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This . techn1cal processing manual for federal documents is both the Cul—l

Vminatlon of sporadic but determined effort beginning in- January of 1981 and an

‘evo1v1ng process of revision of established procedures and implementation,of

new ones: The staff of the cavéfﬁaéﬁt Documents Dept. has found this manual

indispénsablé to the efficient running of the unit not only as a written

The Government Documents Department of the Un1versity of Massachusetts at

Amherst is a selective depository, selecting approx1mately 90% of GPO

materials: The . department consists of 2- librarians, 3 documents assistants

dellnquent patrons.

While most of the general procedures in the manual are probably basic to

fiost documents depos1tories, the specific manner in which they are carried out

may be appllcable only to the sett1ng at the Universlty of Massachusetts at
Amherst. In spite of any idiosyncracies it is hoped that this manual will be
useful to others who may be developing written procedures for the first time

or attemptlng to improve upon already established procedures.

:author, who in the excitement of attempting to upgrade this document from an

ini~house instructioral and historical tool to 2 formal example of a techn1cal

processing maﬁual—.may have let haste make some waste in addition to expecting

too much " from potentiai readers: b

However, if by shar1ng this manual we are able to help anyone in any way

then we will have succeeded in our efforts to have 1t published.' 1f any

_llbrarian feels compelled to communicate with us concerning our manual, we are

7always open to criticism which may help us to improve upon future editions of

the,manual.
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SECTION 1-
INITIAL PROCESSING OF DOCUMENTS FROM GPO

I. General Information
A: Boxes of government documents material arrive irregulariy from
GPO. Each box includes any number of government documents and may
include a shipping -list which is an Inventory of everything that
should be in the box (for examples of shipping 1iSt§, see pg. 4-6).
B. Boxes; for which a shipping 1ist has not been included; hé?é che
shipping 1ist number printed on the address label of the box.

sent in other boxes:

a. When the shipping list is received it will have a note at
the top: '
THIS SHIPMENT IS BEING MAILED IN _ . SEPARATE PACKAGES.
b. If a shipping 1ist has not been received, the document is
put on a holding shelf with the shipping list number |
listed on the sheilf for identification when the

épprbpriate 1ist arrlvé ' f'

1. At the end of each month ciaim any missing shipping 1ists from
the previous month ) :
B. Match the title on the shipping 1ist with the titte on the piece:

c. When a match is found cross out ‘the item number and write the

shipping list.
D. If an item on the shipping list is not received, check the item

_ﬁuaséf in the iééa ééiééEiaﬁé ééhpﬁéef printout book to see if we

fo !

If we are .supposed to receive it; claim the item immediately,

following GPO instrictions as given in Administrative Notes; v. 5,

no. 6, April 1984



1. Photocopy the claim form for our records and send the original

to GPO. _ :
.a. Our copy 18 placed into the "Claims Box:"

F. When the claimed item arrives from GPO, the claim form should be

included ‘in the envelope or pSCRage.

it. ,
G. If the item is unavailable, GPO will return the claim form with an

1 Pull our photocopied claim form from the Claim Box and give it
- to Tech. Proc. Supervisor to request the document from Docex.

H;‘If we have not selected the item (an "N" will appear next to the

identification stamp, and the shipping list number .

1. Thin books receive the 'ID stamp on the cover; thick ‘books are

stamped on the top and foredge of the books .

2. Do not stamp over any printed or graphic matter on the cover

1f posslible.
J. After processing from the shipping list is completed, it is placed
in the shipping 1ist file box for later sorting into shipping list
“ number order. " |

K. Count the number of items processed and add them to the "Items

Processed” column in the Statistics Books:

L. Documerits are thenm placed on.the sorting. shelves for further

insidg the document.

2. A replacement for an earlier document.



sheet, chécking off no.8, and inserting it into the
document before it is sent forward for further
processing: (See example; pg: 7): ’ :
B. The Initial Processor gives the document and the shipping list to
: the Serials Cataloger when the féiiéﬁiﬁé types of notes appears;

Change in classificaion number or change in title notes.

a. Some 1ists may be longer than. two pages. Therefore, -be

'Kﬁméﬁ;é\éll pages are iﬁéiﬁaéalﬁéééﬁéé any extra pages will
" not include the class corrections note.
4. Any notes which are of strange or confusing nature.
1V. Microfiche
A. The Initial Processor places the microfiche; with the shipping list
to which they belong wrapped around them, in the “Micro.lche Box:"
1. For instructions on processing microfiche; see section 9; pg.

69-71.




Example of shipping list for microfiche documents

QPO Form 3452a
(R 4-83)

Dépasnery Shipping List No. 1831200-2

2 of 2

‘ Page

Claims for nonreceipt of publications on this list under item numbers prev.ously selected by a library must be postm.uked thh«n 60
calendar days of receipt of this shipment. When ﬁlxng a claim for missing publications, please return a copy of the list on which
they appear and cu‘de the item mxmbers that are missing:

Mlcroflche # 1987

ITEM CLASSIFICATION - o
NUMBER NUMBER TITLE ;
59&—#—35 FEM 1.209:390174 . Flood Insurance Study, Village of Groveport, Ohio,
, ' Franklin County, Community Number-390174, Federal Emer-—
o T ‘gency Management Agency., March 1, 1983 S
—908=B~ - SE Ttﬁﬁfi2783—147““k : . SEC News Digest Issue 83- 147 thru Issue 83W1§177$ecurities

1025+A~2

thru i51°
SE 1257122 83-152
__ .. thru_l156
SE‘T‘Q5+{2 83-157 71
B thru 161.
SB—%—%&%IZ 83- 162
thri 166
SE-it%5f42 8q 167

//,—~—f——-£ ru 171
7SE 1.29:28/9

\_\-—
SE i;éézééiid

P

Y 4.Sci 2:98/6

- SEC Docket,

) and Exchange €Commission; August
SEC News Digest Issue 83-152 thru

.and Exchange Commission; August 8

- SEC News Dlgest Issue 83 157 thru

- SEC News DIgest Issue 83-167 thru

and Exchange Cémm1551on, August
SEC Docket,
Commlssion, August 16

Commission, August 23 1983

t; 1983-August 5, 1583

Iésue 83-156, Secufities
1983
Securitiés

15, 1983:Augugt 19, 1983 -

Issue 83-166, Securities-
22, 1983—August72677;?§§

Issue 83-171; Securities
29, 1983 September 2

Job fcrecasting; No: 6; 98-1 Hearing

* For Sale in Paper by -he Superintendent of

Documents.

1983



QPO Form 3452
(R 9-81)

Box Number

Example of.shipping list for paper copy documents

Depository Shipping List No. _es21206-1
' 1

146

. Page of

g

Claims For nonreceipt of publications on this list under item numbers prev:ously selected by a library miust be postmatked witt in 60
calendar days of receipt of this shipment. When filing a claim for missing publications, please return a copy of the list on which
they appear and circle the item numbers that are missing.

~ITEM
NUMBER

CLASSIFICATION

NUMBER TITLE

507-G-26

507-G-26

507-6-26

R A
507-G-26

\\Y 4.Ar 5/3:S. hrg. 98-

WE ARE USING THE INFORMATION FROM THE COMPUTER

PRINTUUTS RETURNED IN DECEMBER 1982

"“]—FAS USA Sales Aids for Food Exporters, Revised  October
1983

 ICRDB Cancergram; Clinical Evaluatlon and Treatment,of
Multiple Myeloma and Other Gammopathies, Series CT13,
. No. 83/12, December 1983

HE 20.3173/2:CT 13/
83/12

HE 20.3173/2:CT 15/ ICRDB ‘Cancergran, Clinical Treatment of Cancer; Radiation
. ______83/12 ‘Therapy, Series CII§7 No. 83712, December 1983
HE 20.3173/2: CcT 167 ICRDB Cancergram; Genito-Urinary Cancers; Diagnosis;
. 83/12 Treatment; Series CT16; No. 83/12; December 1983
HE 20:3173/2:CT 22/ ICRDB Cancergram, Melanoma and Other Skin Cancer, Diag-
. 83/12 . nosis; Treatment; Series CT22, No. 83/12, December 1983
HE 20.31737/2:CK 01/ ICRDB Cancergram, Chemical Carc1nogenesis, Nitroso Com-
... _83/12 _pounds, Series CKOl, No. 83/12, December 1983
HE 20.3173/2:CK 14/ ICRDB Cancergram, Mechanisms of Carcinogenesis; Oncogenic
- 8312 Transformation,; Series CKl4; No. 83/12; December 1983
HE 20.3173/2:CB 01/ ICRDB Cancergram, Oncofetal Proteins, Serles CBO1, No.
. 83/12 |, 83/12, December 1983
HE 20.3173/2:CB 05/ |  1ICRDB Cancergram, Immuncbiology and Cancer; Tumor-Associ-
83112  ated Antigens, Series CBO5, No. 83/12, December 1983
HE 20.3173/2:CB 17/ ICRDB Cancergram, Immunobiology and Cancer; Identification
83/12 and Characterization of Immune Cells; Series CBl7; No. .
B 83/12, December 1983..
'HE 20:.317372: CB 237/ ICRDB Cancergram, RNA Viruses Assoc1ated with Cancer,

Molecular Biology, Series CB23, No. 83/12, December 1983

) \k\é§zl)Hearing To Reinstate the Emergency Sch001 Aid -

ct
98-1 Hearing and Markup Statutory Authorization Under

~the War Powers Resolution-Lebanon
-1 Hearings: Department of Defense Authorization for

Y 4 Ed 6/1: Em 3/6

Y 4.F 76/1:L 4974 _

- 49/pt.5  Appropriations for Fiscal Year 1984; S. Hrg.98-49; Pt. 5
Y 4;F 49:8:hrg. 98 98-1 Hearing: Estate Tax Issues - 1983, S. Hrg.98-357
s LY 387 e
1Y 4.C 73/7:S.hrg.98- 98-l Hearings: Staggers Rail Act of 1980, S. Hrg.98-379
. - 379 o .
\QK 4 c73/7: S. hrg 98-~ 98-1 Hearing: Local_Telephone Races; S. Hrg.98-382

182

.




Example of shipping list for docuijents received as seﬁaraté'packagééﬂ‘

=
GPO_Form 3452
(R 9-£1)

Separates

Depository Shipping List No. resizesy
. 1

of —1

Claims for nonzeceipt of publications on this list uader iicin numbers previously selected by a library must bi: postmarked within 60
calendar days of receipt of this shipuient: When filing a claim for missing publications, pleasc return a copy of Wie list on which
they appear and circle the item numbers that are missing.

CATEM
NUMUER

S
CLASSIFICATION
NUMBER

FIRST PACKAGE
159-¢-6

SECOND_PACKAGE]

159--e<7

THIRD PACKAGE

TN 2&:“;77 ~4

,'Tlaizn»aﬂéf
FIFTH PACKAGE

IA
s

|

WE ARE USING THE INFORMATION FROM THE COMPUTER PRINTOUTS
RETURNED IN JUNE 1983

THIS SHIPMENT IS BEING MAILED IN FIVE SEPARATE PACKAGES.

1980 Census of Population, Characteristics of, the Popula-
tion; Detailed Population Characteristics, Colorado, PC
80-1-D7; S/N 003-024-05182-6;, * $10.00

~ |

C 3:223/8:980/D

1980 Census of Population, Characteristics of the Popula-

tion, Detailed Population Characteristics; Conmnecticut;
PC80-1-D8,: S/N 003-024-05183-4; * $11:00

001

C~37225/6+980/D

D~Fr64+982 Commercial Activities Inventory Report and Five Year Review
< Schec/lulé; FY 1982

Pr4-310:983/3 "<Lgsi§idh Identifiers, 7350.5E, November 24; 1983; * on

S
_Energy Research Abstracts, Volumé 8, Number 23, December

E1-17+8/23 __Ener
~ ~~15. 1983; * $9.50 B

I

v -

* For Sale by the Superintendent of Documents.




Example:
Shelving Instruction
Sheet

»

~$ 7@’ 7SLI.V 7 77 ; I’ J7U71 v rBEIﬁ 7{

B

'9)._._ OTHER

SIELVING INSTRUCTION

SR FRTLYEVEL

1)47444CURRENT VOLUME ONLY RETAIVED
Return all previous volumeés to
the Documents Office to discard.

____If there is no volume on the shelf
" for this one to replace, check
here ard return slip to Docutents.

2)44444LOOSE—LEAF SUPPLEMENT
T To be fllad inside blnder., Follow

flllng instructions carefullz

dlscardlng issues or pages as

1nstructed

To be inserted in back cover of

3). _ _ Peei@f SYPPLEMENT

volume. Discard supplement

replaced by this one.

4) SUPERSEDING VOLUME TO REPLACE
EARLIFR VOLUME
Please return superseded volume

to the Documénts office.

5) CUMULATION REPLACING MONTHLY/
QUARTERLY ISSUES
Discard individual issues:

) IATEST VOLmME 1N poamEnTs
Return éériiér V'csiu'més to Documents
Office for relabeling and redis-
trlbutlon to stacks.

7) MICROFICHE TO REPLACE PAPER COBY
~Return paper copy to Documents

/ Office for discarding.
8)- THIS ISSUE REPLACES DEFECTIVE

COPY ALREADY ON SHELF. Return’
defective copy to Documents
Offlce for discard.




SECTION 2
DOCUMENTS CATALOGING RULES °

The card ca;aiog for the U'é' éovernment-ﬁocuments Coiiebtions

and’ serials. A complete catalog record consists of a call number, am
issuing agency, a title, a subtitle, if necessary, an imprint date,

pagination; occasional notes; and title added"entries: A place of

outside the Government Printing Office (GPO). =
777777 HE20. National Cancer Instituteglf . J4—author (main)entry
s?d°°SLL3152§ Proceedings of the_ first national _title
cail nofp3173 -  conference for parents of children subtitle
' 441j1h449nc9r.—”M&1ntaining a normall—-t
imprint date

Publisher Trtes *{N1Hy| (1980s]—
r298 Pe

Paginatio

f. Title: First natiomal — ' —title added entry
s of Child"e“ __computer produced

title. entry card

/ - conference for pa
with é&ncer.'II.‘ itleel

. iy
When cataloging serials, volume and/ot year Information is included in

the added title area:.. Frequency is often included after the

pagination if it 1s known K

169.872¢ Mininn _Enforcement éﬁaaékﬁﬁeig Adme 71*’L—Vbl.5Yf.ihfofﬁat"
nos Safety manualss |I- T5= o ! _ o
SPO- S, [iTresu - L frequency

ve [irregulagi
Holdings: t 6-7 _10__12_ 15 . o
‘Nos 15— _issued by the Mine 1 rnotes
Safnty and Beatfh Adms and classed

L38.8/2:

The computer program, into which this catalog information is entered
produces a catalog card set for each item cataloged consisting of ‘at
least three catalog cards. These cards includes the following: 1. a
main entry card, which is usually the issuing or sponsoring government
body; 2. a title card. 3; a shelflist card. There may also be cards
for added title entries when necessary for a more complete '

identification of the publication:




Main entry card--

éétélég cara

Replacement--—--

card

sSh6/4/ Summary of. information for
Yre sb;ppers of hOUSEhold goods« GPOy
Revised editions issued
periodicaltlys . . A
Current edition only retainede.

X io Title. i
gi49é25:z e (:) ;ICl.2: Shé6/4/ yre

YN

U YT
L H-e)
o\

~ .

SHELF LIST N

Interstafe Commercc Comm*ssﬁén.'

shlppérs of household goodse GPC;
71- .

\p- Y

polf)
0o
D.
(D
a
[
.2
w
o]
=
4]l
[
m
L]
o
0
D.

callye

01499
R .

Summary of. infoermation for shippers
of househotld goods .

tqte Commerce CommissiOﬁ.
ummary of information for _

Inters
Su

QNM

fﬁers of household Zoodse GPO,

shi
19 B
1 ve

Revised edit1ons issued

periodically.”,ff o
" Current edition oanly retained.

, Ie Titleo
giaééia-i % (:j $ICis2: 3h6/4/ yre

[-—-- Shelflist card

[ _—title added
entry card

ERIC

Aruitoxt provided by Eic:

— - -kri,fiiiif, — . ——— - — . - ._‘ — - -
The shelflist card is filed accordirg to the SuDocs classification

numbe- inte the shelflist catalog which is located in the Dociments

Office. The author card(s) and title card(s) are filed in

alphabetical order into the author-title catalog which is located in

the Documernts stack area.

