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3, INTRODUCTION

Background

At Holborn in 196% a highly successful 'Libraries and the Book
Trade! conference was neld. Since then in many parts of the country,
booksellers, librarians and publishers have come together at similar

- conferences tc discuss topics of mutual interest, and to put forward
to cach other *their pointe of view, The Helborn Conference saw alsc
the establishment of a Working Party on Livrary and Book Trade
Relations., This Werking Party, comprising booksellers, librarians and
publishers, meets to air, discuss and act on problems of mutusl concern.
Theirs was the initiative what led to this study.

The gubject of this enguiry

It was suggested by the Working Party that the evolution of
individual and differing book ordering procedures, beok ordering
stationery and beok servicing reguirements by public library systems of
this country has resulted in s complicated workioad for library book-
gsellers, This situation impairs the efficiency and economy of +the book-
sellers and ultimately, of the librasries also.

1) Oxder Forms

The great variety in size. design and information content of
library book order forms raises problems of scanning, checking and filing
for hooksellers, It was suggested that the non-standard nature of
these forms at present make them 4ifficult to handie efficiently, and
they thus cause delay in boois supply, Therefore, the desirability and
feasibility of iniroducing a standard form - or range of forms = should
be congidexed.

11) Servicing requirements

An increasing amount of servieing of livrary books is now being
i carried out by the bookseller, and the wide variety of servicing
instruevions and the need to work with en asscrted range of library
gtationery mekes for poor work-flow within library-supply firms. This
I is another cause of delay in the supply of books, If a degree of
standardisation = and perhaps simplification - could be achieved in
servicing requirements, it could result in greater economy of operation
: for booksellers, and sresdier supply for their library customers. A
I general spplication of rationalisation to book prrocessing within
libreries could result also in sconomies for libraries themselwves.

111) Stationery

_ The further point was made that the adoption of standard
stationery in commection with servicing might well result in savings
for bouth libraries and bookseliers, A reduction in stationery costs
to libraries might ensve, and for library booksellers such stationery
could eliminate some of the elaborate stock-keeping at present made
necessary by the great variety of stationery that they must stock at
the present time.
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4, A SUMMARY OF FINDINGS, CONCIUSIONS AND RECOMMENNATIONS

4.1, BOOX FPROCESSING
{ 4.1.1 Plagtic jacketing

i Findings

[ Most public libraries request or require their suppliers to

; fit plastic jackets to their books. Thisg may appear to be a
simple request, but a wide variation in the method of fixing the
jacket is specified by different library systems. Fourteen

‘ different methods were seen during the course of a visit to one
‘arge library bookselling firm.

Conclusions

Twelve out of a sample of eighteen large library systems
had reduced the jacketing operation to its simplest form;
tucking in both boards into the jacket flaps and disgpensing
entirely with adhegive tapes. A criticism of this method was
that jackets worked loose. TInspection of a large sample of
- jacketed books whose jackets had been taped down showed that many
taped down jackets had also worked loose. This was because a
thin skin of paper from the endpaper had been pulled away oy the
. adhesive tape. The inspection also revealed that adhesive tapes
yellow, becoue tacky round the edges, and collect a great deal of
dirt.

Lessrmmrenrand
* '

[ FETY |

[N |

Recommendations

1) Both book boards should be tucked into the jacket ends.
This eliminates the use of adhesive tape, and isg simple
and clean.
2) Both boards can be cleared of charging statione.y -
which might otherwise interfere with this jrcketing operation
- by the adoption of & combined pocket/label (see below).

4.1.,2, Llebelling (insertion of date labels, other labels, and pockets
in books. )
Findings o ‘ '
An increasing number of libraries are using a combined
nocket/label in place of geparate date labels and pockets, &
gsurvey of charging systems was made and it was calculated that
of the 11,250,000 lending library books purchased in 1966-67,
at least 60% would have been processed for use with the Browne
g charging system., 90% would have been processed for use with
' ? Browne, Photocharging and Token charging, hence a standard method
b of processing for use. wzth these three methods would seem well
worth evolving.

Vil
3

§

Conclu51ons

- One label only need be pasted into a library book and w1th
lending library books this should be a,comblned.pocket/label
that can be pasted in in one operation. Iibrarians should co- -
operate to devise and adopt a standard label servicable for both
Browne and Photocharging. ( A combined pocket/label vhich pasted
down flat, would serve as a pocket, date label, bookplate and
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abbreviated rules label ), This would give economy in the
handling and stocking of book labels and wonld alsc allew
greater stock mobility where both charging systems are in use.
Where not, the adoption of such a label would simplify a change
of charging method at a later date should this preve desirable.
Lending library books constitute approximately 95% of books
bought by public libraries. For the remainder, the economic
principle of one label per book should also be kept in mind.

Recommendations

1) A combined pocket/label, of one of two types, should be
generally adopted for use with both Browne charging and
photocharging. (N.B. A label suitable for Browne will also
serve for Token charging, provided that the label clearly
indicates that the book may be borrowed om a token.,) TFor
economy of insertion the pocket/label should be one of the
following two types:

Ei) a ready-made pocket/label:

ii) a sgheet form, which has 'cut-outz! or punching to

enable it to be formed and pasted iu one operation.

The pocket/label, vwhen ingerted, should he wide enough

to take a 5"x3" card. This simplifies the assembling
and forwarding of all cards {catalogue, stock, location and
charging cards) in the book to which they relate (see
figure 1).

2) Iibraries which require labels to be pasted-in by their
guppliers cou’l aid the work of the suppliers by agreeing
on & atandard position for the label. It is recommended
that it be pagsted in flat on the front flyleaf, horizon-
tally centred, vertically positioned so that the top of the
pocket/label is 3" below the top of the flyleaf. This will
save suppliers keuvping and referring to a great number of
different instructions as to where the label is to be
positioned.

4.1.3. Stamping
Findings

Stamping is usged here to cover all stamping of books apart

from "bumper-stamping® of accession numbers. Stamping practices
observed from the semple of books received range from the sim-
plicity of a sgingle stamp to quite startling complexity. There
is indication that many libraries have reduced owner stamping to
one stamp. The placing of ownership stamps seemed almost
equally divided between the front or back of title pages.

Conclusions

Certain libraries have reduced their ownership stamping to
one stemp, and others have abandoned the practice. I% was found
that many systeme using grid stamps have information placed
only in the boxes for the hook's class and accession numbers.
This suggests that if a book needs to be stamped at allsit needs
to be stampe] once only with a stamp containing boxes for the
class and accession numbers. - However if a pocket/lsbel is used
which includes the book's classification and accession numbers,
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Figure 1. Example of & combined pocket-label. The charging

Hote:

method predominantly used by Hertfordshire County
Library is photocharging; book detallr are therefore
entered at the top of the label,

Those smaller branches and mobile libraries still
using the lirowne issue gysbewm can use a gunmed
Tabel vo renew the pocket-label when necessary.

The botbtom tiiird of the label folds up to form a
pocket. Because of the 'cub out' ut euch side of
the label, only one pasting operation is needed
both to form the pocket and to attach the label
to the book. ‘

4036094 ‘ MENESES, E. Fidel Castro

a72-91
. WY HERTFORDSHIRE COUNTY LIBRARY
\ o This book is due for return on or before the date shown. You
X ¥y may exter.d its loan by bringing the book to the library or,
i ..V.P&Q onse only, by post or telephone, quoting the date of return,
=) the Istter and number on the date card, if applicable, and the
228P  information at the top of this label.

RENEWAL  The lusn of books In demand carnot be extendod,

R R

INFORM-
ATION
L.32A
ooz — — —




Fipure 2. Ixamples of combined .owner/class/accession number stampss
g _set of three gtamps used by Hampshire County Iibrary.

(i) For Non-Fiction

b RAMPSHIRE COUNTY LIZRARY

(i)  For Fic-is_j;__cng_

HAMPSHIRE COUNTY LIBRARY - | -

F

— [ U UR— . . PN

.{iii) For Junior

HAMPSHIRE COUNTY UBRARY - |

J

"Hote. Accession nuniber is stamped into
o+ the bottom. right hand box with a -
-separate mmbering machine. -
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then it seems unnecessary to duplicate the information elsewhere
in the book.

Recommendations

1) No stemping is necepsary if the library is prepared to
accept a combined pocket/label fixed to the flyleaf as
sufficient indication of the book's ownership.

2) If ownership stamping is congidered necessary, then one gtamp
is sufficient,

3) Separate ‘grid‘ stamps should be sbandoned, and the essen-
tial 'boxest of the grid incorporated in the ownership
stamp (see figure 2).

4) If the name of the supplier and date of supply is used in
place of accession numbers, a combined stamp giving a code
for the supplier's name and date of supply together with the
librery suthority's name or initials is suggested. (For
example a small, unobtrusive stamp of this kind is now
used by the West Riding Coumty Coumeil).

5) The single ownership stamp should appear on the front of
the title page, two-thirds of the way down. (An alternative
position is below the publisher's imprint).

6) Libraries which require their suppliers o stamp their

' books should specify stamping in black ink. It is an
unnecessary complication for booksellers to have to stock
and use green, blue, violet, edc., inks.

7) A1l other ownership stamps, whether on the edges of books ,
on photographic plates or repeated at intervals throughout
the text should be omittzd. Perforating and embosging are
algo unnecessary. T -

4.1.4, Acce891oning
Fiudings

A number of library systems have now ahandoned the practice
of accessioning books. Where libraries do continue to use
accession stamps, the majority use it twice on the book. In

addition the number appears omn all cards associated with sach
book, and on the library's invoice/accessions sheet. This is a

‘ *complex 0peratlon which typically involves five stampings and
requires great care on the part of the operator. The process is
further complicated by the variety of heights and styles gpeci-
fied by 1ibrary systems.‘ - .

Conclus1ons

It was not possible, w1thin the scope of thlp 1nvest1gataon,
to exemine the reasons why libraries accession books, end thins
might well be a profitable study. ' Agreement among librarians

' to accept a more limited: range of accession number styles would
probably make for -greater econcmy in- the processlng of 11brary
books. . L . ‘

' Reuommendatlons

l) The practlce of acce351on1ng should be the subgect of
’ further studju
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4:1.6,

9.

2) With respect to accession numbers, the use of sans
serif figures of 3.5mm height is recommended. However
when accessioning isg done by booksellers it is suggested
that librarians accept any style and size of figures be-
tween 3.5mm and 5.5mm in height so that booksellers nay
utilige their numbering equipment to the full.

3) Ihe aBcession number should be entered only once inside
the book.

Category and class marking
Findings

There appears to be no agreement 28 to whether cetegory or
class marks should appear either once or twice in the book.
The class marking on the spine of the book under the plastic
jacket is a complex operation. This is due to variations in ‘
the size, style and placing of the characters that are specified.

Conclusions

Some agreement on the number and placing of class and
category marks appears to be necessery in addition to the |
consideration for some standardisation on the labelling of
spines with class numbers.

Recommendations

1) Category and clags marks sihould be entered only once inside
the book. This should be on & combined pocket/label.

2) There should be an agreed common specification for marking
clags numbers on spines. Elite typeface on self-adhesive
labelg should be accepted, positioned between half an inch
and one inch from the base of the spine. On very narrow
spines, clags numbers should read the same way as
publishers® titles, the direction of which has now been
standardised.

3) Class numbers should be :plit after the first three figures,
the decimal point and the flgures following it forming a
second line. -

Cards
Eﬂndlngs
The supply of charglng cards, catalogue cards and stock

or location cards ic accompany books 18 ‘a major operation for
library suppliers, 28% of librariss surveyed required charging

- carde to be prepared for them and 18% required catalogue cards

(mainly for fiction). Although these percentages appear to be
smell, they do not clearly indicate the complexity of the

.operation. In the case of catalogue cards variation in card

gurlity, colour, information content and layout exist, but to &
great extent there is general agreement on a standard size.
In preparing charging cards one must add size to the variebles

ligted for catalogue cards.
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fonclugiong

Two library supply firms have already experimented with
standard catalogue cards which have proved to be accepitable to a
number of library systems. Given a standard card librarians will
be spared the task of entering their owm - card stock for for-
warding to suppliers, and library suppliers would be spared a
complicated stock-keeping job. There shculd be little difficulty
for libraries to standardige on a 4'"x2" book card.

Recommendations

Librarians requiring book and catalogue cards to be supplied
by their booksellera should agree to accept standard cards
similar to those illustrated. (See pages 12 and 13)

Such acceptance would eliminate the more wasteful aspect

of present day servicing of library books in Britain.

STANDARD = CARDS
A memorandum from Tom Woclston of the Woolston Bock Company - Ltd.
on standard book cards and catalogue cards follows, and examples

of these standard cards are reproduced.

