v1ded 1nto adplt and Juvenlle (under l§
¥ . T T years old) readers ' . i} £
St _ . : ;ﬁh : -i
SIPE The patron folder is de51gned to allow the staff members to complete
<~ - .  the active readér count without pulllng the folders completely out. - .
YEoo --{ of the file. All the 1nformatlon neceSsary ‘for :the. count- is on the L
- .. -~ " top lines of the folder

“a

‘..

There are three Ilnes on the patron folder to check as- you do the -
- count for active 1nd1v1duals ' : '

\. . .. . . . . . e "

% .. National Library Service L U
ERIC < - ™ S j”ﬁ@“@ﬁ@%@mWW;.J-;,lUﬂ?g‘j?j.'"-: -

T e LT s
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_ ST Line 1. Name ‘- Check to see 1f thlS folder is used. for
L o .. % more than one person, for’ example, a. husband and T
A ~ wife. It will be counted for ‘each pengg_ who D
uses 1t o VI - . _‘

‘Lipe 2. . Adult- or Juven11e~—“Each Categery is coun ed N
gi' K separately Tt oea

Y JLine 18. “Actlve Patron --Check to - see nf'an'"x"‘is marked - .
c ' _in the approprlate box. : R _J’ S,
f“‘-:"'_}f}f-; - Thére are twﬁ‘llnes to check .on tHE\Qetron folder for dep051t

R S collectlons - oo o : o :

LIne 1. Name and Inst1tutlon Code - Each type of anstltu—'rm'
' ' ’tlon 1s counted separately L

" Lime 18. ~Act1ve Patron - Check to see 1f an "x" 1s maried h
: “in the approprlate box S SN T

‘

‘ e E ir\{O’l‘E: ' There should be an "._x" in ofly ons box *for each year.

. B ) N .
R « . T B A 0 g
O S . . . - N - - ) ” . .

R . . .. . . AN . N . . .
« . . . . ~

y The April Coimt of Readers®

..Q

- — X
JEN L : oy

S A, For the Aprll count, go through the act1ve patrons‘
e .file and count 4all the folders which have an "x" in
S s . % - theyappropriate box (line 18 ‘on folder),-as in Figure =~ .
o ' " ... 6.1B, and which have "adult" circled bn line 2 of the ~
e folder _Enter this number on line 1 §f LG'From 73-48c.
" . The line numbers ar€ shown in Figure 6.1C.. You will.
- __:_f . . also count those ‘patrons who were active durlng ‘this-
‘ L -~ " period but whose folders are in the Cancelled File .
. e - because the1r*serv1ce ‘has been/dlseontrnued or they .
T . o : . 'have moved co . ‘ R L '

« B Count all the folders which have, “jdreniie"-circled
R on 1line 2. Enter-this number off line 2 of LC Form .~ |,
“ s T 73—48c The 11ne numbers: are shown 1n F1gure 6. 1C
A ‘“i':':k"fs"fC¥5 Add 11nes 1 .and .2 ‘and enter the total on 11ne 3 _"
. : A o (Flgure 6. IC) : -

- o o~ .. D. For ‘the act1ve dep051t collectlon count, you w111 go
‘ o SRV through the active patron file and count each of the .
- - . six-‘types 'separately. For: this count, make. a tally
L . e, w'shéet to correspond w1th the codes for deposit . L
2 - VO O S : S T
. ';'e'” s NaumalllbrarySerwce o : - 08
Q A s, N for the Blmd and Physxcally Handxcapped . e S B

E lC 'i ..A'."‘v;-s"ﬁ ., : 3 ) N ) L2 1 ,? ‘ . .“' - ..
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. o R FIGURE61A Q:FORM73489 E [

 * LIBRARY OF CONGRESS . .

»

_ NATIGNA‘L LIBRAHY SERVICE FOR THE BLIND AND- PHYSICALLY HAI\DICAPPED ‘
ARY REPORTING: o L . RN S
3 Regional Library - L . R
State served (Use separate rom for each state . : :
Subregional Library - - : & R T T I
(Submit report to. the regional library tor your area) S -

-"FTS“L*‘.(EAR L o RE?°RTED= . oct. 1 - March 3t Octi 1~ Sept. 30 Y, .
‘ i ' T - S (6 months) ¢ (12 ponths) S
ACTIVE INDIVIDUAL READERS. TOTAL. ¢ o * e, Lo A\
— - - . READERSHIP . SN
lults ) T - oS - L
1 i ~ _ _ = 0
rlveni o8 . . F(.)RMA'I‘. . AINDIVIDUAL DEPOSIT
" S ‘ o - USERS - COLLECTIONS
: STOTAL - - — N — - —
' B Recomfed_ Disc - N \
v Containers ' : : . ,
. ] ~ ] Recorded Ca'gse_tte i g
\ . N _ Lo Containers - ’ ) P f:;f,ﬁ,a»
'ACTIVE DEPOSIT COLLECTIONS TTOTAL , — g
——— — — Open-Reel /- '
Lbrraries (not subregional) A _Containers
'hools fox_- the blind and Bl ' ) 1 Bratile Volunes
N sicailv handi capped e S
blic and privaté schools. ’ - - N o -
‘1enentary ard secondary only) . " | Large Type Volumes .
:spitals : T .
- - - Other. (specify)-
irsing homes and convglescent - -. S
mes © - ¢ o - o A B . ] .
her KSpeéify) , (See other side of this formm for explanatory notes) . s
 (rev3/79) . B S 1
i - S Tl \ a’ N - ®
IL._L Lo - 3 Y

ERIC

Aruitoxt provided by Eic:




re has been any decrease,-

or an increase of more tfanA5% in't

K

hese statistics for, your library‘since last year's‘reh

.-

.
0

pléase explain: / Co o S ; _
et . . S , : -
- _ 3 - ‘\
- i ! P M i
R ~ / /v 4 &
R - .
i . ‘ . ’
) e ‘/

,INDIVIDUAL READERS and
,DEPOSIT COLLECTIONSQ

R
LE: - '
. L 4
1 -
. *
SHIP:
5 - .
SR

-

‘An institution,—e.g.;fnurs

’-residents or patrons of th _institution

/

A report of individuals and deposit collections served at least once during the -

current fiscal year with books or magazines. ‘Direct circulation magazine

"readers’who do not receive other materials from their regional library are
3._counted as active readers, - - . B

ce .
L.

A readeér who‘is known to be no more than thirteen years old. _ Juvenile readers

should .be registered in their‘own names and not in the name of a parent pr .

”.teacher

. o R K e
K ™ Y

A report of individual and deposit readers by format used, "Other"'includes‘f

"o use of art prints, filmstrips ete. by patrons of the NLS/BPH program, ° LI ar.

individual or .deposit collect{on receives books or magazines in more than ‘
omfmmtcwMeﬁhwmﬂswuuﬂL, TR

N

‘ﬂme hospital public or private school that

is provided uith a small'*r g. collection of books for circulation to the

“'-.

: For readership figures, do .not include those individuals at
‘libraries or public or private schools who, are already being reported as

'_individual registered borrowers by the network librany

This entry is to include only readers vho are registered for- the NLS/BPH pro- s

gram, . -Some libraries do not. have large type collections or are,unable_to
obtain statistics,on-blind or physically handi?apped~readers of'large type.

~

This form must be returned to-Reference Section. NLS/BPH.vithin two'weeks aftér the end of the reporting.period,

t

O
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Aruitoxt provided by Eic:
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" FIGURE 6.1C

v

ACTI\L)‘!DIVIDUAL READERS

TToL

Adults. -

Lauven11esn' o R S

-

- TOTAL

- o R

‘ é'

< » -"Acﬂvs- DEPOSIT4 couét’TIoNs

Ig;brar1es (not subreg1ona1) | 71 V

Schools for the blind and ] T
hysically handicapped :

Public and private schools : |
(e]ementary and’ secondary on]y)

Hospxta]s ]  ” Y

v

homes

7 |
\ .-.y;Nursmg homes and conva]eScent
7

Other (specify)

 TOTAL

/0

AknkxxuldharySkrmce

 for the Blind and Physmlly Handmppcd

LC 73-48c ‘NUMBER OF READERS SECTION

a -



" S statlstlcs e - s Y :

for thc Blmd and Physmlly Handlmpped

T4 .

o it v . .
¢ s
ot
. t,‘ collections on the _patton folder (see F1gure 6. lD) AS‘
... you go through the file, make a slash mark for each
- ((_ - : 1nst1tut1on in each cat'gory., . N -
) d . - . . l\',n e
’ E Add up all the marks whe you have f1n1shed the count
. and enter the totals on the" appropr1ate l1nes of LC
k : 73 48¢ (l1nes 4-9 in F1gu e 6 lC) \ :
1 . \.\
. - F Add l1nes 4. through 9 and nter the total .on ldne lO
‘ (F1gure 6 lC) . - -
3T Lo A . \ _ S _ N . ,, » -..'. AR : : N
- . The October Count of Readers =~ = . . o e N
e ' S AT I R W
-, . (R : \ . ) = . : \\ L
i A. The steps are the same as the April count for-the
‘. - "% »= - October ceunt except that only the folders which '
. ‘. . ‘have-an "x" in- the -next approprlate box of line 18 °
S . R (F1gure 6. lE} are. counged _ You also count those
< I ~ - -with an "x"-in’ the pext - appropr1afe box that are>r\\}
e e . the Cancelled F1le.j' Co N .. R
I T r'~§ B;'~Follow steps B, C D E and F for the. Apr1l count
S, o C.-, Add the//ctober count to the Apr1l count (from the
A - .7 .-April LC -73-48¢) 'and enter the totals on- the’ appro- %
. e STl priate l1nes of LC 78-48c. This -is the annual total
ot T e e of act1ve'readers 1f there is only one ”x" per year
. . '<«Readersh1p Stat1st1es - Use of 'r;‘:x L .
; ;o ,the Serv1ce by Format“ e N
S 'n ﬁ;;_h;j::}f The readersh1p stat1st1cs are a repor; of 1nd1v1dual ahd dep051t f
’ E - " rpeaders by format used. 1f ‘an-individual or deposit collection
UL ... Teceives books ot magaz1ne§ in more than one format, .each format
T A 8 counted ‘separately. . For éxample, a person who receives RC’ and
\ . bra1lle would be counted twice, once in each.format. ' T sej’ ’
Do stat1st1cs are reported on LC 73- 48c along w1th .the reader A
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; v o j o FIGURE 6. lD' TALLY SHEET FOR DEPOSIT COLLECTIONS COUNT

S\

o '~" LIBf f#%/ 7 v
e T BT 'fi';. =
| s - ; | P
- ) - Awmos ey gt o . o S .
S o |y Mys - I |
Lot |-/ - - . ) .

Co . “'.

'FIGURE 6.1E. -'LINE 18 ON PATRON FOLDER -

CA . . ; . . ) .
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The April Count of ReadefShiE

o . "A. The readershlp count s conducted the Same way as. the._;5
AR S L : . reader count exceps-}ou check line 3, '"Media: -RD RD BR
R R OF LT OT," ‘and line 18 "Actlve no : ' »
. ‘Make a tally sheet to correSpond to the readershlp section -
" of LC 73-48c (Figure 6.1F). As you examine ‘each folder, )
~ . make a’slash mark for each format the patron uses, '
. Examine the’ folder on-active ‘patrons; both individuals and {7
: deposit cellections,. in both the Act1ve and Patron F11e,
- and the Cancelled Flle e, : h
- . . ot . . X - \)
) o § Qdd the slash marks and enter the’ numbers on’ the appropri-
50 T s ate lines of 73-48¢. Figure 6.1G: shows the-part of -.-
. S LC 73%ﬁ8c where readershlp stat15t1cs are recorded

\ Ve

TALLY‘SHEET FOR READERSHIP COUNT

'

o

. P

" "*FIGURE 6.1F .

R
v T

. - L) . N N
. - . . . . . - . E L. - . . .
. feo : T Yo . . . L a4
T . T S U . L BRI ) - o A
d . .o B . . . el ) . . . .. - . 4 . . TS

4fndividdéf§ ‘DepoSit SR ')f' ‘ 'iE B

,,,,,

ol . - |-
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IR 6.1 :Continued

- . S .
. R - . o . e o TET T o o
: : : e S L - . o o St
¢ . . P . X . . . . ) .
. .