[y
Q\'




II. General Information

the title page of the item being cataloged: If there 1s no title
page; the cover is used.. A third source of information is the body of
tﬁe Work itself.  For instance;‘tﬁe 6?6 ﬁoBiisﬁing &até; ﬁﬁiéﬁ is used
government documents rather than on the title page or verso: For"
microfiche the primary source "of -information will be the fiche

header. 1If 1nformat10n is obtained outside the document; it should be

-~  Example: The Society, (1980)

o (NIH, 1980)
All cataloging information is recorded on catalog worksheets (see
example; pg. 12-13). Each worksheet is divided according to a
computer code, or field number, along with its literal equivalent.
These fields becoiie espec1a11y important when correctjng or updating

aiready printed catalog cards. (see Sec. 4 Catalog card Correctlon,
PE. LG~ ﬁ8)

The keypuncher in. Information Processing. keypunches each field number
éﬁd‘itsfwritteh information on a Separate Eéiﬁdﬂéﬁ éa;a— The éé&é
Cétélog card.

A: Capitalization

1. With the exception of articles and conJunctlons the first

letter of eacn word of all agenc1es, committees and
subcommittees‘ ‘acts and programs; and proper and personal
names should be capitalized. -

Abbreviations such as "H:R." and "S" for House and Senate

bills and "P.L." for Public Law should also be capiééiiié&
Example: a) Equal Credit Opportunity Act amendments and
' Consiter Leasing Act. :

b) Repeal of Section 2(n) of the Federal Reserve

Act.,

15




11

/2. All named Seminars; Conferences, Workshops, ete. should be

' b) Proceedings of the Conference on Government

Documents.

fad |
. m.‘




Documents
Cataloging
Wéiﬁéﬁéé% :

-1

95 Uotuments Number

o1 Main Entey

-

04 Title

65 Added Title Data

06 lmprint ({f other than GPO)

09 Collation

13-23 Notes

[~ 80-89 Added Titles
\ .
90-92 Series

i




Documents _ .
Cataloging ) an. Iogation
Worksheet Microfiche

for

Microfiche 95 Docuiments Number

0% Agency Main Entry.

~——
7

ou Title

05 Added Title Data

08 Date of Publication

09 Collation

13-29 Notes

70-79 Added Authors

80-89 Added Titles

Q . o T e =

== — 7 ‘—%,”,;i¢?




B. Punctuation

1. The cataloger must alwuys follow prec1se1y as possibie the

III.

wording and punctuation of all titles as they appear on the
primary soiitee of informatioii. When uncertain, a colon always
follows the titie and precedes.the first word of a subtitle or
elternatiVé titié. it is important to remember

A: Subocs Classificaton Number (field 95)

1.

W
. N

The SuDocs class no. is found in most cases on the upper left
hand cormer of the document. If it is a hard bound vol., the

number may appear on the spine or on the inside of the front

The SuDocs nutiber must be preceded by a semicolon when

transcribed onto the catalog worksheat . This semicolon
signals the computer that a SuDocs number format will follow

Instead of the LC class no. forﬁét.

There should be no space between the semicolon and the nuﬁberg

Tf the SuDocs number 1 longer that 8 spaces, a break should
be indicated with a pencilzd checkmark at the eighth space or
at the closest ‘period, colof, or slash withln the SuDocs
nuniber. A break,shouid always~be made at the colon.
7. 5/2 Ai7 '
;A13Y 31/5 Yc8/2/978 _
a. These breaRs let the keypuncher know how to format the

ciassification number for the computer.

B. Main Entry (field Ol)

Form of Entry:

1.
2;

£+ LD
.

v
.

The main entry must be a government body :
Never use "United States" at the beginning of the entry as is
the case With LC entries.
Always end the main entry with a period.
Some agency names must be reversed.
a. Bureau of Outdoor Recreation:

not Outdoor RecreatiOn Bureau.

19




15
) b. Dﬁepartment of Houéiné and UrEan Deyelopﬁent.
L
_c. Department of Education:
not Education Department.
Choice of Entry.
6. Choose: the most distinctive and specific part of the hlerarchy.

Department "of Health.and doman Services —-——— use parent
: ) agency.
Division of Public Information -=--= nondistinctive

sub agency 1is

correctly to the assigned SuDocs class no. of the piece.

choice of entry:
C. Title (field Oﬁ)
1. The title should be transcribed exactly as it appears on the
title page of the document:
"a; The cover 1s-used 1if there 15 nio title page.

2. Any part of a title following a period coion; or seﬁicolon

3. If the word . Massachusetts or "New England appears in the
title, but not as the first Qord; make a title added entry
(field 80) with those words as the first word:

4, Nénaiéti'nétive’ titlés ’sh'o"u’i’ci Eé §u’ppre§se'ci. '

. Examples: Annual report.  Papers Trarsactions:

‘Proceedings: ~  Report. Symposium. ActS.
D. Added Title Data (field 05) ’

an integral part of the t1t1e, such as the subtitle or
alternative title, but may be necessary to. more closely‘

identify the publication. ‘_5 ) ‘ ,;4

™y
(e}




3
[y
N

2. Do not include persomal or corporate authors in this field:
Personal authors are never used in documents cataloging and
“ - '~ aothor statements concerning éBQEEHEéEE bodies not included in
the .main entry appear in the Notes area. The exception is
Congressional Hearings and Prints: (See Sec:2:IV:D; pg: 19).:
3. Edition statements (e.g. 2d ed.,.4th ed.) follow any title or
other information which may appear in this field:
E. Imprint (field 06)

1. If the publisher is other than the Government Printing Office
(GPO) 1t should be entered in this field. The publisher and
date of publication should appear on either the title page;
verso, or somewhere 1n the body of the publication.

2. If the publisher is the same as the author, then the entire
corporate name need not be typed out. Instead, the more
gerieral form Ziié; The Society; The Agency, The Department) 1is
entered.. | ' -
appear in the imprint area.

4. If the item is-one which is revised periodically; and only the
latest volume is retained; no imprint dzte is recorded. g

F. Collation (field 09) :

1v. (various paging)
tv: (unpaged)

1v. (looseléaf)

pamphiet —-- small document of less than 10 pages
map - . -- folded or rolled maps ' '

IiiﬁéfféEiVé information or size designation is never used:

oW
.o

Important or descriptive series can be entered as the last
element in the collation area.
a. All series are enclosed by parentheses.

(field 90-92) . S

=

O : . . .
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G. Notes (field 13-29)

l. Notes are generally useu to amplify or qualify information

about a publIcation that s not available in the formal

(]

description.
2. The 13 field is aiways ieft blank in monographic cataloging of
documents, with the first note in the 14 field.
3. Notes for monographs are used infrequently in documents. When
they are used-they should appear in the.foiiowiﬁg'order;
a: Location: '
Located in BoéUMENT, REFERENCE
Located in MORRILL LIBRARY MAP ROOM
b. Title. '
- Cover title: The American dream
c. Editions o
1. Linking notes between editions which have changed
Earlier editions”haﬁe title:
Later editions have title'
2. Notes for new or revised editions published
periodically, of_which cruly the latest edition is .
retained. : .
Revised editions issued periodically’
Current edition only retained.
d- General notes:
1. Note for popular titles and references to Committee
ﬁéé%}ﬁggzai government reports which are not part of
‘the formal description.
Also known as: The Pentagon papers (see H.3,
below) ‘ l
2. Note for. loéseleaf editions.
Kept Up to date“by 1oose1eaf additions

3. Contents notes. (always the last note on the

catalog record)
CONTENTS: v. 1. New England’—-v. 2, Midwest.—-v..

. 3 West.

22
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(Partial contents) ‘
| CONTENTS: v. 1: New Emgland:-—  --v: 3. West:
H: Added Titles (field 80-89)
1. Distinctive or otherwise important titles by which the jtem
o may be identified, but are buried in the main title as
transcribed in the title area:
2. Important subtitles or alternative titles that have been
entered in the Added Title area (field 05).
3. Popular titles or references to the item which have been noted
in the Notes area (See G.3.c.1).
4, Cover titles or other titles present in the item but which are

radically differént from the title page and have been noted in
the Notes area.
I. Series (field 90-92)

1. Never used in Décuments cataloging: .
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'. Congressional Hearings and Prints

A. éubacs éiassificatiaﬁ Number (fiéla 95)

2. When a number of parts or volumes are involved for lengthy

hearings, or prints, use pts.; or vols.: as ppropriate at
the end of the Subocs class no.
a. Make temporary shelflist cards for he;rings or prints
with multiple’ parts.
b. Pencil in the holdings on the top f the temporary or
permanent card as new parts arrive: -
B: Main Entry (field 01) '
i. The author of the Congressional hearings or prints is the

Subcommittee: S
3. Main entry is formatted in the following way:
a: Conmgress: Semate: Committee on
b. Congress. . House. Committee on ___
c. Congress: Joint Committee on

c. Title (field 04)

also the cover.
2. Follow instructions of Sec.2.III.C.1-4.pg. 15.
D: Added Title Data (field 05) '
1. Should begin with "Hearings then indicate the Subcommittee
'holding the hearings if that information is present. iIf not;,

foliows: v
2. After the period ending the date information; include the
Congressional sessiom:
'a. Congress 1s capitalized. ’ -
b: session is in lower case letters:
Example‘ Hearings before the Subcommittee on International
Finance on §. 1033 held March 21; 1974. 93d
Congress, 2d session.
3. Committee prints include information identifying who actually

wrote the study or for whom the study was done.

< 24




E. Imprint (field 06)
1. Follow instructions of Sec.2:III.E.1-2,pg. 16.
F. Collation (field 09) ’
j 1. Follow instructions of Sec.2.III.F.1-3.pg.16.
2. If the SuDocs number of the title page indicate that the
written as follows:
a. pts-
'b. v.
G: Néféé (field 13-29)
1. Follow instructiong of Sec.2.III.G.1-2.pg.17.
2. Committee prints: field 14 will always be the first note with
the statement: - -
| Committee Print.
H. Added Title (field 80-89) |
1: Follow instructifons of Sec:2:I¥¥ H.1-4.pg:18:
I. Multi-volume hearings and prints. v |
1. Occasionally muiti-volume hearings or prints wiil be tssued -
with nonsequential numbers: '
Y4 M54:937 ¢part 1)
Y4 .M54:93-29  (part 2)

indicate the part number directly after the-title. Do
Hot put the volume of part number in the SuDocs class o.
Example: Growth and its implications. pt: 2.
b. A fiote will have to bé made making reference to the class

no. of the other part(s), if that informatiom is
available.
J. Ofiéiﬁéi classification of Eééfiﬁgﬁ and ﬁfiﬁfé:
1. CIS in the call number. ,
‘a. Committee hearings and primts; for which mo’ Subocs class
no. can.be found after a search of CIS volumés and
Monthly Catalog should be given the ID no: used in the
CIS index instead, allowlng the hearing or prift to “be

‘classed and shelved and available for use by patrons:

e iy o imE oY




21
Print from House:. Committee on Foreign Affairs:

YL.FZ6/13H38f~2r/?75/9r§j

Committee: CIS - N year
citation of
number CIS voil. ,

V. Sé%iaié,éaraiégiﬁg—(Eiampiéé of serials cataloging exhibited on pgs.
25-28).
A: SuDocs Classification Number: (field 95)

1. Follow instructions for Sec.2.III. A.pg 14.
2. A SImpie abbrevxatIOn which identifies the serial numbering
scheme is used after the colon to designate volume or issue
= numbers and/or dates.
A77.15:ARS-34-~no. (Agricultural Research Service numbered

series)

E1.28:Ser/no. (Series/rumber)
EP1.6iyrs (year)
Ju2.3:yr./no. - (year/number)

L2:3:vol./no: (volume/number)
B. Main Entry. (field O1) '
1. Follow instructions for Sec.2.III.B.pg: 14 15.
C. Title. (field 04) -
1. Follow instructions for Sec. 2 III.C.pg.15.
D. Added Title Data. (field 05)
1. Follow instructions for Sec.2.III.D. pe. 15-16.

2. Insert bibliographic data 1f available after any subtitle.
lst— 1977 . (Current)
v: 1-3; 1975-1979: (Discontinued)
E. Imprint. (field 06)
1. Follow instructions for Sec:2.IITI.E.1.pg.16.

2. No imprlntadate should appear on a ser1als catalog record
‘except when it is apparent that the year of publication is
separate fi‘diii thé leﬁiﬂéiiSéﬁé ﬁﬁiﬁbériﬁg (i.é. dété ié lbbatéa
aE Eﬁé BéEEBE of Eﬁe EiEié ﬁaée; 66 Eﬁe Véfé&; 6r aE Eﬁe Baéﬁ

the 05 field.

. QQE?




F. Collation. (field 09)
1. v.——for volumes; nos:——for numbers.

2. If the frequency of the serial is knmown it is included after
' the volume or number information and separated from the othér
information by two Spaces.
v. anngal.
G. Notes. (field 13-29)

Notes shouid appear on the catalog record as they are listed
below. | ,
1. Item carrently received and checked in on a Documents Serial
Record. 4 |
13. $a |
a. The symbol, $a, will prompt the computer to prinmt the

note:

FOR HOLDINGS SEE DOCUMENTS SERIAL RECORD '
2. Item kept in Documents Reference Room and older volumes kept
in Documernts stacks:
14, LATEST VOL. IN DOCUMENTS REFERENCE
15. OTHER VOLS. IN DOCUMENTS STACKS

a. If the item were not currently received, nothing would

appear in the 13 field and the above notes would still be

3. Item currently received and sent to Serials Section for

a. This note should always appear.in the 14 field.
14. FOR HOLDINGS SEE CENTRAL SERIALS RECORD
4. Item sent to Serials Section, use: the following notes which
should follow G.3. above when the item is currently received:
If the item is not currently received, a holdings note may
appear in the 14 field as illustrated in 5. a-b below. If
there is no holdings note, as mentioned in G.3. above, these

notes would then appear first.

° i5. Cataioged to: 'L Note that each line of
16. S i _ the call no: must be
17: | RG - listed as a separate
- - 18. - ‘ Per  note:
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5. Holdings notes.
a. Current year only.
14. Holdings: current year only:
b. Incomplete holdings for a serial no longer received.
14; Holdings: 1 3-5 8
14. Holdings: 1-5 €1977-1979) 8 (1981)
14, Holdings: 4N1-3 5 (1979) 5N2-6 (1980) N=number

6. Connection with preceding publications. A serial that appears . -

Continues Dept. of Health; Education; and
. Welfare./Education statistics. (HE20.3016:yr.)

a. For a publication which is going to be issued only in
microfiche, after having been issued only in paper, use
the féiiéﬁiﬁé linking note:

1974-1980 issued in paper copy only:

a. Frequercy notes--used when there are frequency changes
over periods of time. ; ' :

Monthly, 1968-1974; quarterly, 1975- .

b. Title varies notes--used for minor title changes;. or
changes of short duration where a continues note. and the
creation of a separate catalog record are not Necessary.’

Title varies: 1971-1972, Trees in the northeast;
1973-1975; Trees of the northeast region.

c. Distinctive.title note—-used for a serial which has a
general series title; put each volume in the séries has
its own specific title: '

Each vol. has also a distinctive title.
updated with looseleaf supplements.

Kept up to date with looseleaf supplements.
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e:. Microfiche note—~when some issues of a title are féé'éiiié'ci
on microfiche, tlie title should be cataloged according to
the paper copy and the following note for microfiche
added.

Some iééﬁéé received on microfiche.
1. See also sec. 10, Processing microfiche and sec.
125 Cataloging ﬁiéféfiéhé. '

f. Contents note--See Sec:2.III.G.d.3:pg.17-18.

8. Connection with later publications--used for all publication
which are continued or superseded by another publication:

This note, when needed, should always appear last.
. Continued by Department of Education:/Education
_statistics. (ED1.112:yr.) "

a. When the new fecofd is for microfiche and earlier
issues included in the record being closed out were
issued only in paper; ase the following inking note.

1980-  1issued only in microfiche.
H. Added Titles (fields 80-89) ‘
1. Follow instrictions on Sec.2.III.H.pg.18.
9. Tities identified in a "title varies” note must be entered in
the Added Titles area. |




95 boiuments Huaimber

C13.22.

01 Main Entry

National Bureau of Standards.

04 Title

Journal of research of the National Biirean
of Standards (1977- Ye

05 Added Title Data

v. 82=  Jul/Aug 1977=

o6 iﬁhiiﬁt (if other than GPO)

09 Col]ation .
Ve blmonthly. : ’ ‘-

' 13-29 Notes

14. FER HGEBINGS SEE CENTRAL SERIAL RECORD
154 Cataigged to. PHYS SCI B

165 v QC
17, | 1
184 ~ U521
19. Per .

80-80 ﬂdded Titles

' §§§62 é;(jég
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95 boviments Niiber

i?%ﬁ1;1£§f;

01 Main Entry

Federal Emergency Management Agencys

04 Title

" A report to the President on comprehensive
emergency managementa

05 Added Title Data
(1st)- 1979-

@6 lmprint (if other than GPO)

. 09 Collation o

ve annpals

| 13:29 Hotes
13: Sa_

14, Title varies: 1979, Comprehens1ve
emergency management. :

"80-89 Added Titles

-804 Comprghenslve smergency ‘mansagement .