Mr., Woolston's memorandums:

STANDARD STATIONERY

Since the Holborn Conference, I have been pushing forward
with the idea of introducing some form of standardiged stationery

- for libraries and have met with a great desl of help and en-

couragement from the professicn. - A combined date label and pocket
is now rapidly replacing the rulesz labels, date labels and -
separate pockets and this has speeded up workflow .

in ‘the servicing sections, . It has also allowed a standard
fitting for plastic jackets with both boards being tucked into

the sleeve rather than using sellotape,‘whlch is expensive and

which attracts the dlrt

I tried for some while to find both a book card and catalogue
card which were quite different from anything already in use and
I eventually came up with an idea of using plain white but with
four different coloured header bands to denote Adult Non Fiction,
Adult Fiction, Junior Non Piction and Junior Fiction. This
was accepted by a number of the customers to whom I put it, but
all of them wanted to use different colours for different cat-
egories of booke and I could see that we were going to be back
where we started. After further thought, I produced the card
a8 per samples encloged and this was immediately adopted by
geveral major Authorltles, and by one or ‘two of the smaller
ones. ~ The information has purposely been restricted to the

.author's surname and initials, title and price, ‘because this

can be taken from a 3opy of the Jnvolee rather than from another

- handllng of the booko_

13
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The workflow is designed so that after the books have been
invoiced they can be jacketed and serviced. The cards are being
prepared during the latter two operations and are ready to be
inserted in the books on completion. This method greatly
speeds up delivery.

By placing an order for a million each of the two si:es,
we have been able to negotiate a price of 7/4d. per thousand
for the 4 x 2 and 13/8d. per thousand for the 7.5cm x 12.5cm.
This is the American quivalent of 5 x 3 which I have used in
view of metrication. These figures, I am sure, are well below
the price that most libraries are paying and supplies are
available direct from the manufacturers, so that the trade
can purchase at exactly the same rate as ourselves.

The most pressing problem at the moment is accessioning,
which can cause additional delays in the warehouse of anything
up to a week and greatly complicates the servicing procedure.

I have not yet been able to find any machinery which will do

the job effectively and the process of hand numbering is ex-
tremely slow. Several major counties have abandoned the schemer
one in the last few months, and this has apparently saved

~work in the library as well as at the suppliers.

If a complete gtandard can be adopted. then cards can
eventually be turned out as either a by-product of the invoice
or in bulk by a central agency and the increase in productivity
to the trade as a whole, would be tremendous.

Finally, the Meud Report recommends further integration of
library services and unless some form of standardisation is
achieved by the time this is adopted, there will be huge prob-
lems to overcome. : : ’

‘3 “¥:iz1



EXAMPLES OF STANDARD CARDS

3

Fiction
. F F
. MATHER, B. . MATHER, B.
Ky
Gold of Malabar : Gold of Malabar
4 10/6
é
Non-Flctlon -
.
| NF NF
JONES, G. JONES, G.

History of the
Vikings

Aty o

T R S e PR S

- History of the Vikings

60/~
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~Junior Fiction -

JF1 ﬁ JF
GARNER, A. GARNER, 4. ' : -
Wairdstone of We?rdstone of Brisingemen
. 10/6

Brisingamen

Junior Non-Fiction .

- INF | e - - JNF
FLOWERS, A.¥. R - FLOWERS, AJ. - |
Forty years of o Forby yoars of steem. 1926-1966

steam, 1926-1966 | | . 35/-

16
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14,
ORDER FORMS “

Findings '
. Form of order sent to the bookseller and alpha.bet:.cal

-author]ﬁitle order

The vast maJorlty of orders are sent as llsts (arrang~d  in
alphabetical author/title order) or sllps,?S% of libraries have
lists in general use, 28% slips. However, with libraries
purchasing over 25, 000 books & year, sllps are almost as widely
used as lists. - _

A number of libraries have several forms of order in
general use, Where this is so, the range of forms usually
reflects the libraryla range of gelection procedures.

Typing, or wrltlng of orders. 25% of 11brar1es sendlng 1lsta
generally write  them by hand; 42% of llbrarles using sllps
write them by hand., _

'Slzec Order lists range in size from 4" x 6" to foolscap.

Quarto (8" x 10") and foolscap (8" x 13") are -the most common
sizes, Order slips are almost all 5" x 3" in size.

Colour. With ellps, colour is.used as a coding device by some
libraries although there is no standard practlce of colour
coding. , :

93%-

(b) vFaotors'&etermining the.desigh‘of order forms

83% of the respondents stated that the design (i.e: size
and layout) of their order forms was not determined by the-
requirements of other departments of their authority. Of
libraries purcne51ng over 20,000 books a year, the flguré 1s_

57% of the: ‘res'p'ondents stated that "'he‘design of the:Lr

order forms was not determined by the use they ma&e of coples

retained by the- library.

46% of the respondents stated that the design of ﬁhelr
order forms was determined neither by the requirements of ‘other
departments nor by the use they mede in the library of copies
retained, . .

(c) Use made bv librarles of ooples retalned of the order
form sent to the bookaeller S G .

_Llsts - Some keep no copies,. some keep é'copy es & file copy

~ for reference; = some use the copy they keep to record
“ the receipt of: 1tems, to record reports, and to record

vpayments,_ some use - one- copy retained as an. acce331on

5=record': some send ‘8’ copy of the order to thelr



. 15,
7Treasurer's'Department.: .

Slips . Three of the responding librarles kept no copy; 25 kept'l
copy; 15 kept 2 copies;. a very few.kept 3 or 4 copies..
All libraries keeping a copy use a copy to congtitute
their "on order file", and--some of the libraries re-
taining 2 copies use the second copy to:constitute enother
order file arrenged in date order or by bookseller.

Others use their second copy as a "chaser" to send to the
bookseller when supply of the item ordered becomes -over-
due. A number.of additional tasks are performed with -
retained copies of order slips; some libraries perform
additional tasgks. sequentially with one copy; other-
libraraes prefer to use additional copies. ' ‘

() Separation of orders by-category .

In compiling their orders, 78% of the respondents separate Adult
from: Junior broks; 58% Fiction from Non-Fiction; -24% Junior
Fiction from Junicr Non-Fiction; 21% books to be serviced from books -
not to be serviced. (see, however, quallfying remarks 6 2 below)
6% urgent Grdery: fnom:nonﬁurgent orders. uygj'n -

(e) Details. generally given for each 1tem ordered

The details generally given are; quantity, author, title,-
publigher, and price. Standard Book Numbers are presently used by
only €% of the respondents, but there are grounds for believing that
the usefuluness of Standard Book NUmbers will be- very much greater .
by +the end.of. 1970, '

jf) Order_ slips

Order slips are of “tiro ba81c types,'

i) Sllps specifically designed for the ordering procedure

11) slips ba91cally de51gned as internal request slips," but :
~ vwhose uses include use as order slips to send: to outside
suppllers -

(g) Roie of” the booksel]er in. the production of order l‘sts and
slips - ‘ : ) ’

: a) A number. of 11brar1es enclosed bookseller-produced order
lists or- slips as the form of order generally sent by them (the
libraries) to the bookgeller. These forms are produced and dis- -
tributed by booksellers to the1r customers as 8 means of :
soliciting businesss.- SHTRTRNE S B S

21% of‘respondents required their booksellers to type out
_for them, and sendito- them, as. 8 record of “their order,' order '
slips, order lists, order cards, stock cards, or similar 1tems. )

PR c) 40% of the responding libraries u51ng slips. required their
o booksellers to ligt the library's order from the - slips, and then
_'return the slips to the library
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Over 80% of libraries re5pond1ng to the questmonnalre ‘stated
that the design of their order forms was not determined by the
- requirements of other departments of their authorities, and nearly
half the responding libraries stated that the design of their
present order forms was determined neither by the requirements of
other departments of their authorities nor by the use they (the lib-
rarles) make of copies retained. Admlnlstratlvely, the way scems
to0 be elear for most librar;es to adopt a standard book order form,
should the libraries decide that such a form be desirable and
‘compatible with the kind of order record they need for internal
use. Given the widespread use of both lists and glips, a standard
format should be adopted for each., Libraries vary in the degree
to which they separate various categories of books in. their. orders.
A surprising number ¢ libraries do not separate urgent from non-
urgent ordefs. Distinctive colours for various types of slips have
explicit meaning for the staff of particular libraries, but this
may not be meaningful for the staff of bookselling firms because
the significance of a particular colour varies from library to 1ib-
rary. The colour-codlng of order Sllps that are sent to booksellers
dealing- ‘with more than one library is self-defeating, unless all
librarles use the same colour to convey the seme meaning.

Details given of items ordered vary con31derab1y from library
to library. With lists, a general basic content and pattern of
information is -discernable. It is: QUANTITY, AUTHOR, TITLE,
PUBLISHER, FRICE, in that order. Title includes edltion, format,
and numbér of - volumes where this information is appropriate..
Additional columns are used by libraries, but the content and
purpose of these columns varies greatly from library tc libraxy.
Date of publication is generally given by slightly less than half .
the re3pond1ng libraries, and it is a detail that does not generally
appear on"the’ bookseller—produced lists that were studied. With
sllps, no such clear ba31c 1nformat10n content and layout is  to be .
seed. o

Authorlslng dQQumantsn IMny 1ibrar1es use as a 'cover document!
with .1ists and sIips an official order form which is itself capable

‘of teing used alone, carrying. the details of ‘a small number of items.

These forms vary. considerably in size, but are generally smeller .
- than cuarto. - Other libraries have incorporated.the authorising te*t
at the head of the sheets ther use for listing, or on the body of

the bookseller's copy of their order: Sllps, thus dlspen31ng w1th the

need for a 'coverlng -document’,

RE”OMMENDATIONS
‘Order 1lsts

1) SOA4 pape ‘size. (8 27" x 11 60") should be adopted by all
. =hrar1es as the Suendard 51ze for order listss i -
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2)Order ligts shoﬁld be pre-printed with six basic standard
columns, . separated by vertical rules, for basgic oxder 1nformat10n '
1n tra fo]lowing order, :

QﬂANTITY AUTHOR TITLE SoeBoNo - PUBLISHER' PRICE,.

~and that information coneerning edltlon, formaw, Zumber of

‘ volumes, and date of publication be included in the title
column. It is recommended that a column for Standard Book

- Numbers be included as part of the basic information because
of the very rapid development in its use 1nternat10na11y by
publighers; in its application retrospectlvexy to' all Brit-
‘ish books. in prlnt, and its value to theincreasing number of
automated systems concerned with library administraiion, the

- organisation of bibliographical 1nformat10n, and book dlstri-‘

. bution.

:;_3)Nhere-only these six basic columns are'needed, it is suggested
that libraries use the A4 sheet "portrait'; see diagram 1.

4)Where libraries wish to have additional columns, either for
their own use, or for furnishing their booksellers with addi-_
tional detail, it is recommended that they use the A4 sheet
"landscape®. Columns for additional details (such as class
numbers’ and allocatlons) should always appear after a double

- rule and to the right of the basic six standard columms,
quantity to price., If this is done, the bookseller will always.
have standard bagic owder information in a standard errangement
readlng from the left marg1n of the order list.

Order Sll . E : - o . “ .

leSizel The size of order sllps (and order cards) should be
Suandard ‘and ‘the Same as that of a standard catalogue cards 12, 5cm
x 7. 5cm, ¢ (This measurement is preferred to the fractionally differ-n o
- ent 5" x 3", in view of Br;*aln's present metrication programme.)

. 2. uontent and 1ayout. Allocatlon gr1ds, and all detalls which are
not pertinent to the library's transation with the bookseller:

ghould be omitted from the copy that goes' to the bookseller, the
space. thug:- releagsed being then available for the mame of the

ordering suthority and the address to-which gooda are to be delivered,
together with text necessary to make the slip authoritative and self-.
- gufficient as an order. Some 11braries have included a brief - '
instruction pertinent to the supply or invoicing of the item ordered.
It it suggested that these detalls be restricted to the bottom

half of the order sllp.

The top ‘half’ (1—“) of the slip should be served for the bagic
order 1nformat10n of: guantity,: author, title,.S:B.N., publisher and
" price, together with: order. number,. date:of order, category and _
-’statusi (used here to mean whether urgent or not)., Thls infbrmatlen o
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ghould ba given in a gbtendard digposition conformed to by all
J Loevies using order slips and eards to speod handling for book-
sellers. fHee diasran 2 below for recommended standard layout.

An daporvant consideration in the desivn of glips is the
eagse and econoury with which 'I‘heJ e"n he converted inbe list form by
those bookselling fizwe that mead Lo do this before their gtaff can
efficiently handle orders, IX qu.a.ﬂ'b:z.w, author end pitle zppear in
Lhe top ingh of all alips, then frames can be mrde in whioch slips
an be overlapped for p:oduo:.ng listes eccononmienlly by photocopying
teohm gues,

- Catezorization

ot

1) Categories should be sisnified by words {or abbreviations),
and not by ecolours libraries are wnlikely to &gree to a code
or standard meanings for colours, and colewr without standard
comoiation will only confuse. GCode lebters {F! WP, and tJ!
can be pre-printed, aud the woxd Turgentl either pre-printed, or
stanped or typed on, when relsvank.