' -EIGURE 6;1@ LC 73-48c READERSHIP SECTION g o

Ce SR READERSHIP '

FORMAT- -~ |- SER A
S F | USeRs | COLLECTIONS SR
| Recorded Disc A ?\\\\'3" A I o

Contajners AR S ' - B R
L '_ o Recorded Cassette S - ‘ , S 1_
ST S _Open-Reel ! TR R - :
.. ;Qontainers T {<.;. Q N S
L . .~‘,Brgil1§;Volnmesf o T -

L L e i _IND'IVIDUAL-'. | DEPOSIT+

el . —" . |large Type Volumés.| . e
o . x’(’k A . R i . . B » ot T ~ -
. S / . : . . . -
e T U e T . : — X
- ,_‘ ) N ‘~~~_ : : . Ot}}er .(SpeCif)’). @ ) . .. M ‘ Lo .-‘: . o’ ‘ ‘ ¢ . .. “ i

-r

-

"'-}he'oetobef Count'of;Readgiﬂgﬁl. T L :' S - J_.;/<H
~ - K a‘ o . . - ./.w ._ ' » -

N . B -
. . . > . ‘

¥ow g

B -A.» Thls'gountils'oon cted the same. way as’ the Apr11 count AR
_except. you count gnly ‘the folders wh1ch have an’ "x" in o
the 1ext approp_ te box. . /'_' : . :

e o 'ﬂBf"Follow steps A, B and C for the Apr11 Count ofﬁReadershlp
'5C;, Add the October count to the April count and enter totals

B A .'on the appropriate lines of LC 73%-48c (Flghre 6.1G) .- Thls .
e f o f'glves you the annual total of readershlp ' '

~all’ the‘folders which did.not}have an "x" in either box .| -~ '
for this year. Thése are -thef''inactive" patr®ns. These | -
L _ people should be telephoned T .otherwise contacted to . .
"o ... . | . . determine the reasons for their inactive status- and/or- _
R . o » “to retrieve. books and equlpment (3 6 FoZZow-Up on Patron'

Se:qwe) R _

't;NOT§;>‘ After the October readershlp count is completed pull

’ ,_N%;:’.ﬂ E ) . i . . - L ."‘ T - R - ) ":»—
L Natmrall.lbraryServme S g IR o105
for the Blind and Physmlly Handmppcd ' ' ' '




. y o : . : : - B . o ¢ . i y
o 't o . ) N ) B » .- . .N,l - 1 . ._ . L . . ¢ : K
T ;.’.xMumKhmwhﬂmﬂmkmﬁ’ﬁﬁ T L
. . ‘. . B . " . N -'. -‘-’:’l.)‘.
o T ‘,{A YoE ,”” ' f;d'f .‘;"-lﬂ"~vf_ . fv6(l_ Continued f I
. - . - .‘% — ——
. e _ o o A L k i _
- .'Z:Sl ?%;; _Dailvaeader‘andeeadetshipﬁStatistics ! - 1 __' § .. /';1 f” :
IR R -\ nbw ‘readers are reglstered for the serv1ce or others are. can--_A '
R S 'Q' lled, they are counted for the statistics (3.1 and 3: 7). This .
T is done daily, then cumulated- weekly and monthly. “This will give
o you a way to double check_ the reader count when you o through,
PP _ . 'the f1les tw1ce a year, L A é - .
. A,‘”After a patron is reglstered for’ serv1ce (3 l), ‘make '*jjﬁ;ﬂl
o :‘a 'slash ‘mark on Your daily tally sheet 'in each category .
. ¥ o . which appl1es to this patron. For example, an adult .-
L N _:.‘\3 - who recéives braille and RC would Create three slash =
L e marks on the dally sheet L o -
e e e 7 % ’ T v
E o L ea slash on llne 1, ¢olumn B for RC N LT
L ~~“”. .. ‘a.slash on line 1, column D for braille  See Figure 6.2A
R U A e'a slash on line 1, column H for adalt I
t. - .
! ) “B. . A dep051t collect1on wh1qh is* added is tall1ed 1n
', e ® T C.‘ hen’ readers cancel all or part of the: serv1ce ‘make-a.. . . B
s o “slash, mark- in .each category wh1ch applies. If a Juvenlle :
Lo . _ .' patron cancels RQ, two marks .are made on.the dally sheet -
. ‘ - ) . [P . . Y .
PR < o ST o ‘a. slash on l1ne 3 column I for Juven1le : . . :
oo o L o : F .2A
o . e °'a slash on’ llne 3, column B for RC .See. fggre-6..,-«
. Weekly,and Monthly Statistics_
« . . ‘i .- .r.( ] . . .
These are cumulat1ons of the daLly totals and allow you to determ1ne
' . .net” ga1n or loss of readers Th1s w1ll help you double check yOur
. ; _ act1ve reader count . ‘
. - . _'d AL For the: weekly totals add the 1lines for 1nd1v1dual
< A ' readers in each format column and enter.the totals ¢
- L S on the approprlate columns of the weekly tally sheet..-
B. ' Subtract the number of readers cancelled frOm those { d_
added to obtain the net gain or loss. This ‘means if- v ,
. - 10 people\were added to the, service and 8 cancelled = - ..
. ‘ ) o the net- gain-is 2. If, however, 8 people’ were added. S
AT - o - - ~and 10 people cancelled the net loss ifs 2. Enter» e
o ‘ S the number on l1ne 4a or. 4b (see F1gure 6. ZB) e

Natlonall,lbraryServme S T 106
“for the Blind and P'hysxcally Handxmppcd o o : .
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.:/" C . '..__’:-_ . . ) p-‘. Lot R .- ) . .!p} .... A

_ C.. For monthly t als add the approprlate 11nes nd. - :
. . columns from the weekly sheets and-enter ‘in the\ -~ . . -
AR SN I correspondlng line and column on the monthly shee L

so
'

. ' R -;,_.'- b} Flgure the net 105550r galnﬁ}brkthesznth,according :
Lo e ':~'_ "to step ‘B above. a T Lie e

i - . - . .
T PR A .
- ' - . S 7
. B N - @ " - 4 . ©
. - ' ) »
. . N
R - ' N . ’ et - -
. . '\ - n'. l.’. »
. - . . B
RN v v - 4 « ¢
S . N - - : ' <L
N t * -
P . : LAN @
N . . ¢ .
] ™ : ° Pl
. 7 . <

.
wt’
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. ) - | . . . . - . .
. . ' B .\ - . . & :
. » s . L < ~ . .

e e e To record and report c1rcu1at10n sbatlstlcs you need St

P L , . PR
U P Da11y, Weekly,fand Monthly Statlstlcs Tally Sheets y'pl S e,

'-".‘l.‘- - ) . _.'_.

R .‘_af'r; LC 73 48 C1rcu1at10n Report Form (yellow) Flguré 6 2E

—; B . - ~ . 3 K - .: . ) . . ‘. ) :., .{ co - o . :
- \ . .. . . K ,‘. ] - : -~ a ... e E .: . ) <,; R . o . _. . \ ‘
e -‘; o '_".1 5}4&':, o ERRRE i -
. L 3 ‘Circ atlon statistics are a- record of the number of'books ‘in each L
. ‘ R

.format which youf 11 rary has sent to- ‘patrons over a part1cu1ar .
© time peblod These statrstlcs are uSeful when plannirg the budget LT
f for the 11brary and are one. .way to measure the 11brary 5

, L s Cir. 1at10n statf\t;cs are recorded dally,_summarlzed weekly: and
o “cumgilated. month;y C1rcu1at10n stat15t1cs are reported to. .NLS: 1n
SRR ©SApTN and in Octaber : SR » .

?f'; . QDailywpirculationQStatistics'-'1: ._i, A

. | :. . .. ) ‘ . .- . . S N ."",. T . T ot ; -, "... . ‘_t. : . .\.l
. S Da11y c1rcu1at10n statlstlcs are recorded after the books aré' T
IR ' .checked out’ (4.3)"and before the reader adv1sors send,the cards "

e BT and envelopes-to the stock clerks '"3" SR R R
: Lo K L A ¥ . T A i

s -

o . I f CUUAL Each reader: adv1sor Will have separated the ca?ds by .

ce T e T~ format in preparation for retrieval of the books. Thd = -
Co ) T - readet advisors count the“cards in edch! format ‘and’, @ ...
. . Lo _..record the totals for individual circulation on 11ne A
e «. . - 5 Of the Dadly Statisgics-Tally Sheet . (Flgure 6.20). Lo 3]

C e L e C1rcuLat10n by format to dep051t collectlons is recorded L

@ - PR . .. . oon 11ne 6. " Feo iy RO g i s e ‘

'-‘1

s L . BT :’ . N

E "B, Add the’ c1rcu1at10n for. 1nd1Vrduals to the dep051t S o
-.u'collectlon circulation amd enter the tota} in 11ne 7. . ‘
" Do thls for each format e : o

a"

o S L Cin Books wh1ch are requested on ILL from the reglonal :
4 L. 77 i library or MSC should be included- in the circulation - R
o e statistics. At the end of the day or after-all ILL ~ -7, °
A .+ . .requests have been made count the number" of. requests . o
G el riade on_LC.121 and enter the number on line 8 of ‘the: ',s
T P Daily Eally Sheet..” Count the ‘Tequests made_on LC 135
R o, and record the number on: 11ne 9 of the Da11y Tally Sheet

.

. . .
. . . ° . . oL o _.-f. S B N - L R - e
. : s Lo e D - L [ <L - - . " - ~ S
» . P B . . . Lo S .
. AR . W . P e, . .. - o . ¥ . ot B LR R ,
. . . . Lo .o . « . ‘e . N N : v o

Naaonall.lblarySefwce D _. .- "'.?:.1108
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gyes- T I'NOTE: If your 11brary does not use the 'LC ILL forms,-keep a
... v - tally of -the ILL requests and enter it on line°8. You
need to have -an ILL figure for LC 73-48. even. 1f 1t 1s
. _not broken out by type. of request ’ :

¥

T :; Weekly -and . Monthly C1rculatlon . v‘; y
o7 end IIL Statistics - ?;

N "Weekly and’ monthly c1rculat1on are, cumulat1ons of. the da1ly circu- .
o " . lation; that is, you .add al] the days together to get weekly _
- ~__.totals and then add the weeks together to get monthly totals.’ The
wwo e tally sheets’(Flgures 6.2B and 6. 2C) .are slmllag so f1111ng in the L
.~ . . lines involves the same ixéps;. N
. A.. For the weekly c1rculation totals, add all the dally
”','numbers from each box beg1nn1ng with 11ne 5 - column A,
“and ending with line.7 - column'G. For example, all -
daily. numbers (for the week) ‘within the: box def1ned by B
S T <., line 5.- column A are added together to get the ‘number o Y
" o S .. .for l1ne 5 - column A on the weekly sheet (F1gure 6 ZD)

,:ga:3- ‘{"h., R Bovaor the. monthly totals, follow' procedure A but use ., C B

A "weekly sheets (for the month) 1nstead of da1ly sheets S
- vfﬁv,,(F1gure 6 ZD) B - T o

SN ‘:,,,_ -_;.C:, For the weekly ILL totals, follow procedure A but add
& 7 " the numbers from boxes beginning with line 8 = coluMn A
o P .and end1ng w1th llne 9 —'column G“ ;,; ‘ A

N . . - D. For monthly TIL totals, follow procedure C.but-use
' . weekly sheets (for the month) 1nstead of da1ly sheets

. o '}-,7?. NOlE‘ - The weekly cumulat1ons can be el1m1nated 1f your library | .
c Lo e C '-doesn't need: this record ‘In that ‘case, add all 20+ -

G dally sheets™ together to get the monthly totals
" NLS. C1rculatlon Report ‘,~: 7'3';l. Sl
.'FormLC734’8 :
7 The- c1rcu&at10n rgport form 73 48 (Flgure«6 2E) is sent to NLS
S : ‘twice a year to g1ve 6-month- andb 2-month c1rculatlon totals. For o
o . 7 the April total (6-month total from 10/1 to '3/31) you need the. ; 1*_- ‘;5,_
' ' Ay ) s:Lx monthly tally sheets For the 12- month t%al you need the
. A ',gq-' . v i . @ ,,v . ' ‘
Q A > . foriheBlind and Physically‘Handicachd T A U - S T

Esgﬁyéieedfiﬁfbf-'.‘}fi,fif ':}- ?_,”ffifbf“'f;1223arif?b:j;;:f?L‘;L}.;;f.%f}'_:d




 Manual Circailation Handbook

, B S SR o | ) E ' '. ) 6;2. 'Continu'é'd

-~

+r g3 . .- - . ) ' “ s ,. )
6- month report on LC 73-48" and the monthly tally sheets for Apr11 . SR
- _ €ﬁrough September: Flgure 6.2D shows, the relatlonshlp of the : e
L . ﬁbnthly tally sheets to. LC 73 48 T , N

C e

A: Add the columns and. 11nes on; the monthly sheets to get
' the'6 month totals '

‘ o 2 T -.'. ..~” | ‘ ;~. o
R - . B, For'the April report enter fihe 6-month totals on the
R o {approprlate 11nes EEE U S ' '

C. . For the October report add the- Apr11 report total” to the

next 6- month total (4/1 :to 9/30) and enter these grand
- totals-on the appronrlate 11nes .

-

.
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- FIGURE 6.2A DAILY STATISTICS TALLY SHEET -

: R . .
. . -Date = R

-

Count by Format

. ] Open' , Lo . e’ o o
. - ™ RD RC .°| _Reel | Braille Type | Other - .|Magazines| Adult | Juvenile
SRR VR IS B ¢c. [ ~p. | E . |.°F 6 | W TR

- . . .

. Thdividuals N S A R

Rgader .
Added | .© .