§6i§é.5é?iés

ir

W

|
|

o L —




’ -277,

95 Uocumciits Nuiiber

 sB1:12/2:yr.

01 Main Entry
Department of Energy-

08 Title
Brookhaven Naticral Laboratory telephone
directory. | ,

: 76’5 Added Title Data -

06 Imprint ({f other than GPO)

. 09 Collation
Ve annual;v 7 .

'13-29 Hotes
12. %a = e
14, LATEST VOLs IN DOCUMENTS’BEFERENGE

15. Holdings: current year only

'80-89 Added Titles'

90-92 Sertes < 32




95 Uocuiichits humber
'ﬁ93 10/2:n nos.

01 Main Entry.

Economic Resedarch Service.

04 Title

Agricultural outlook.

e e o - — —\

05 Added Tifle Data = _—

-3i‘\sug 1975-hpr 1978,

06 Imprint (4f 7ther than GPB)

© 09 ctollation
.31 nos, monthly.

13-29 Notes

1%, Holdlngs' 1-2 (Jun=dul 1975).-4-31

_ (Sep 1975=Apr 1978)
15. Supersedes Econonlc Research Serv1ce./

17« ?751
18 62
B e Yex

20. Continued by Economlcs, Statlstlcs, and
- Cooperatives Service./ Agrlcultural
outlooke (A105.27:ri0s.)

90-92 Sertes
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| VI: Multimedia Material

A. Paper and microfiche:
1. Author main entry through imprint (fields 01-08) are cataloged
the same as a regular monograph: (See Sec.2.III. Monographic
. cataloging, pg. 14-18) ' |
2. Collation (field 09).
a. Pagination is followed by the number of fiche and
placement in the book: ' '
' 25p. + 5 fiche in pocket

C. Fiche shk-11 be removed from the item and placed in the Documents

Microfich: _ -ea,

1. The location of the fiche Is added as a note cn the cataloging
record. | |
, ﬁiéféfiéﬁé located in Documents Microfiche area.
D. Type a reference card and piéce it in the pocket to alert the user

of the location of the microfiche. (See example below).

LC1.2:Wo3
e 5 fiche

MICROFICHE LOCATED IN EBCUMENTS»EICROFICQE AREA
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VIE: Microfiche Cataloging

A. Location. (field 94)
1. "Microfiche” is already preprinted in this field on the
catalog worksheet.
B. SuDocs Classification Number. (fieia 95) ‘
1. SuDocs classification number is located at the tbﬁ left hand
corner of each sheet ofsfiche. (for example see D-1 below):
2. For entry of class. no. onto the worksheet, see Sec. 2.
II1.A;2-4.pg.14. : ‘
C. Main Entry. (field O1) See Sec.III.B.pg.14-15.
D. Title Entry. (field 04) 4

1 Transcrlbe the title exactly as it appears on the fiche header

up to the first 3 period. break:

- ;“vf;;g————m:AﬂmwwnumuuamuwnnnnsanmpME&E' 20F 7w =~
Title~—-rj= == = = == = " \VOLUNE I.,NEW ENGLAND REGION.Y. PLANS DEVELOPMENT . - 24X !
. SudocSi-|m = ~T0 4:2:W 72 zvxgigsu;;%gm%"umréog _ADMINISTRATION, DEPARTMENT ;
class m0: or T ATION... NOVEMBER 1980 - o .—'p"ubllcatloA

¥ date

-

il - ! B B |
0 B

a. Spell out any abbreviations which are present for no
_other purpose than to shorten the title in order to make
' it more manageable on the fiche header.
syst. = system
dist. = district
b. Abbreviations for U.S. or Dept. when they actually appear
in the title as abbreviations are not spelled out.
E. Added Title Data. (field 03) | '
A 1. Used on]y if the tftle in the 04 field is exceptibnally long

(over 5 1Ines) and can be broken logically at a_i or ; or ; .

2. When cataloging Cdﬁﬁittee:hééringé, reports or prints; include
.the information after the first 3 period break.

3. For the" entry of serlal b;biibgrapﬁic infa;mation‘see
Sec:2.V:D; pg: 21 '

4. For added information concerning added title data see

Sec:2.111.D; pg. 15-16.
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F. Imprint Date. f(fiél@'og)
1. Enter date of publication which is the year listed at the end
of the entty on the fiche header. (see example in D.1 above).
G. Coliation. (fieid 09) - |
1. Enter the number of fiche in each packet. The total number of
fiche is listed in the upper righE hand corner of each sheet
of fiche. (see D.1 above). ‘
2. For multiple volume sets or serials; the entry should appear
as follows: '
a. 3v. in 20 fiche.
b. V. in  fiche.
H: Notes: (fields 13-29)
1. Notes for monographs-—see Sec.2.III.G.1%3, pg. 17.
2. Notes for Committee hearings--see Sec;é;f?;é;i—2; pg. 20:
3. Notes for serials=-see Sec.2.V.G.1-8; pg. 55424.
i Aﬂ&é&‘ﬁuiﬁofé; (field 70-79) _ :
1. Includes agencies whose importance or popularity requires an
- entry in the public catalog: ' Such agencies wouild also need to.
be present in the catalog record before being entered in a 70
A field: ' ' |
| J. Added Titles. (field 80-89)
1."Follow instructions for Sec.2.III.H.1%4; pg. 18.



) . . ,
94 Location , AAF
# Microfiche
95 Documents Number .

{ .

SHELF  LIST
Mlcro— :
T fiche o
03 Title Main Entry TD4e2: Federal Aviation Admlnj. tratione
: . W72 Wind——ceiling——visability data at
selected airports; volume 1; New
England regione .1980..
7 ficheeo
- ITe Ti tlee
e 0182680~z ' () o 3TD4.2: W72
05 Added Title Data R = K

T

Micro—

fiche

TD4de22 Fedegg} ég}aiion Administrations.

w72 __Wind~-celling——visability data at
. . selected airports, volume 1, New
England. regiona 1980.

‘08 Date of Publication ' 7 fiches

- ) Wlnd-—CEitin visability data at
M ic ro— Setected airports; volume 15 New -
' fiche . England region - -
"1%3.29 Notes TD4w2: - Federal Aviation Admlnlstratlon. .
w72 _ Wind——ceiling——visabllity data at \

: selected airportsy volume 1y New ' \

England reglons 1980s o

09 Collation

Ie Titles

0182680-2 = ' ' ;TD4s2: W72

—80=89 " Added Titles"
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VIII. Map Cataloging

A. Introduction.

1: In July, 1982, the decision was made to transfer most maps to
the‘Morriii Library Map Room:. It was belleved that the maps
would be better housed there as well as making all maps
‘available to students in one location.

2. Exceptions to this transfer included such categories as the
following ' ;
~a. haps associated with a pﬁBlication or study housed in the

b. Park Service promotional pamphlets of national parks and
monuments '
¢. CIA maps of foreign countries.
d. Census maps. 4
3. In accordance with this transfer; it was ééciaéd that the

follow1ng procedures for cataioging and processing of maps

to ensure thet expeddent and ‘consistent proces31ng and

"fere—atewas———~~-_~

separated from the DOCUmean area.

B. SuDocs Classification Number. (field 95).

1 SuDocs classification number is 1ocated at the top left hand
: corner of each map. ‘
C. Agency Main Entry. (field 01)

1 Use. agency indlcated in the agency portion of the Subocs

class. no.
D. Title entry. (field 04)
1. Transcribe the title (area covered by the map, usually
identified by the boldest print on the map) exactly as it
appears on the map. ; .

Aafglncluded the stetegifglteisfavaiiabie, even though it may

E. Added title entry. (field 05)

1. Includes such items as meridian ident1f1ers, ranger districts,

important and/or distinctive subtities:
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F. Date of publication: (field 08)
1. Latest date present on the map.
6: Collation: (field 09)
1. Number of maps in a set.
1 map-
éé ﬁapé.

Apamphlet. map. (if text 15 less tham 10 pages)
26p. map. _ ,
3. Scale 1s not incliided in the collation.
H. Notes: (fields 13-29)
1. Location note.
Located in MORRILL LIBRARY MAP ROOM
2. Series rnote.
a:; If a map is part of a ée%ieé for which only some parts
have been received the following note 1s added.
Holdlngs on sﬁelfllst card only.
'1. The parts received.are“penciled in*ef the top of

S ~_the catalog card. _ e

' 3. Revised edition notes:
‘ - Revised maps issued périaaiéaiiy.
; Current map only retained.
I. Added title. (field BO=89)
1. Used only if a subtitle of the main title is important enough
to warrant an added title. ThJs inicludes Massachusetts

material, locat area maps; two or more major areas covered in

one map,. etc.
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2. book numﬁér{ :1902 - ¢ . Individual publ. Bulletin 1902
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SECTION 3
FILING RULES

Introduction

classificaton system, as well as the simplified cataloging of UMass
Documents materials; some exceptions have become unavoidabite and

necessary.

The class stem can be fﬁfthéf_ﬁfbkéﬁ down into two parts: aj tﬁé éﬁtﬁdf
or agency symbol, b) the series designation. ' ' ’
Example: Symbol ' Hierarchy

‘ j a)agency Parent agency Dept. of Labor
1. Class stem 2 symbol  Sub agency Bureau of Labor
» | " Statistics v
.3  b)series  Series or generic  Bulletin (series)

design: type

Government publications are classed according to Provenance, or issuing . .
agency; and not according to subject as is the case in Library of

‘Congress classification.

The series designatién that follows the agency symbol is preceded by
period and dééiéﬁatés a épééifié Séfiééilﬁéfibaiéélg'ébﬁtiﬁﬁétibﬂ 6;
generic type. ﬁumbers .1-.8 are reserved for the following types of
publications: |

.1 Annual (€Y or FY) reports
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;2 General publications

.3 Bulletins

;4 Circulars

.5 Laws (administered by the 5@&56&)

0o, N O
|
Ia]
L]
n
n
la]
]
=
el
.
123
[
12}

.

> Handbooks, manuals, guides

Generic types include addresses (speeches); b1bliograph1es, maps, and
posters and are not assigned a specific number . ;

New series closely related to already existing series are designated by
the use of a slash following the number asS1gned to the exxsting series

A89 4 Farmer Cooperative Service circuiars

A89.47/2  Farmer Cooperative Service educational circulars
This devise is also used for superseded periodicals:

€1:58  Commerce today . |

C1.58/2 Commerce America -
Monographs are classed in much the same way éxcept these unnumbered
publiéatibns are given 4 book number based upon the keyword in the title
using the 2—f1gure Cutter table. Revisions of unnumbered pubtications are
identified by addition of the slash and the lasi three digits of the Jear
of revision. Also, a single or double digit number following the Cutter
‘letter serves to further distinguish the individuality of the work.
Exampie. ’ Explanation of the Superintendent of Documents

GP3 2:€587/67/973

- Symbol : 7 Provenance orAHierarcgz
—GP Parent agency Gavernment Printing Office .
class _| 3 Sub agency Asst. Gov. Printer, Supt.
stem ' of Docs.
| .%2 - series or generic type General publication secries
‘:::658 " Individual publication - Alpba-numeric Cutter number
book | /6 Closely related fubl. Sixth ed: or separate publ.
number | 7973  Edition Revised edition in 1973
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I1i: Shelflisth;ligggRules
A;‘Author/agency symbols are filed in strict alpha-numeric order.
| 41.103: '
A13.3:
c3.209:
c3 20972:

E. NamSérs.aiaﬁé in the "book number position following the colon are

uses 1etters, AFR;; OLMN;
_ etc., or numbers).
GAl.13:A1575 . '
GAL:13:4c2/13/970-71
C. Alpha-numeric cutter groups after the colon are filed before
number-letter-number cutter groups.:
Y3.T22:1/980
Y3.T22:Ac32
¥3.T22:M4/980
Y3:T22:2T2274
¥3.T22:11C45
D. Later editions of a aééﬁﬁéﬁfg Eéﬁféééﬁfé& by the year of issuance
in the form of three digits at the end of the class. nic., are filed
- chronologically behind the first edition:
. NF2.8:Ar2
NF2.8:4r2/976
NF2.8:Ar2/978
NF2.8:Ar2/2
ﬁFﬂ*S;Af2727§7i

1. Hearings and Prints.

a. Congressional series using numbers only after the colon
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Y4.In8/14:C65 - Y4.W36: T1§/4
Y4.1In8/14:€65/.73 Y4 .W36:W26
Y4.In8/14:543 . Y4 .W36:WMCP95-3
Y4.108/14:92-4 Y4.36:WHCPST-46
¥4.1n8/14:95-3 Y4.W36:96-12

- 1. The 92; 94; etc: identifies the’ Congress, while the
number after the dash 1s a numerical identifler for
a particular hearing.' . |

. Congressionzl series using numbers ‘and léttérs, i.e.

95-A; 97-H9, after the colon follow the alpha—numerie -

cutters and Congressional series using numbers only for

each Congress. . .
Y4.Sci2:442 " .Y4.P96/10:R55

Y4.5ci2:C87 | | Y4.P96/10:95-46
Y4.Sc12:95-1 o Y4.P96/10:96-108
Y4.5¢12:95-A4 - - - | Y4.P96/10:96-H3 -

Y4 .Sc12:96-23
B Ya'saf2'96*BB

and prints for the 97th Congress are identifled as
J-97-1, etc. They are filed as if there were: no J-

1. They do not frie with those hearings which have:a J
cutter (J43, J62/5, etc.) but after the numbered
series of the 96th Congress:. |

Y4.389/1:362/5
¥4.J89/1:397/3  Alpha-numeric cutters
Y4.J89/1:T45.

Y4.38971: 96 -101 Congressional series numbers
Y4.389/1:3-97-1 '

Senaée hearings and prints from the 98th Congress onward

are identified as "S.hrg” for hearings and "s. prt. for

pfiﬁts. These ahbreyiations are followed by the number

of the Congress and a unique series number. (S.hrg.98-1;

S.prt.98-1).
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series
2. File as if the S hrg or S prt. were not ﬁfeseﬁt.

However, when interf1ling them within the particular
series order; the hearings, S.hrg.; file before the
prints S.prt. ‘ ' '

Y4 .F49:584

Y4.F49:596/3

Y4.F49:T24/980

Y4:F49:96-83

§ﬁ.#§§é§?—iiﬁ

Y4 F49:5.hrg:98-7

Y4.F49:S.hrg.98-33

Y4 .F49:8.prt;98-9

e. Congre551onal Information Service (CIS) Index

i

identiflcation numbers are used on hearings that must be
cataloged-originally in the. Documerits Office. Ihe CIS
iaeﬁtifiéétiéﬁ-ﬁﬁﬁﬁef is EEéigﬁed to a hearing 6E print
which has been indexed in the CIS;lndex.l The year of the
index in which the hearing or print appears is also

included in the original classificaton number. .

Y4.Ar5/2H402-5)975/C1s l—-—éié ;ndex I.D. no.

€IS Index

Y4;67&79iS32i—i7§16]€is‘AAAAfAeraE of
Original classification mumbers follow all hlpha-numeric
ciitters and numieric series combinations.

¥4:In8:B6 = : |
Yi.Ing:e3-2 /
Y4.In8:95-ccC . |
Y4.1In8:H402-5/975/CIS
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IV. Author-title catalog filing rules
A. General rules. '

1. Cards are filed alphabetically line by line, disregarding
punctuation and kind of entry. Agency or committee names,
titles and phrases beginning with .the same word or words are
‘filed in one sequence: - |

Dept. of Agriculture.
Dept. of Agriculture Library: .
Dept. of Agriculture. Office of Information.

2. Filing is word by word, rather than letter by letter.

a. Within each filing entry, nothing (Blankjsﬁaceﬁ cotes

before something. Thus, New (biank) Orieans comes before.i
NewarR
New Orleans
New York
‘ Neuarﬁ
5. When two or more cards have an identical top 11ne, filing or-
. der is. then determined by the second or third line depending N
on the type of entry; All typed Lines above the author line |
a. If;the top lines are identical author entries, fiig by
the second line; or title entry.
Bureau of Labor Statistics:
Annual report. '
Bureau of Labor Statistics.

Bulietin._

Bureau of Labor StatiStICS’
Current wage’ developments.
Congress. - Senate.

Reports; A

eaﬁgfésé; Senate; .Cbﬁﬁitteé on Foreign‘Affairs.




A

Administrative Conference of the vU.s.