1) Tists aud slips be iyped whenevez posnible.

Tiite vrvemca in m*cwmub to pigey its use m"es e addx’aioaml

16 eharat;‘he*“S neross an © lash width, st weles g@ssﬂﬂe & grosbap
- clarity of information layout,

JINVOICING i UTRIHINS
I".L‘ad" ngs

A brief seotion of Tha mtefrtmra:t,m {Appentiz 1, sec tlon .b)
wag devoted fo livreries! involohig seguivemsnts. The informaticn
gorihered is puuniiiand le¥es

Fost over ves WeIf (5159) of the memponding Iibtasies vequized
one vopy tuly of an invaiaa, and elueat boalf (487) mequired two
covies., Theee Jibwesles vequired tiwew oopies, and of these, one
required il xuwher only from Ly "%a feppliesn. Of librazdes
DHZ‘QII&SJ.IIQ oved 29,000 boske a yeaw, Mo ‘*egui:fzea two gupieg of an
invoice thah xeg luw‘ad one {506 as ag&é,;w"‘ PN

Just under 30% of the responding 1ibzarien resulred thelr hooke
sellers to meke sut thein invoice in #tyle that the libravies
speoifieds 107 of them supply thelr bocksellers widh iavoice
gheots of their” own, altheugh one Livrary conmehbed,

"he supply of our owm invoite sheets 4o Dbooksellers o ute ae
inveloes was Sxowned upon by sur interned auditors wien
_suggesated."
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Conclusions

The great majority of libraries do not find it necessary
either to supply their booksellers with special invoice forms,
nor to require their boocksellers io make out their invoices
in a specified style. Bookeelling firms specialising in
library supply eppear to have two invoice forms in general
use: the first type being approximately eight inches in
width, the second type approximately thirteen inches in -

" width: an eight-inoh width appears to be adequate for the- needm
of moet lidbraries. Libraries that 4o supply aspecial forms for
invoicing do 80 in order to provide themselves with invoices _
- suitable for use as accessions reglsters, but many libraries uae
booksellers' invoices for the same purpose. Litraries vary
enormously in the amount of detail they oonsider that they -
require on invoices that are to constitute accession registers.
Accessioning practices vary oconsiderably from library to library,
and g number of libraries are abindoning the practice of accession
nunbering, The questions of acdessioning practices and audit
requirements are ripe for further investigution and dadate.

Ingtruotions on invoicing very grsatly from library to
library. Somo libraries have brief instructions clearly and
_ concisely printed on their official order forms; other
libraries have lengthy detailed instiructions which they inolude
in their :I.nltruoti.ona on ‘supply and aervioing to bookeenezn. .

Siace libra.riea buy from e number of different booksellers.
and bookseilera supply & number of different libraries, it
would benefit both llbraries and booksellers to sgree on a
-standard sise and layout for library invoices. This would
facilitate the preparation and handling of :anoioen, and the
uge of invoices as :aciltm of aoquicitim. _

RECOMMENDATTONS
1) An invoice of M (portrait) size, with the J.uarou't

illustrated in dhm 7, 1 propond for gonoml
adoption.

- 2) The faw 1ivraries um.ble to acoept this recommendation
requiring a 'wide! invoice, should adopt a term of
A4L (landsoape) size of agreed standard design. It is
hoped timat such an add:ltiom.l fom will not prove
neoeaam' . , _

. 3) Bookaellerl requ:l.ring a form smaller than A4, for use when
sutmitting statements and sumary invoices should use
A5 size (5% x 8% in) for this urpose. This is in line
with British Standard 1808 part 1: a -and with the-
present draft roviui.on of tha.‘c Standaxd

G d) A thoroueh invaatiga'bion of pu'blic libru'y accesslioning
practioes and audit requirements abould be undertaken,
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5. METHCDOLOGY

The mathod followed iz thi
available literature of the subj
of library btecokselling firms to
had given rise tc +the resesarch pro
alao mede to the acguigiiion c‘.:pa“ ‘cs
libraries. 4 return vigit was thed mads
selling firms, im ordzr %o note in detail
cf 20 Jarge le’“&"'" aysiamg

Having gained an indicaticn of the mature of the problesm <oim=
fronting the books 3_15 &, it wasg decided to investigate order forms,
invoicing and book servicing reguirsments of pub'lic libraries by
means of a questihmml“e o Lt was decided to send J'ze- gue sticmalre
to a large sampie of publis iibraries, for it had become clear thei
libraries would not necessarily have gimilar pras t.uu.;-s ard megaizvas
ments, HBvidence of this was in Peter Lewis's Fifth Renc*‘" oL
The Use of British Nationel Bibliography Services in the Crdgsd

Kingdom. Discuszing tha asystematic use of BB vy libraries,
Mr. Lewis has thisz o say:=

LR

"Having eatablished that it was mainly the public libreries
in vwhich gystemeiic use waeas to be examined, and the g:ub.’:ia
libraries both b2irng esiablished within a commorn adminds-
trative ambience and having in brcad terms a common
clientele, it was atrongly presumed that the main criteria
in dls‘blngu shing types of acquisitions and cataloguing
systems from each other weuld be commected with the zize

of the library authority and, in respect of the larger
authorities, with their being a municipal or a county
library. This would lead, it was thoueht, tc a maximum of
half a dozen or so different kinds of system, sash related
to a particular size ani/or type of library. In the event,
observations were made of the acquisitions and cataloguing
systems in 38 public libraries and no clcse similarity of
system was encountered im sny of them. It was posaible fo
say, as a result, that socme types of system were dependent
on centralisation of the book selection process, and othsrs
on decentralisation; and that some depended om a ceniralised
acauisition (a slightly different matter), and others not.
But there was never any correlation between cemtralisation/
decentralisation and the size or type of library; just as
there was no rcognizable atitern in the kinds of record
which the various libmries regarded as essential. The
conclusion was reached that there was & very much smallexr
area of common conszent among librariansg of g1l kirnds then
had been presumed boih in the objectives and policies
appropriate to particular types and siges of librariscs, and
in the administirative principles and practices which were
intended %o attain those objectives amd policies.

Questionnaire

With Mr. Lewis's findirgs in mind, it was decided tha+t in this
enquiry a large semple of libraries would be investigated: a question-
naire would be sent to one third of all public libraries in the
United Kingdom, The firest szction of the questiomnairs was devoted

QO  to ‘the design and content of order forms; a short second ssciion
EMC dealt with invoicing requirements; the third section regueated
specimens of astationery comnscied with book servicing, together with
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gervicine Fwedtranticons =nd wiwnle neooeazed honks.
that only by an exeminztion of specinmars: could the TEGTA B
detailed informsdion o DOOK SECVLICLNE DR Biullelow; o

dealing with such ietail would be inordinate in lengd
questicnnaire sent o libmaries is reproduced as Appsr

To test whether libraries would rzapord to a request fur speci-
men forms, stationery and books, a sircular letter was sert o =
group of libraries, and within a forinight 75% of the libraries
approached had sent the informaticn and samples required. This was
followed by a pilct run cf the guestiomnaire, and in the light o
the respomse to this the gquestionnaire was amended and then a“c‘t,r
buted in the firast week of Janvary 1969. The quesiionnaire was par-
tially pre=coded, and snalyszis was done with the use of opiicsl
cards,

Sample

In the absence of & ssmpling frame for public libmexriez in the
United Kingdom, it was necessary to construct ome for this project.
The statistical compilation most suited to this purpose was Public
Library Statistics, published anmuvally by the Imstitute of
Municipal Treasurers and Accountants and the Society of Counmty
Treasurers. Its covevage of public librariles is mear complets,
and it gives sufficient detail for libraries to be classified (m~
the purpose of this enguizy) inbdo 9 groups according to the number
of books purchased by each library in a given year, For this pur-
pose, the statistiss for 1966=67 {published in Februvary 1958) wers
used, these being the most recent available at the time the sample
was constructedo

The 451 library esuthorities included in Public Library Statistics

1966-67 were grouped in the fellowing 9 categoriess-

Table 1 TLibraries grouped by the number of books purchased per amovm

Kumber of bonks purchased Numbex Percentage

Group in 1966<7 of Libraries of total
less than 5,000 bhooks 86 19%
2 5.000 to 9,999 books 121 2?’%‘
3 10,000 to 14,999 books 61 13%
4 15,000 to 19,999 bocks ‘ 32 7%
5 20,000 to 24,999 bocka 23 5%
6 25,000 to 49,999 books ‘ 54 12‘;7{:
7 50,000 to 99,999 hooks 55 13%
8 100,000 to 149,999 books i3 3%
9 over 150,000 booke é 1%

It was decided %o iwelude in the sample =l
over 100,00C bocks p.2. {(Gr roups 8 and 9), and of
it wag decided in each cage o take'l3 librariss pmr«
remainder. The effect of this was to weight the sampw ETa} *T:ha-.:'; Er AL

O smeller the number of librvaries iwn the group, the grea :

EMC peruez‘tage of that group tha,’c wavld be imcluded in the
P — R LT O Bl el k. -

Thig

£ e
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Tadle 2 The sermple anelysed by grour and expressed 25 percsniages

Group Total in Total in sample Semple as % Eash groux
2¢h group of each group of each group |=axple as % of
total sample
1 86 35 40.7 16.5
2 121 45 37.2 21.3
3 61 27 44.3 12.7
4 32 19 5204 5.9
> 23 16 69.6 7.5
6 54 25 46.% 1.8
7 55 26 47.3 11,8
8 13 13 100 6.1
9 6 6 100 2.8

This can be stated as 2 formula, vizs: = (T =C) F + GT This formula
gave a total of 212 libraries in the sshple. ~Tablesof random mumbheras
were used to select the individual libraries within sach group thet
were to form the sample. Omne library - from category 9 =~ was excluded,
for it was unable to cooperate.

Resgponse

181 of the 211 libraries approached responded in time to be in-
cluded in the analysis of results, giving & response rate of 86%.
The effective response, however, was from 179 libraries, as two of the
respondents replied that they mo longer existed as independent library
authorities. The majority of the remaining 179 respondents, in
addition to returning questionnaires, cooperated alsec by sending scme or
all of the specimens of sietionery, etc. requested.

The response rate by size and by aduinigtrative type ol library
ig given in %ables 3 and 4.

*
SB = number in sample from groupiBr, Tb = total in growp B!, ¢ = 173,
F= 0.30 (see above) where 'B! refers to each group in turn.

32
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of iibrary,

Table 3, Reaponze by size
-
Nomber of Respundents as Rewpwnmnre GERE:Y
Size category respondents | % of sample of |% of all pm'bim
earh size librsries im U.K,
category in that eatepgory
1. less than 5,000 22 63% 26%
2, 5,000 te 9,999 38 84% 31%
3, 10,000 to 14,999 27 100% 444
4. 15,000 to 19,999 16 84% 50%
5. 20,000 to 24,999 15 94% 65%
6. 25,000 to 49,999 24 96% 44%
7. 50,000 to 99,959 23 £8% 42
8. 100,000 to 149,999 o 1% 7%
9, 150,000 snd gver 4 80% 67%
All categories 179 85% 39%

Responge rate by admipistrative type of library authority,

_ Respondents as %
Administrative Numler of Respondents as | of all publiic
type respondents | % of sample of | Libraries in the
each administra- | U X, of that ad~
tive type, ministrative type.
England and Wales,
county beroughs 48 92% 59%
London (beroughs
+ City of London, 19 5% 58%
counties S 24 89% 43¢
non-county boroughs 54 . 0924 38%
urban districts 18 64% 26%
Seotiand
counties 67% 16%
cities 100% 18% .
burghs 50% 194
Northern Ireland
counties 1 50% 20%
county horoughs 1004 50%
non=county boroughs 1 100% 4%
All categories 379 85% 39%

Kcte to table 4,

wra et band goe

In dealing with English and Welsh Coumties, the pmr:ts
of Lmdsey and lIolland. have benn connted az one
e )

as

J
-




601»0

ERIC

Aruitoxt provided by Eic:

n, 34

SURVEY
BOOK_PROCESSING

Thig section is not a comprzhemsive study of the ¢
11krarx vooks. Az with dhe rest of this study, it iz ¢ wih
library=tookszeller relaticnships. It thus confines itssl okl
a*% the nrocesging of library nooks and the provision of book cards and
catalogue cards in go far az these prosesses have come Yo involwvs the
bookseller., What is dome here is to look at the protlems of processing

library vockz frem the viewpoimt of the library hookselliing firm.
There sre two reasons for doing this:

(i) The presant sibaation is a diffionlt ome for large 1il
ookselling firms, BSuch firms are now wrderitaking bock

proc6551ng and card production for a grest myumbsr of libza:
yet each litrary specifies its imdividual bosk processing
card production requirements. Thiz is, of sowrse, ¢
customer's prerogetive, but countless variaﬁ:orﬂ of ;
are coatly to the supplier, and a nightmsrs o hisz supervisory
ataff. They milifate against an efficisnt vee of labour and
machivery. In a word, the situation is waszieful, It ig in
the interest of such firms to have thszir 'producy!? (1oe° the
precessed library book) standardised. It means enomomy of
cperation to them, and could meamn speedier supply 4o their
customers.

ii) The viewpoint of the large library bookselling firm iz in-
structive to the librarian for it is symoptis. The nosksailer o
processes books for meny differewnt library apstemap he isz
in a position to compare and corirast the instructiong and
practices of different libraries. One librarian wilil have
simplified his practice with regard to ome task, a sesord
with regard to amother. By adopting the vamtage point of
the bookseller it is possible to draw oun the expsrience and
ideas of a great many librarians and attempt 4o produce
an ecomomic synthesis of library practices.

wr

The fcllowing table gives some idea of how far bookssllers are
now involved in the processing of library books. It is compiied from

the replies +o question $.2. of the questiommaire repreduced as Apperdix
1.