' 2: ‘De§osit‘Colléctibﬁﬁ.‘ o : ' \ o

.

celled
L

Individuals =~ |. ‘ B I
- - . , —

-Can- "

4. Deposit Collections

v

5. Individuals -

,6; Déposit Collections’

170 Total - o 1 T - L - S

8. LG 121 'Requests

E3

- Loan-

library {Circulation

9. IC 135 Requests | -

10. Titles  °

Books

Containers~-._ . | | I

1. (vols. for braille)

12, Titles

drawn - | .Added

Containers 1 ~ - . T I S I {.
13. (vols. for braille) | .- ' - SR : . : '}

| With-

' 14. Phone calls received : : L R ' ) l . .. 1 ' Tot?l""

.

15, Walk-in readers. ' ' ] 1 T fotal: ,: ;
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©* 'FIGURE .6.2B. WEEKLY STATISTICS TALLY SHEET

__Count by Format . -

c

Braille
D

large

Type -
ZE

~

ther _

Addit

Magazines |
soetes B

G

,Juvenile
S S

Readerd
Added

1. Individuals

‘.
g E

2." Deposit Collections

celled|—A

neaders
Can- .

3.. Individuals = -

N

4."ﬁgposit Collections

FRAL=N 5
Gain
Jor Loss

da. Individials

4b. beposit,Coilections

1Cix“culatidn

S. . Individuals

'

7. - Total,

6. Deposit Collections |

3 Iibrary

- Loan | .

8. LC 121 Requests

Lo .
9. LC.135 Requests

Books
Added

10. Titles

Containers

1. (véls. for braille)

With- |

2. Titles /.

k - Containers
s

(vols.. for ‘braille)]

Gain-

or’ Loss| drawn

Titles

)

13b. Containers

(RN

'14.\

B lS,X;Waik-in Patrons:

‘Phone Calls Received

Total: |

Total: |.

T

. B
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FIGURE 6/2C NONTHLY- STATISTICS TALLY SHEET . .

T e o SEERPY

T Month

)

T P N S Count by Format - - o
L . . R TR IOPen‘ L :Large v . ] s o ) E .
RD fRC | -Reel Braille | "Type | Other |Magazines| Adult | Juvenile

Ao ey | E R o] e T

c ' Sy : S : " N N
. - Individuals. = -} - - I X N R RS A 1 TR

1. " - -
. B o Ll PRI B 7 T

-

‘Reader
celled| Added

2. Deposit Collections |.

| 3. Individuals .. - s N ' N T 2 T

Readers
Can-

4. 56epo$it Collections | = . |. - &

. . B

4a. Individuals

" Net-
or Loss|

45;‘DCPO§it?C611éctions R T I BT -

I's. Individuals. SRS R I

6. Deposit:Cb]lectidhs' N j:f T T o

7. Totat | T - S TR A B ‘/’,,f”"',.

8. LC 121 Requests .

Loan

Inter-| . -
library [ Circulation Gain

9. 'LC 135 Requests

0. Titles - =

Boqks"w
Added

- Contatners-. . ..: | o ; T T : ';1 - [',; S | o =

1. (vols. for hraille)

2, metes LN .| o T , _1 e __;'\_?.;h:

Containers = -~ o I T

BooKs
With-

13. (vols. for brajlle}:]| . .-

13a. Titles

or Loss| drawn

Net
- Gain

I3b. Containérs . e

- s, zbhone Célls ﬁeceiﬁed Tbﬁéi:

15. WalkJinlEatfons: Total:

O
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" FIGURE 6.2D = RELATIONSHIP OF VARIOUS TALLY:

4

4
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SHEETS AND'NLS FORM 73-48 - °

. . . T S
i .
i .. ;o . - .
s . ¢ M * . LA A
) . - Ouner Anit | doweaile ’ :
: : ’ c D 3
[T 4 | =
! 3, Sepesit Codectimwe 'l‘ - )
3 -
ia: 3. ind N X
3o eposis cationtiony N -
o e = - T L ° ' .
& Spenit ~ ot 4 -
iil i 11 gt : R B .
LS T ’ . g b
Lvals.. fov Braiite] L
oo o
__(weis. For Besille} . .
0. _Mase calls reoesi ) - - IO .
© B4 weid-is resders ¥ ¢ | 1 | WEILT STATISTIC) YUY Saqt .
: . . \ ] g \ Coumt by Formst
. - N o . N » 3 Asel Sruilte .| Oubee ¥ Adult | Juvenlle
; B NG A L ¢ [ e, !’ - w1
‘ . SR : “ . i ;\ —_ -
h e o . ’ 4 R R it Callmetions - :
s o ' - . ) 'ag P
s . . i 3. Sopetis copdrions
. T L is; Sa tadioyfliors _ -
. . . $le. 4t Coltectsums -
. (— . . RN I 3 ” o
.. . / sv_Sogueit
. L AG {0
' . R |5Eg e e C
B am o
B9 b3 {veln. for drsilla) hd
: siipene =
S 9w, Comtatnars -
¢ (8. Phese Cails Seraived Tetal Al :
. - hs_ wain:ie petrems: | totar. ‘ v
i : . ’ adwly . ile - . . N By H
8 © o
1. dopoaly Catloctiems |- i . " READERSHIP (LC 73-48)
:sé 3. 1k - : ) ) o . . oo
1 e . i .
T S e — _INDIVIDUAL - ! DEPOSIT 1
iii s, - 3 T USERS o COLLECTINNS
-~ N 2
: Sepeedt Recorded Disé 3 AR : =
L Containers “T ¢ ;
Sogasit Cald i1
&Sty apfestiens _ [Recorded Cassette i i .
1 P .| containers L E .
:E! oL el Open-Reel T - -
= "h 19 1CIIS Gegeeerd - Containers | L 1 \ )
. . Tistes - K \ - - — o
be. for Iretite) : - Braille Volumes : B
) {vels. for Bratite) N\ - Large Type Voliumes L, - ;
. : Other (Specify)
caits mmatioa] Totsy: _ \ CIRCULATION (LC 73-48) ; — :
) Mid-ts pyseoms: | Yetai: L C .
- i - ' : IVIDUAL | .DEPOSIT | INTERLIBRARY| . ~ |...
FORMAT ERS COLLECTIONS |- LOAN . -} TOTAL
. . Recorded Disc . ) L , o J
A | Containers - ) . . ‘!4
> "I Recorded Cassette . ] i
B | Containers - L, .
B e '{ OpensReel . . - ' s
; C | Contafriers . . . . -
p|Bratlle voluses' |- % , | o . )
? . - - | B
: R " g | Large Type Volumes’ : ~‘ ,
d . .
B p | Other (Specify) . » { . :
., . -
. ' . .
. 1 n ; . 114
. Ry _i i
1} o ) .
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RY REPORTING:
Regional Libmry

A ‘, pmunn 6,28 1C 73 48 cmcummn REPORT FORY

. v

ot

LIBRAEY OF CONGRESS

>

PP

RM'IONAL LIBRARY SERVICB FOR 'I‘HE BLIND AND PHYSICAI.LY HANDICAPPBD

. -. ,' & . - .Q' .
|state served {use sepax'ate fonh t‘or each state‘) T e
Subregional Libmry
‘(Subl_n»#/report to the regional library for your area) ' et P
éISCAL-YEAa_ 'PERIOD REPORTED:.’-D ot. 1 - March 31, Ot 1 - Sept. 30°
L o (émonths) (12 months) -
i a Lo . o -
CIRGULATION . ..
- L] L >~ ol : . . . - i .
: " PORMAT " INDIVIDUAL READERS - | DEPOSIT COLLECTIONS | INTER-LIBRARY LoaN, [ TOTAL !
Recorded Disc ) -~ B
" Containers ‘ ' v o .
Recorded Cassette - B
Containers S T L,
‘Open-Reel céhtéii;ers' S . . :
.Bi‘klle Volumes R ~ ° B
— - — 2 - _ M
.Large T;'rbéf\(olwﬁes , i LA ‘.
Other (specil‘y) ¥ i L o
. 4 .
¢ . 2 ol '
: *(See. other.side of.this form for explanatory notes) . R
[ " B . ( ‘ 15 Y U A
) e ‘ i . ' ‘
SR : : Y ; oy
L TR . R K y ' Gy » -: 5
(rev 3/79) g o S A .
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Bl Rl
) ) Rl
- < .
R .
. . .
v t
,"» . e . o . . B . . . . X . . B . “ . R
tmT : - . N -

'd . -
there has been any decrease, or an increase ot’ more than 15% in these statistics ror your library since 1ast year's -report,
a.se explain: ' .

. .:.) i .“_:" ' . ,"".- . .
CI_JI&ATION»:‘ o Count all books and’ magazines \lhich are not direct circulation. (Direct circu1ation magazines
7 are reported to NLS/BPH by’ magazine producers.)  Also. count, as, other," art printsi,; t’ilmstrips, ,
,oF other such items circulated to patrons of the NLS/BPH program. Vo .
o o ’ ' o D .
ECT GIRCUIJATION , ,A magazine vhich is sent to the reader directly from the producer ratheQ than fron the . o :
AZIﬁE o ; library. i Such a magazine is usually retained by .the reader. T e RN
0SIT COLLBC'I'ION:‘,._' ' An institution, e, g., mu'sing home', hospital publi‘c or pri%’a‘te? school that is provided uith .',"-_'_ .
©° 7.7 Z.a small; rotating collection of books for circulatipn to the. residents -or patrons of ‘the . ".. PSR
o institution. . Each item sent to a deposit collecﬁ;lon is counted as one circulatibn. Do ‘not s ,‘ S ..
'_ consider the mber\of tihes it nay circulate vithin the deposit collection, , - . = ° R T

T e

cR-LIBRARY TOMN:. Matertals cireulated £ anbther regional or subregional ibrary providing service ‘to blind

,or handicapped readers. e ‘;u v S ” o ] Lo ~,bwt, -
9E TYPE: _,V'I'his entry' 18 to include circu1ation nly to readers who are registered ror the NLS/BPH pro= . _ \'
Y 4 . PR A, ; .
: gram, Scme: libraries do not have’ la‘rge type collections or are unablé to' obtain 51;31;1&.,,_‘\“_‘ s I§
9 tles on 1arge type circu1ation to blind afid. physically handicaﬁped- readers. ' ' & a . I N
) T ,\,‘7 T ' . . l' . © e

2 'l‘hi tom mus.t be returned to Rererence Sectio'n, NLS/BPH within tuo weeks ‘after the end of the reporting ‘period. »
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. . . f /""ﬂ d . N . .

. Collectlon statlstlcs are a record of the 512e andwcomp051tlon of_ .
C S “thé- 11brary s ‘collection. These statistics colleeted by NLS™ gga'm
S ., .. . th& annual network’survey and are- useful to the 11brary for plln B

Sl 'fning»fac111t1es and weedlng e ,
v . - ‘ .. . d ~ N - : "'v.f . Lot ' e ’
' e ‘ Da11y Collectlon Statistlcs :_“.%5,;_9d ‘ . [ N A o
b . 'jgfn---Collectlon statlstrcs are - recorded on 11nes-10 throughgié o"the ;}:..
e 2"3f1ﬁ"‘da11y, weekly,.and monthly ‘tally sheets.' These may not beufllled '

. . da11y,,1t will deépend. upon - ‘the- sh1pments ofhnew books and

et ERERCI *discards.’i You count béth titles .and contalners for . tHe collectlon L
- L statlstlcs.f See’ Flgures 6. 2A 6. ZB rand 6 ZC for samples of the RS
*?A,*,tally“sheets.-‘\,. BT SR Cees e T e
o AL On the days that new t1t1es are procéssed (5. 7), you R -
g will enter on+lines 10wand 11 the number of.titles and 'f,qf_ﬁ,zfﬁ
S - the number- of..containers- (volumes for brallleﬂ whlch _,_;_ R
j : " are added tQ the collectlon. ST ”_.-: C T,
y ,After'the titles are'proceSSed,and the shelf 115t o
_cards ‘prepared, count the number of ‘cpntainers = v Sl
Los receLqedfln each format ‘and enter 1t on 11ne 11 1n
- 3 M o -’.‘> . ‘.
a $ ': o ‘ . : :
N A', nWhen bSoKs: -are dlscarded (4 9), count the number of ‘ ‘
- Lo conta1nersrbe1ng removed and enter ‘the number on 11ne»1'“vf -
: B . Lo {'; 13 L 0 i ) . . fo_. B S . P . .
: L 'E.. Co t the number,of t1t1es belng removed and enter S '1f' L
e A th€ number on’ 11ne 12 Cev L ) , R O
- ’ ‘ ,,‘ : ._~‘. P M a‘. : . . ) i
: .:‘- P ' ‘,'-;’ Sy ‘ . L . ’ m ' R ) ‘71‘.
T N L T 2 o
- »- . » v . .\' .. I - . . o . l(\ ;‘a \\ "‘ - .
. . e S v R ' c o » . ; : ' I t" . ‘-
. ' C . 5, .}f'll . - o » .» - ' ».: v ; . .' 9 '_'v _ ‘:. “
. ’ " ; ‘ .." "l‘" u“ - Q 3 ' " . " - - .‘ .’_.;\Q.*.. . . 3

NatmalbbrarVServme o 1lgo S 117

. for the Bhnd‘and Physmlly Handlcappcd ",
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RO -+ .. Weekly ‘and-Monthly Collection.Statistics .-~ . 7 . % = .~ -
e T B - REEE N DRt 5 E .
: Dol - . ‘ e

e Weekly and monthly collect1on totals are prepared the same wa
P the c1rculatlon totals are- der1ved (6.2). o et
S L o e AG To get weekly collect1on totals, add all the numbers
R Coe T " from the daily sheets’ (for' the week). beglnn1ng w1th
... o] e the” box.defined by line 10 - column- A and ending
,yi;f”;gu s . .7 with the:box defined by line 13 - column’ G. Enter
SR e R - these’ totals in the" correspond1ng boxes on the
ERT ‘ weekly sheet, . . . _ Lo

. -
-

e

2% R 7 "Bl L To get monthly collect1on totals, follow procedure fi e T e
PR e A but add weekly. sheets (for the month) 1nstead of- e
P 'da1ly sheets. = o e AR *__3 R
’ s .o . n JEETEC o - : : : .. . -
co T Ca Your w1Il also f1gure the. net ga1n or loss -in the_
©0 . .. collection (lines 13a'and 13b)on a weekly and,
o e R _-.monthly basis. This will: g1ve you the agtual:chd _ -
P N S .e1ther an, 1ncrease or’ decrease, 1n the collecf1on B T -

. » . : A
L .’;_,g‘.v oo L ) . N' . : Lo R

BT 7/ SO Nam;all.ibramw 13y S £

PAruntext provided oy enic [N e
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'reported -monthly. on’73-119-and 73-120° (Flgures 6.4A and 6. 4B).