‘Report ot cost overruns:
‘Administrative Office of the United States Court.
‘ Report on cost overruns.
,ﬁept; of Defense.
c. If the title and agency entries are identical, file
. chronologically from earliest to latest by year of
publication.
B. Exceptions and Special éategafiés,
1. Articles.
a. A, An The and their foreign equivalents are disregarded
as the first,word of a title: Articles after the first

An evaluation of solar energy
b. Articles used as part of a corpora*e or place name are
fited as integral parts of the name.
El Diablo
Elﬁ trees
El Paso
2 ﬁbbreviations o
a. Abbreviations as parts of Eorpoflfé names; titles or
proper names are filed as thoﬁgh épélled'out in full;r
Adm. - Administration . (As of Feb. 1980, abbrevi=
Dept. - Department ations are no longer used
Comm. - Committee - - in the main entry.
©3. Initials o ' '
a. Every series of initials is filed as thoﬁgh it spelled a:

word; regardless of whether or not the initials are’
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. A AN B
separated by spaces or periods or unspaced.
. \

Tdbular _ ' 5,
TV guide | : N
T.V.A. | '
a. Exception: U.S. (in capitals) is filed as if spelled out-

United States - whether with or without periods:
U.S.A. (in capitals) is filed as if it is spelled as one
' ﬁafa ﬁﬁéﬁfxéf with 6?&775:E17.166E periods.
4, Numerals o
' a. Arrange numerals or years in the titles of documents,
which are not part of any series, as 1f they were spelled
out: o | o ' o
24 ways to beat inflation:
Twin cities iiff)éiﬁ:aéiiéiéﬁﬁéﬁf plan
' 2 reports. on ﬁatigﬁéi security
1974 report on families
l9§l survey of federal prisons
b: Numerals following headings that are otherwise identical
‘are to be filed numerically. B
The American ﬁafiéni i_ﬁiétdf&;‘Gzi
Thé American nation: a history, v.3
5. Dates ' S .
' a. Dates in a series are filed in chromological order with
eariiest dates first.
Census, 1st, 1790
Census; 2d, 1800 -
Censiis of manufactires
b. Dates within titles or following titles that are
otherwise identical are to be filed chronologically.
Survey of industry; 1878
* Survey of industry, 1899
Survey of industry in Europe
Survey of industry thru 1976
Survey. of industry until 1974




6. Subtitles : |
a: Subtitles are filed continuously with the title; the two
are treated as one gnit; not two. o
The Commonwealth (book fitle)
ﬁ The Commonwealth; a recent report:(book title)
The. Commonwealth and restoration. (book title)
7. Periodica]s ‘
. a. Periodical titles may be identified by the notes FOR'

ignored. However, if two periodieals ‘have identicai
tities, subtities are used to diqtinguish between the s
If two periodicals have identical tities and both have no

'Ihe Commonwealth. (Dept- of Trans.) (periodlcal title)

".Tﬁé Commonwealth. (Library of Congréss) (periodical title)
The Comiionwealth; a monthly magazine " (periodical ‘title)

 The Commonwealth. _ © (book title)

8. Editions

a: If the author and title on two cards are identical, file
the earliest ‘edition fiEéE‘ using as a guide the imprint

. or publishing date. ‘ '

b. If there is more than one card for the same edition check
the lower left cormet of the card to see 1f it is a
réﬁiaééﬁéﬁé card (see example; pg. 9). 1If it 1s not a
réblacement card there may be a problem in which case the
'confiiéfia;'caiag should be paperclipped togéther so the
reviser will know thej must be pulled for correction:

9 tocation . ) :
a. If 4 card has “Micro-fiche"” in the call no.; it is filed
behind a card with identical information, representing a
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SECTION 4

CARD CORRECTION PROCEDURES

A,

o<l

D.

I. General Information

At the tiﬁe of the correction; the card going Ehroﬁgh for

l. I1f the computer card to be corrected 'is blank in the

raplaceme“t code space, the code used will simply be “R“.

,"R3", etc. : : : - '

Always make changes on the shelflist card
i: if;the.sheifiist card is missing; wait up to six weeks for it
‘to reappear. if_é change must be made sooner; or if the -
sheifiist never shows up, piéce a temporary card in the
If the new cards which w111 be produced will not file in the same
ﬁiécés in the pubiic catalog as the existing set of cards (e.g.
change in ﬁéiﬁ entry cor title) it is the responsibiiity of the
person initiating the - card‘correction to have either.those cards
which wili not automatically be replaced or the entire set of 61&‘
cards pulled and discarded.
Extensive changes
1. It is always preferable to change an existing computer record

than to delete it end creéte é-neﬁ record; If ét 511

2. If it becomes too confusing to make changes on the card‘
itself, use a cataloging worksheet and attach the card :to be
corrected to it;l-Bé sure to write the ID number épﬁééring oni
thé oid cérd on the worksheet. . » 7

a. Fill in only the fieids you wish to change, and cross out

the corresponding fields on the computer catalog cards.

In the Notes Area; and other’ areas where there are multiple

w
.

fields, it_is often important to_have information appear ina

particular order on the card: - In these cases; whether using -

¢ 49
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the card, a werksheet; or a combination of the two; ngmséf the
elements §éﬁﬁeﬁti;11§; as you wish them to éﬁﬁééi'éé.g. lji
14, 15, etc. in the notes area) regardless of the order in
which tﬁé& appear on the old card set.

If the main entry has a abbreviation in it such as Dept- 6r ﬁdm;;.
modify the abbreviatiOn to a full spelling of the word. An’
eXplanation of the modify procedure is on the next_page,‘sec:
4,11.C1=4. ‘ |

Food and Drug Adm. " Dept. of Education

M101 m.:ministration.:. MIO1 ‘t.:artment:
if "GPO," appears in the imprint (66) fieild; it should be removed
by charging the imprint field as exemplified below. |
e106 > < B o |

.1I. Correcting Catalog Records on Computer Catalog Cards

Ca

: number'—--— C 7‘0 3 ,

A. Make a colored temporary card to file in the shelf list which

'iﬁciﬁééé.tﬁé following information.

l

1. Call no:
2. Brief aﬁthbr and title.

3. Volume or part information (1f necessary):

4, ID number and replacement code in lower left hand corner.

- 55 Date and initiais of person making the change in the lower

e s e e e m _.—__-.,- SO -,-_.--v-_f
Y3 _:,

‘
PO
i
*

;u?}/a ".

'~--—issuing age

----Short title

-~

3. iii:'iiiliéir-’——- O\EERR&~L - ;\ : | D IR ,
: gjfkga/“ o o San lay W : __pate and
Replacement: R e L et oy /37 /5"( — igiilgﬁgrs

zode~
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_ B. To make a change in any fiei&;;mark "Cl" and the field number to be
| changed followed by the revised information. : '
Example: change to call no: (field 95)
' PREX42.19/6:908 ' , ' e
€195 PrEx42.19/6:980 S
change to main entry (field O1)
Census Bureaw:

éiéi ﬁuréau 6£ thé 6éngug.

" followed by the information in the following format:

Error: Correction.
Example.- modify main entry (field 01)
National Statsitics Service.
M101 si:is: '
1. When modifying a field it is important to record information

exactly as it appears in the sequence; this inciudes spaces,

which are indicated by the symbol, P
5, (1890) 5 (1980)

2. Instructions for proper formatting of the modify sequence.
a. Locate the unique alphabetic or numeric sequence around
' the error to be corrected. o

b. Write oud that sequence and foliow it with a éolom. -
¢. Write out.the correct alphabetic or numeric sequence:.

d Ciose the corrected segment of letters or numbers with
. anothér colom. '

- Example: E1.113: 13/13/980  error in call no. (field’
95); the third 3 shouid :
be a 5. ‘

1 is not unigie

13 is not unique
13/ is not unique
however,

713 is a unique group
M195 /13:/15:

51
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5. In cases where a : (éblbﬁ; is aétually bart 6f the field

needed. This symbol is #. 7
‘ : #BERROR#CORRECTION
‘For instance, in the call fo. Al13.13:A13, A13
following the colon needs to be modified to Al5:
Because'ﬁié'aireaay appears in the call no. thé colon .

?.‘must be used to make the second Ai3 a unique
character group. The proper mbdification would appear
-as follows

:#:A13#:A15#

4. Multiple modify codes for a field can be used. The same
formatting of field information as above is used. Each modify
code for a field is numbered consecutively (e g. M101 M201
M301 etc:) ,

Auy field can be deleted from the record simply by using the delete

lw A

code letter "D" followed by the number l and the field number. ..
Also, draw a line through the field being deleted.
_ Example. The note "Holdings on shelfiist card only"

(field l4)_is to be deleted beeause the

éatéi6gér haé réééiﬁed’iHEBEﬁatiéﬁ Ehat the

Dll4 Hclda.ugs_.ox.—shelfli-st_ca:d—-oaly,

E A field ~can also be added if it does not already exist by using the

A decision is made to make ‘the item "current ':
edition only". Thus; notes must be added to
the existing record to refitect this:

All4 Revised editions issued periodically.
A115 Current edition only retained.
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1. A fiéid may be inserted at any place in a group simply by

adding the field; using

Example: Fields 14; 15; 16 already éiifEE and you need to
insert a field 14. Simply All4 (plus field

the field number desired.

information):
If more than one field is being inserted, follow the
above ﬁfé&éaﬁfé;_ The computer will bump the already
existing fields down into the next field. -
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SEC TION 5

MULTIVOtUME SETS = CATALOGING AND PROCESSING

I. Processinggmaltiﬂolnme,sets

A. Multivolume sets are identified by a volume or part number at the

end of the SﬁDocs‘claééification number .

call

HH1.20: : D12.2: '
c73/v.1 , N " Au7/978/pt:3.

B. When documents are received which have vol. or pt. numbers in the

no.; .the eataloger fiist check the shelfiist to determine if

the item has already been cataloged.

< 1.

(o}

If the document is cataloged add the new volume to the
holdings which should already be recorded at the top of “the

if there is a note at the top of the card stating: "Set -
complete in _ _ vols., and the newly received item is the
piece that completes the sét, pull the shelflist and close out
the card. ‘

erase penciled holdings:

Complete imprint and c011ation information, if not’

ol

already done.
c. Update contents mnote, if necessary.
(See Sec: 4, pg: 44-48; Card Catalog correction procedures

for proper\formatting and examples.)

If there is not "Set is complete in vols.” note. at the top of

the catalog card or if the ited is not yet been cataioged the

cataloger should proceed with the following steps.

2.

Check title page, verso, ifitroduction and preface to determineﬁ
how many volumes or parts there will be to the complete set.

If no information is given in the item itself, check OCLT to
see if the item has been cataloged elsewhere with holdings

information. 5

If nothing can be found on OCLC, proceed to cataloging the new

item, but do not include the note ab0ut‘set completion at the'

top of the card. ‘ .







II. Cataloging multivo]umn sets
(See cataloging worksheet example, pPg. 52)
(See, 1f necessary, standard cataloging rules, Sec. 2 III, pPE. 14— 18)

A. €ali no. (field 95) .
1. Use vols.; and "pts." in tﬁé,éuﬁbcé CIéééIfICéthﬁ number,

HH1.20: C73/vols. , D12.2:Au7/978/pt§.
B. Main entry,; title; added title data — use standard procedures —
Sec. 2, IIT, B-D, pg. l4-16. '
C. Imprint (field 06)
1. Inclusive dates are recaf&ed; if available.
_ 1977-1980. 7
2. If the sét is rnot complete; and inclusive dates are ot known,
leave the completion date open. This is indicated by four
spaces and a period after the dash. .
1980- . '
D: Collation (field .09)
l. Record numbel of vols. or pts. in a comp1°te set; when knowi.
b, 15 pts. '
2. Leave volume or part designation open if the number of the
complete set is nmot known:
6. pts.

E. Notes (field 13-29)
1. If the set is not complete, or our collection does not include
all items yet, use the following hoidings mote: ' .
Holdlngs on shelflist card only
2. If each volume or part has a distinctive title use a contents
note to record the titles. '
a. Do not use contents notes if titles 1nclude
dates only '
letters of the alphabet only
extremély long titles »
large number of volumes which ﬁaﬁla necessitate a
great deal of future revising or take up a lot of
space.
b. For contents note format see Sec: 2; III; G3; ﬁé; 17.

§1
a




51
‘1. Do not include contents mnote titles in the added titles area.
G. Temporary Shelflist ,
1. After cataloging 1is complete a temporary sheifiist must be
‘made and filed immediateiy into the shelflist catalog.
a. Information on the shelflist includes:
1. call no. '
2. short title
3. holdings information at the top
4. note on how many vols: complete the set, if known:
5. date of cataloging and cataloger's initials.
e . SR :
Jau.av, . VT
o Jged taels s wesd nea O /
Vols, i 7 :

e R P
AL e €}§a4)€ p el v b

otk
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95 Documents Number

Exampie of cataiogxng

worksheet,for a multivolume set.

= SuDocs class. Nno.

$326.27:398/vols. .
o wlth"vols." for multivolume set.
01 Main Entry =T
Law Enforcement Aééiétéﬁée Administration.
04 Title
A pational assessment of serious juvenile o
crime and the juvenile justice system: Standard Main entry, Title,
: . Added title data
- 05 Added Title Data
the need for a rational responsee.
——ia

.06 Imp.int (if other than BPB)
1980. i
52 Collation

13-29 Notes
14, Holdings on sheifiigyﬁpard only

15, Contents: v. 1. Summary--ve. 2. Definition,_

characteristics of incidents and individuals,

" and relationship to substance abuse.—-

80-85 Mddod Titles

| 95-92 Series

= Imprint - inclusive ‘dates known

—~ Number of vols. in complete =met

{=== Holdings note

——Incomplete contents note.
(If necessary)
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SECTION 6
NEW EDITIONS - PROCESSING

I. General Information

A. Editions in tbe'Docuﬁents Colleétion constituté not oniy tbose

publications which have been only slightly revised or are simply
vreprints.
B. New editions are identified by the year of publication which is
added to the end of the call number. s
ED1.113:D73  (first edition)
ED1.113:D73/980 (1ater edition)
" C. While titles of new editions may vary slightly from earlier
editions; in most cases they will be the same:

A. Any item which has a year in the call number, and for which there
'is no Kardex, should be placed in the problems box.

B. Items in the problems box with years at the end of the cail number

must be checked against the shelflist catalog to verify if earlier

editions have already been catalogedv

C. If earlier edltions have been cataloged, check for a "Current issue

only retained” note.
Revised editions issued periodically.
Current 1ssue’ onily retained. ‘
1. If such a note.is present; place a vellow shelving instruction

sheet in the item, check bff no. 1, CURRENT VOLUME ONLY

RETAINED, and send the ftem to the stacks.

' a: The shelver should retrieve the earlier editioi(s), "as
well as any transmittals; changes; etc: which may
accompany the earlier editions, from the stacks and glve
it to the Tech. Proc. supervisor along with the yellow
instruction sheet so the earlier editions can be

_ discarded.
b: If an earlier edition has been cataloged but no "Current edition
only_retained note 1s present; pull the shelflist card(s) for .atil
previous editions. | |
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E. Retrieve all earlier editions from the stacks:
'F. When all available editions are.collected check content to decide
whetheér to retain or discard early editions.
1. Discard. ' ,
~a. ﬁaterial' including maps, which ts basically the same as
earlier editions. , .
b. Later editions are cumulations of earlier editions. -
c. Editions or revisions which supersede information of
earlier editions.
2. Retain. .
Inforﬁation in each edition is éﬁsétéﬁtiéiiy aifféééﬁé;

purposes. .
.c. Eariier editions have historical or subJectiVe value to

thé collections. Consult with Head of Documents.

4. CiA maps. o
G, If a decision is made to retain earlier editions, ﬁencil in at the

top of the shelflist card for the earliest editions; "Retain later

editions". _
1. Refile all sheifiist cards--cafalog the latest item as a
Separate monograph. ’ :

- Hi If a decision is made to keep only the current edition, follow

inistrictions 1isted below.

1. Mark all shelflist cards except the card for the latest
cataloged edition for "Pull and Discard”.

.‘2. Circle'the I.D. number and write "Delete” above it for those
records to be pulled and discarded )
3. Place the cards for Pull and Discard in the Pull and Discard
box on the shelflist catalog: '
4. Recatalog the remaining 'shelflist card.
(See instructions for Card catalog correction, Sec. 4;7pg;
44-48) ' '
a;: Modify the call no: (95 fieid) by changing the numerical

year, which will aﬁﬁéar at the end of the call Nno.; to
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the Iiteratl abbreviation, “yr.", or By éading ;yr.“ if no -
years are present. B , ‘ :
ED1: 113 :D737/980 o (numerieai‘year)'
~ ED1.113:D73/yr. (abbreviated year) 7
b: if GPO 1is in the-iﬁﬁ?inE Area (fieid 66); use the cnénée

1. If another pubiisher is present followed by a coiima,
modify the comma to a period. 388

2. If an imprint date is present, delete it from the
record by crossing it out and writing "D108" beneath -
the crossed out date: '

(éeé ingtructionévfor Card Correction procedures;

1v. (looseleaf)--for a looseleaf edition.