Table 5. The percentage of public libraries for whom the folliowing

processes are gemerally carried out by their rupplisrsg,

Procesgs when supplisrs are
(a) (b)
specialist library other
gupplisrs booksellzry
plastic jacketing 79% 40%
labelling 56% 26%
stamping 20% 8%
accessioning 14% 6%
class-marking of spines 8% 4%
preparation of:
charging cards 28% 12%
catalogue cards - 18% 1%
stock or location cards 13% 8%
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Notes to Tablc 5, ¥2,

1. These percentages are cf librariss for whor these processes
are generally carried ous Hy their guppliers, regardless of
the number of books heing purchased by these libraries.
They are not therefore the percentages of books purchased
that are processed by their suppliers., (Libraries vary
enoreously in their purchasing power; this variation is
depicted by the graph that appears as Appendix 4.)

2. "o some extent the table is geweralised. A number of libraries,
for instance, have catalogue cards prepared by their suppliers
for Fiction and Junior books, but not fou Adult Non-Fiction;

a few iibraries indicated that some processes were carried out
by some suppliers bu: not by others. A positive response has
been re~orded in such cases.

3, At no point in the questionmaire was the term "spescializt
library supplier" defined, and it was left to responding
libraries to decide how they categorised their suppliers =
whether ag "specialist library suppliers" or as "other book-
gsellers™. In only one case is it cleas that the term
igpecialiat library supplier™ was understood to mean something
guite different to what had been intended in the questionmaire.
This response was discounted in the analysis of the replies
to the question. ({The term was intended to mean "firms
specialising in library supply™, and not "firms supplying
specialigt materiasl®.)

It will be seen from this table that booksellers have bacome
involved to a substantial degree in the processing of library books
and the provision of charging cards, catalogue cards and hook cards.
It has thus become a matter of importence to the economy and efficiency
of booksellers supplying libraries that book processing and card prepa-
ration requirements should be standardised as far as possible. It is in
the interests of both libraries and hbooksellers that these taska should be
simplified and performed with the maximum economy.

One bockselling firm visited by the author disagreed with aany attempt
at standardiration. This firm believed tha’ libraries sheould continue to
exercige their prerogative as customers to specify whatever kind of
processing they preferred. Indeed, this firm argued that its willingness
to carry out the most varied requirements was part of its competitive
position as & supplier.

It is possible to respect this point of view, and feel that where
the variations in servicing are necegsary to the efficient functioning of
different library systems then such an attitude is laudable. On the
other hand it is possible to believe thiat where the variations im imdividual
requirements serve no useful purpose, then it is time for customers and
suppliers to get together and eliminate unnecessary variations. Competition
ag to who can best perform unnecessary tasks is misplaced. To eliminate
unproductive practices from the field of library. supply on a national
scale is an obligation on librarians and booksellers which they should
be prepared to tackle together. There will be plenty of scope left
for fruitful competition between suppliers in their apeed and accuracy
of processing and supply in their ability and willingness %o asupply
"difficult items", and in their performance of s wide range of biblio=-
graphicel gervices.

The remainder of this chapter will be devoted to a comsideration,
in turn, of the various processes ligted im table 11, with regard both to
their standardisation and simplification. It is suggested that recommendsd
sietanddrd. practices be adopted by all libraries who have some or all of
“their processing done for them by their suppliers. It is hoped also that
the discussion will be of value to libraries which undertake their ocwn
processing, as in that it might suggest to them economies of practise.
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6.1.1 Plastic jacketing

6.1.2

Mozt public librariss reguaat or reguire their suppliers to fit
plastic jackets (known alao as sleeves and yesﬁs) ‘%o their hocks. This
is an apparently simple task, but during a visit to one large library
bookselling firm, it waz noted that fourteen different methods of
fixing plastic jaskets were required by library customers., The number
of variations was smphasised by the examination of specimen tooks sent
by 19 of the libraries responding to the questiomnaire (the 4 largest,
and 5 libreriss from each of the next three sizs categories). Of these
19 books 18 were fitted with plastic jackets (the ninetesnth had been
plasticised with sheet plastic). Of the 18, twelve (two-thirds) used no
adhesive tapes.: both the front and back boards were tucked inte ihe
jacket flaps. The other six had their jackets taped down with zdhesive
tapes in five different ways. An additiomal non-fiction sample with
photographic endpepers had a completely loosa, unattached jacket. Amotlhar
specimen had its jacket fixed on with six adhesive tapes, and the fromt
flap of the book Jjacket had been cut off and pasted onto the endpaper in
the rear opening of the book. The variety of imstructions mekes jacketing
quite a complicated operation.

Labelling (insertion of date labels, other labels, and pockets in books).

An increasing number of libraries are using & combined pocket/label
in glacc of separate date labels and pockets. They are economic in that
not only has the library (and often its suppliers) only one item to oxder,
stock, and restock, but also only one item to insert by pasgting in.
Further the combined pocket/label can, of course, supersede the book=-
plate and the rules label where these are still in use. The economic
principle to establish is ome label per book, and one that can be inserted
in a single pasting operation. Given this the combined pocket/label
ig the obvious solution; it iz one that has already been widely adopted
for Browne charging, and it has also been adopted by libraries using
Reverse Browne and Ghequebock charging, as well as by some libraries
using Piotocharging. ’

The point has been made that the proposal to standardise charging
stationery is now much too late, although it would have heen & good idea
ten or fifteen years ago when most people were using Browne. Therefore a
question (C.1l) was included in the questionnaire to find out which
charging systems were currently in use.

A calculation was then made, based on the numbesr of lending library
books purchased in the financial year 1966/67 to gain an approximate idea
of the number of lending library books which were being processed for
use with the different charging systems. The result of this survey of
charging systems is given as Appendix 2. Briefly, of the 11,250,000
lending library books bought in 1966-7, at least 60% (i.e. approximately
6,000,000)wou1d have been processed for use with Browne charging systems;
90% (approximately 10,000,000) would be for use with Browne, Photocharging
and Token charging. Assuming that the figure of 6,000,000 is typical of
the annual intake of books charged by the Browne system then & standard
method of processing for use with Browne would bs well worth while., If
we take Browne, Photocharging and Token charging together, (some 10,000,000
books each year) & standard label which would serve all three methods
would seem well worth evolving. This is particularly so as many libraries
(and there are indications that they will increase in number) use a
combination of two of these three charging methods and a few libraries
use all three.
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Many county library systems will continue to use Photocharging
and Browne in harness, and therefore the development of a standard
pocket/label to meet the needs of both methods is desirable., It would
allow greater stock mobility for libraries using both methods. Further,
it would remove an important irhibiting factor for library systems
wishing to introduce Photocharging at a later date, namely the nz2ed to
re-label their stocks. '

6.1.3. Stamping

"Stamping" is used here to cover all stamping of books apart from
"bumper-stamping" of accession numbers. Stamping practices observed
on the sample books received from libraries covered by the survey range
from the simplicity of a single stamp to quite startling complexity.
Embossing and perforating stamps seem to have besn almost completely
abondoned. One large county library has given up the practice of owner~
ship stamping altogether. The sole stamp to be seen on the book it
provided was & short code of four letters printed at the bottom of the
verso of the title page. The only indication of ownership is on a
combined pocket/label pasted flat onto the fly-leaf, A significant
mumber of libraries have abondoned all owner-stamping except the
stemping of either (a) an ownership stamp or (b) & combined owner/class
accegsion number stamp on the front or the back of the title page.
Many libraries, then, have reduced their owner, slamping to one stamp thoush
a number also have a grid stamp on the back of the title page.

In the examples seen many of the grid stamps have information
in only the boxec for the book's class and accession numbers. This
suggests that a library book = if it needs to be stamped at all = needs
to be stamped only once, and that the one stamp should be simply an
ownership stamp which includes boxes for class number and accession
number. On the other hand « ¥ & combined pocket/label pasted firmly on
the fly=-leaf, has on it the accession number, and class mark or number,
then it seems unnecessary to duplicate this information elsewhere
inside the book.

Amongst the sample processed booké, ownership stamps seemed almost
equally divided between the front and the back of title pages. There are
two good reasons why the front of the title may be preferred:

(i) it is easier to stamp there because the bulk of the book
provides a firm base on which to stamp, (when stamping
the back of the title page, this is not so);

(ii) the purpose of owner-stamping is to show clearly to whom
the book belongs; the front of the title page is the
better choice for this.
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Accessgicning

Comparatively little can be said here concerning accessioning,
for it has not bsen pessible to study the reason why libraries
accession their books, the precise use libraries make of vccéssion
numbers in their various records (including the processed book),
or what additional work or difficulties - if any - they impose
upon themselves by abondoning accessioning procedures. The point
that can be made is that a number of library systems have now
abandoned the practice. If this produces a net saving, then the
economy in book servicing costs alone makes its abandonment well
worth consideration by other libraries.

Some libraries stamp the accession number on the book (and on
the stationery pasted into it) only once, but more stamp it twice.
Often it appears both on the front or back of the title page and on
the pocket, label or flyleaf for use in charging. It is generally
stamped also on all cards associated with that book: a catalogue card,
a stock card or location card, and a charging card. It has also to be
typed on the library's invoice/accessions sheet. The operation of
accessioning, typically involves 5 stampings, plus the typing of *the
number on an accessions register. If it is done by the supplier, it
is a complex operation. Great care must be taken to ensure that ihe
same accession number is carried by all cards and labels inserted
into the book and stamped on the book itself and on the invoice for
the book. '

If this figure of 5 stampings each book is a reasonable average,
then either within or on behalf of libraries buying 100,000 books a year,
accession numbers will have to be '"bumped" half a million times during
each year, Some libraries have abandoned the practice.

A problem facing suppliers, of which librarians may not be aware,
ig the one posed by "non-standard" accession numbers, i.e., humbers with
prefixes and suffixes, or any number which is not a straight forward
sequence ol numerals of a standard height. "Non-standard" accession
numbers (i.e., those with prefixes and suffixes) seem to have been
widely adopted by libraries. If the supplier is expected to accession
for a library system that adopted such a style of accessioning, then
that supplier will in all probability need to keep & special numbering
machine for his business with that library.

Accession numbers may vary in height from 3 mm. to 6 mm., and they
vary also in style of figures. This variation in height and style does
not matter very much, so long as librarians are willing either to agre=s
on one definite size and style, or (and this is probably a better and
easier solution) are willing to accept any within given limits. Ove of
the largest libraries uses 3.5 mm. figures; another figures 5.5 mm. high.
The former's numerals are roman face, the latter's sans gerif. Both
are perfectly legible. It is suggested that librarians be prepared to
accept any figures within the height range 3.5 mm to 5.5 mm in romazn or
sans serif characters.

A willingness to accept a range of styles would enable suppliers to
utilise their numbering equipment to the full, and thus speed the flow
of books through their processing departments.

rve et
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6.1.,5Lategory and class marking.

6.106.

1. Inside the book.

Tibraries seem to be divided as to whether category and class
marks need to appear twice or oniy once ingide the book. If one entry
can be eliminated, then economy has teen achieved.

2. Class=marking of the spine.

One of the most time consuming and "fiddling" jobs = whether done
by the supplier or, as is more common, by the library = is the clags=
marking on the spine of the book jacket under the plastic sleeve, A
common way of doing this among=t suppliers is to type the class number
onto a self-adhesive label then to peel the small label off its
backing sheet and transfer it onto the spine of the Jjacket., This
process is unnecegsarily complicated when libraries specify that a
slightly larger =~ or slightly smaller = label or an uncommon size of
type. This excerbates an already awkward job.

In the case of books with marrow spines, librarians disagree over
the position of class marks: whether they should read "up" or “down® the
spine, or whether they are to go on the bottom left hand corner of the
front cover. There is further disagreement over the splitting of
Dewey class marks ¢ whether they should be broken before or after the
decimal point.

Cards.