" submitted .on 73-162a. (Flgure 6., Qg) Detailed instructions for

o T . [N - Ce i . L - e s e 0N

qunal C'n'ulhtlolrl-landbook R T T 5 "

To record and reportvéqu1pment statlstlcs you need S e T

4 »
.

thhzne Inventory Mun%al ,-f_ fﬁﬁf;;f::f

o g e B L

LC Equ1pment Forms 73 119 73 120 ‘and 73- 162a

eEqulpment statlstlcs are. reported monthly and semi- annually to
‘NLS.: Current status of talking book and cassette machlnes are’

‘Semi-anngal reports due at NLS on- Apr11 1 and°October 1, are

- these, statistics and the use of the forms are in the thhzne'* - _';

,

- ﬂwawm@AMmmZ T L

.
R .
e .o
; EN
. N
R .
» . . .
. .
¢ . - <
DY T
- i
.-
~ ¢ R
>

‘_Natmvalbb:arySerwoe . | | 1Q8 O 119

C T for the Blind and Physmlly Handmppcd
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* ‘FIGURE 6. 4A

'LC EQUIPMENT FORM 73-119 .

FCRTER S

‘ LIBRARY OF CONGRESS : .
NATIONAL LIBRARY :SERVICE FOR THE BLIND
AND PHYSICALLY HANDICAPPED

MONTH

o MONTHLY- TALKING BOOK MACHINE REPORT .

o

r- .r .
' idbzary of COngress . .
. National ‘Library Service for the
Blind and Physically Handicapped
Equipment Control Officer

. . R |
7 Form must be
‘ - | * completed by the.

- first day.of each
1 month and re:urned

to .the address

Lo Washington. D.C. 20542 '_' L ey :
: e T “indicated at left

e

" Being S Hai:ing

Model Ready for . | . Walting for :
.Repaired- .~ List

» ¥/f' : T Agsignment . _Repair
e T A 39'; o | |

AT76 |

ATH

Atz

i S Y

- |Agency: Address:

1. - T

~ . {Signature of person reporting inventory:

. N ' ) "..“ ”.-

T13-119 (rev 10/79)

i




e . S L
“.'_FIGURE'6,4B LC EQUIPMtNT FORM 73- 120

' R LIBRARY oF concnnss . -
Nat1ona1 L1brary Serv1ce for the Bl1nd and Phy51ca11y Hand1capped

MDNTHLY CASSETTE MACHINE REPORT ~v.

©Month _

‘.

“Hodel -

Machines Ready fori_ Machines Waiting "1 Machines Being

B

[

_Assignment if for Repair - B Repaired . .~

Vcﬂ78"n

‘c77

c76 .

¢ 75 |

¢ 75

Ebrm must be completed by the first day of each month and returned t0°'_-»

Lt

w0 Yateing List

. Agemcy: __ - . .

’];Addreséér_l—‘

Pl

a , Library of Congress
~ National Library Service for the

',1:}i_ : %;%af". :." ‘Blind and. Phy51ca11y Hand1capped o 1.5.7',$?A.

A73-;26:

'Equipment Control Officer- L
- Washington, D.C. 20542 .

'S;gnature-of person reporting;the inventorz



C 7 FIGIRE 6.4C° LCEQUIPMENT FORM 731622 .+

AGENCY 1.CODE- -

"3 - NatmnalbbmryServme

for lhe Blind and Physmlly Handmﬁ'ped

U ADORESS

SEMIANNUAL MACHINE ST. ATUS REPORT

Library of Congress a o INSTHUCTIONS Formmustboeo lmd v
- National Library. for the i d dPh andi LT S e hvtho _—
e e b st Py s Iy o Wt St v
Washington, D. C. 20542 C S theaddrmmdwatedatlm _ R
v e ] ] [ w R
MODEL| AVAILABLE. | AL "D i [ommagep | oo | ] Les 0| SEMIANNUAL- | _-MACHINES ASSIGNED

] s | A e | | | 0| | o s |
) - _ N o ' o e, N | our- | REASSIGNED | © NEW

oot

N ‘, | ] -
QUANTITY

.RECEIVED

o

|5

LKING BOOK MACHINES ~ ST
ann |- T T R ‘
AN o o R S N o : e
A TR FEP B e

Al BN | s R B e

| §

— . . B g, n i
_ pan |- '
L an

A2

ﬂSSETTEMACHINES Lo S o R RS Lo - o
m . o R - ' . B

e
"C26 .
‘creA¥| "
CIy
107ALS}

Acessomes . . _ G SRR
mow [ T 1T D

.m ': v | o g : i.., ,. N B ; '_ ;. | ./
IR Entries indicate currcnt status of alt nuchmes a of lest day of reportinq pcrlod

. * 2/ Entries contsin totals Sinca the last semiannual report,

-+ . 3 Sumof all columns from * “available for assignment"” to “‘lost mmaol" : T

. : - - ) . o L 4 Represénts all. newmachmesrenewedbyMLAlmcludmgthoseionubundmg agenms). . N iy

1620 (rev 2/80) . R B B should not be'limited only to' machines received during this six-manth rcportmgpenod . 1‘1 [

o R T -5/ Overseas machine; NLSonly ' :

?-

.
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APPENDIX'1 .
Addressing‘System .

The fact that products or f1rms -are l1sted in. th1s append1x does not. ';', _
'imply that .they are endorsed or preferred by the L1brary of Congress L
+-or consldered to be super1or to others ’

'The addre551ng system plays an 1mportant role in th1s c1rculatlon R
system since rt is a component of the patron folder-and increases e
- efficiency by reducing the number of files. necessary to the system. - - U
The evaluatlon cr1ter1a wh}ch.the address1ng system must meet are: '

- The master must be a 5- or 9- l1ne plast1e plate* N

S

”T-';'e The*emb0551ng and pr1nt{ng equ1pment must be easy to operate ‘ "gﬂﬁa‘

.The sy l eslmust be ?nexpens1ve and readaly ava1lable ‘ '»'f_;L f*f o
S o ] I TR

““.system mus; llex1ble to allow for upgradlng of equ1pment

e
Py .

‘-EE Both equ1pment drservice must be w1dely ava1lab1e ff';

PRV

There are. at leas k= mmerc1a1 systems available nat1onally wh1ch O
h-rmeet these cr1ter1a "l"sé _systems are -manufactured by Addressograph-
. By Bowes (P-B). Each system involves two'
3 “an. embosser for mak1ng the plast1c cards

o t'-: L ‘pieces of ba51c-equ1p T‘
G N § for address1ng the envelopes - .0f the

.and an. ink roller 1m_

1y operated ‘imprinters as well as
; one basic manual imprinter with an
' A-M has only an electric embQsser .
nd electric. :Either system can. be oo
900-2;200" for the two p1eces of R S
e also aVa1lable R W

ble from.both c6mpan1es These

are ‘blank Gar \ ; -1ine siZe and adhesive str1ps .

.. which attag Fal _ der. The plastic cards come in a-
. variety of colors:tOptional:p .pocket’s -are available’ from . - '
~both’ companigsi.iThe, povkets: récommended for librariés with
active patrons‘ who gddres Q vof new envelopes or use. the

e plate for new ' ;

IR circulation syst S0 1brar1es may wish to have §
.vee,. . additional inf i N 84, i : s ;

ERIC . ®As - fniebindammnch
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P
v

oo y'_,,’~

attached to the folder and the plate kept in 1t and removed to make :,‘5
" a label Thls saves wear and tear on the folder S

NQTE:h :The 11brary should conslder the Comprehenszve M&zlzng Iist
. : System requirements for .maximum number of characters per ‘
" line’ when ch0051ng ‘an address1ng system

“Librdries p1anning to change over to. this‘system should consider both
“systems in light of .the 11brary s individual-situation. .A.represen-

R .. . tative of each company can help you def1ne your needs. 'The. factors
L. 77 . ito consider are: . , A

Iy .

e 'Ayallablllty of equ1pment partsh and serv1ce 1n your area

Ce Volume of plates and énvelopes to be prepared on a da11y -

- - basis. Volume will affect the’ type of equ1pment needed e
', " electrit or manual S S

_;lcra;mff;«mmxamxamwwﬂ~o——}nd1v1dual prrce and'dlscounts. The pr1ces for each system

S ORI Lo quoted here are straight list price, no government or o

g 'W;-\.?l; T quant1ty dlscounts are consldered

-

s L The systems are- slmllar in operatlon 51ze and pr1ce.-'-03 e
. Both P1tney Bowes and Addressograph Multlgraph offer a batch serv1ce o
- The companies will produce the plastic cards, embossed.with name,
“address -and: other 1nformat1on for. approximately $.50. per card plus.a .
'-.handl1ng charge. 'In this case the libraryswould need to have only
. a printer(s). For°11brar1es with fewer than. 2,500 readers‘\thrs
. may be a viable’ option.. For the‘ pr1ce of*" the embosser, ‘a dibrary
. could order - about. 3,500 ‘embossed . cards (an “initial 2 500 and 14000 5
‘additional-or- rep1acement cards).”- Several factors should be con-
' sldered before a llbrary se1ects thls alternat1ve. e

. .
ca

L
o Turnaround t1me for the cards 1s up to l4 days, dependlng

‘ upon local serv1ce ava11ab111ty ;.~ T . S

E .o e llbrary s need to. change patrons' addresses on a da11y. . o

asis. - .- , - A S o . Co s

it o R )

e

s

= . oulExpected increase in number of rEaders may- 1nd;cate the .
' -need to- do Ain- house embosslng
M - . " . -
70;'The ‘'staff. ‘time ‘involved in prepar1ng the copy for the
" embossing’ serv1ce shou1d be included in the cost of this . _
'Malternat1ve Ly e : o ‘4.- |
EKTC - for the Blind and Physically Handicapped -~ ., .

G N



. LT . "% APPENDIX 1 Continued <.
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 Addressograph-Multigraph System” - _
~ : : ] L L )

- - : Toag

- 'Equipment - -

o . : -

P :'1_" - iEmbosser Model. 320

. Thls embosser is de51 éanor low volume (fewer than 50 plates per
.. day) ‘addressing plateggreparatlon. It provides upper ‘case. alpha, . .