ﬁéﬁphlet“-for a flimsy item with no pagination.

d. Add the following notes in the 14_and'15 fields.
i&;'ﬁé%iééd'eéitions issued periodically.
(15, Cufrent edition only retained.

‘e: If transmittals; changes; amendments, etc, are to be
issued to update the edition also include a note 16
16. Képt up to date with looseleaf (transmittals,

changes, amendments, etc.). :
f. Complete recataloging by putting in replacement code ifi
lower left hand corner and date and initials in lower.
_ .right hand corner. | o
g. Make a temporary shelflist card for the item and file it
| in the shelflist catalog. :
'I: If the item has not been cataloged, and it 1 stated in the item
. that revisions will be produced; and a-decision is made not to

retain later editions, catalog as a néew item following instructions»
H;, 4a-d above. “ |
. 1. If a decision is made to keep later editions, see G above.
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J. 1f the new item indicates it will be reissued on a regular basis .
(1.e. monthly, annually, biennially, etc.), catalog as a serial
(see Sec: 2;V; Cataloging serials; pg. 21-28).

edition shelflist card to recatalog as a serial:. (see Sec: 4,
Catalog card correction, pg. 44-48, 1f necessary). -All
earlier shelflist edition cards must be pulled, discarded, and
deleted (see G, 1=3 above). |
K. If the item has not been previously cataloged and there is no
-iﬁaiééfiéﬁ that future revisions or editions will be issued;.

- catalog as a monograph.
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SECTION 7
PROCESSING SERIALS

1. General Inrormation

separate kardexes: The format of the kardex wi]1l vary depending on
ths method of nutivering individual issues of the serials.

" B. Scriais witl usuatiy have no cutter letter after the colon. Oﬁl? a.

a series wiii appear after the colon:
A105.28:5
. EP1.28:D0OE/20015
ED1.113:980

I1. Processing Cataloged Serials
A, If the call number and title match the appropriate kardex inm the
fii’; the number after the colon is entered on tné @araéx.
cévfr, verifying that the i55ue has been checkea in. .
2. The checker adds it to the statistics for processed items.
a. Each physiéai piece 15 cduntéa as a §epéréte item.
which are replacing other material.
bs Serieis gciﬁg to Eﬁé eéﬁéréi SéEiéié Ré&érd are

3, The checker checks the bindery frequency note and bound
holding to see if ‘the iteam 1s readyvfor binding. ‘
a. if’EBé iEéa ié Eéaa§ to bind; ﬁﬁt a ‘binding nbtificaiibn

piece in the “Retrieve for binding box. The Bindery

'return them to the Documents Office to be processed,fo:
binding. (For binding procedures see Sec. 15.1%.8erial
binding; pg: 91 92)

b. If there 1s no binding record the checker should put. the
issue in hand into the “"Check for binding" 'box.

T3
N
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numbers below:). _ ‘
5. If the item 1s alféaay entered on the kardex; it goes into the
"duplicates” box: - o
4. When this box is filled; a student assistant then takes
them to the stacks to determine if there actually is

another copy on the shelf. The student assistant should

also check the circulation file to éeéAif the iteﬁ'is

,checked out.

1. If there is a copy already in the stacks, replace it
with the copy in hand, in case the mor# recent may .
be a corrected copy, and discard the earlier copy.
6. If the seridl has a yellow Rardex which states:
FOR HOLDINGS SEE CENTRAL SERIALS RECORD

Put the item in the "Serials" box.

7. If the kardex states that the item is for DOC REF, place a el

,,,,,

REF sticker on the splne.
8. If the kardex states that "current year only

that the latest volume is in DOC REF, insert a yellow shelving

" is_retaiﬁed, or
instiruction sheet with the proper category checked so the old
volumes will be retrieved. _(ééé ékéﬁpié; pg.:?j.

9. If the kardex states, "Place in vertical file"; place the item
in the Vertieal File" box. _ a
10. If either the call number; the title; the numbering or
anything about the serial does not seei to match the kardex
properly, place tﬁé serial in thé_*?féﬁiéﬁé' box: If the
, problem is not obvious it might help to attach a note stating
"= ““ghat the problem 1s.

;)/;::;5;§ 11. If there is no kardex for the call number of the item, place
it in the "Problems” box.

III. Processing Serial Microfiche.

A. Serial microfiche are processed in the same mannér as paper seriais

with the following exceptioms:
1. Always use a green pencil or pen to check in microfiche in
order to distinguish the microfiche from the paper copy

materlal
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2. A éhéék 55fk is made at the lower iéét Bénd corner 6£ the

4, Somie microfiche series (i;e; E1.28: ) are not checked in:
They go directly to the microfiche filing cabinet. A note in
the kardex Will identify such series.

5. Microfiche without kardexés go into the "Problems box.

IV. Searching Serials in the Problems Box.

All items from the problems box are arranged in call number order.
Check the sheiflist catalog to see if cataloging records are
availablé fbr thé itéﬁ ih hand. ’
1. If the item proves to be an edition ﬁrohléﬁ instead of a
serial prohlem, see Sec. 6, Processing New Ed1tions, Pg- 53-56.

If a shel fiist card(s) 1s found; pull it; place it in the document
and set it aside for further processing. '

if no shelflist is available; check the author/title catalog for
author and/or title cards. _

1. If author or title cards are present; copy the call no.
lightly in pencil on the cover and return to the shelfiist to
pull the card matching the conflicting call no. iiacé'thét
card in the item and set aside for further procéssing.

If no cards are found in the author/title catalog, return to the

Documents Office for.original cataloging.

V. Processing New Serials

A.

Instructions for cataloging of new seriats are available in Section
2.V.8erials Cataloging; pg. 21-28. ‘ g ‘
Check "itém Séiéction ?rintout" if the item number is known to make

Setting up a2 new kardex: (See example; pg. 61- 62)

1. Call number——uppér and lower left hand corners.
/

/

2. Item number- —upper left hand corner.
3. Docex-—entered only if the serial is rece1Ved only through -
" Docex. - '

4, Frequency—-enter only if known.. /



Example:

~ Retrieve for
.Binding

Form
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Binding frequernicy--no. of issues to be bound: If not to be
Bound' holdings——Entered prominently at top center of kardex
(this may vary depending on the age of the kardex.)
Agency/title--begins 4 spaces after the end of the call
number; running along the bottom and working upward when more
than one line is neéessary; Agency is typed first, Foliowed
by a period-slash-space (./ ) and then the title.

Number or year on the issue in hand is entered in pencii in

the proper place on the kardex.
The new kardex is placed in the "Kardex to be filed” box.

1— RISPRIRVE FOR DiLUILG
enlL 0.

TITLE:

Dociificrits serial records
indicate this document 1is
ready for binding.

Return ALL unbound izsuss
‘of this publication to the
Bindery deck in the i
“Documents Offfces T

L (gg;
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Regular kardex

HE20.8221:yr /10«
Thes 221597 /10
) ) _ ‘ Item 729 c
Frequency ---f “bimonthly
_ | — ——
o .
97 979
Issue nos. I 4 R R P
Ti\ ?,’/ _ N '
R Gl SIS SR SRS S .- I ———
Call nos =—-- -  comnections
- HE20,8221: yrﬁ/noaggfJkﬂuxumd;lnsiiﬁuggggngD:gggﬁbu5e ./ The
Author/title. o ‘ l - |
Kardex for Current Year Only
K132:85/1/yr . :
Ttem L20 ‘ . . _
o -annuals . Insert shelvin; i1nctructicon. sheet, cheoRk TIce ;Turrent
shelving. —vol. only retaineds
instruction — _
note == ' T ' T T I -
7‘)/ I R R IR B
9 32 L
Current year——---t—— |- — L xR [cumvmn] ymar {uty T
only note : ‘
B S T T oy oorumsuns PRSPPI SR PURS SRy S S U B
4 4 - - - — ———
e i firewood.. -
- A13.2:W85/14/yrs Forest Serv1ce./ Improve your woodlot by -atting
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Kardex for Documents Reference

\‘ED1 L213: yr~
Ttem LGO~A-10

L v annual Trncert shelving iINStructions SNeet, éxxééi&*i‘:é?é‘:‘*“
shelving ======-= Tatost voroii Dot o other volrImr otaclhise—
Ainstruction
note , -
/ 770 _ ] R
// 9 712
S )y |
i ,/ 7‘i‘,-'<\' -
\ //’ "‘ 1 — T
i /
/\
I o I D F
|- [ —
\ - UURPRRNPT P S S Oy TIPS SO G F, . . ERS BTN T e
Send to DG —-—-| Send to DOC REF ; =
REF note . end to Educatlon statisticss
\ ' ED1.113:yr. Nat10na1 Ceriter forAEducat;anggtatlsxlcs./ Digest of
\.:
'Kardex for Central Serials Record } . ,
i : ) .
\ - : _ S
i S1.5o/2:
? Item 876-B
o
’holdingé e ——— = FOR HOLDINGS SEE CENTRAL SERIALS RECORD
locatloh o
note | : Cataloged to: dX
LC cé.talog P ) T i 1705
number. A255 P,
) Per ;
/
i}
,/
r/’
//
r/’
/
/ .
(/
/ , .- ' posts. ’ f
;o ' s1.k0/2: Department oV ‘States/ Key off:cers of forelzn sérvice | -
/ . ) .
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VI. Closing out a catalog record and kardex:

A. For basic information for correcting and ﬁéaéfiﬁé information on a
catalog card, see Sec. 4, pg. 44-48, Card Correction Procediires.

B. For proper format and style for separate catalog fields; see Sec:2,

V, pg. 21-28; Serials cataloging. » ‘

C. Whenever a shelflist card is removed from the shelflist catalog; a
temporary sheifiist card must be filed in its place..

D. A catalog record is closed:out when:

L 1

a title ceases publication.

the title and numbering of the publication change:
the agency, and therefore, the class number change.

E. When closing out a card, all information on the card should be
checked for correctness. However; the following flelds must be.
changed or updated. ,

1. 05 field. Fill in all available bibliographic information: -

2. 09 fieid: Fiii in volume informationm; if available.

3. 13 field. Eliminate the note, FOR HOLDINGS SEE DOCUMENT
SERIAL RECORD; by entering the symbol > as a change.

(€113 >&). - | , -

4. 1f holdings are incomplete, iist what is availsbic on the

shelf in field 14. , .
Holdings: 1-3 (1975-1977) 5 (1979)

a. If issues of volumes zre missing, include what issues the
‘library holds under ‘the holdings note: Incomplete
volumes are identified by brackets.’ '

Holdings: 4=€7)=¢9) (1972-1977) | o
Incomplete vols: 7N1-4 6.9-12 (1975) 9N2-9 11-12 (1977)

b. If there are many gaps and listing the holdings would be

extremely complicated, use the following note:

Holdings: scattered

[

5. If the title is being continued or superseded by another
title, insert a “continued by” or “"supersedéd by" note as the
last note: ' '

and file it in the dead file.

68
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VII. Processing Title Changes

A; 1If the call number remains the same,.and only the title changes; a
"Title varies” note is used on the catalog record. (See
Sec:2,V;G:7:b; pg. 23).

B. Take the kardex with the old title out of the Documents Serial
Record and type the title varies note at the top of the kardex.

C. White out the old title and type in the new title. Place the.
updated kardex in the "Kardexes to be filed" box. (See example

following.: )

[ HE20.3461:yr.
Item u97-c-5 Tltle varies: 1979, Pharmacolocyntox1colggz,program: —-Qcid title

annual-” report.f, -

Q:3§;>;;;:44;' - R e b oo b b

|
——
-

———t e . N
- el e L. . o ee . e

f
y
]
{
i
!
?
!
1
LA
)i
1t
M
Ll

LYl

L, Pharmacology sciences §§6§53m. annuaiiyegq;t., -~ ---new title

4HE2@;§A6J;yr,4444ﬂatlcnaleinstituie4of4Gener314Med1caiesclencese/

' D. Change the title on the item card if the itep number is available:

VIIII. Title ‘and N

A. If the issui numbering as well as the title changes, a nsw record
- must be created, even thbﬁgh the SuDocs number rémains the same.

'B. Close out the old catalog record'andlkardex (see Sec.7,VI, pg. 63,
Closing Out a Catalog Record and Kardex), using a “superseded by"
note as the 1inking note; |

C. Credte a new catalog record (Sec 2 V,pg. 21- 28 Serials Cataloglng)
and kardex (Sec:5; V,C,pg:. 59-60, Setting Up a New Kardex).

D. Change the title on the item card if the item number is available.
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IX. Agency Changes.

A.

Close out the old catalog record and Kardex (See Sec.7, VI, pg. 63,

Ciosing Out a Catalog Record and Kardex).

1. Use a "Continued by" note as the linking note.

AL

If a serial is known to have ceased publication, the record for

that serial must be closed.
1. If issues of a titie have not been received for 5 years, it
can be assumed that the title has ceased publication.

. a. Check Androit, Monthly Catalog.
Pull the shelf iigt and place a temporary replacement shelf list in
the file. ‘
1. Close out the catalog fééé;& according to VI; A-E above:

stating that the publication is believed to have ceased .along with

the date of the decision. (See instruction IX,A, above).

| 70
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. SECTION 8 _
' CONSOLIDATION OF HOLDINGS ON KARDEX CARDS
Use blank white cards for recording holdings: (For examples, see pg:

67 68)

notes .two lines down from the top of the card.
Revisions issued periodically:
Current revisions only retained.
lIﬁséft shelving instruction sheet; check mo: 1; current vol; onty

retained:

‘Type the word HOLDINGS: two lines below the revision notes. If no

revision notes are necessary, type the HOLDINGS: liné eight lineés down

from the top of the card to allow room for those notes if they become

necessary.

Two lines bé]bw HOLDINGS: t?ﬁé Bound.r and record any bound holdings
notated on the kardex; If issues are missihg; type “lacks" and all
Two 1ines below the bound holdings; type UﬁbUUﬁd:' and recérd all
numbers up to the latest check—in card. '

A. Gaps in unbound hoidings are represented by two spaces between

numbers.

two lines

If suppiements accompany some numbers, tvoe Suppiements-

kardex.. _
A. Record Summaries, Added parts or volumies in the sade.manner. Be
especially careful not to confuse numbered revisions 5ith added
parts or volumes. o

D6 hot record errata;_tféﬁsﬁittéls; corrections, or changes. 'Kéfaéiés"

Type “For earlier holdings see the card beneath- this one"” on the latest

chéck—in card’



ORIGINAL K iRDEX

s S '—“'"_’tZJF‘

Lt?T3)S ‘ Statistical Bulletins: —
501~ ) i 77 . ] / -
SN ol A vl Vol s
] vl d a7l N a | Ve Vol w| Za
' /s Vs | s Val vl t’;/i;;' v, & ‘;f)/;z
AR "//;g [ s i J |V s
s /s P g@é ,ﬁégwi,jé;:y ”Vf;s \/_ 85 v
Y "8 ' ji& ) J;é ‘/%‘Séf /pa }|I\V#7 75;38 /, 94
| ES / 177 {~J2y '7:/—}:),{;%/47 A /i57 Aézi 7 /77 \/87 / 57]
| Ja [ ] s ‘SUJ‘;I_’AE V/ 58 EML - ‘//;a k4 88 4 98)
Jy e | /"g ?\; 4 \/;ri?z ALf\’/Lyv "iev _'__\__/_g
y jo| -7 2;;ﬂ75§6 ) 50 c;:; wrngZ;dﬂ v g : R
'A1:34 USDA  Statistical bulletins N e RS S
_ . . P — _
CONSOLIDATED HOLDINGS KARDEX CARD

Revisions issued periodicellys

.- Current revisicns only retained.

Insert shelving instruction sheet; check no.1, ciirrent vol. only
‘retained.

I’OLDlN(u.