One of the major operations of book processing for a firm specialisirg
in library book supply is the provision of charging cards, catalogue cards
and stock or location cards to accompany the books. TFigures from this
survey show that 28% of the libraries sampled require charging cardas to
be prepared by the supplier, and that 18% obtain catalogue cards from
the supplier (though many of the latter group limit their orders to cards
for fiction books 12% require stock or location cards) These percentages
are fairly small, and do noti really indicate the scale of operation
necessary on the part of the supplier. A4ll four of the largest libraries
responding to the questiommaire had their charging cards typed, three of
them their catalogue cards, and two cof them their stock or location
cards, when the books were supplied by specialist library suppliers.

These four libraries batween them bought nearly a million hooks during
1966-6T7. Two of these syatems bought over 90% of their books from
specialist library suppliers, the other two between 50% and 5%%.

Assuming that these four libraries bought some 750,000 books from
specigaliat library suppliers an average requirement of 2 cards per book
would thus involve the typing of 1,500,000 cerds. In their book Library
bookselling. F.T. Bell and F. Seymour Smith estimated that some 33,000,000
book cards were being supplied to libraries by booksellers ammally.

To cbtain economy of operation, cards need to be standardised. With
catalogue cards, thilis should be no great problem. A standard sige is
already acceptable: 125 mm by 75 mm (approximately 5" x 3"). Four
further steps are necessary. These are:

(1) the acceptance of a standard card quality,

(2) the acceptance of a standerd card colour,

?3 the acceptance of a standard information content,

4) the acceptance of a standard layout for that information content.
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With charging cards, thers is an added complicetion: a standard
zige has not yet gained widespread acceplance. They vary in size from
3 x 13" to 4% x 3", As might be imagined, the cards at the smaliest
end of this size scele tend to got lost inside the typewriter. The size
of book card in most common use iz the 4" x 2" size. One library beck-
selling firm haz calculatsd that 75% of the book cards it types ars of
this sige. With book cards, five steps nsed to be taken:

prande of standard size,

agcephancs of gtandard card quality,

é}{ acceptance of a staniard coleur,

4) acceptance of a standard information content,

(5) accepbtance of a stendard disposition of informetion content.

)

o o

Tese ateps will be discussed in turn.

Catalogre (and other 5% x 3! gards.

1. standard sige, gquality and coloar

Twe fractionally different sines are used: 5 inches by 3 inches, and
125 mn vy 75 mm. The metric size sghould be accepted because of the
future metication in this country and because the cards are fractiomally

smallisy,

Cards vary considersably in thickness, quality and colouxr. Many
differing colour schemes are in use with catalogue cards, and it would
not be easy to reconcile them. The solution sesms to lie with white
cards for ail classes of books, with the symbol 'Ft, 'NF', 'JF', or
TINF* pre-printed in the top right hand cormer. A thin card is recommended
ag thin cards can be typed in duplicate, are more suitable than thicker
cards for typing in general and form less bulky card catalogues once
filed. If libreries accept a sitandard catalogue card of this type, they
can be bought in bulk by library bocksellers direct from the manufacturers,
and this hasg several advantages. It obviates the present cumbersome
practice of libraries ordering cards from their suppliers only to forward
them t0 their booksellers. For the library bookseller, it solves the
present complex stock-kseping cperation of storing of separately the
dozens of slightly differing types of card supplied to him by various
library cnstomers. Given the acceptance of gtandard cards, +the book-
seller would be able to order and store in bulk omly four different cards.

Standard information content and layout

Information content should not only be standariicsd but also minimised.
This would cut down significantly the amount of typing to be done, where
the cards supplied to libraries are imdividually typed. Where cards are
produced in greater mumbers, addressograph machines, duplicators, and even
type could be uged to produce long runs with great economy, provided that
libreries accept a standard information content and layout.

During the course of this iavestigation, two library bookselling firms
experimented with standard cards. Their experiences were discussed with
them and it was deciced to proceed with the cards described and reproduced OR
peges 12° & 13. These have proved acceptable to e number of library
systems. Thres points might asefully be made about these cards. Pirstly,
information content has been minimised for the sake cf economy. Waen
Q producing stendard cardz, cne can either produce a card bearing a biblio-
[leﬂ:‘ graphically comprehensive entry, which each litrary will then proceed
’ ' to amend by & process of deletion, or one cam provide utmost simplieity,
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leaving libraries to amend, if %hey must . ty = proczsa of additon.
Where, as is the case here, ths gtardarﬁ zeri is to he ome that can be
typed economically, then simplicity is “he obvicus 5o'ur1unu Brevity

t
of entry seems to be readily ccepte\ -us&ln i the interests of
ecqncmy) by library systems producing their cataloguss by compater
printout. Secondly, & point o be sireasad with the oards reprcduced
in Appendix 2, that it iz importan® to have a constant 1ef% hand margin
for the whole entry, with the first lime of type in upper case through-
out (au%hor“s gurneme and initials), and sabseguent line:z in lorer case
with customary capital ietters for propsr nemes. These featurss,
together with standardised vertical spacing, out typing costs drastically.
Thirdly, a standard cataloguing practice i: nsgcessary, particularly with
regard to the form of the authorts nams whiih is to be used. It is
suggested that, for British booksz, the form Lscﬂ on PICS {Publishers
Information Cards) be used, this being in furn btased or the Anglo-
American Code.

Book cards

The comments made concernin cata oguz cards also apply to the
econcmic produsction of book cards for Browne zhargin

ID

An additional problem is that ¢f the size of cazrds. Tt is recom=-
mended that libraries standardise on 4" x 2 cards. The economies that
could be achieved if libraries did so Shoa¢d make the effort well worth
while. The change=over %o a card of this size where anothsr size is
presently used ig a matter on which librarians could exercise their
undonbted ingenuity. {One of the larges® library systems in the country
recently switched from 3".x 2" cariz in order 1o acecepht the standard
book cards described in Apperdix 2. They reslise thav aince they filad
their issuwe in accession mumber order +they wounld therefore have issue
files of 3" x 2" cards with the ialier, 4" x 2" cards groupad at the back
of them during their changeover pericd, and this would be no great
inconvenience. )

A comment on the 3developmernt of standard cards

The acceptance by libraries of standard cards ag described in the
summary is an urgent problem for mawy library bookselling firms., It is
a field in vhich the cooperaticn of librariass oovuld result in a very
rapid and substantial elimination of a wastefwl use of labour, and the
streamlining of one aspect of library supply.

Publishers Information Cards have beern briefly mentioned above.
They are also standard cards, but have a primery {function of presenting
advance notice of British publications in a standard, objective, and
readily mapageable form. Thelr potemtial as a form of advance centralised
cataloguing, and the possibility of developing variants that might per-
form functions as order forms and as catalogue cards, will have escaped
neither their editor nor the librarians and library booksellers who receive
them.

The British National Bibliography has, of course, been producing and
marketing standard catalogue cards for many years, and will therefore have
a strong interest in any development on the part of PICS to develop P.I.C.
variants with potentialities as catalogue cards. The great merit to
libraries of cards produced by library bookseilers is that they arrive
together with the books to which they are related; this does away with
the need of the receiving library to operate a dual crdering system «~
one for bocks and one for cards. The great merit of P.I. 0.5, is that
they are = or sgtrive to be = avallable Pprior %o the publication of the
books to which tThey relate. The great merit of B.N.B. cards is that
they are authoritative ard near comprehemsive in their coverage of British
purlications. What should be attempted is a marriage of the merits of



o

TR AR BT MY SAAL TS, 428

i

P
[ale

> Lefnt
PN

¥
2.

ey

6.2.

ragularly

London

K

b

o
WA

-

2
Pl

1y ol
der

il
PA

e
o]

N
e

i

)
rer
12

o
1
L

]

P I i R
s B e v e 5
S T R
o mz 30
8 £ @ el O W
Cordl B 2 g i
M P OK &8 o @
gt dMLQ

1
A

Fxample

R

b

Al a

T

r~
iy

)

)
i

-
L.

&

e
ATy

)

E

X

For the purpose of
in gemsra

ordsr no

O

Aruitoxt provided by Eic:

E



40,

To return to Example 1, we can summarise this library's order
forms as follows:

Lists (typed, by author and title, etc.) 40%
! Lists of BNB numbers 20%
' Slips (5 x 3) 205%

, Telex (lists of a distinctive format simultaneously
produced at both the library and the booksellert®s
premises) Plug telephoue (a verbal form of order,

[ involving no muterial 'order form' at all) 20%

A further order form used by this library is revealed by its
response to the gquestions

! "Do you require the bookseller to type out for your use, and to
send to you as a record of your order, any of the following:
order slips, order cards, stock cards, order list, any similar
item?"

yp——
. '

- To this, the library fesponded torder list' with the note:

§ diasiraZa &

"This is not a requirement, but in the case of one supplier it is
done as a service by our sending the bookcards for replacement
orders to him,"

filsainid

This gives us the bookcard as an additional ‘order form' in use by
this library (and incidentally, gives us ‘order form' as one of .the
range of function that a bookcard mey fulfil).

STATISTICAL ANALYSIS OF THE RESPONSE TO THE QUESTIONNAIRE
ANALYSIS OF ORDER FORMS BY GENERAL TYPE (QUESTION Al)

!" To the question,
"Is the order form you generally send to the bookseller:

l : a list

- a slip (5 x 3)

) a 8lip of some other size
l BNB
dome other form of order?"

- the 179 libraries that answered it responded as follows:
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Table 6. Order forms generally sent to the bookseller

lists 134 libs. (75%)
slips (5 x 3) 47 (26%)
some other size 3 (2%

50 1ibs. (26%)

BNB 5 libs. { 3%)

some other forms of order 21 1ibs. (12%)

Notes These responses total 210: this is because some libraries
marked more than one alternative as the form gemerslly sent.

An analysis of these figures by size of librery gives the following
information concerning the use of lists, slips and other forms:

Table 7. Types of crder form used by libraries grouped by sige

GROUPS

1] 2l 3] 4] sl ¢ 7 89 All libs.

Lists 2129|2412t 13| 17/ 1l 4 |3 134 (75%)

Slips 1|10] 3} 4} 2110 12| 7 |1 50 (28%)

Other (inci, BNB |3 | 7| 51 1l 2 4| 2l 1 |1 26 (15%)
Total response PS5 146 | 32 |17 |17 | 31) 23| 12 |5 210

Total number of
respondernts in
each group

™~
(4]

38 |27 116 |15 |24] 22| 10 |4 178 (100%)

Note: Refer to table % above for description of size categories

This table shows that libraries purchasing less than 25,000 books a year
(groups l~5) generally send lists, whereas amongst libraries purchasing
25,000 books and over, the use of slips is almost a&s general as the

use of lists, (Note, however, group 2 = libraries purchasing 5,000 to
10,000 books p.a. ~having 10 libraries vsing slips end 7 using other
types of order forms.)

A closer look at the libraries who generally sent "some other form
of order" reveals tha! some of them do use some form of lists or slips,
or a combination of methods. The following amongst them certainly
have “"some other form of order" in general use:

From Group 1 (Purchazing less than 5,000 books p.a.}

50% from bookjackets; 25% on official crder form;
25% on lists; some urgent ones telephoned

From Group 2 (Purchasing 5,000 ~ 10,000 bocks D.a.)

"Books generally ordered through publishers' representatives
who call at the bockshop next-door but one. Their cata=
logues are marked as my record of the crder." Requests

and other orders are sent on 5 x 3 catalogue cards.

. 4&4 ".ooo0rders mainly from bookjackets &t visit of repre=-

sentatives or visit to supplier. Order list made out

) Lo -1 Mt il asinkilviniin "‘ii.. Ji'ii'iiii“ii
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(Here bockjackets activate the order and two records are
subgequently made: for the supplier, a list; for the
library, cerds.)

From Group 3 (Purchasing 10,000 = 15,000 books p.a.)

5 x 3 edge-punched cards., These are sent by the library
to the bockseller who then liste the crder from the cards,
and then retuvrns the cards to the library.

“No officizal ovrders ere used and most expeditious method
employed, telsphone, lists, etc. Weekly lists from BNB
to certain booksellers ~ all from card index maintained
of requirements.®

"No specisl form = o*z'd'i.na,rdr letter.® Also, "Marked
catalogues or stock liste®, and"Verbal orders, no record
kept, identifiable by special endorsement of the carton
when supplied”. "No reccrd kept of verbal orders.”

From Group 5 (Purchasing 20,000 = 25,000 books P.&. )

"Orders for at least three quartera of all bocks added to
stock all given to the publisher's representative vho in
torn passes them to the local bookseller.... The orders
are placed verbally but communicated to the bookseller
by the repwescnte.t:.ve in wrltlngo The bookseller then
lists the books, retaining one copy for his own use and
‘sends one.copy to the Library for check purposes.”

_Prom Group 6 (Purchasing 25,000 = 50,000 booke poa.)

Lists, slips and BNB. Also, "marked publisher's or book-
sellexr's ca.talogues are scmetimes used as order list.