" standard numerics;and punctuatlon with manual selectlon of o
' characters. . ,*

s . _ L To' operate,‘you v1sually allgnthe de51red character and a lever 8
Coo R -triggers embossing and spacing in the same operatlon - It takes

'_approx1mately 2 m1nutes to prepare a card
vly.-_-"-- ‘ h;"-' R Measurements _ 7" w1de X 20" deep by 6 3/4" hlgh

L e _ a Cost $l 750 (as of SeptemBer 1980)m N p< “;;:;. S o
. DR Embosser Model 6500‘\ T - R f SR e
.~ Y. Thisis a much.more sophlstlcated embosser and would be ‘suitable ..
-in libraries which produce 50 to 100 plates per day. " It has a_
o : 40-character buffer memory which allows: the operator to work at”
e . -A_-I-‘max1mum 'skill--level while the embossing function. catches_up. in - -
R . its own. It can operate’ at’ 3 characters per: seeond It has' two

.optional character drums: ¢-64 or 92" character. All standard o
_alpha fonts can be f1tted ‘y RN

-

. The embosser operates W1th keyboard control

'Measurements.. l8 2/5n'w1de X 23 " deep X 15 l/S" hlghf/
R ‘*_c 1L-: n-“'ﬁcd§t $9 450 (as of September 1980)_Lf7‘ R

. 12- 40 Data Recorder '-

e ’_bThe unit: W1ll accommodate a var1ety of. forms . It has'‘two adJust4;;:
~ : . able side. gauges and one . adJustable rear gauge. - A dater can.be -

o L : - ’

: . \ NatnmalbblarySa'wce 140 Lo Ale3
EMC o .\ RN I‘ortheBlmdandPhysmllyHandimpped S S — SRR SR

et tly
\
_,'.,h\, i

: added but would not be needed for the c1rculatlon system o f;,_J'«-ﬁﬂ
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" Manual Circilation Handbook
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It was designed for credit“card embossing. - The envelope fits over
the plastic card and an ink ro}ller is pulled. (from left to right)

across the form and card and leaves the impression on the envelope.
It will accommodate either 5- .or 7-line cards. BRI :

R
HEE ST

- "' Cost $218 (as of September 1980) [~ <.

w0 12:27 patasRecorder ., . ot . T R
-  This unit is less useful for the cirgula;ion system since it was - .. °
<" .- - - o .designed for;use with, forms that are bound into sales ‘books but = -

.. it is included here becaiise it.is less expensive. Libraries R

- ;. which address fewer than 50 envglopes a day may consider. this unit.

" To operate the unit, the ‘person places the card on the printing bed,
which -is elevated, the form is put .over the card and- then the. top of
the unit is closed. The imprint is made by depressing a lever which

~is on the right end of the-unit. =~ . s T

7.Cost:  $183 (as of September 1980) - . .

-

) o ;Sggﬁfiés

’

};’ .f o 'jPléstic.Cards CR450-(5'Line)”V,.‘l  :1-  ',;' e L o R
| _'The.ééfdé are available in 13 gblors;"
$1s0 B
'$74.25 per thousand
$57.50 per thousand-

Price: 1,000
, 5,000
- 725,000

7#i;f fPianic*Pocket5~Qifh Tape e

R

' Doﬁﬁleﬁsided téﬁe.iﬁciudéd'to attach the pocketftofthe.foidéy;

e .

'térice:’ 1;0Qb,% $1335?»:i 

Loe

3¢’ for the Blind and Physically Handicapped .




]

Pitney-Bowes ~ . . ... ¢ v .

. Embosser‘ "7'9'63 . .' '

T L ~ This machlne is manually operated Characters are arranged alpha-,»
= B betically on'a dial. : The’ operator v1sually Selects;the chatacter.
. and then pulls a.handle to make the 1mpre551on. Operator can ‘read
‘the. plate duangfembossmg. . Available® ‘Wwith full .upper: and™ lGWer '
. . case’ alphabet,"”standard numerals and’ punCtuatlon Ava*lable With- .
G N ¥ elecfm’}i’g' motor. The manual model is suitable fpr fewer than T

S

50 plates bz day. | SR

K ""'A . . L : . ’
) e '.Costv $l 950 (as of Septembier 198 )'_" G X
B ’ : ' oy - S

o The machine is manually operated and accommodates any size form

.-~P051t1§n envelope over the plastic. card and pull roller (from
left to right but will operate right to ‘1eft). across" envelope , R

- This model. has a- pressure ‘'dial (0. to 9) which makes it ea51er to: . T T
‘print thicker docun?én,ts. ’

) .\”.;

)
i

A}

: _ACost $340 (as of September 1980) LR B

@

Plastlc Cards . |

e » ! '{'he cards are avallable i
I TR R . (when embossed)

S Pr_1ce.v o

“Cards. . Per 1,000

. PocKets; .100_-30. T s per :tO'O © $60.per 100 - .
oo o 7 -500-9%0 $45 per 100 ' - _$50 per 100
‘ . S l 0004- . -~ $40 per 100. - $45 per 100
~ " o >_ . 'Adhesa.ve Per 1 000 | $29 0 .
T ey oo . v

for the Blind and Physmuy_uandmpged_ B R B




The fact that products dr f1rms are l1s¥ed “in- thng?
nét imply that. they are endorSed.or preferred by the
Congress or cons1dered to be supe;ior to others.Y,'

L1brar1es wh1ch do not w1sh to adopt the recommended patron folder )
can use a terminal 'digit Visirecord ‘form instead. This: ‘alternative
‘does not offer the same .amount of deta1l"as the. recommended folder,'

‘nor is.it in the sameuorder The most ser1ous d1sadvantages of ‘this -
~form: are: : :

?:3 o No record of the "1n" date for “book check 1n

'7Jncomplete l1st of read1ng~nnterests K

LT

AR

Co T These d1sadvantages are present w1th all the Vis1record forms
. o ‘j'exam1ned The one recommended is used by the Dade County" Talking - S
- Book " L1brary (M1am1, Florida) and is. available from Visirecord. . . :, o
' systéms. in S. Norwalk Connect1cut Accord1ng to ‘Visirecord, all
- forms are produced onw a- custom~made ba§1s-so it is possible that
o adaptat1ons could be ‘made. L T T

"‘*= o 'iE*_NOTE _ Other compan1es can produce custom’ des1gned fofms andﬂa.
o . ‘&*E’ library which:chooses tqvuse Eh1sﬁtype of patron record

should seek" c0mpet1t1ve h}ds

The form is reproduced as F1gupes A2.1 and A2 2. - Each pf the areas

- is numbered. and,the data entered in each is expla1ned The “sourcés o
of the informatioh, the: -application for service and the teléphone --' oA
call,. are the same as in the recommended - syStem‘, ‘The patron will
have ‘two folders,. one.for. recorded fnaterial atid one. for. braille. -

The General Correspondence File, however is; ~expgnded in this;
alternat1ve .because it now must . ‘¢ontain the maga ne llst and : CoU
R IR
~ expandedgr ead1ng interests.' The library should create Aa. magaz1ne o e

. sheet. such as the one in Figure A2.3.to record the magaz1nes and © - e

. 7. codes. (see 3. 2. Cbmprehenszve M zlzng List System apd Mbgazzne 7l,,
"ij'Subserzptzons) , ~ ~ ; :

LR

- When a patron cancels Serv1ce pull the'V1s1record and the general

> file. Weed the General File (see 3.7 -Cangellation of: ‘Patron, Serv%ce)
. ./but do not discard. the-£eider Put the app11cat1on V1s1record

i and.the jitems kept' from the general file &nto the folder and f11e it %-
'1n the Cancelled F1le _ : C B SRR T
o 'forthc Blmd and Physmlly Handmppcd : R

."'.' DR
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' Manual C

SIRECORD °FORM

3

[t

FIGURE ‘A2 2" INSIDE OF .VI

~

$CI. & TECH.

SPORYS -~

" ECON. & 8us. |- | momE EC. * -

| GOV'T &' C.E..

NON FICYION

Juv.

Y.A,

.

-AFRO. AM.

ART & MUS.

HIST.

‘PARA. PSY, .
PHIL,
REL.

FICTION
ADV, ¥
CLA.

‘GEN.

MYST.
ROM.

-

~An 1

$Cl. FI,

o

hysically Han

; naP

for the Bli

a

Q
I

Aruntoxt provided by Eic:

E
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Al ‘. ,. . i B ' ,".‘ .-,l . s . . R .. . v,.:- . . - . .A ’ ’-(
~  FIGURE A2.3 - .FORM FOR RECORDING P_ATRON,_MAG‘AZINE SUBSCRIPTI

A

., - -

]

_Magazine (Codé) - . ° Date-Stafted,

LI

&



i ,‘ =3 : 4
HOW TO eoMPLETE THB VISIRECORD FORM  “ |

S

®1n 4) “ L “j _ L e

(2) En the d15ab111ty code or codes as 1nd1cated on the
4«;? i apphcatlon.- (See 3. l - 11ne 7. ) al R ,’

‘5 Of ﬁﬁ1 L : . i <mt,

LN,
LA T e ) . B

- (4) Enter "patron s work and phone telephone numbers '

fop

2 IR : (5) Enter patron s SéX: _, "M" for male "F" for female

,,._-' £l S o ., . o :
L ' """_(6) Enter the codes for materlal format(s) the %atron requests
J? " - RN e (Sed 3. 1 11ne 3. ) Qu._ o . .

‘ Y (7) Enter frequency of . serV1ce. USe codes in 3 1, llne 9

w A .‘:“ '. '_,_ = Ve . J g : of
' s (8) Follow the’ 1nstructlons for B, 11ne 18 to const.ruct the
o . "Ac.tlve Reader" boxes. : It W1ll look 11ke thls L

- . £

PR

‘ accessorlés the patron has. "rei-
?‘ (10) Attach ‘the master plate here. e h e y :
s L ﬁﬂ&m “ : e SR
P Open the patron folder to the readlng 1nterest list

.o

S .. o (ll) -Check the readlng 1ntgrests the patror_li J;dlcated
A L ' oo : i

PR e »(1_2.)_ Enter add1t10nal 1nformatlon about preference for narrator,
AU »o restrlctlons 1nd1cated or; other deta1}s. '

"be entered here R P s

Y S

. - -
Ly e
-
. X s
N

(l}. ﬂ’ype patron s pame, last namé f1rst Underneath 1t put. the
‘codg. forwtyp.e oﬁ serv1ce (see 3 1 Setting Up P.atron Records o

s a (3’ Enter.birth d?ate. Use the year, month and day coées from llne

,

. .' (9) Enter mach1ne ser1al numbérs for both TBM and CBM Note any',

&y (13) Any remarks or addltlonal daua such as coﬁtact person, can

¥

Az_ ; 2



 RECORD ?ATRON REQUESTS:AND'BDOK CHECK«OUT L

Sy S Th1s is a termlnal d1g1t form and is used the same way as- the .
’/] e 1ns1de of the patron folder except there 1s no "In" column. . .1 -
AT : ' e L
e AThe termlnal d1g1ts, Ol 00 are, pr1nted on. the four sides of each
s, ., . irecord, 25 per side with two extra lines. The columns are"divided
'+ 7 . . into sets of two- with solid lines separating the individual-’sets. and
S broken l1nes separat1ng the columms of. the sets. Itflook$.11ke ‘this:’

. - H u; L ‘.’ﬁ“lﬁ

15 ; . .:%lf S ‘lj:

wE - s S
ng- e
Tl ;l‘é§; L IR
o 197 S .ii

RN e
1 22 o o L P
uE

25.

-

Ly

N -
rottad 3

QS N

| ]""ff'f'fi(

-

S N LNV NP G

d--fet--t -+

Jﬁ.

N BT T LT TS Fpues IEYRY YA Ty

®

5

S,

cmtorecdr et edectene cdant o da <

.
coteoucodrobsdectentcacten e

N | EET T SRS R A FR

.

- The r1ght column (closest to the pr1nted number) is where the book
o .- =+ - " ‘number is. entered The other column has the date the book was _
T L checked out entered : R - _
: S . f\r{_v , o R
DA S Follow the steps in 4.1 Recordzng Patron H@quests and in 433 Book
‘5.7« - Check-Out, except tbe form does not allow 'space”for the Yyear to-be
% . -, - _entered. When hooks ‘are returned, you will" check ‘them in but since
- "% "there.is no "In" ‘column; -an -alternative method is necessary.. It is -
ORI n;.s1mp1e but- doesn't provlde as much 1nformat1on as the recommended
: : ,system . : . X : :

.- qQy

O
e
&
f.hat'."'j
e o
Co:

L Nam:all.lbrarySerme L e o ToA6
EMC . "‘:‘:‘:":._..o»‘j“ abfqrtheBhrgandPh-y.swallyHandmR&ed " :_. : ', : ’ . . - : s ,




’

LAﬁPENDIX?27'Contiﬁued .

In this examﬁié,=RC 2024 was Eﬁecked 6pt ohf0¢t6Bef:10.‘

When RC.2024 is returned, ybu will putia;diégbnai slash through the

-

CIE will

w4

‘Use a pencil so that the number can'still be read.

look like this:.

- date.

[ 4

.

SRR fIL].l.L w

B

A2:7

for the Blind and Physically Handjcapped




L i T APPENDIX 3

f""~”. S L Cree B ﬂ. - . :Férm Letters o

' Letters to patrons should be pr1nted in large type The letters in
“this appendix. are typed- in IBM Orator... The. letters should be able
"to’'be re-folded -and. returned with the. 11brary s address and "free
matter for the blind and phy51ca11y handicapped" printed on- the
reserve of. the . 1etter All letters -should be speC1f1ca11y tallored

-l to your 11brary and 1nc1ude a phone pumber

FIRY . . . :, ,., ,

letters 1n it:

.2 - New Reader Welcome' e o
A3.3 . Transfer Welcome'  ; ' : R
‘A3.4. Braille Transfer. ' '
_ , . A3.5 .Cancelled Patrons .
.~ ... 1. A3.6 . Reserve Recall Notice.
Sy 5 -~ .. A3.7, Reserve Card for Book. Contalner
.t . .7 7 A3.8 Request List Reminder’ e
-~ A3.9 . Request List with Order Form
L _ . ' . .A3.10 Inactive Reader.. : _
T ..., A3.11 Machine Retr1eVa1 o j : '{f,f RS
. . A3,12 Overdue - v L S I
S C " ‘A3.13 'Requests Not Sent - T
. *A3.14 Deposit Collection' Exchange R
-~ .A3.15 .'Letter to Transfer Patron’

o 8ED I\lamIleraryServme" R BT Y G
SR N R fortheBlmdandPhystcaIlyHandmpped‘ T R LU ‘._?__ . .
EMC. '-,"'-' ’ : . .
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PATRON MAILING LABEL |-
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PAruntext provided by eric



-

o PAS,i"New”ReadngWeicomé,;."

e

CDeaR T

$oe

. WE ARE HAPPY T0 wELc0ME YOU As A PATRON OF 12, a

. NAME) OUR GOAL 18°T0 OFFER YOU GOGDTAND

@” . , _ .
EFFICIENT LIBRARY SERVICE.