Bound: 1-589
- ‘ lacks, 528 550

- Unbound. 590-6oo+

Supplements: 522(1973 1975-76 1979) 525 530-531 535(1978) 547
. 548(1-5) 552(1978) 557 576 _

Summiries: 527 531




|Ztom Nos® - U.SD;As . - - =

X I.91  Farmers' Bulletin I — .
) —Bmzovs P e 7)%'*.
2000 L a5 s ‘ ————

ﬁ%ﬁ??\#*ﬂﬁﬂ;;ggL, o J;Véi N4 -4 ﬁﬁ“nl‘ﬂz;L/f'm
\/ 2l . 12 27 2l ] s —A2 72 V;-' B2 92
QV?\/‘/} ( ) ﬁ.;.a A; : : ’ - }G:UW* "l—lﬂ;';
ol | T iﬁ;;ggfs];i§§5§9$i{if—T: — ¢ F) oo

= — — —T1 -7 1J 7/ 7 V..
; AR AEA /A V/,m: ’/ R
S I B 12457 (A R P A R A R
U sl o[ al P al el inl el
° q I § FEPICEE V' ONE 34 eAh ‘f‘Jﬁfjf'v;f VAT J/
. . - 7 p§5 7' e 6;77”” itk - --
P Hhe WP A M WA A A i I
TS ool sl dl] VT Ll | Tl ] Mo
—r R 7/ T S ot | Sl Vel Vol s Ve

. ',Aﬂ/7 /Q/¢f;1744;4;11 V{J/(§7 ,K?éz',, AT — }l v/

. — — — 7,' - B y V 71/

i ‘JJ))(; Sod 5 J\/so o 149 “4_/_59, /69 ‘ /)79 S \;” :
b} £ - — 7 = L S - Vv ‘/ )
AU A A i/ B B ] B

G/5 .. Permers' Bulletin ‘o= -

-
cr
@
=S
z\
o
O

' CONSOLIDATED HOLDINGS KARDEX CARD

1

Revisions issued periodically. -
Ciurrent revision only retainced..

Insert shelving instruction sheet; check no.1, Cﬁfféﬁé vclae
retalned. -

onty
Holdings: o
Botuind: 1=2075

Unbourd: 2076=2200+

-

"

—

o A1.3b:ino.  Department of Agriculture./ Farmers' bulletins




- | | BT R

\\\7 -
. ~ - .
~i IR
\\\\\\\¥<;,, SECTION 9.
PROCESSING\M1CROFICHE |
- . _ . _ ) \ N .
I. General Policy =~ | T
A. A student assistant checks i and files microfiche whefever .
possible: S S T

B. If a microfiche copy is received, and we already have a paper copy.
edition, a decision must be made to retain or discard thé paper

A monographic microfiche and 1v. C—D for.seriail microfiche.

2. Items to be retained in both formats include the followinv'

a. Census material ‘
b. Haterial which is'in great demand and/or which 1s likely

II. Initial ér@ces:sing_of_MLero.ﬁLche'”' ‘of Microfiche - _ 7

A, All microfiche are first counted for statistical purposes.

1, Count each package of microfiche as one title.

a .

3 Enter both figurés in the Statistics Book..

ﬁ.'check microfiche titles against titles 1isted on the shipping lists.
1. If the fiche title matches a title on tﬁe shipping list, write

‘the number of fiche in the package on the right hand edge of
_the SuDocs class number 1ine. '
é;-WEéﬁ at1 packages for the shipping iist have been checked off, any
items not réceivea must be checked in the Item Selectfons bonk-to
1. If we have not selected to recelve the item (an "N wiii
appear next to the item no. )5 draw a vertical line through the

item number to indicate that we do not ‘receive materiai with
_ that {tem number. , _
2, If we are supposed to receive the item (a "Y" will appear next

to the item number in the Item Selectionsrbook), write "Y"

Procesaor will know the document must be claimed rrOm GPO.
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3. Give all completed shipping lists to the Technical Processing
Supervisor who will check them for special notés or possible
probleis . '

III. Sorting Microfiche

A. Microfiche are separated into serial and monographic groups when
received for ‘Processing.

B. Monographic microfiche are placed in the "Fiche/Mono box for
T cataloging.. _

C\\Serial microfiche go to the kardex file for further processing: . .
1. Fof\information on distinguishing a serial from a monograph

‘see Sec 3. II Suﬁoc8461assification System, pg. 35-36.

~A. New monographic microfiche are cataloged im the ééﬁé‘ﬁanﬁeg\és

monographs issﬁéd in paper. (see Sec.2.1I1., Monographic - .

Cataloging; pg: 14-18): '

B. If it is discovered, when revising in the shelflist catalog, that a

'set of cards exists for a paper edition; a decision must be made
whether to retain or discard the - paper edition.

. 1. Paper hearings are alw ays ratained over microfiche hzarings.

2. Ir a decision ls wade to discard the paper copy, the catalcg

ID number deleted from the data base.

V. Serial Microfiche

A~ Serial microfiche are checked 1n on kardexes in the Documents

distinguish microfiche from paper copy materiai:
B. If the microfiche replaces a paper issue, the student " assistant
shall attach the fiche and- tfe kerdey to a yeliow shelving

instruction sheet 'checking of f no. 7,_ microfiche to replace paper.

copy R and piace_it in the probiems box: o
C. 1f a decision is .made to discard the paper copy, the pencil’

notation for the item on the kardex is erased and replaced with a

,  green peacil notation for microfiche.




71

D. If a microfiche iiemfisbféceived and all-items previously received
were in paper; the kardex and the fiche are placed into the
problems box. ' ' | '

E. The Documents Cataloger updates the catalog and kardex records to

g include the microfiche note
"Some numbers issued in microfiche.” '

F. If it can be ascertained that the title will cni§ be issued in
microfiche (note on shipping list; édﬁiﬁiétfatiﬁé notices; pattern
recataloging. :

1. élcse out the paper copy record: (See Sec: 4: Card Correction
Procedufes, Pg8- 44-48). ‘ . . o
a: ‘Include a linking note to the néﬁlﬁicféficﬁé catalog
record._ .
1980- issued only in microfiche. ’
Xf\;\*ix;<;\\: 72 Create a new record for the microfiche. :(éeé'éec,é.ﬁ; Serial

T

\’\Cataioging, pg. 21~28).
a. Include linking”ncte_tc‘tﬁé closed out paper copy

e

record. T

1960-1979 issued in paper copy. < .

76
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SECTION 10
PROCESSING MAPS

printed sxde of the map
A. If the @ap is a large she et, roll it up from the bottom of thé;map
with the map facing out:. _
Stamp “Morrill Library Map Room" beneath the SuDocs call number.

A; See criteria for map distribution, Sec.2. VIII A. 2 Pg. 33.
étémp,U/Mass governmernt documents date stamp on the upper right hand

éafﬁéf of Eﬁé back 6f Eﬁé map.

-A; If a kardex is present; check in the map and send it to the Morrili
Library Map Room. |
If no kardex is present, and only a single cutter apreirs after the
aaency number, catalog as a monograph (see Sec:2.VIII: Hﬁﬁ'éétéiééiﬁé;‘A

pg: 33-34).
If no-kardex 1s present and a year, part number, or other quadrant
identifier appears after the cutter; place the map in the problems box.
A. If a shelflist card is present, follow instructions on the éétéiBg
card. , ' ‘

1. If card says "Current map only retained”; insert yellow
shelving instruction sheet; check no. 1, current vol. only
retained; and send to Morriil Library Map Room.

2. If tﬁé-éérd says "Holdings on shelf list card only” add part.

T moi-to the top of the card in pencil and send map on to

Morrill Library Map Room. . R

B: If no instructioms are present the card must be updated to include

C. If the map has a year designation and another card(s) is present
,but 1o “Current map oﬁly retained” nbtes appear;_aii earlier cards
must be pulled; discarded and deleted; and the latest card updated
to iﬁciudé proper motes (séé éeé.L;VIIi' Map cataioging;-pg; 33-34).

II.A. above), the item should be recataloged as a serial or a.

penciled note “"Retain later editions” must be ertten at the top of

the first shelflist card of the group.



PE-
Vii. After the
indicated
Map Room:
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“Carrent map only retained” item. (see Sec.2.VIILI.Map cataloging,

33-34).

by previous cataloging, send the map on to. the Morrill Library
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. SECTION 10A
_TRANSFERRING MAPS TO MORRILL MAP ROOM
I. Collect all maps within the lass numbér to be transferred.

II. Check map against shelfilist;
- A. Paper clip shelflist cards to indicate missing maps.
'B. After inventory is complete puil the paperctipped cards and
initiate search procedurss.
C. 1f; after 6 weeks; the maps have mot heen found; try to obtain
replacements from DOCEX.- ' . N
1. If the map is earlier than 5 jears from current date. withdraw
- from the collection, -
" I1I1. Set aside any maps which have ro sheiflist:
' A. Check public catalog for author/title entries.
l. 1f author/title entry is found; order a new sheifiist,té fite;
2. If no anthor/tirle entry is round, catalog as a new item.
IV. Discard ﬁaﬁé which have been revised by later editioms:
A. Pull and discard and delete cataloging for earlier editions.
B. Add apprbpriate edition notes to catalog card of latest edition and
update the rest of the card as necessary.

14. Revised editone issued periodically.
15. Current edition only retained.

V. Add the fo1lowing to all shelflist cards as the first note.
. Located in MORRILL EiBRATY MAP ROOM
VI. Stamp "MORRILL L1BRARY MAP ROOM" on thie nap beneath the SuDocs number,
which shoold appear in the upper left hand corner of the map:
VII. Send updated shelflist cards to Ivforma*ion Processing for Revpunching.

VIII. Send prcessed maps to Morrili Library Map Room:
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SECTION 11
?R@CEBURES FOR OVERSIZED DOCUMENTS

Documents which are too large to fit on a regular shelf shall be
designated “"Folios”. A A .

Oversized documents shall have the location/size identifier, "Folio",
D‘aced at the end of the SuiDoca classification number on the document and

federal ‘documents collection where they can be placed on shelves

‘wide enough tolaccomodate them. .
'B. The "Folio" section shall be arranged in SuDocs classification
number orders’ | |
The location/size designator; "Folio", shall also be placed at Ehe end of

the Sﬁﬁéég éiéééifiéafidn numBer oi the cetéibg cara. Because it is not

the rest of the SuBocs number.
E3.2:
0i57/¢
Folio

A dﬁﬁﬁy BSék éﬁéii be 5155&& iﬁ Eﬁe Eééuwéhts Collection where the

location of the oversized document+7_44fﬁ
| (| ¢31.249:
960-973

 Folio

Handbook
of
“Airline
Statistics
.
Folio -

section of
ﬁééé;

Gollection
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SECTION 12

PROCESSING NON:GPO/FUGITIVE_DOCUEENTS

I. Receiving Nun-GPO Documents

II;

'A. Non-GPO documents are those documents which have been issued by

éonernment’ but which have not been cataloged/classified by GPO:

Non—GFO_documents u5ua11y arrive in the Documents Dept. from the

[« 21
.

Documents Expediting Project (DocEx); direct from a government

agency, or as gifts from patrons.

the

C. Fugitive documents éEé those documents which after a period of time

and searching never appear in t he Month;y Catalqg ot other major

bibiiographic search tools and _therefore] must have ofiéinai
cataloging and classification. '
D; Vhen Non-6PO documents arrive; a documents assistant stamps the
date of fécéptiaﬁ ofi the front 'cover and places a Dociient

Search/Appraisal Siip into the document. (See example; pg: 78):

Searching Non-GPO Documents

2]
A; Initial Search:

1. Search the Documents Dept; author/title catalog to determine

_ if the document is already part of the documents collection

a aaﬁagfaﬁﬁ or part of & series that needs to be checked in
the Documents Serial Record:

2. If nothing s found in the documents suthor/title catalog,
search the OCLC data base to see if GPO has cataloged and
classified the item. ’

3. If no SuDocs ciassification number can beifonn&; place the
docugienit on the Appraisal Shelf in the Documénts Office so

that other members of the documents staff can assess the

‘document § value to the collection.

a; If a document is deemed ‘inappropriate—for the docnment

v~ncollection, it is sanc to Collection Development.
5 . .

B. Final Search. ‘
1. After a period of six months from the date of the initial

éeafcﬁf a final sea%ch is done to deternmine if a
search.

as

S
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a. Follow steps ii’A’l 3 above.

b. In the f£inal search also use CIS and ‘S. indexes as
appropriate.
2. If no classification number is found after the final search,
the document is declared a fygitive document for which
original: cataloging and classification must be provided. -

111. Cétaiagiﬁgjc1agsifyiﬁg_rﬁgitiVé Documents -

AL Fugitive documents are cataloged as any regular GPO monograph

Rules; pg. g= 3&)
‘ ﬁ;,Fugitive monographg‘aﬁ& ééfiéig';;é classified 5aaafaiag to GPO's

(kN—vSnl—l/Sé) and whxch is Eéﬁiaaa&éa betow.

POLICY FOR LOCAL SUDOC NUMBER ASSIGNMENT

. GPO reserves the ‘ollowing numbers for local use only:

After General pubs. classes ending in .2 or 2 the numbers /3-5

'will be reserved:

e.g. A 1.2: Gerieral publications
| AL.2/279: Reserved (local use only)
After General pubs§ classes ending in /2 the numbers-2 to =9
wxll be reserved. ) : ) ,
e.g. Y3.Ap4/2: Reports and pubiicationé

Y3 A§4/2 2-9: Reserved (local use only) o
C. The Cutter letter is determined by the first word of the title,

disregarding articles. : : ' . _ ~;;;,,/4>
ﬁ;_Use C.A. Cutter's three~figure author ‘table—to ¢ &éfé;ﬁiﬁé the cut ter
- . ,,// .
number. ;;,/~»""”

-1 Do not use more than two digits in the cutter number:
2. Check the shelflist catalog before final assignment to ensure
_that there will be no duplicate numbering: ’
E. If a conflict arises because certaln cutter numbers have already
been used; add a / and sequential numbering from 2 onward to the-
nuiiber which allows the best alphabetical filing of the title inm
reiation to the other tities. ; .

g‘ ,fa T . i} ;' - iu- | éggg‘ | : -i







T T : Pelman U

- SKARCH/APPRAISAL SLIF

Final Search Data: - - - -
(6 month~ After
initial - sarch)

INITIAL SEARCH: DATE:
DCCUMENTS PC
OCcLC

OTHER

FINAL SH.RCH:  DATE:
DOCUMENTS PC . . _

. OCLC

APPRAISAL:
RETAIN: R

RET.IN/DOC REF: R/DR
DO NOT RETAIN: NO
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SECTION 13
PROCEDURES FOR RESOLVING CLASSIFICATION CONFLICTS

I. Different Publications with the Same Classificat-on Number:

B: Chéck shipping lists and Monthly—Catalog or GPO's Publications
Reference File (PRF) for a confirmation of the confiict:

1. If rhe conflict is caused by a copying errotr on the cover,

M

a

nt!
bidl

h

write the correct class. na. on rhe cover 553A5535

Request for Informaticn form (see example on pg. 82), and send it
to the GPO offices in Alexandria; VA.

-D: Revise the SuDocs class: no: of the later publication by adding a

“/a" at the end of the cutter.

SHELF LIST

TD7e 21 Depis o© Tr‘nsoortatiéﬁ., R
E12/77 . ~ i Uy & handicapped o
: tr. . .iportation: local gove: nt
approachess GPO, 1S70.
6 po i -
SHELF LIST
S TD7+23_ Urban Mass Trausportﬁtibﬁ
78 Added has tun o iee = =] E1L27/77a Administrationa ) |
to- Suioes) . -Supplementary transportation for - i
cldss. fio. - | : ?%g§rgy and hand1capped personse f
: 0163204-2 S 15 p. : _ /
tr—i'u-——'\lt
<~
. ia Tities _ v
01800692 s (O sevreas mi2rasa




E. Add the /a to the end of the SuDocs class. no: on the corresponding
document .
1. Use a pencil so that when the corrected number is ieceived the

/a can be erased and the correet cutter addition can be added.
F. Note: Becatvse decisions on class conflicts rake varying periovds of
time to be resolved at GPO, the temporary revision of the

ciass; no. is made to allow the publication to be available

-

ion Numbers. (see

II. Idéhtical Publications w th Different

ékémoié béloﬁ).

A. Pull all catalog cards and retrieve the pieces from the stacks.

B; Search ail reference sources to determine if an error has been made

1. if the conflict is caused by i copying error; discard tﬁe

data base.

Discard the incorrectly marked aaaaaéaf—

C. If the . nflict is 1egit1mate, £ill out a Depository L1brary

ﬁequést for Information form and send it to the 6PO Office in
Aléié;&fii; VA. (See example on pg- 82)
D. Return the documents to the stacks so that they will be available
to patrons while a decision is peniding from GPO.
E. Add a pa«a%i note co the top oi the catalog cards so that filers
| and revis:is will be awa~e of the problem and that action has been

takeri.