A second copy of list retained for record purposes. Small
orders of.less than 10 books are handwrlt'ben on official
,ordev' form wi’bh carbon counterfo:.lo"

List are '-u.sual; buf “Orders,_ to one bf our main suvpliers
are effected by telex. Informatiom given is the same as
that listed in para. 5 (i.e. the same as for lists).

Top copy of telex roll is retained as copy ordexr",

(Th:.s isg. rea.lly order ’by 1151:9 but the example is quoted
here +o show telex in use as the normal medium for trans-
mitting orders tc a main supplier.) . .

' .WHETHER ORDERS ABE ’I‘YPED OB, HAN.DWRITTEN (Ques‘bion Al contlnued)

Asked whether their orders were generally typed or handwritten,
126 libraries replied. “typed". Some libraries replied thet their
orders could be either. typed or hendwritten. In such cases lists
were generally typecl vhereas si: slips and orders for small numbers of

. books made on official order forms were generally handwritten. Some

example of duplicated lis*ts were receiveds itwo of these lists of
author, title, etc,, the cther a list of BNB numbers. These have been
counted as typescript. Or further analysis we find that 75% of the
libraries generally using lists typed them, whereas 58% of the
libraries using slips have them typed.
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VARIATION IN SIZE OF ORDER LISTS AND SLIPS {Questiom i, specimeng)

Order lists vary in size from 4" by 6" %o 8" x 13", A zumber
of booksellers have commenied on the handling and filing difficulties
created by such divergencies of sizs,

Specimen order slips received were almost all 5" x 3%, Ome or
two were of A slightly different size e.g. 5 x 35", whilst the slips
of one library were of a very much larger sigze.

FACTORS DETERMINING THE DESIGN OF ORDER FORMS (Questiom 42 and 33

Question 2 and 3 of the questionnaire were congerned to identify
those factors (cther than the needs of “ooksellers) determining the
design of book order forms.

To the guestion (42)

"Ts the design (i.e. size and layout) of your order form
determined by the requirements of another department of
your authority?"

148 (83%) of the respondents answered "no", and oaly 30 (17%)
answered “yes". Of the thirty who answered yes, 27 named the Treasurer’s
Department as the department concerned; and of these 30, 14 were
libraries of the very smallest size category (purchasing less than 5,000
books a year), and 23 (77% of them) were of groups 1 to 4 (libraries
purchasing less than 20,000 books a year). It appears, therefore, .
that the great majority of librarians (and almost all with the exception
of the librarians of the very smallest authorities) are free to
design or redesign their order forms to suit their own, and their book-
sellers?, comvenisnce. Since a siveable proportion of the librariansg,
of even the smallest authorities are using forms the design of which
is not determined by the requirements of other depsrtments, it seems
that the way is clear for the gemeral adoption of a standard style of
form (or a limited range of forms) specifically designed to facilitate
transactions between libraries and their booksellers, should the
profession in consultation with the trade decide that such e form-
or range of forms -~ were desirable.

To the question (43)

"Is the design of your order form determined by the use
you make of any copies retained by the library?®

83 libraries answered "yes", but 95 libraries answered "uno%.
Slightly over half, then, of the librarians answering tne questionnaire
replied that the design of their order form was not determined by the

Taking the last two questions (A2 and A3) together, it is found
that 82 libraries replied "no" to both questions; almost half the
regponding libraries thus replied that the design of their order form
is determined neither by the regquirements of other departments of their

‘autherity nor by the use they make of copies of the order form which

they retain. These 82 libraries are spread across all nine size groups.
One can only assume that the forme used by these libraries are single
vurpose forms; that is, forme for conveying information o the book-
gseller, the ccpisa of which, if kept at all, are kept purely as of fice
refersnce records.
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COPIES RETAINED BY THE LIPRARY: NUMBER AND USE OF COPIES KEPT

Question 44)

(a) Mumber of copies retained

0f the ordsr form generally sent to the bookseller, 32 libracies
(18%) kept no copy, 121 libraries (68%) kept one copy, 39 (22%) kept
2 copies, 11 (6%) kept 3 copies, and 3 (2%) kept four or more copies.
Analysing thisg Jown by the tyve of form used, the following pattern

emerges:s

Table 3,

Number of copies of order forms retained by libraries

Type of form used lists slips

Number of libraries

using this form 134 50 5 21

N¥o copy kept 20 15% | 3 6% 1 20%| 8 38%
One copy kept 82 61% | 26 52% 2 40%| 11  52%
Two copies kept 23 17% | 14 28% - 2 10%
Three copies kept 5 4%| 5 104 1 20% -

Four or more copies kept 1 %] 1 2% 1 20%| =

Of the libraries retaining more than three

one retains 17, one copy being a file copy, the

to service points;

copies;

other 16 being distributed

Another retains 18, cne being kept as an office filing copy, 7 being
circulated to branches and departments, and 10 circulated to Committee

members for their information.

(b) Lists: wse made by libraries of copies retained

The following uses were mentioned by libraries using lists:

Table 9, Use made of copies of lists retained

Copy filed for reference

Copy sent to Treararer’s Department

Copy used as an ascessions register

Copy used for record of receiph of items, or
to record reporis, or to record payments

47 libraries

59 libraries
13 libraries
33 libraries

4’7
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Other weez mentioned include:

1. SEranteal use for bookiists®
2, *3xd copy to sataloguer"
3, %pc sommittee for information”

4, Copy L forms integrated order file for system; copy 2 retained
ny branck iibrarian, each library indicating on the copy the
wesek in which payment is made for books received.

5 0\ copy to check deliveries and invoiece; one copy filed as a
shsck of what is being ordered from individual booksellers.,
6. Cory 2 filed in order mumber seqguence for awdit purposes. Retained
for % years.,

¥V k,p+ by Bibliographical Centre; copy 2 sent to libraries
eiving books.

8. 2rd copy sent to Supplies Department.

9. Copy from which Book Orders Clerk's 5 x 3 records are made.
Gopy list is then filed in booksellers sequence.

(¢) Order slips: Use made by libraries of the copies retained

Common to all libraries in the sample keeping copies of order
slips was the use of one copy of each in their "on order file".
Some mentioned further uses for that copy; others did not; some stated
explisitly that on receipt of the book the slip was destroyed.

No copies kept

Three libraries keep no copies. Two of these are small systems
each purchasging less than 10,000 books p.a; the third is quite a
large syatem, purchasing between 50,000 and 100,000 books a year.

One copy kept

Twenty five libraries kept one copy of their order slip. Fifteen
of these libraries replied simply that it is used in the "on order fila",
One of these added that it serves also as a check on allocations.
Another., whilst keeping only one copy for use in the order file with
fiction orders, keeps 2 copies of the order slip for non-fiction, the
second copy forming an accessions register. A third library presumably
writes cut separately the copy it retaims, for the specimen: of the
copy it semnt to the bookseller was a handwritten 5 x 3 card. In size,
these range from those purchasing less than 10,000 %o these purchasing ¢ -
over 100,0C0 books p.a. The other ten libraries keeping ome copy of
the slip mentioned uses of it additional to retention in the order file.
(That the library's copy of its order slip kept in its "on order file"
should carry a record of the allocations made of the copies ordered
is taken to be usual; ‘thus 'record of allocations' has not been con-
pidered as an additional use of the copy of the order slip retained.)

Additional uses made of the copy retained by the other tem libraries

° 43
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1. Compilation of intermsl statistics

2. Compilation of statistica of additions to the library for D.E.S.
3. Acvession cards, 'supplied file', %auditor's file!

4. Temporary union catalogue card

5 As copy for catalegue typist. {(On receipt of tock, thisz library
marks on the crdsr slip cataloguing details for the typist.)

6o Compilation of monthly accessions list
Some of these libraries have their copy of the order slip serve,
sequentially, two or even three of the functions mentioned above. In

addition they have already used them as a record of allocations and a
record in their file of books on order,

Libraries keeping 2 copies

Sixteen libraries retain 2 copies of thz order slips they send
to the bookseller. Nine of these state that one copy goes into the
order file, without mentioning further uses for that copy. Some of
tlizse nine say that these are filed in an alphabetical author sequence,
whilst one files them in a bookseller sequence. From the written
replies and specimens received, it is clear that many libraries leeping
2 copies of their order form use order sets compriging 2 slips and 1
card, the card generally being the copy for the order file. The
following adéitional uses of the copy filed in the order file were
mentioned:

1. Eventual use for book liat,
2. Temporary stock card,
3, "Books received" file and fulfilled order for audit purpose.

4. Temporary catalogue card,

56 Adult non=fiction order cards refilled in a title sequence. Class
numbers and BNB numbers are added to the cards at the cataloguing
stage: these numbers for any subsequent orders are looked up in
this file.

The sixteen libraries retaining 2 copies vary in the use they make of the
second copys
1. Order file in bookseller sequence. (2 libraries)

2. “Record to remind bookseller if book not supplied within 3 weeks" (1)
outstanding order file in date order. (1)

o Report slip, filed with order record “or use if necessary. (l)

o To compile duplicated list of items added to stock. (2)

o Accessions register (1) and "a running numher file required by
Audit Dept" - o ' ; . '

3
4. Returned to branch originating order.(3)
5
6

7. BNB card order file (NF only) (1)

8. "Jged as control whilst hook in department, used for costing analysis
and as accessions record." (1)

49
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For some of these uses meriioned, a second copy is obviously required.
For example, to meintain a s2cond order file arranged by bookseller or
chronologically, to nave report {(follow up) slips for use if necessary,
and for returning a copy of the siip o the branch originating the order.
For som? of the other purposzes, it seems *thai some libraries tse one

copy of a slip sequentially for a numbsr of tasks, whereas other libraries
prefer to generate adéiticnal copies for these tasks.

Librarizs keeping 3 and 4 copies

Thesa are very few, and in some cages the additional copies are
follow=up purposes.

Examples of libraries retaining % copies

1. Copy l: Report to originating library; copy 2: follow=-up to
originating library; copy 3: Order file

2, Copy 1: Dranch file; copy 2: divisional file; copy 3: order procedure
for printed catalogue cards

3. Copy l: filed in order file; copies 2=3: filed by depariment
originating order - aumber as reguired

An example of a library keeping 4 copies:

Copy l: order file; copies 2=3: as 1, used as hasteners to
booksellers for ouitstanding orders; copy 4: filed in
public catalogre.

It appears from this brief anslysis that the majority of libraries
using slip systems for ordering restrict themselves t0 sets of 2 or 3
slips, *thus leaving themselves with either ome or two copies for internal
administrative uses. Thers is a fair variety, both in the amount and kind
of uze made of copies of order slins retained. This bears oubt the
findings of Thomas and Easst in thein study of The use of bibliographic
records in libraries. On p.3 of their report, they have this to say:

"There are, of course, wide differences in form generation and
usage from lihrary to library. The most apparent differences con-
cern number and format and are not primarily commected with
functions fulfilled by the forms, nor with the sgize and type of
library, but arise from apparently arbitrary variations in the

use of these records throughout each system. In some libraries
one form fulfils a2 number of functions and is used in connection
with more than one procedure, being moved from depariment to
department or file to file. Imn others, muvltiple copies of a
particular form are generated at one procedural point and the copies
distributed to perform a number of functions. Other libraries use
different forms for each functiom, and bibliographic information
commonly required for interconmected procedursa is reagenerated as
and when required." 3

Fach librarian must;, of course, decide on the most efficient design
and use of forms for his own system, with the aid of whatever expert
advice he can obtain. Both the cost and the benefit of various methods
Q of working need careful appraisal and periodic review.

.
o0
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SEPARATION OF CATEGORIES IN THE COMPILATION OF ORDERS (Question 46)

The way in which the 179 responding libraries separate their
orders into categories is shown in the following table.

Table 10, Separation into categories of books being ordered

139 libs (78%) separate Adult Books from Junior Books

104 libs (58%) " Fiction from Non-Fiction

42 libs (24%) " Junior Fiction from Junior Non-Fiction

37 libs (21%) " Books to be serviceéd from books not to be
serviced

122 libs (69%) " Urgent orders from non-urgent orders

With regard to the separation of books to be serviced from books
not to be serviced, a number of libraries do not have servicing done
for them by the booksellers, and others state that they have all books
serviced. Some pointed out that they have all books other than those
ordered urgently serviced, and that this separation of books to be
serviced from books not to be serviced was thus implicit in the
separation of urgent from non-urgent orders.

Urgent orders

Some libraries mention that they used a separate supplier for urgent
ordere and a few autometically separate urgent orders by ordering all
urgent books by telex. That some 50 libraries (28% of this sample)
do not separate urgent from non-urgent orders is a somewhat surprising.

THE INFORMATTION CONTENT OF ORDER LISTS AND SLIPS (Question A5)

(a) Details generally given by the 176 libraries responding to this
question

Table 1l. Details generally given for each title ordered

Author 176 libraries 100%
Title 176 " 100%
_ Publisher 176 100%
Price ' 167 - " 95%
Quantity 140 v® 80%
Edition 113 " 64%
No. of volumes 96 LU 55%
Year of publication 82 " 47%
BNB number 29 L 16%
Place of publication 26 " 15%
Class number 14 " 8%
SEN 1 v 6%
other details 45 " 26%

o1
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A number of comments need to be made here., Mamy of the libraries
who do not give guantity for each title ordered have a standing
instruction that only one copy is to be supplied, unless otherwise
stated.