&'«-‘.’ .

IP YOU NEED. A. REPLACEMENT MACHINE, NEEDLE OR ACCESSORIEs, |
PLEASE LET us KNOW.. WE ENCOURAGE PATR0Ns T0 TAKE AN f< E
VACTIVE. ROLE IN SELECTING %HEIR owN BOOKS, DLEASE SENDW,

HAVE RECEIVED.""

i

NE ARE L0CATED AT (ADnREss) a "5{355E§fff,7

OUR TELEPHONE NUMBER Is ;'" . A STAFF MEMBER

PLEASE LET US KNOW HOW WE MAY SERVE YOU.‘.'...;

Cog o

i"f“SINCERELY;_v_: 

Ahaonall.lbmrySemce T e e 1_*_.3-;4.'

:’ © .. forthe Blmdand Physxcally Handmpped . i




<

s P L.‘ N ERI . ) - Rt
Sy A EE.

] . . i
. N A .\
. ‘D A .
SRR -DEAR —gr g W,
et R R R
e P akitel .
Lot B . . PR - . W o - . . - " ‘ . - N P
A0 S M
Lo : RTYE
e e

SO vl WE HAyE RECBTVED NOTIFICATION OF YOUR TRANSFER FROM
« . _ . . l' WE o - ._ .

' E (éTATE) WE HAVE RECEIVED ALL OF. YOUR READING
o ;‘.~ f}J REc0RDs. You WILL Now “BE SERVED BY *_ (LIBRAR!

___NAMEL__ NE WILL

LIBRARY SERVICE. s '\-'

OFFER vo"eoon,

EFF;CIENTl <

BT

You T0. SEND;US~L}STS oF REQUESTS FROM NG Book.
‘”fj'Iggxgs AND OTHER CATALOGS.'Q.ngh Rf_’ E SENT
;4wHENEVER PosstLE, R o |

_“..

OUR LIBRARY IS"LOCATED AT

(ADDREss) |

R . "B STaFF
MEMBER WILL ANswER THE TELEPHONE BETWEEN _LHQQBSZDAIQl__-:'
PLEASE LET us KNOW- How WE MAY BETTER SERVE vou., |

© .+ SINCERELY, .

;g;’;"fin*;'Qg AND OUR TELEPHONE NUMBER IS

| f o CAZ-s
EMC S c .'forithl_indandPhYSicaIlyHanE!ichpped_ ) T mTS




4
,'.

B e
>
A

§”D{$E$§AND'¢A
70, You FRoM: .-

- SINCERELY,

i B
. 0 ;
.

(STATE)

US FROM

YOUR BRAILL

LT

3 : RS R
F. ! . ,

o : ' N Cod

IF YOU WISH LIBRARY SERVICE 0N DISC 0R CASSETTE; PLEASE ﬂ
LET US KNOW. WE WILL BE HAPPY T0 SERVE YOU AS QUICKLY g:
AND AS EFFICIENTLY AS POSSIBLE. | ‘

-

I



A}

~ii

WE
o THe FORM BELOW EXACTLY WHAT You WISH us To Do ABOUT YOUR-
S f'*7” SERVICE.:- ; - L Sl

S ', ;"

‘._MACHINES ISSUED To vou)
: _-US WHERE WE “FAILED,
.F-IN THE FUTURE.»};f.._Cff": B -ﬁ'},ﬁ»“'

SINCERELY, '+ .o

-for the Blind and Physwally Handlwppcd -

éﬁL‘ASE CHECK ON :f::f‘ej

RECEIVED YOUR NOTE MARKED CANCEL3fv Ko

e m,ag

DISCONTINUE FOR THE TIME BEING AND RESUME AT YOUR .

e o
‘-.;V& ol . ."“' o,
15' . : : - . B S

P : :
! A . i e

f}REMdVE YouR NAME FROM OUR LISTS PERMANENTLY FOR AL
- MEDIA. (IN THAT CASE YOU MUST RETURN ALL BOOKS ANS‘&

e

‘- Lt .
P -1
lc‘ .

IF YOUR- SERVICE HAS BEEN UNSATISFACTORY; PLEASE TELL
PERHAPS uE CAN- §ERVE vou BETTER

."l

J ' L N Y

Lot

AhumudumnwySavme



. . . . . . . . . . A
= g cd . B . P . B :

o ACCORDING TO OUR REcoRDs, You HAVE HAD.
| (BOOK NUMBER)

) <o SINCE - (DATE) -~ .

. 4

f[;ffgfi“ff" THIS BOOK - HAS BEEN REQUESTED BY SEVERAL OTHER READERs. .
- PLEASE FINISH READING IT AND RETURN I AS soon AS

£

s

"_fngllzf POSSIBLE._':;

~fi;YOUR COOPERATION WILL BE APPRECIATED BY OTHERS WHO ALSO

*L~iUSE OUR LIBRARY. IF YOU HAVE ANY QUESTIONS; PLEASE CALL _'A

E {fffJ};igJ'wUS AT (uumsEal

SR $ 1 NaﬂmalbbrarySemce
EMC o o , KRR fo: the Blmd and Phys:cally Handlmpped g

L '




MANY PEOP.LE:WANT TO READ. WE woun.n
.. _J‘APPRECIATE T IF YOU woun.n READ T
‘,:QUICKLY AND RETURN IT. THANK YOU
.,""FOR voua COOPERATION.

ERI

PAruitext providea oy enic [ O



JUST A REMINDER "" Y-OUR Fé,LES SHOW T1-IAT YOU HAVE VER)Y
FEW "REQUESTS FOR TALKING BOOKS AND CASSETTE BOOKS THA']‘

E i & 7_ o for lhc Blmd and Bhysncal]y Handlmpped &‘

W

e e Yo ’-., L -



zi”ﬁfiniifT” WE NEED YOUR EOGPERATION. OUR TALKI&%PBO KS AND CASSETTE
_ | aooxs cr?CULATION IS eRowiNG RAPIDLYl]J_5;;NT TO’SERVE

735'  YOU AS QUI&KLY AND EEFICIENTLY As ngsgngfi PLEASE SEND
R us A LIST. OF REQUESTS FROM TALK 00K _T0P. .'ﬂpR»oTHERA'g;

N
,_4, "'a. L

A -j cggALOGS._,A;‘Tk{

VAi]fg}fi}7SEND»A1L1ST OF 30 TO 40 TITLES OR AUTugRS. YQ%,MAY
) A ] 1oL

"'ifﬁif[ig7 Wf““fREQUESTTBOOKS BY. NUMBEﬁ'ff”No AUTHO%FOR TITLE 1s: NECESSARY.;L ,
o 71.“AN ORDER FORMSIS ATTACHED TO THIS LEWT&R.,_¢ ;ff s

'ﬁ-;IF YOU NEED‘A_QATALOG OR eTHER ASSISTANCE, PLEASE CALL 3
. Us AT:__(TELEPHONE. HOURS/DAYS) WE WANT YOU To AR

"3QQRECELVE BOOKS THAT YOU WANT TO READ. f-

. .»‘4._\.}.:- PR TRt . ) . o S g ) .

fSiNcEééyYfo;:jg?”””

R - P Lo W B vam S B . ' e o e
S NS MMmeryServm 16}0 ST e A3-1 T T
EMC Lo v‘.,’ & ';.ronhemmdandphysmuymm@ppcd ST T Ty e




. 'A3.9 Continued -

Q;; - '
Xou: WANT TO RECEIVE AS' SOON AS POSSIBLE. N




.
LN

o ACCORDING T0 OUR’ RECORDS, YOU wERE MAILED TALKING BOOKS
'![fﬁ_?ﬂr" (OATE) tf: * SINCE THAToTIME, WE HAVE NOT HAD

jfffﬁ'?f T THE OPPORTUNPTY TO SERVE YOU.; IF You HAVE READ THESE
' Fan f BOOKS, ?LEASE RETURN THEM, AND wE WILU SEND ng SOME MORE.__'

> .
1 : .. el el “

CEV AT TR e . LT .v'-’n :

Vel R S D "

» v _*‘. L R

IF YOUR MACHINE 1S NOT WORKING R YoU NEED A NEw NEEDLE, o
B N LET US KNOW- AND WE WILL. REPLACE IT._ IF-YOUR MACHINE 15

. "1-__i;ﬁ STOREO SOMEWHERE AND -YOU' RE NOT USING IT,_PLEASE RETURN A

';'.RﬁLfE';_*“ IT SO -WE CAN LEND IT T SOMEONE ELSE. ALL MACHINES R
‘ BELONG TO THE NATIONAu LIBRARY SERVICE FOR THE BLIND AND ’
| . }XOU MUST jﬁj
. REGEIVE DIRECT MAIL MAGAZINES OR TALKING BOOKS FROM US*

R PHYSICALLY HANOICAPPED.é To~ KEEP. fﬁE MACHINf5 ’

oL AT LEAST ONCE ‘A YEARS T ]
I T «, . 5. s."‘.) o R . e L
. ‘*_\,'-\3 - OA‘..'wt,m/ 4

iEe e vou! RETURN YOUR MACHINE Now AND WIsSH T RESUME ">?' R

'gf?;é&?-;éQ?é“'SERvyCE IN THE, FUTURE, SIMPLY NOTIFY US AND WE WILL.START
';éff’f,ffzf" YOUR. SERVICE AGAIN.LATIAJVfng L [ fA‘_

| ’?i;,;r.: “*'“.r‘ T fﬁ_'b“*'ﬁi L ‘fs“‘V-E-_'V~“‘f'§A."I“
- YOUR COORERATION WILL HELP US’ BETTER SERVE YOU AND OTHER

ELIGIBLE READERS. PLEASE FILL OUT THE fORM ON THE

e ?L. FOLLOWING PAGE AND RETURN 1T OR. CALL L ) _lf_;f;i; BT

?&-

5 B 1 67 T L
c ,0’.«\’_.» B - . 539 .'o s .},. - . .
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" :% AhﬂomlllbmryServlce 1°O L ow e (AB-1A e

b " “A3.10. Continued -

" S . . D .o @ S
. : R Y g T R T e - .
. . . ! o LI PR .. . LT K \ : B
) \» B : ° . 3 . S s
' ’ ' . ST e : o . N - .
. . E . . . . b . .
, L . . L i . IS . . ;. y .. .
. . . o - Ce : e : . ) N oo
ST . . N ) N N N B - ~ . : . - :

______;;;+;I NISH T0 RECEIVE BOOKS A__NEEKLY. BI—WEEKLY |
. . MONTHLY II ‘,;; Do } MNE_gis vi_'_. _ QI_NISR" 
X I M RETURNING MY MACHINE FOR REPAIR.‘ PLEASE o

'  SEND ANOTHER ONE. |

_ DNEED A NEW NEEDLE. ¢ - ot
"==II AM RETURNING MY MACHINE._ PLEASE GANCEL MY
. ‘w“SERVICE.;fi ff EEE S e

T SUBSCRIE To THESE AGAZINES:
e T

e

' d
Lt R
-

b Ior the Blmd and Physmny Handmpped



I
s,

. B J T }f « © A3.11 'Machine Retrieval. -

Yo
HEN
RIS
Y
L™

B HAVE, TRIED TO REACH YOU BY TELEPHONE To' DISCUSS

. co WHETHER OR’ NOT You. me T0. CON‘I‘INUE 'T0 RECEIVE TALKING
o ~ BOOKS: I You MQT_ WANT 0 RECEIVE <OUR SERVICE ANY
';_-i:.LONGER, You MUST RETURN THE MACHfNE TO. us, ACCORDING To
.OUR FILES You HAVE THE FOLLOWING MACHINES'

P

. - ., R . . b - . . oo i
3

| _PLEASE CALL us AT

WRITE T@ us AT

ER -'Dlscuss THiS. PROB;LEM.

A A B
~ . .

' SINCERELY, -

°
- g - R c

'forlhe Blmd and Physmlly Handmpped o o “ i , . :. R




&F
‘(7.

Lo

“Dear

e OUR RECORDS
 CHECKED' out stce gss

'RETURNED, PLEASE TELLWus;.v

0R REPAIR YOUR MACHINE

R

PAruntext provided by eric
PRI B



| REQUES@ED 'FHATi'THE
gty : ...'