Class confiic: with (CidSS.»ﬂO
GPO notitie. (date)
(see examplie beiow)
F. Wien a decivion on the coriect class. no. is received from 0OFZ;
dis :ard the item with Lhe incorrect ciass: no., pull and discard

the cataleg carde, aﬂd delete the record from the data ba-
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‘__;_ _._l_,__. T T, T o T
) A '96 SHELF LIST
Syt ’/. .
Yds Congresss. _Senates Committee on
véeadas4a: Veterans' Affalrze
vVéd/26/ Veterans readjustment appointments
981 in the federal government.,97th
Conpgressy; 1st sessionas 1981,
Pe
Committee printe. | )
7F>” V T ”—77 — B R Aoy | ——]
. . 0 B S Ly sn I 2 S
o cons 0 G Y Y ERELF I A ST |
. { " o i
Yda _ ‘Congresss _Senates Coamittee on
‘ vé6as4a: ‘Veterans? Affajirss .
Ap6/ Veterans neadJuqtment appointments
0178188~2 in_the Fecesral Gavernment. 97th
Congressj - ist sessione 1581.
P ] 19 p.
[ RN - - -
Committee print,

1s Titles
N va. veasar  apé

?

A, If the accariicy of @ classific«t;on number on a docuuent is

q4eftionable or zbviously incorrect; fill out a Depository Library

Request for Infurmation form. (see examyié; PE. éif

1. Be ‘sure to jnclu1

: verificatizn of the call m %her :zither by

iisting the shipping list number on which the J1.3s. ns. was

cited, 6r entdér a éitatibﬂ from 2 reference sovrce it =

_B. ﬁaiiing instructions are at the br. tom of the Regnest for

Information form:

ERIC

Aruitoxt provided by Eic:

P

© 88



-82-
~ UNITED STATES GCVESMMENT PHINTING OFFICE
DEPOSITORY LIBRARY RFD‘J.:ST FOR INFORMATION

A7 82

Mlcroflche [:] Paper I”]

Classitication Inquiry - -
14m s 1 | ' . r;of Librariai
item Number In”q’u:ry Nar -; of Librarian

Mon*hly Catalog lnquiry R
TR : Area CodefTelephone No
Clairn inquiry :

Ui aomna

Publication Inquiry . _ o o
(T BEHe Bammsitcre @RinmiZ oo Dat i Lib: No:
4 Deily Bepository Shipping List Inguiry ate '
Daily Depository Shipping List 1767 anc Date -
Classification and ltem Number ” — -
Title o
Details ot Request - h T T T
For Otfice Us eOn.y
Reply T T T -

:.nSTRL"‘TI NS Mall \,Op!eS 1and 2 to: U.S. GPO,.Library Division (SELA)
inquiiies
5236 Eisericower -.senue
Alexandria, VA 2304 )
Retain copy 3 ior your files. P'lnt or type your address in the area prov:ded bl to ensure d prompt response.

44444444444444444444444444444444444444444444444444444444444444444444444444444444444

US GOVERN 4 ,rpmrm,q,,psh.cs : i . POQY'uE~ WFTS SPAID,, L
SUPERINTENCENT OF DOCUMENTS (LIBR i , U.S Gl 'SRNMENT PRIN 1 ING OFFICE
WASHINGTON, D C 20402 ( —— N - BT ¢ A ;

P T ’ : : FIRST CLASS

OFFICIAL BUSSINESS Name - L )

Pz -alty lof Private Use ) - : R R

3300 Street address. e e s A v———
: Cote arethe o LRI .

ERIC | AR

Aruitoxt provided by Eic:
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. SECTION 14

DOCUMENTS EXPEDITING PROJECT (DOCEY) MATERIAL - PROCESSIN

I. Filling cut DOCEX cpecial request forms.

. "A. Monographs and Serials (see examples following the instructions
below). |
1. Agency: Inciude the agency as represented in the cataloging of

the Monthly Catalog or other reference s;ource used. Do not

include United States as part of the entry.

a. Use the most logical or easily identifiable entry. If

exaniple: Dept. of Commerce. Bureau of the Census.

use Bureau cf the Census:

Geological Survey. Water Resources Division.

the refevence source in hand:
a. If requesting added copies and the document is in hand,
the title page may be used when reccr”’ .Eé title.
3. Date: Date f publication
4, Bipz. .grapl :al source: Monthly éétéibg;ZHC 1980 (80:1135}
' ASI index -~AST 1979 (6649-2)
€IS index - =-C¥3 1981 ._.41-25)

a. 1f no bibijcérapb';ai>36::ce is available, enter "no
source aviilable." ’ '

b. If a serial is being requested and the most current is
not available; use the "no source available” note and
include the latest previous source:

no source available
5. Library: Government Documents, Goodell Library.
University ot Massachusctts, Amherst; MA . 01¢03-

6. Tate of Re-iiest: Date the form is filled out.

85
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7. At the bottow, of the Special Request form, type the SuDocs

' class. no. the initials of the person initiating the request,
and the reason for the request.

4. If the document will go to the Serials Dept., type the

nots; "send to Serials”; in the lower lefi hand corner of

the Special Request form.

B. Committee Hearings and Committee Prints: (ééé'éxémpié foilowins
instructions below). ' o
i; Agency: Type onity Eﬁéleéﬁiifféé hotding the hearing or issuing
' the print. |
a. Include also the number oi the Congress and Session.
b. There is no need to precede the Commitiee with United
States or House or Serate: |

2. All sthe: sections of the Special Reqiest foim are completed
in the sane manner as fbf Monographs and Serizls (see A{2:7
ative.j. ' ’

A. Send the first two parts of the form to: |
Documents Expediiing Project '
Library of Congress
W-suington, D€ 20540
8. The third part (pink) of the form is filad in the Docex request
file by “zve uf request. . '

received from Bocex:

5. Wher a replv is received from Docex, the nink form 18 pulled and
discardei. ' '

B. Itens from Docex ave added to the "Direct Mail" statistics sheet
#hen they are recsived and after they have been ﬁfc:ééééai h

Items frou Docex which dre dupiicates © locumunts already in the

[ XIS

coilectior re c¢iscarded except for thoze items which would be

useful s added copies.

“copy 2" must follow the classificaton number and the number

of conier must be annotated at the top of the shelflist card

in pencil.




ERIC

Aruitoxt provided by Eic:

E.

1V. Evary

reque:

=

N,
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Notices for documents which are available for sale .- are partsed
on to the Department Head.

Notices for documents which are out of print or unavailc.le &ra

few months the Technical Processing Supervisor reviews the nNocex

t file.

requested document is in the stacks:
1. If the document is shelved in the stacks; the request form is
discarded:

2. If the Document has not yet been received; a secend request is

a. A note is added to the new request form that it is a
second request.

considered to:be out-of-print and appropr:::: action taken. See

the withdrawal of out-of-print documents. pg. 106, Add. D. IX.

P
e



Exanples of DOCEX Specisl Request Forms
‘ MONOGRAPH ' S "

\

arr,

berary of ConLYESb :
Exchange and G1t't Division - Docum(nts Expeditinr rroj2ct
uPECIkL REQUFQL FOR PU!LICATIONS

Ageney :

Titte: Report to thé President from the President's
Commission on Mental Health. 1978. wol. 1

pate: Apr- 1978 Edition:

Blbliogmnmicai 56Urce; ASI 1978 (16398-1)

Library: Government Dociments, Goodell Library,
University o“ Massachusetts, Amherst; MA 01003

Date requested: 12/30/81 : .

65-15  (rev 5/74) pr3g,8:iM52/R29/V .1 1aD°%op.§6ﬁi551ng¢

SERIAL

L s

- berary of Congress
rhange and bilt Division - Documents Expediting Project

SPECIAL REQUEST FOR PUBLICATIONS
Agency: Naval Observatory.
Titis: Astronomical almanac.

Da:

[P

3
W

1982 R Eaition:

i ilographiral source: nome available for 1982 -
_ Ed. for-1981 is MC 1980 (80-23722)
LibrarySovernment Documentq, Goodell lerary :
2

Universit .
Datezwquested:%,Y”9f Massabhusetts, Amherst HA 010063

243567/81

5 - Doe Ev Cony . )
s§?§5to 8'}igﬁ?“ P213:8:yr. ‘la _ 982°;ot “glfd ]
‘ P —i—isi .

' COMMITTEE HEARING/PRINT ]

lerary of Ccngress
Exchange and .7it Division - Documents Fxpediting Project
SPECIAL REQUEST fOR PUBLICATIONS
Committes on Science and Technology.
96th Cougs 1st Sesss

Agency:

Titie. Inventory of advanced energy technoJobles and
energy conservation research and development:

1976-1678, va2, Serial D.'
Date: 1979~ - Editicu:

Bibllographical source: MC 1980 (50~714:38)

Imoded) TAulary,

Library: Government Documents; i LArys
' swmiversty; ME T 03

University of Massachuivtts,
Date requested: 12/30/81
65-15  (rev 5/74) Yh.8.03:967D  1a D°RAd PARLiEs:

E
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SECTION 15
BINDING GOVERNMENT DOCUMENTS
1. Monographs;

for fc;:re use.
v 1. Whei in douﬁf—;biﬁﬂ.
B: Monographs may be bound in thic following manner.
1. Class A Bindiag
a. Used on monographs that have stitching in the .0 .
This 15 the strongest binding available.
2. Norbind: |

inner marzfns which would be lost if Cliass A Blnding were
ised.

1. These bcoks usually have paper covers which; if
they are in pood shape (i.e. Wo tears, wrinkles
or frayed ends); will be retained in the Norbfud
binding process.

a. If the paper cover is in poor condition a
cloth cover wiil be used.
b. Items NéfBéﬁﬁa ééﬁ Bé up.to 12" in height and a1p to 4" in
thickncss.
3. Pam Binding
a: Used for thin documents which may be stapled.
b. Itsms Pambound can be up to 13' in haight and up to 1" in
thickness: ”
4. St-rage bind.
a: Hgéd for hard cover documents which have narrow inior

4. In sode cases the binding is still iﬁ gbba éﬁépé; but the

cover has been r1pped ofr'or is in a ditr~idated

)
ae
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condition. By recommending ér"Rééééé"g only a new cover
wi11 be attached and the original binding will® remain
.ntact.
. Binding Forms. .
(Examples of bu g forms A-B; pg. 89=90).
1. Form A is =d .- Class A Bind material when there is no
¢oyncern or the color 6f the cover or lectering. The cover
will always be red and the lettering will always be white:

Form A is always used for Pam Binding.

W N
D

Form A is always used for Norbinds:
Form B is ussd when a special cover or letter color is dasired

separate seciions which would require a Clas< & Per
(Periodical) binding.
a. Note how thie foliuwing sections of the form are filled

out:

=

. Customer—-1lype of binding desired (i.e. Class A,
Pam; ete:) |
2. Binding iicmber—--will always be CA900 (Form B only)

(€8]

¢ 'ctal instructions—--inciludes SuDocs class no: and
4 - other special instructons to the Binder such as
Rush; or lacks pages; etc:

4. ‘Send directly to Ducume-ts Dept.” iote should




Example 1.

NORTHEAST LIBRARY BINBING CO., INC.
01 MYSTIC AVENUE & MEDFORD; MA 02155
BEAR DOWN YOU f\REi ?jigiT!Nﬁ THRU 5 COPIES

Example 2. .

P

Send directly to Documents Dept,

NORTHEAST LIBRARY BINDING €O, INC:
iGi MYSTIC AVENUE ® MECFORD; MA 02155
BEAR DOWN YOU ﬁkii.ﬁgiﬂﬁﬁ THRU 5 COPIES

Send directly to Documents Qepta

- DOC REF 3

C3.2: C3:6/2:
C33/34 NORBIND Bta/b Class A Bind
Census '80: -Directory of non-federal
Continuing .the factfinder ‘ statistics for states and
tradition ' - local areas

/ A RUSH RUSH <RUSH

. ATHEAST LIBRARY BINDING €0.; INC. | i NORTHEAST LIBRARY BINDING €0:; INC:
BINDERY COPY 1 ’ l BIMDERY COPY 1

o

— ‘ —

e
ey
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FORM B

o ) .
PLEASE PULL OUT THE YELLOW ‘‘CUSTOMER"’
COPY AND RETAIN FOR YOUR RECORDS
SEND THE THREE REMAINIMG COPIES AND
CARBONS INTACT WITH THE VOLUME. Lo

- S o CUSICMER | o
Type of binding----f=-~='= < .Class A Bind

Sernd dlregtly to Do‘ umgnt_:s Dept. _ - | ——-Des*in:  ion note
coo-oo | previousty | ——CHECK ONE ;
NEW TITLE BOUND THORTHEAST T R ;
41:1 [___l HAS PATTERN | RUB SENT | SAMPLE SENT

.TITLE T COVER CCLOR. ,

Effective revenue 2075 :—:-—-—-——C;;over' color code
writing = 2 - LETTERING COLOR -
GOLD Hew—d - __Lettering code
WHITE O ‘ : _
| BLACK ]
e ——{
VOLUME . . | IS ISSUELS)
COMPLETE
- - THE
FOLLOWING
IF NEW TITLE
__ e " FRONT COVERS
YEAR Ow ourld-
' : " BACK COVERS

O ourd

BNOERYNO. BAGO0 w- = = -—-Bindery number .

L AUS
_ . il our
IMPRINT . i TITLE PAGES, CONTENTS
: ) AND INDEXES WILL BF

PLACED IN STANDARD
COCATION. UNLESS

OTHERWISE SPEGIFIED-
o SPECIAL INSTRUCTIONS
T22.19/2:
¥93/no.2/
] 962
|

ALL INSTRUCTIONS ON THIS BINDING SLIP WiLL BE FOLLOWED EXPLICITLY
LF ANITEM IS RETURNED FOR CORRECTION BECAUSE OF BINDER'S ERROR A CO-Y OF
THE ORIGINAL BINDING 5LiP MUST BE RETURNED WITH THE voLu -

NORTHEAST LIBRARY BINDING CO . INC, 101 MYSTIC AVE . MEDFORD, MA 02155

P BINDERY cePY 1 -
' CUSTOMER COPY ,
t -~ . — ]

5
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11. Serial Birding.

A, A title will arrive for binding in the Documents Office eifther by

referral from Kardex (see Sec.7.1I. A 3 Processing Cétélogéd

pieces are present-and in proper order
€. If an issue is missing, the bindery person sends the incomplete

volume to the Serials Cataloger (see Sec.l4.I, Processing Docex

Material, pg. 83-86). 7
1. If the Serial Cataloger requests missing issues from Docex and

'piaces the incomplete volume on the Incomplete Vol: Shéif

can be updated to reflect the 1ocation of the incomplete

volume.
D, if the %oiume is compiete; the bindery person cnecks tne Bindery

voiur” in hard:

person t£ills out Binding Form B using the information provided on -

the b1ndery reCord (see example, pPg- 93).

1. Volrmes are then sent to the Library Bindery Section for

shipment to the commercial binder.
a. Regular binding turn around time is 4 weeks:
b. Rush binding tirn around time is 2 weeks.
F. If there is no bindery record present in the Bindery Fiie, the
bindery person must create a new record for that item.
1. Check the Documents stacks for previously bound voIumes:

2. If earlier volumes are'preéent, use gpine format and cover

bindery record.
3. if no other bound volumes ace ﬁrésént— the siaaéfy 5éi§6ﬁ ig
sééms most. efficient or practical.

a. The binder has provided a set of cover color swatches

with color codes. - ’

96
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b. The new record 1§ typed in the same manner as the sample
Yecord on pg. 93 and filed in the Bindery File for future
reference. v |
G. When bound volumes return from the bindery, a Student assistait

types the call no. on a label using the class mo. at the bottom of
the bindery slip,; (see example; pg..93) and attaches it to the
bottom of the spine ori th: bound volume; being careful not to cover
any print;

1. Stamp UMass iderntification stamp on the top and foredge of the

voiume;
2. If the volume 1s incomplete, the missing issues are notated aé:

the top of the first page. Missing i1ssues are identified at

the bottom of the bindery siip: '

3. Send bindery slips from books to Kardex for discharging:

H. If the Kardex Checker receives a braidery slip (yellow) for an
incomplete vol: which is already noted on the Kardex as being on
thé incomplete shelf, the Checker must erase the information
concerning the incomplete shelf before attaching the bindery siip
to the kardex. : '

I. When the Kardex Checker receives the bindery slips (white), he/she
must- match them with the yellow slips already attached to the
Kardexes.

1. Add bound holdings, including lacks of incomplete volumes, to

the top of the kardex.
5. Check circulation file to match monographic bindery slips.
3. Discard all matched bindery stips:/ . 4 )
J. The Technical Processing Supervisor is responsible for keeping all
étatiéticé concerniﬁg hinding in the ﬁé&ﬁiéﬁéé Déﬁéftﬁéﬁto This 18

retiried from the Library Bindery SectIon.




Example: Blndlng Fonm B ' .