Bdition and number of volumes. Many libraries gqualified their response

to these two items by saying “where necessary". Others have a standing

instruction that the latest edition is to be supplied unless another
is specified.

BNB numbers, Two of the 29 libreries generally quoting these do so
"gome times" .,

Place of publication. From comments in the replies; it appears that a

number of libraries, though mot generally giving plage of publication,
do so if it is unusual. Some said, "If it is other thanm London'-
others, "If it is foreign"; and yet another, "If 4t is a relatively
unknown publisher",

Standard Book Number. In addition to the 11 libraries that gemerally

quote it, two more replied "ot yet", whilast a third library stated
that it would like to go over 4o ordering completely by SBN's, but that
they were not, as yet, in gemeral use for it to do so.

Note on Standard Book Wumbers and the British National Bibliography

By the end of 1970, every British book in primt will have a
Standard Book Number. Tying ir with this, Mr. Wells of the BNB states
ttat, as socn as their programme of automation allows them to do so,
they will accept orders for BNB cards by Standard Book Numbers.

(This may be achieved sometime in 1970). These two factors, together
with the automation taking place in an increasing number of libraries
and amongst most of the important publishers makes the provision of

a column for SBN's on any standard book order form far more importent
than the small number of libraries at present using SBN's would suggest.

At present, BNB can best handle orders for BNB cards in the form of
tabulated lists of BNB numbers, the numbers being grouped by year, with
the number of cards required being stated against each number. But
within a year or two, all British books in print will have SBN's, and
BNB catalogue cards will be able to be ordered by SBN. This suggests a
revolution in book ordering amnd cataloguing for libraries that will have
automated in the nesr future.

Qther details given by users of lists

They includes :

type of binding or format (e.g. paperback)

series

source of bibliographical detail if other than BNB
individual book order numbers

remarks column

allocations

vendor

date of order

52 :
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invoice number

date to Borough Treasurer

date account paid

full address of publisher, if little known, to help boockseller

Other details given by users of slips

The other details commonly given by users of slips are allocations,
vendor, order number, date of order, name of library, and gquite often,
category of book (i.e. F, NF, JF, JWF).

A DISCUSSION OF ORDER SLIPS

Slips vary from blamks to slips which have beern pre-printed to
facilitate the systematic recording of a wide range of detail concerned
not only with ordering but also with all the bibliographical checking,
the decision-making and information gathering that goes on between the
recording of a reader's request and the typing out or authorisation
of an order to purchase, or horrow, or to report back to the requester
that the item is not available. As a result, slips of this second kind
provide for a mass of detail, much of which is of nec relevance to the
bookseller, These slip systems vary in the range of library processes
which they cover. These seem t0 be of two main types:

1. Order slips, one copy of which goes to the bookseller, the other
being filed as the library's record of order.

These can be of two kinds: (i) those gemerated by the library;
(ii) those which are slips provided by the bookseller.

2. Request slips. These begin their life as an internal request
within the library system, filled in at a service point either
by a reader or by a member of the library staff. The request
slip is then sent to a central clearing point for action.
Some of these forms are so designed that they can be completed
either as an instruction to borrow the item, or as an instruction
to order it. One copy of such a form is sometimes returned to
the originating branch as a record of (or report on) action
taken.

A third type (which could well be regarded as a variant of the first
type) acts also as a stock record on completion of supply.

Information for the bookseller given on slips

In addition to the basic information of quantity, SBN, author,
title, publisher, price, other information gemerally given on slip
orders is:

1. Name and address of ordering library

2. Order number

30 NF, F’ J9 JNFg J-.E‘

4. Date of publication

5. Date of order

6. Name of vendor
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The need for scme 2f *these ﬂetails ig dictated by the unit nature
of slips: data that would a ppe r once on listed orders and cover all
items on that order mus®t. with si psq be repeated againat each item.
A point worth noting is vthat on slips guantity tends to get lost
amongst a periphery of order numbers, BNB numbers and =o fortho This
is, perbaps, because slips are usually the size of standard catalogue
cards (5" x 3"), and there is a temdency for them 40 be conceived in
terms of a sitandard form of bibliographic embry where author, title,
publisher, date ¢f publication and price are the key ingredients.
Quantity, which is information particularly important in ordering,
tends not to gain a pczition of prominence.

Comment on_information content and its disposition on siips

4 nunber of exam»les of both order and request slips show a very
clear division of the 51*p into two parts. For example the top half
of the slip is often used for bibliographical details of the item
being ordered; the bottom half for other details, such as allocations,
name of library, its address, its supply and inveicing ingtructions,
vendor, date of order. In other examples the right hand margin and the
bottom margin are used for recording non=bibliographical data. Further
variations arise from the different positioning of various items of
information. Some libraries place the date of order in the top right
hand corner; others place their order nmumrber there; others the BNB
number, and yet others the clags number. Obviously, which information
is placed in prominent pozitions depends to some degree on the way
various copies of the form are to be filed. One library has a variant
in its arrangement of bibliographical detail for the game reason: the
title precedes the author, becanse the order file copy is, subsequent to
the supply of the book, refiled under title.

The design of scme of the slips shows an awareness on the libraries?
part of the desirability of serding a copy to the bookseller that looks
like an order, and one that is free from superfluous information.

These are, of course, examples of the first type, that isg, of slips
designed specifically as order forms.

Some samples of order slips provided by booksellers were examined.
Many of these confine the bibliographical details +o the top inch or so
of the slip, leaving the remainder of the slip completely blank for the
libraries' use, except, perhaps, for the mame of the firm appearing
along the bottom of the slip.

THE ROLE. OF THE BOOKSELLER IN THE PRODUCTION OF ORDER LISTS, SLIPS
AND CARDS (Questioms Al,7, 8 and 9)

From replies to four of the questions in the gquestionmaire it is
apparent that, in various ways, booksellers are involved in the production
of order lists and slips.

(i) Provision of lists and slips by booksellers on their own initiative

Sometimes the library receives two copies of a list from a
bookseller, one to return to the hookseller as its order, the other
to keep as its record of order. Sometimes the bookseller supplies
two or three copy order slip sets, ome copy %0 be returned to the book-
seller as an order, the other copy (or ccpies) being for the library’s

od
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use. And on occasions, the bcookseller sends a list of items
accompanied by sheets of 5" x 3" glips relating to the items listed.
In this instance the library makes up and sends the list as its order
to the book-seller, and then uses the accompanying slips in its own
file. . That booksellers should trouble to produce both lists and

and slips for the same items in this manner is an indicatim of how
strong 1is the bookseller's preference for lists as working
documents, and the library's preference for unit slips.

An unexpected result of the survey was the number of llbrarles
which enclosed bookseller=produced lists or slips as a specimen of the
order form they generally send to the bookseller. The libraries ranged
from swall libraries to libraries purchasing up to and over 100,000
books a year. Some of these libraries may have enclosed them as-forms
of order which they used in addition to their own library stationery,
but enough libraries sent only bookseller-produced order lists and order
slips for it to be reasonably clear that such forms do, in fact, constitute
the generally used order form of many libraries. It is clearly a great
convenience for libraries to have suitable lists and slips ready made
for their use. Sets of order slips are also supplied by some library
bookselling firms in conjunction with their "on approval" schemes.

(ii) Provision of lists, slips or cards required by libraries
(Questions A7 and 8)

To the question (A7)

"Do you require the bookseller to type out for your use, and send
to you as a record of your order, any of the following: order slips,
order cards, stock cards, order lists, any similar item?

57 (21%) of the 177 responding libraries answered that they did, and 140
answered that they did not.
12 libraries required order slips
% required order cards
8 required stock cards
11 required order lists, and
3 required "similar items".

Libraries using slips were asked (Question A8)

"If you send your orders on slips, do you require the bookseller
to list your order from these slips, and then return the slips to
you?"

20 (40%) of the 50 libraries using slips answered that they did.,
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6.3 INVOICING REQUIREMENTS

A brief section of the questionnaire (Appendix 1, section B) was
devoted to libraries! invoicing requirements. The information
gathered is summarised here.

Just over one half (51%) of the responding libraries required one
copy only of an invoice, and almost half (48%) required two copies.
Three libraries required three copies, and of these, one required this
nunmber only from foreign suppliers. Of libraries purchasing over
25,000 books a year, more required two copies of amn invoice than
required one (58% as against 41%).

Just under 30% of the responding libraries required their book~
sellers to make out their invoices in a style that the libraries speci=-
fied. 10% of the libraries responding supply their booksellers with
invoice sheets of their own, although one library commented,

"The supply of our cwn invoice sheets 1o booksellers to use as

invoices was frowned upon by our internal auditors when
suggested."

THE USE MADE BY LIBRARIES COF INVOICES

The question,

"Please describe briefly what you do with esch copy (including
the top copy) of an invoice"

wag, in general, answered very briefly indecd. Some said simply,

“"To Treasurer's", and nothing more. However, from the replies of the
ninety libraries requiring only one copy of an iuvoices, the follcwing
composite picture of the use made of invoices can be drawn -~ not all
libraries, of course, using their invoices for all the functicns mentioned.

Composite outline of use

1. Check against order list
2. Check against goods received
3. Check prices on invoice, against prices on books

4. Check arithmetic of invoice, and that discount has been given
where allowed. (Some libraries mentioned this as the
specific responsibility of the library; others stated that
it was done by the Treasurer's Department.)

5. Analyse invoice for expenditure on various classes of books
6. Add branch and departmental locations

T. Add accession numbers. (For a number of libraries this has al-
ready been done by the supplier; some of these libraries
require that each copy of a book is entered on a separate
line so that accession numbers can be added in full; other
libraries simply add the first and last accession numbers
relevant to that invoice; yet others have abandoned

[ERJ!:‘ accession numbering altogether.)
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8. Add order numbars, where these have vzen omitted by the
bookseller, for the benefit of the Treasurer's Department

9, List invoices in a ledger in the library

10, Code, and certify for payment

11, Pase to Treasurer's Depsrtment for payment (some libraries
attach first a 'process slip’ or an fauthorisation slipt
te the iaveice)

g) Libraries requiring only one copy of an invoice

Only three libraries reguiring one copy of an invoice gave
accession record as a use made of invoices. Another three libraries
described how they produced accession records from this one copy of
the invoice: the first re-types the invoice, the second microfilms
it and the third uses xerographys

(1) "No official order forms are used.... On recsipt, invoice
typed as received in duplicate with minimum details on
accession record. Accession number and location given and
second copy of this sheet supports imvoice to Borough
Treasurer and is direct reference to sach book in stock."

This appears to be a reversal of more usual practice.
Booksellers® invoicess, accompanied by a copy of the library's
arcession register go to the Borough Treasurer, and appear

t serve both as an authority to pay, and in lieu of a
retrcapective order. (A more common form of retrospective
ordering is described by E.V. Corbett in chapter 6 of his
Public library finance and accountancy.

(ii) The invoice is microfilmed as a record of location and
accession numbers.

e believe that our microfilm accession record is unique.
As each invoice is received appropriate locations are marked
in and accession numbers allocated; a summary record of
these numbers acts as a daily reglster of the invoices
received, The invoices are assembled in accession number
order and microfilmed on a standard Recordak Photocharging
machine reserved for the purpose. 100 feet of film records
about 20,000 accessions."

(iii) "'Xerox' the invoice; the 'Xerox®! copies all being the same
size act as the accession record. When 'Xeroxing' the
invoice we superimpose a transparent gheet with a "grid?
along the bottom half inch. In the grid we insert the
accesgion numbers and statistical analysis of each inmvoice'".

(b) Libraries requiring two copies of am invoice

Slightly over half of the libraries requiring two copies of an
invoice used the second copy as an accessions register, the first
copy being certified and passed to the Treasurer’s Department for
payment. Some of these libraries mentiomned that it was the second copy
that they used for statistical analysis. Other libraries file the
second copy temporarily as a check against queries over payment.

One library required second copies only in the case of fiction, for
fiction was not accessioned: fiction copy invoices were filed by
this library for five years. The period of time for which copy
Q invoices arz retained varies greatly. One library retains them for
E[{l(:six months, another for twelve months, a third for two years. A4
ermmm fourth said that the second copy was retained "until District Audit has
g i on g

o ad,__oonasa .
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A number of replies suggested that some libraries used thneir
two copies of an invoice simultaneously fur two separaie purposes:
one was gent o the Treasurer's Department for payment whilst the
other was used to check the goods received. One library explained
this practice = which it adopted only under exceptional circumstances =
in some detail:

"Suppliers are asked to provide duplicate invoices tut under
normal circumstances only the top copy is used. If, however,
the flow of books is delayed for any reason, the parcels
received can be identified from the labelsg and invoices and
the top copy passed to the Treasurer®s Department for payment
on the usual weekly basis. The duplicate invoice is then
uged to check parczl contents as§ and when consignments can be
dealt with. Experience has proved that errors are few in
number and, if any are made, are rectified witnout question."