.




. Manual Circulation Handbook .~ = e

PLEASE CALL THE L13RAR§$AT

o . . s . . . Dy

HAVE ANY QUESTIONS.::i SRR zg:v;ﬂff}F?jffnf

SINCERELY,.

Qs & AhauvalbbrarVSerwce e CU L A3-18

PAruntext provided by enic [EEREEEENINEY




' 'i_ CURRENTLY HAS A DEPOSIT IR

O.

COLLECTION OF TALKING BOOKS FROM

ACCORDING T0 THE SCHEDULE,

WILL RECEIVE A NEW COLLECTION OF J.NL’.MB.ER.L BOOKS ON

TN (DAIE) e SRt -!. AR

SN To MAKE THIS EXCHANGE AS SMOOTH AS POSSIBLE, WE SUGGEST
‘ o o THAT YOU BEGIN RETRIEVING THE BOOKS FROM 'YOUR -RESIDENTS
ST so THAT WHEN THE COLLECTION IS EXCHANGED; Mgg;’;; THE 57*5l
MATERIALS WILL BE RETURNED.q.vw

.

IF You HAVE SPECIFIC TITLE, SUBJECT, OR AUTHOR REQUESTS, T
_,PLEASE LET us KNOW AS SOON As POSSIBLE. WE ‘NILL TRY TO .
"""J':_'F_I_LL ,,THEVM. WE WANT YOUR RESIDENTS TO ENJOY THE cou.Ecnon. S

g

R Nahonall.lbmrySerwce ’%170 '. T azie
N Tt N forthe Blind and PhysncallyHandncapped T e R AR I

-y Lo




YA N

. Manial Cicultion Handbook -

18 Letter to Transfer Pa

S ..lEf SERVICE AREA.; WE HAVE TRANSFERRED:ALL OF YOUR RECORDs

o,

(OPTIONAL PARAGRAPH) THIS LIBRARY DOES NOT CIRCULATE ﬁf ;;35;(/;
BRAILLE BOOKS, THESE waL BE SENT TO YOU FROM nygf”f}7v;¢jfg

LADDREss)
(PHoNE)

| THE LIBRARIANS THERE WILL BE IN TOUCH w1TH YOU ABOUT THE
“'iv‘NEw SERVICE.R e HOPE YOU ENJOYED OUR- LIBRARY SERVICE
| AND WILL CONTINUE TO ENJOY IT IN YOUR NEw HOME. R,Eﬁf*f?ﬂ~

";‘*.SI_:N_-cfER'ELY:"4;;..;{*_:. e

: v_v'voo, .
e @ S
3%

renhemmdandphysmwnamrmpp@ ' & TN LI R S

L@,
2
L
.




" APPENDIX 4
. ;‘ Glossary

o gAccessor1es Equlpment such -as headphones and remote ‘oT. spec1al o
o F; control dev1ces used w1th talk1ng book and cassette mach1nes ) i;’
7fﬂfAmer1can Prlnt1ng House for ‘the’ Bllnd (APH)'V maJor nonprof1t B

:nl;m;“':' i"sj”_:f: publrsh1ng heuse that produces bra1lle ‘»reCorded, and large-
R type: mater1al§ a1ds ~and. app11ances Adm1n1sters the federal o
RO 7_; textbook program .‘1,_ : . o ,_,; S 3: . ({¢;:
S App11cat10n for serv1ce An NLS form or an NLS approved form of _

7 - local des1gn wh1ch el1g1ble patrons subm1t ‘to a network llbrary .
to receive reader servic S. Appllcat1ons -are: cert1f1ed by v Zf SN
FOR ‘-Q competent‘ﬁuthorltles to 'nd1cate patron's e11g1b1l1ty for D
, “_{;J* -service. ..‘?V_ ;::w S SR e SR S R e

;fsﬂBJ. See Bratlle Book Revtew..,r,

"“1ffJJBQD;i See Books on Demand

a’

.. .inclidés’a ‘two-letter. -prefix,’ RC: (cissette), ‘RD (disc) . or
‘df"f"' "BR (press bra1lle) and.-BRA: (handco ed bra111e), ‘and’: four or-
e five d1g1ts . Each;, title has-a dlfferent number: Boo}s issued o
©-.. -both" as: RC and RD’ W1ll have the same number but a. d1fferent pref1x P

;Book number The ‘mumber asslgned to :%S produced materlal _xv-

Zf:Books on. Demand* Patrons who rece1ve books only at the,t1mes they. :h‘f;f

spec1f1callf§request to?rece1ve them ‘Noted on l1ne 4<.af the.

patron folder s t@ , .’T:~‘: »,__”-”, : =ﬁ2‘ :LL-._:‘.Tj-f'fifﬁ

ﬁ~A system dev1sed by LOUIS Brallle of emb0551ng*or trans—.‘

b'”glera111e

“_'j?Braille Boak R@vtew A b1-month1y publlcat1on of LC/NLS wh1ch
Lo iglives 1nfbrmat1on on. the:braille and. general program .of the-
Lo ., National Library. Service-and’ prov1des ‘an’ annotated b1b11ography
AL of braille titles’ produced in:quantity: and released duripg a’ _ ,,_'_.;g
R - 2-month period. L;sts volunteer produced braille: titles; aSzprf::ffxf':
. . space: pg;mats//’he braille ed1t1on also 1ncludes br1ef TBT'
%;l1st1nu-#3ﬁd annotat1ons“=nu” R T ST

".df“f§::Ca1endar“fe ice Book Serv1ce to users scheduled fOn,a spec1f1c )
e ' orgmonth :‘;'V‘f:‘bzf'"'fﬁf-'ﬂyz «Lffﬁ ,2‘ :

V]fﬁatalog ’ ' f_books arranged accord1ng to a def1n1te plan
- whigh® record?&‘descr1bes, and indexés the resources of a R
collect1on, aﬁﬁ1brary, or a group of'libraries. As. used An th1s
document “the catalog’is 1ndexed by author t1tle subJect(s),

language .and narrataﬁ_ S #

NannnalbbraryServne R TRt i “é“-'l' R
fortthhndand PhyslmllyHandmppcd UL . j7.__ L I, cal R

"mr~:v5:f=_" o



B See Talkmg Book

C1rcu1atlon. iThe loan cycle of mater1al f%om a’ 11brary to the 3
~ user'and back; ‘The number -bf itéms loaned- dur1ng.a gmven perlod
of t1me is. also~termed the czrculatzon‘v’ ' ’

) ;1- CMLS See Comprehenszve szlzng Lzst System.; O *f \
s - - .- . ‘ ' - . - g .
‘;lj;ﬂ»~.“7ﬁ3'fj¢f Cbmprehenszve Mhzlzng Lzst Systam (CMZS) Handbook A handbook of NEEEERE

- procedures for adding''and: deletlng patr%ns names on the :mailing:’ -
l1st for NLS Includes procedures for maga21ne subscr1ptlons.i_53;g

N

Contalner. A box ‘or envelope manufactured to store and sh1p the S
:discs: .Or “tapes which make up a copy of a title. . Corresponds o
"to voZume for braxlle. Used as.'a unit- ‘of measure for stat15t1cs ' A

o .o~ of the c1rculatlon of dlSCS oratapes. B R SR o :ﬂ“q"

T e AT - . . - R -,'-ﬁ ‘& '

"?-{ffjf Dep&htt collettlon A collectlon of 11brary mater1als and” sound .
4*~1I.W _ _reproductlon equ1pment furnlshed by a netWork 11brary to-an- f e

'4qagency with'a number of ‘eligible users: such as a. nur51ng home,v..jiﬁfyw@_
._,_.conValescent denter hosp1ta1, or 11brary Materlals may be ETR
'Zﬁf'rotated on ‘a regular ba51s. RS

PN

R SR ’“' G '-"\"».." '.~' T e
IFlex&ble d1sc. JAerry th1n, 1nexpen51ve v1nyl record used to record ‘
o magazlnes and some popular t1tles produced 1n large quantltlesg»@"f¢i;
" - u ™ v‘- a o -

Format The layout and rules for transcr1b1ng matereai 1n.Narlous s
med1a and. tha.phy51cal means used,. such as-cassette. ™ In, the s # ;,*{
1atter sense, format may be used 1nterchangeably w1th medlumn_*“'“

3 ,ﬂ A procedufeefor borrdhang bo hsﬁnot 1n'a;
11brary s collfctlon from a\other l1brary 1n the network

e Large type.c

A Materrﬂl pr1nted n l4—po1nt or larger typg‘?,m %
_LC/DBPH. See LC/NLS R o 7-':14 SRy
8 SR _ N LC/NLS i lerary of €ongress Natlonal L1brary Servrce for the Bllnd 'igg
;jj';j}g'._fj'fg_;fg‘f‘ ‘and" Phy51ca1 y. Hand1capped formerly L1brary of Congress DlVlSlon
Ll e for the Bllm and Phys1cally Hand1capped SOV VLA
Sl : 'Mbonall.lbmryServme

ERC: B i e A

1‘-'.



L1brar1an

See Profbsszonal Zzbrarzan .

'Machlne, See M&chzne Inventory Monual.

! Mochzneflnventory Mbnual A Handbook of Procedure _fbr Inventory R
N o Control of Governmént Issued. Equipment . (MIM). . A set” of procedures'cdllf‘f
Cehlonmloo e it f forassigning “and keepingtrack. of NLS- 1ssued paly back equlpment '
C 1v,$“3>:1j".3 for cassette and ta1k1ng books,,- T="ﬁ“ . o o L ;

Machlne Lendlng agency An agency desIgnated by LC/NLS to rece1ve,

" 'issue, and, control the 1nventory of spec1ally deslgned record
players, Cassette mach1nes, and accessor1es”essent1a1 to the
prov1s1on of serv1ce : : : :

produce books See Foqut

S _'~ﬁf;if M1crof1che A sheet of f11m :
- R grld pattern. ‘It usually contalns a. headlng orutltle wh1ch cani.-; :
be read w1thout?nagn1f1catlon : e s B

- N _-%i . : .
‘ S /) ’,g/lIM See Machcne nventory ManuaZ

ﬂ_@D,. Magazlnes Only

1';MSC}3 See\Muthstate cen

‘ :.-:}y..'. MT 'Sev_ TaZk'Lng Book

QMultlstate Center.q An agency operaflng under a; ontractual agreé-'
.- 'ment.with LC/NLS to _provide. materlal suppor 3
11brar1es and mach1ne 1end1ng agenc1es in”~ _*as51gned portlon
of the network “,;;ﬁs,_, ;zl,a- o S S
Narrator.i A person who reads 1nto a m1crophone to re'ord mater1a1'“

: on magnetlc tape.;';’-, RN

Network I'LCYNLS and the autonomOus agencles cooperatlng w1th 1t .";ifﬁff
’ under the, prov151ons ‘of P L. 89522 to prov1de 11brary®serV1ce IR

to ‘blind’ and physlgally.handlcapped res1dents of the- Un1ted “fr.
o States i, ,_f I

2

Network iubrary General term f LC/NLS reg10na1 or subreg1onal
o 11brar1es app11es to each and a11 s

iKs

en-geel Reel to ree1 tape as opposed to a qu1ck loadlng type
such as the cassette o - o .