PLEASE PULL OUT FHE YEL! QW"cusiéwiEﬁ"
COPY AND RETAIN FOR YOUR RECORDS _
SEND THE THREE REMAINING COPIES AND

CARBONS INTACT wrrH THE VOLUME: 1031
CUSTOMER . BINDERY NO — - = —
Class A Per CAS09
Send directly to Documents Depte
| prEviOUSLY ~ CHECK ONE
NEW TITLE 80UND NORTHEAST | _ SEE SEE
HAS PATTERN RUB SENT | SAMPLE-SENT

I o M

H | i 1

TITCE : COVER COLOR:
Cbhstructlon repbrtszﬁ o 2075
valiie of rew construction LHTEmNGCOLQR
put in p’la'c"e GOLD

WHITE O
étixék O

' - A
VOLUME SIN '
S ﬂ ves NolJ
COMP!:ETE

FOLLUWIN&
—HF-NEW -TITLE

— FRONT COVERS_

VEAR 1 O 0
_BACK COVERS
1980-1981 | Ow o w
.- — as
, : . O ourd
IMPRINT ] TITLE PAGES. CONTENTS
) AND INDEXES WILL BE
PLACED IN STANDARD

LOCATION; UNLESS
DTHERWISE SPECIFIED:

3. SPECIAL INSTRUCTIONS _ Example: Bindery Record
215/3. . '
€30~ f,,g___,i ——— —— =i
986—981 o ' .
: . ‘ C3. - ‘
— ' 4 215/3:
ALL INSTRUCTIONS ON THIS BINDING SLIP WiLL BE Forrow C30-yr. Construc t]_bn repo"ts H value of neW
%’E’B‘éé‘.ﬁli?i.’#ﬁ.’iﬁ%ﬁ?ﬁ OO A O construction put in place

NORTHEAST LIBRARY BINDING CO.. INC.. 101 MYSTIC AVE.. ME( Type of bind: Class A Per
: . BINDERY COPY'1 . Cover Color : 2075

v _ CUSTOMER COPY :
I o CUSTOMER CO 5“ ‘Letter Color: Gold -

Spine Informs: Title,year

~ Frequency ¢ bind every two yearss:

g . | : , 1a 01/05/82

e
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ADDENDA A

PROCEDURES FOR ISSUING OVERDUE NOTICES AND BILLS

I. Procedure for issuing overdue notices:

A. Every Thursday consult the overlay schedule for Docuemnts'
circuiation siips to determime which color overiay identifies
doCUments which are orie week overdiie. . Documents are always due on
We&nésaévs aaa we éive a 55&—6éé§ grace period past the due date

B. Pull the circulation siips for the overdue documents:

C. ¥ili out an overdie notice for each patron who has documents which

,éfe aﬁé QeER évEE&ﬁe; Wﬁefe poésiﬁie; stépié tBé ;ééaﬁa pé?t af

the information aﬁﬁa the overdue ﬁaEiéé. Check the. 3rd part (the
file copy) of the.charge slip to be sure that éll iﬁpottént
information is legible; any information which is not legible on the
file copy should be copied from the sécond part of the 3-part
charge slip: Also check the date due box of the fiie copy of the

charge; 1f necessary stamp it with the proper aue dete.

indicate that an overdue notice has been sent, replace the original

° colored overlay, and refile these slips in the circulation file.

F. Place the overdue notices in the appropriate enveiopes*,uSIng

window envelopes whenever possible. Overdue notices to 5- College

students may be sent via campus mail if the envelopes are marked

"S—College Delivery.
G. The Library does not use due dates which fall &nEiné Intersession
(January). When the overlay schedule 1ndicates due dates during

this period; the date stamp shouid be set for the first Wednesdayv

after Intersession.

99
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II. Procedure for issuing bills:

A.

Every Friday; check the 6veriay scbeduie for ﬁo’cum’entsi circulation

are two weeks overdue. ‘ .
Pull the circulation slips for these overdue documents; they should
all be matked with a yellow clip ind*cating that an overdue notice
has been sent.

Remove overlays and yellow clips, then check the stacks to be
certain the documents have not been returned

Create a delinquent file card for each person being bitted: The

card should list the persoun's name, ID number from the charge slip,

any special status (faculty,; staff, 5-College, Mass. resident,

etc.), and the SuDoc numberb of all unreturned documents.

Divide delinquent file cards into 3 categories:

1. UMass graduate and undergraduate studernts

2; 5-College students and faculty

3. All others: UMass faculty and staff Massachiisetts resident

borrowers; continuing education students; etc:

. Eaké déllnquent file cards to computer terminal in Circulation

Office:

1. Check category 1 borrowers in computer files to ascertain
borrower's status. We need to know if student is ACTIVE or
not. ' '

a. Record each ACTIVE UMass student's 9-digit student
identifying number (uSuaiij tbé same as tbe sociai

b; If the student has wtthdrawn or graduated and is not

4"CTlVE follow procedure for billing category 3 borrowers.

2; If necessary,'check computer files or print-out in Circulation

’Office for the complete ID number of any 5—College student or

faculty member:
__t

3. The names arnd ID nimbers of all borrowers in category 3 should
be placed in the computer's delinquent file; and the Documents -

delinguent file card marked accordingly.

100
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G: Type bill::
l.'Catégory 1 - For ACTIVE UMass graduate and undergraduate
students, use student identifying number for ID
number - see sample bill.
2. Category 2 - Use 5-College bill form - see sample bill.
3. Category 3 - Use UMass bill form.
H. Stamp circulation siips with "Billed" stamp on front and date
billed on back. Cover with clear overlay and refile.
I. Processing bills: '
1. Category 1 - Send top copy of bill to borrower, save pink copy
' to send to Bursar's Office, Whitmore
‘Administration Building. Mark each pink copy
with the subcode "20740". Staple remaining
copies together, alphabetize by ‘borrower's name,.

mark with Billing and Receivable System (BRS)

Yyt

bateh number, and file.
Process bills for BRS according to instructions

in BRS" manual
Mark BRS batch number on each borrower's
. delinquent file card:

2. Category 2 - Mail top copy of bill to borrower via 5-College
Delivery: Forward other copies of Eill to
5-College Billing Clerk, Circulation Office:

3. Category 3 - Send top copy of bill to borrower; file other
coples in the ﬁan-BRs file. =

J. File all delinquent file cards.

Procedure for cancelling bilils:

A. When a document for which a biit has beem: issued 1s returned:
1. Pull delinquent file card of borrower.
2. Pulil circulation siip:
a. If bill 1s on BRS?
i. Go to original batch in BRS file and remove top
(yellow) copy of bill.

11. Follow instructions in BRS manual for biit

4!
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iii. Mark yellow bill copy with the cancellation batch

member, notify the 5-College Billing Clerk in the
Circulation Office. =
c: If bill was issued to UMass faculty or staff ﬁéﬁbéf;
Cont-Ed student, Mass. Resident borrower, etc., pull and
discard file copy of bill and remove borrower's name and

[y
(o)
0N
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Jane - -

123-45-678S

'12-12-83

| __student

. LAST NAME

FIRST M.,

CLASS 1.0. NUMBER

. INVOICE DATE

DESCRIPTHON—

7A’ —M— 1 lil r J VNr i — -

7

.UNIVERSITY OF MASSACHUSETTS
; University Library .
1 Amherst, Massachusetts 01003

= -
Fines on books

_ returned fate

Q

Address quastions to __Documents

- Library/dept.

Make Check or money order payable to:

_UNIVERSITY OF MASSACHUSETTS

.Please return invoice and Remittance to
Treasurer’s office - Bursar -

- Jane Student
Dorm
Campus

3197-21

Replacement_Charge_for_the
following unreturned books:

HE20.3202:V87/2

‘Processing Fee
1-20577-08080

This amount dua by

10 |00

A4

SAMPLE BILL FOR UMASS GRADUATE AND UNDERGRADUATE STUDENTS

e |
O
W



Prefix:f

4-AC
5-HC
§-MHC
7-SC

99 .
FIVE-COLLEGE LIBRARIES . :
Open Access No: Student's home

BILL TRANSMITTAL college

DATE 12-30-81

This charge originated by,

7 Amherst [ Smith - Main
o i T Hampshire Smith - Sci
Preflx—123’456789 (SOCIai _securlty #) . D Mt. Holyoké Co ’ un!v Main
L : Univ = Morr
Student's name Univ - Phys
Student's address
]
‘ If materlals are not reggqud or tblg cﬁhaLge is not pald within thirty days; a copy of
. ‘h," bill will be forwarded to your home institution for collection. All fines and
penalty fees are non-refundable; book and processing charges are cancelled upon
return of the overdue material.
SuDoc # and title of document . Replacemen®
' ' ' fee

Penalty fee

Make check payable to UMASS/A ERST ' TOTAL
Account # 1-20577-08080 ' o :
= ‘ |
' SAMPLE S5-COLLEGE BILL




ADDENDA B

PROCEDURES FOR GOVERNMENT DOCUMENTS RESERVE SHELF

I. The Government Documents Reserve Shelf 15 located in the Documents
Reference Office:

A. A class is doilng a project on which there 1s a limited nunber of
materials which; i1f taken out of éiféﬁlétibﬁ'fbf the duration of
the project, would give every student equal opportunity to use the
material. ‘

Shelf under the following conditions.
A. The item is not a Reference item but is used very heavily, causing
inconvenience to potential users when 1t is charged out.
B. The document 1s a replacement copy for onme reported missing on a
popular topic. E
C. 4n item is heavily used and would be almost impossible to replace:
IV. Temporary Reserve--Patron and Technical Processing Procedures.

A Patron Procedures:

1. Students must leave their name, ID no., telephone no., and

2. Students can use the book for daily pericds as long as they
renew the document at ‘two hour intervals.
a. There will be fo overnlght charges, except in extreme
emergency circumstances.
' B. Technical Processing Procedures .
1. Make out an orange sign out card for each document.. éSéé
exasple, pg.103). ‘
RESERVE and attach 1t to the upper left hand

corner of the front cover of the document:
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3. Create a dummy book and place it in the space where the
temporary reserve book woulc be shelved.
a; The label on the spine of the dummy book should inmclude: .
1) SuDoc. no.
Title of document s
Location of documert: | (see example, pg. 103).
"Documents Office: Documents Reserve Shelf."
4, Return documents on temﬁbrary reserve shelf to.the general
end of the semester, or when the document has not been

circulated for a period of at least 6 months.
5. Make out a circulation charge slip for all documents on
teémporary reserve.
a. attach top slip to the document
b. file the rest of the form in the circulation file.
c. discharge the document when it goes back to the documents
stacks. '
V. Permanent Reserve——Patron and Technical Processing Procedures.
A. Patron Procedures. |
1. Students must leave Eﬁéif name, ID no., telephone no:, and
time of sign out before the document can leave the Office.
2, one (1) to Three (3) day loans are used for items in Permanent
 Resarve. ‘
- - a. Duration of the loan will be determined on am item by

example, pg. 103).
2. Create a dummy book and place it in the space where the

documert would be shelved.
a. Label the spine of the dummy book as follows:
1) SuDoc. number.
2) Title of document:

"Documents Office--Documents Reserve Shelf:

106
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3. Update the catalog récord to include the location note:
“Located on Documents Reserve Shelf in DPocuments Office:”
4. Attach a label which reads, "Gov. Docs.--Perm Res.”, to the

VI.  During June of each year, the Documents Raserve Collection should be

revised to determine which items should bz removed to'the general

documents collection and which should remain on the Documents Reserve

Shelf: This should be done in consultation with the Documents Staff.

A,

If a document has not circulated for 2 years, it should be placed

in the general documents collection: ' .

1. If a documient is of lmportant local interest, or replacement
would probably be impossible; it may remain on Permanent
Reserve even though 1t may not have circulated:

If BﬁiEiﬁié_ééﬁiéé are é?éiiéﬁié for Documents Reserve item; one

copy should remain on reserve as insurance and all other copies may

Cover the “Governmernt Documerts-Permanent Reserve” label on the
front cover of the document. This step also applies to the Reserve
label on temporary reserve documents.

1. Return the dummy books to the Documents Of fice for recycling:



SuDocs.
%2??:§::::::: The business cycle and public pollcy. .

%1929-80. =
Patron. Name  IaDano. Phone time
1dent1f1ers——:

! — o —

1

i

i

;77 ~ i =

T

SIGN OUT CARD

clussYﬁw Eé? 396/2/929-80

Ec?:

B06/2/
929~80,

The
Busziness
Cycle
and
Puklic

" Folicy,

1029_?0

Office.

Documents

Resarve '
Shelf

Lae;téd ix

---SuDocs.
class.
no.

===-Location
note
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ABBENEA C

INTERLIBRARY LOAN REQUESTS

1. Requests for interlibrary loan material are alWays initiated with the
Interlibrary Loan Department.

II. If the document sought is not available, Interllbrary Loan (Ibh) shouid
be rnotified as soon as possible after the search is completed.

III. If the document is available, fill out the circulation form just as for
any circulating documents: (see example below)

A. iﬁ thé name Biock 6£ thé circuiation siip wiiéé in itﬁ—

B. In the local

institution and person bbrrbwiﬁg the meterlalz

Attach the éaffaaéiig'&5§§ 6f Eﬁe éiféﬁlétiéﬁ slip; along with the

AU‘NOI (LKAVE ILANK IF 'UIOD‘CAU ] i

Nomlnatlon of hugene Rostow m

X (2]

BRIEF TITLE }/‘ 5 \ i. AR N y (“ {-. ’ 5 VQ §

PERIODICA e == i} (‘?% v bt RE| 5

L oate P Yowse ", ;‘,4‘; sl S ?\ L= § §

cHick | [ undagroduarq | [ raciry J o nop ; = E: '§ HIE

o o I v M ~ L] . N

ONE | 3 Gradvhte ! [ OTHER : B N St S g

- nnsrmm 'y E i TR S . 4| g
NANE ILL e 24| = -

L JTED - SRR i B =

. mnsn ' : i E 1Y @0

SE s : o Lz

ADDRESS - - e 15

aive O ucu;nr na:-mzw) L T Ry P

STATE -t -~ e o

(FEFACULTY, BUIDING) R . ,cr,l ;,

DATE RETD, RENEWALS DATE DOR § O-) g

. = ||o

=

e L

1IV. Deliver documents and forms to ILL as soon as possible.

A. File the rest of the circulation form in the circulation file.
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ADDENDA D
SEARCH PROCEDURES

I.A search shall be initiated by a Documents staff. member whenever an

A. The initial éearéﬁ as well as subsequent searches; shall include:
1. Documents §téék§'
2. Circulation file -

. Shelving area

oW

. Documents Reference Room tables
. Study desks in Documents stack area

. Documents staff members

o

. Shelflist .
II. A search siip shail be filled out to imsure that follow-up searches

~

shall be carried out. (see example, pg. 107).
I11: The shelf list card shall be notated in pencil: "being searched” (date).
IV. The 26d and 3rd searches shall se/éane on the first working day of every
month. ' ' '
A. If the item 15 a "Rush”,

searches shall be donme on the first
working day of every,week. '
V. If the item is not found after-the thirﬂ search; 1t shali be declared

missing.

VI. Consult the Department Head as to whether the item Should be witﬁdraﬁﬁ
from the collection or reordered. - |
VII. If the decision is made to withdraw the item from the collection, all
catalog cards must be pulled from the sheltlist and public catalogs:
A. The shelfitist card shail be filed in a missing/withdrawn file by
SuDocs number with a notation at the tbp of the card: (msg/wdn)
(date):
VIII. If the decision is made to reorder .the item, then the usual reorder
procedures should be foliowed. .
A. The item should be sought through DocEx first. (see Processing
DocEx material, Sec.l4, pg. 83-86).
B. The shelflist card should be updated to read: (még7fé6EaéEé&)

(date)
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IX. If the iEém cannot be replaced, the catalog record must be withdrawn.
A. The catalog cards must bé pulled from the shelflist and public
citalogs and the shelflist card is placed in the missing/withdrawn
" file with the-notation added at the top: (msg/wdn/o.p.) (date).
1. "o.p." signifies "item out of print and?br'ﬁﬁavaiiabie;“
X. If the missing item is a serial, the missing item is notated on the
kardex and not on the shelflist. If the item is eventually withdrawn,

the withdrawal notation is put on the kardex only.

b
bt
[
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——

Example:
‘Documients Search

SXip

=

. SEARCH NO. 3

| WITHDRAW

_DOCUMENTS
SEARCH SLIP .

Searched for:

~ CLASS. NO.

AGENCY/TITLE:

__ GOODELL
___ TOWER
_ CIRCULATION |

| STAFF

| SHELFLIST NOTED: . .. ...
KARDEX NOTED: : L
SEARCH NO: 1 S ,
o (date)
GOODELL
TOWER
''CIRCULATION
STAFF
SEARCH NO. -2 o
. - (date) .

= - (date)
____ GOODELL

TOWER

___ CIRCULATION

STAFF

RO ___(date)
~ (date)

“;~%1=1%3