;Anyfmaterlal kept past the end of the de51gnatedlioah. “1;:f% mfjf
v‘aThls applleslonlr to. 11brag1es that have ”,;;, L

Any;person.ellglble for NLS serv1ce'andrreglste%:d at a j; - fw;;

v 9

Vi

The manmha.folder on- whlch is- reconied the patron s ;ﬂ':4;?

jfc1rcu1atlon~hr’story ahd”all 'nformatlon about the patron avalla-u*

Readlng i} erests. A ﬂlSt of broad subJect headlngs prlntedaon ;
Lan appl cation for serv1ce or the patron ‘folder from. wh1ch an oL L
'patrbn chooses subJects offgersonal 1nterest C f:;ﬂ,_n_ ;A‘_'g~\' R

Recording for the«Bllnd sA natlonal npnproﬁ;t serv1ce organlzatlon .l
¢.wh1ch supp11es,,free of charge, recorded educatlonal materials * ¢ '
“-to blind and physlcally and perceptually hand1capped students at~ ‘

-11 educatlénal and»p;ofe551ona1‘ﬂevelsg” The RFB4Master Tape

ﬁ%glonal llbrary A 11brary for the bllﬁd and physica&iy hand1capged .
.which-is admlnlsxered by a state 1}brary ageﬂéy,“publlctllbrary w
of agency for the blind. It must. be’ desagnated by YLE/NES tdr. -
" .admipister 11brary services to tbe fesidents. of.a specaflc 5. i
‘geographiciarea, typlcalty a.: staﬁe.~ “The . 11brary usualLy ﬁrov1des*3"

~

”gﬂdlf%ctfserv1ces to-users as well ~:_»v_ _"_a

ﬁ”tion 'Theappllcatlon for';ervn.éd and 1ts prpcesslng by 4

je nétwor:-llbrary to establ\%h patroﬁ sgrv1ce el

R

PArunText provided by enic [N
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o LAPPENDIX 4 -®eptinued = . - (2
’ L
- ,:;w.,' N
K %

A patron}who wlshes to recelve only«books wh1ch are

dReqdest only %5 &
‘ spec1f1ca11y selected by him or. her Noteﬁ on: the patron folderé ) T
“as: "request only" in* blocﬁ 16. o . e N
' *&’l'f o Gva~u"75'f,fw

“5f{7Reserve The procedure'for putt1ng' hold ‘on a book that is curregtly
' f'1n c1rcu1at10n ‘but ‘which another patron w1shes to rece1ve when 1t
. is ava11a51e LﬁV,_-; o : : el

rﬁ;RF.rfNSee&Recordzng fbr the BZ'md\\e _f:

v;f.O See Request onZy v.;-5~..,,c f*'/f‘r‘;_ﬁ:ih

. R ; - - ) xw* ' ‘
.Selectlon 'ﬁ book t1t1e chOsenvto f111 .a user's. request or a. sub_. me e,

st1tute seni to. keep a user: supp11ed w1th books §£ no Spec1f1c
B L EEP requests dre on’ hand -when' Books. are ‘sent. .The latter serv1ce
e s ,gﬁﬁf.-'1§ g1ven w1th the perm1ss1on and w1sh of the user BT

o

ﬂt . 'qfi";‘j: Staez_“ Book or per10d1ca1 storage unxt composed of" shelves supported
‘ o " by shelf- supports wh1c¥nay be e1ther the. full w1dth of the W"
e [;j : shelvescor cdhpact centkal" colnmns RECNIE S : o

S e . . . N
.;v * RS ~ L / T ( NI

. },tf'fﬁ Standard A rule or model of‘guant1ty, quai1ty, extent 1eve1- or}; e
@ .ia- correctness ‘""Diagnostic or benchmark’ standards are based updn s
S - ~a model “of. the conditions. in- libraries known to'be. providing: S

... . superior. services,: wh1ch are “then used by. other }nst1tutupns - ;"‘Q%TT 4
Pl @ln sélf-evaluation. * Prescriptive standards- amz §351gne3 to, L
s prov1de guidelines f&§ ,the development. of mormal ‘gervice" ‘Thefﬁvaﬁ

L 5';', - ’'standards referred to .in“this manual _are Stqndard_fof Service . il

RSP . for the ‘Library of Congress Network, of Libréries f&p the Blind . %

S f',--;f. and PhyszcaZZy»Handtcapped published by, the American L1brary

< e S

R RS Assoc1at10n and from thch this def1n1t1on was takenk‘_g

N . Qvn\ "‘_

‘a‘Storage area,, That port1on of . the total floor space of ‘the 11brary L
R ‘allocatéd. tOvthe storage of materlals,'supplles, and equlpment '-;_;”
*-jg notiln 1mmed%ate use. j. KR _ o . Coa

.t-.

"Subreglonai 11bra;y ,
RS uprov1des service. to the bllnd and: phy51ca11yshaqd1capped re51dents
L jé;f" og a spec1f1ed‘area of ., the\reglonal 11brary s~ tokal- Serv1ce area.:
ER Des1gnat10n requlres approval of LC/NLS the reg%onai 11brary,
BRI and ‘the’ state 11brary agency R : , GrARE I ,

g 3 P NamlbblargServne
E l{lC; b “ forlhc Blmd and PhySIcally Lgandmwed
‘ LT P .._-,,\ R "'.: el . - M“ : A I :;“; i/ ' I SR



R IS © o na. 0 APPENDIX-4 . Continved < ° -

LTI : : B : : : o o e,

A N Talklng book jrecordlng of print mater1a1 on dise ‘or cassette,

e ,3'b;jf] ~tape producea for. the - exclus1ve use ‘of blind and: phy51ca11y
B }; handicapped readers. ~Formats. were 1ntroduced‘by’LC/NLS in the

e T followlng order e 1'.n L . :
ST o 33 1/3--A t1t1e tecorded -on dlSC at 33 1/3 revolutlons per m1nute;-
ST e e - TB--A titleé. recorded.bn -disc at 16- 2/3 gevolutions per minute.
Lo R E MT--A title: recorded on.7-inch’ open-ree magnetrc tape at

T ,“5 323/4. 1nches .per second : '

' - e T CB--R t1t1e recorded oh a cassette at 1- 7/8 1nches per second

Lot - . - on two tracks of the tape.

o _:.*“ﬁ” -RD=-A title. recorded.on disc at 8- 1/3 revolutlons per m1nute3

' - RC- ﬁA title recorded on ‘a .cassette at 15/16 1nches per second
on two or- four tracks of the tape j,iﬂv

T&Zkzng fook Topzcs A bi- monthly pubilcatlon of LC/NLS giving -

- information on. the generaI and- recorded- ‘program'of the national
f-n11brary service, and prov1d1ng an annctated listing 'bf titlés _
S ._'wjproduced in quant1ty on” dlSC and cassette released.durlng a 2- .
-;f~_5-33fmonth perlod S : : S

.. -',.

e

:_,See Talktng book -;;?_lf; 1?-u‘” SRR R

@

1_iz%ff TBT, See Talkzng Book Topzcs'

Temporary re51dent. A person who 1ntends to re51de in the geographlc

.area - of the reglonal llbﬂary for less than 6 months; usually

returns to a permanent re91dence after thls t1me. S

. '1 \N

T1t1e. The distlngdﬁshlng-name of a‘ertten pr1nted or spoken

general .as dlfferentlated from the varlable number of cop1es
:af a book_or,maga21ne.

'
.

SR o .Transfer A patron who moves out of one network 11brary serv1ce
W area 1nto another .

. . . . v . . LI . .

: . : e X
Turnaround Book serv1ce in wh1ch a patron rece1ves one book for
‘-each book returned ‘;721*& Coo Q._‘_‘_; _ .c,ptt“ IE

.

-

-

..‘ L : : g’-' .Q:} v
Unlt._ A service agency that 1s a Fonstltuent member of the LC/NLS

.

User See Putron e f ;_'g:.f'ﬁe‘_j; L ;.,}

?Ji"; L-fk‘ Weed To dlscard or - transfer to storage superfluous cop1es or rareJy
R 5'¢} . used books and mater1als no longer in act1ve use P i S 4

" Wlthdrawal The process ‘of remov1ng a11 entr1es for a book no longer
s ”‘,.~1n the-llbrary colIectlon from 11brary records ; T

‘v'a, -

& E ' .AkNNﬂﬂ#ldharyéiywﬁhg ‘* '; "ﬂ’.-[_‘;7 .Qf _*ﬂfil_f;<.-A4céh:

.

work By exten51on, .the rermals used to-denote the work in .. - ;ﬁb_

A

network A S S SRR SRRCE S ERE

@
. .

«lf": R ", f he Bj d? all Hnd ; o o g AN




o T e ey : o Explanatlon ‘of. Patron Folder
." G - .o® S . " to Send Wlth Transfer Records

S . The patron “folder is the’ record of all- 1nformat1on avallable about
T the 1nd1v1dua1 1nelud1ng readlng_lnterests and’ readlng 1story
The foJIOW1ng is a 11ne-by-l1ne explanatlon of symbols '

Patron s name

‘Patron’'s age CategQTY (13 and under is Juven11e)
Med1a patron uses = - o e

. RD AReeorded disc  BR.=Braille LT
‘RC = Cassette book OR -~0pen reel - OT.

_(iarge type
.Other

-

’ ) : : B 4' Typeofservicé' “v L L : ’

i—:_ :
]

e Turnaround patron receives: one book for each.

ks S book returned R v 7 R :
Calendar, patr reeelves a shlpment of books on
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| Manual Circulation Handbook : _
“_

3.1 Setting Up Patron Records

i To set up a patron's records, you need the following:
/ - Patron's application for service
- Blank patron folder (Figure 3A)
- Blank manila folder
- Self-adhesive file .labels
- Label maker*
- Blank mailing envelopes
You will set up two folders for a patron who receives recorded .
material; one is the printed patron folder and the second is a
general folder which will <ontain the original application and
any correspondence received from that patron. The only extra

items the patron folder contains are a bundle of extra mailing
envelopes and temporary address plates. '

NOTE: A patron who receives both braille and recorded mater-
ial will have two patron folders but only one general
folder. Braille circulation is described in 4.4. |

A. Type the patron's name on two self-adhesive file folder
labels. The last name Jhould be typed first.

B. Attach one label to the blank folder and one to the
patron folder. The label should be placed in the upper
left hand corner, line 1 on the patron folder.

For the blank folder, place the label on the position tab.

C. Set aside the blank folder until the completlon of the
other steps in thls procedure. .

D. Fill in the information on the patron folder. To do
this you transfer the information from the application
to the appropriate line on the patron folder. The
information may be incomplete. You will be able to
collect the information you need when you telephone the
patron to welcome him or her and to ¢:nlain the
service (3.5).

*
This system recommends that the librar; use a label nddressing

system which makes plastic credit card-type master plates. For
recommended systems, see Al.

National Library Service | ’7

for the Blind and Physically Handicapped 3 o
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3.1 Continued

The numbers in this step refer to the numbered items
on the patron folder.

1.. Place file label with patron r~me here.
_ 2. Circle adult or juvenile (under 13 is juvenile).

3. Circle each format of material the patron
, requested. The codes are printed cn the

folder tab:
RD = Recorded disc
RC = Recorded cassette
BR = Braille
OR = Open reel
LT = Large type
- : OT = Other (such as cassette-braille, local

collections, etc.)

4. Circle the type of service a patron receives.
The codes and explanations are:

T = Turnaround. The patron receives books on
- a one-for-one basis. An original shipment
of an agreed-upon number of books is sent,
then as a book is returned, another book
is sent.

C = Calendar. The patron receives a set number
of books on a particular day.

. BOD = Books on Demand. The patron receives books
: only when he or she asks for them.
MO = Magazines Only. The patron does not receive

books, only magazines.

If the patron has no preference, select turnaround.

NOTE: Do not confuse 'BOD'" with those patrons whc wish
to receive only books he or she requests. In
the case of BOD, it is a time period; that is,
the patron does not receive books unless he or
she asks that books be sent. It should be noted
in block 16 if the person is a "request only"
patron; that is, he or she wants books sent
regularly but wants only requested books. No
selections will be made by the library staff.

PR
- * < -': ’ *.
s & Wh : ; .
: {S /}2 ? Nationai Library Service 28
“NFF - ¢ forthe Blind and Physically Handicapped
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3.1 Continued

5. On line § write today's date next to "Date
Service Initiated." Use the following number
codes for months:

January @1 July p7
February @2 August $8
March ¢ September @9
April Pd October 10
May [iR) November il
June g6 December 12

Record days as two digits. Days 1 - 9 should
kave # in front of them. '

Use last two digits of the year.

A folder set up April 3, 1980 will look like
this:

Date service initiated 8@ . @4 @3
yy mm ‘dd

6. Make a master plate for the mailing label.
Attach the plastic-plate in block 6 using double-
faced tape or the manufacturer's recomménded
method.

The label should include name, address, zip code
and the code for type of service flom line 4.

It will look like thls if Mrs. Smith 1s a turn-
around patrcn: ;
MRS. MARY A SMITH T
© 1234 MAIN STREET
CITY, STATE1>ZIP CODE

Address 12 envelopes/for each patronﬁ Put a rubber
band around them and put the bundle in the folder.

7. Circle handicap code on folder. It should match
the one(s) marked on the application. Codes are:

BL = Legally Blind
PH = Physically Handicapped
VH = Visual Handicap
RD = Reading Disability
A8 : - - )
5 % National Library Service g
. K for the Blind and Physically Handicapped . ] 3
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3.1 Cpntinued

8. Record both the work and home phone numbers of
the patron. The area code is in parentheses.
If all patrons live in the same area code, you
need only record the phone number.

9. Frequency of service means how often the patron
receives books if the person is a calendar
patron. Write in the day of the week or date
of the month that patron receives books. In
parentheses, write the number of books per
shipment. '

If the patron receives five (5) books every
Wednesday, it looks like this:

Frequency of service: Wednesday (5)

If the patron receives eight books on the 1st
and 15th of the month, it looks like this:

Frequency of service: 1 and.lSA(B)

10. Record date of birth using same month, day, and
year: codes as in line 5. Mrs. Smith was born
August 8, 1904. o

Date of Birth: @4 @8 @8
yy mm dd

11. Circle M if patron is male; F if female.

12. If the patron is an honorably discharged veteran,
circle yes. Otherwise, make no entry on line 12.

13. Fill in the name of the county in which the patron
lives. If all patrons are residents of one county,
no entry is necessary on line 13.

14. Fill in the name of the person designated by -
the patron as a centact person. This may-not be
on the application form but when you call the
patron, ask if there is someone to contact if
the patron cannot be reached due to his or her
work schedule or another reason.

- 2 " .
‘N\&/.  National Library Service . 30

for the Blind and Physically Handicapped
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