Some libraries remarked that errors on invoices were & constant
cause of trouble. Tne London Borough made +the following comment,

"Much time and labour is expended by the library staff in
correcting the errors on suppliers'! invoices. There is no
digtinct pattern of error causation between specialising
suppliers and hookshups; although one local bookshop is
notoriusly bad".

Not all libraries pass through tlheir invoices for payment "on
the usual weekly basis". Some ask their suppliers to send a state-
ment at the end of the month and it is this statement that is
‘certified for payment. Other libraries request their suppliers to
accompany each batch of invoice/accession sheets with a fsummary
invoice', and it is presumed that it is this "summary invoice' that
is used to authorise payment.

INVOICE FORMS CURRENTLY IN USE

It must be stressed that 90% of the libraries responding to the
questionnaire do not supply their booksellers with special forms
for invoicing, and that 70% of the responding libraries do not specify
the style in which the bookseller must make out his invoice.

(a) Invoice forms supplied by libraries

Thirteen of the sixteen libraries supplying invoice forms to
their suppliers sent specimen copies of ‘thess forms.

Eight-inch widthorFour of these forms were of eight-inch width,
and ten or thirteen inches in length. Their layout is depicted in
Diagram 3.

'Landscape’ forms. The other nine were generally of the landscape
type, although one was square. They were cormonly between twelve
and fifteen inches wide. The layout of these nine forms is shown in
Diegram 4, together with their sizes.

Libraries which provide their suppliers with such forms do so
in order to obtain an invoice which can be used as an accession
regisver. It can be seen from the diagrams, that what constitutes

Q a form suitable for this purpose varies enormously, both in szze
[ERJ!:‘ ard in detail, from library to library.




b) Some booksellers® inveice forms

Diagram 5 and 6 illusirate the layout of the invoice forms of
four library bookselling firms. Three of these firms have two types
of invoice forms one wider than the other. The firms with the wider
invoice/accession sheets have them for those of their customers who
require them; these wider forms are basically similar both to each
other and to a number of the library-produced invoice/accession sheets
depicted in diagram 4. One booksesller, it can be seen, has three
elightly different invoice forms of roughly eight-inch width in use.
Another bookseller said im the letter which accompanied his specimen
invoices,

"I enclose specimens of our itwo types of invoices. The larger
one of the two is only used for certain libraries for whom we
accesgion. Others accept a block number on the smaller document
which ie far easier tc handle and prepare."

The invoices iliustrated in diagrams 5 and 6 are, of course, those
of some of the firms specieslising in library bookselling. Invoices
from some firms are occasiomally so small as to be troublesome to
libraries. One City Librarian had this 4o =ay,

"I should welcome the intrcduction of a uniformly sized booksellexrd
invoice (e.g., quarto), bearing in mind that copy invoices are
retained as accessions record. Some invoices from non-local
booksellers are often of very unusual shape and sometimes extremely
small. The latter have to be mounted before the City Treasurer
will accept them."

ACCESSIONING

The key to an acceptable standard invoice form lies in a greater
concensus than existg at present among librariams as to what constitutes
an adequate accessions record. Agreement amongst librarians on this
could bring them standard-sized invoices from their suppliers, and would
simplify considerably the task of invoicing for suppliers. A good
account uvf the present diversity of practice is given by Owen Keen in
his article on'Accession methods and records in landau's Encyclopedia
of Librarianshipfp -

It is clear from the replies received during this survey that a
number of librarians are re-thinking their acceassioning practices, and
that some are meking radical changes. It is equally clear that many
librarians would welcome much more detailed information concerning such -
developments. It would seem that the time is ripe for a thorough
investigetioh of audit and administrative reguirements, and for a
general discussion and re-appraisal of practice in the light of such a
study. All that can be done here is to encourage auch an investigation
and debate by quoting from some of the replies received during the
course of this investigation.

The librarian of one of the largest county libraries in the country
wrote,

"3ince we have abolished accession numbers booksellers ars now
able to invoice us in bulk on their own forms instead of having

to itemize each copy of a title on our invoice/accession sheets."
(This library has also calculated that it is saving itself between
two and three staff through abandcning the practice of accession
numbering. ) o )

ni
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The librarian of another very large county library system wrote
in hieg questiommnaire reply,

"2 copies of Invoice, in standard format and layout, were requested
from main booksellersz, to allow of one being nuszed as looge=leafl
Accession record. This record is no longer kapi®,

A third library - a London Borough = intends to drop accession
numbering wher it automaies its bibliographical records in the near
future. It has decided that Standard Book Numbers plus copy numbers
are preferable to accession numbers. The logic behind this choice is
clear: the basic bibliographical record that a library makes iz for a
title, and not for an individual copy of a title; the Standard Book
Nunber is, of course, a number common to all copies of a particular
edition of any cme title. A unique identifying mumber made up of a
Standard Book together with an added copy number has potentially a much
greater value in a wide variety of tasks invelving the manipulation of
bibliographical data than hasg an accession number, the components
of which are devoid of bibliographical significance.

A fourth librarian wrote,

"With regard to accessioning... I think you ought to obtain from
the libraries who have abandoned this practice a clear statement
of the library, admimistrative, accounting and auditing implica-
tioms, and if possible get the Library Advisors of the Depariment
to enquire as to the official view of the District Audit Section
of the Ministry of Housing and Local Government.”

This has not yet besn done, but it is hoped that a thorough
investigation of accessinning practice and audit requirements will be
carried out, for it could well prove rewarding for many libraries. The
points made on accession numbering im this report are summarised here:

1) Some libraries are accessioning very fully (and expensively);
many are happy with an invoice quoting order number, author, brief
title, and price, together with the first and last accession
numbers relating to that invoice; whilst an increasing number of
libraries are sbandoning the practice of accession numbering
altogether.

2) With regard to aundit requirements, all public libraries in England
and Wales are subject to the District Auditors of the Mimistry of
Housing and Local Government, and several libraries have by now
satisfied the requirements of their District Auditors (im addition
to their internsl auditors) for several years without accession
numbering. If there are real economies that ouitweigh any accompany-
ing administrative disadvantages in the abandonment of accession
numbering, then many more libraries may wish to gain the freedom 4o
reap these eccaomies.

3) A print that wes wade in the first section of this report is that

‘ accession numbering - seen as an aspect of book servicing - is
cogtly and time=consuming. When passed on to the library book-
seller, it is a proffess that can greatly complicate his workflow.
A librery purchasiag 100,000 books a year, stamping an accession
number on average five times on a book (together with its attendant
stationery and cards), is stamping numbers half a million times a
year, and quite possibly typing out - or causing to be typed out -
one hundred thoveand numbers each year on its invoice/accession
sheets., It can no longer be taken for granted that this expenditure’
of labour is necessary.
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INVOICING INSTRUCTIQHS

These vary enormousiy, both in kind and in length, from livrary to
library. Fairly common are requests that items be typed one title to
a line (for some libraries, one copy to & line) and that there should
be 'one-and-a-half-spacing', that is, midway between sgingle and double
spacing. Many libraries agk for items to be arranged on their invoices
first under order aumber, and under each order number, alphabetically
by author. (There are, of course, exceptions, e.g. libraries ordering
by B.N.B. numbers ask for items so ordered to be inveiced in B.N.B.
number order.) There are libraries who request a blank left hand
margin of up to one and a half inches for library use (for entering
locations and accession or stock numbers), and a number of libraries
request separate invoices for different categories of books. It ia
quite common for libraries to request separate invoices for adult
fiction,; adult non-fiction, junior, and reference books. Some libraries
request separate invoices for school library books. Other libraries
express their requirement for separate invoices by askimg that invoices
be headed in the same way as their orders, having first separated these
different categories of books with separate sequences.

The general practice with discounts and service charges seems to
be that item (book) charges are given gross and are followed by a gross
total for the invoice. Ten per cent of this gross total is then de~
ducted, the service charge added, and a net iavoice total given. (A
few libraries request that the service charge be invoiced separately,
because it is to be charged to a differemt fund.) Given an acceptance
of this pattern of invoicing, & single cash column on the invoice form
should be sufficient.
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APPENDIX 1 - QUESTIONNAIRE 63

Neme of Libr&rygaoooooooooncaoooooaoooosconoo

Coding for analysis
(please leave blank)

Forth-Western Polytechnic School of Librarianship

SURVEY OF PUBLIC LIBRAEY BOOK ORDERING PROCEDURES AND SERVICING
REQUIREMENTS

In answering questiong, please circle the appropriate code in the right-
hand margin, or £ill in hoxes where provided.

- SECTION A: ORDER FOHM3

This section is concerned with the order forms that are sent Yo the
bookseller, Should you have & variety of order forms, please describe the
one in most general use in answer to questiona 1 to 5, and briefly describe
any other forms of order that you may use in reply to question 9,

We should be grateful o receive specimens (ox photocopies) of the
order forms you use, together with any form which may figure in your answer
to question T3 such specimens will be of the greatest help to us in
analysing present practices,

1. Is the order form you generally send to the booksellers
s list? 1
a alip {5 x 3)? 2
a slip of some
other size? 3
BNB? 4
some other form
of order? " 5
Please send a specimen (or photocopy)
Is your order generally: typed? 6
handwritten? 7
2, Is the design (i.e., size and layout) of your crder form
determined by the requirements of another depariment of
your Authoxrity?
Yes X
No o
If yes, pleagse specify:s Treasurer's 1
Supplies 2
Other 3
3. Is the deeign of your order form determined by the use you
make of any copies retained by the library?
Q 'If‘es (}){
ERIC °
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6l.
4, Please describe briefly in what way you use the coples
which you retain, -
Copy 1
Copy 2
Copy 3
Copy 4
5  Please indicate the details you generally give for each
title on your order by numbering them - in the column
provided - in the sequence in which they appear on your
order form.
author 5
title
publisher
year of publication
price
BNB number
SBR
class number
place of publication
quantity (no. of copies)
edition
no. of volumes
other details
(please specify)
6, VWhen compiling your order, do you separate:
adult from juvenile? 1
adult F from adult NF? 2
Junier F from Jjunior NF? 3
books to be serviced from
books not to be serviced? 4
urgent order from non-urgent? | 5
7« Do you require the bookseller to type out for your use,
and to send to you as & record or your order, any of the
followings :
order slips 1
order cards 2
stock cards 3
order list 4
any similar item 5
no 6

Please send & specimen
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8., If you send your orders on slips, do you zequire the
booksgeller to list your order from these slips, and
then return the slips to you?

Yes
Yo
9. Any other commentss for example, details of any other

order methods you use. If you use more than one iype
of order form, please indicate approximately what

“percentage of your orders are plnced on the different
- types of forms. :
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SECTION Bs_ INVOICES

1. How many copies of an invoice (1.nol‘u&ing the top copy)
do you reguire from your hookseller
1 copy 1
2 copies 2
3 copies 3
4 copiles 4
more than 4 coples 5
20 Do you require the boskseller to make cut his invoice
in a style that you specify?
Yes X
Yo 0
If yes, please send s copy of your instructions
3, Do you supply him with invoice sheets of your own?
Yes X
No 0
If yes, please send & specimen (or photocopy) of an
invoice sheet.,
4. Flease describe briefly what you do with each copy
(including the top copy) of an invoice,
Top copy
copy 2
copy 3
copy 4
other copies
Se Any other comments




SECTION Cs SERVICING REQUIREMENTS

This section examinea the variations in the way library books are
rrocessed for use. This covers rlasile jacketing, labelling, stamping
and accessioning of books, together with any preparstion of charging
cards, location cards, stock cards and catalogue cards that may be done
on a litrary's behalf by itz suppliers.

_ Rather than ask you to complete a guestionneire of inordinate
lenght and detail we would ask you, inatead; to cooperate by sending
us what you might send to a new supplier; namelys

1) your full servicing instructionsj

2) a withdrawn boock: Jacketed, labelled; stamped and accessioned
according to your current practices

3) a complete set of +the different labels and pockets that you
uge for the various ceategories of books;

4) specimen charging cards, catalogue cards, and any other caxrds
that you wouli have & supplier prepare for you. '

We should greatly appreciate your sending us this material,

A few questiozis follow, The first is to establish what charging
1 system you uges the remainder seek to establish how far library book-
.processing has been transferred from libraries to booksellers; or o
other agsncies,

Please enswer these questions by cireling the appropriate code

number.
1. What charging system(s) do you use?
‘ Browms ¥ 1
Reverse Browne 2
Bookamatie 3
Chequebook 4
Photocharging b
Token 6
Other T
If “other”, please name,; snd describe brieflys
2, Which of the following processes do the suppliers generally
carry out on your behalf when the suppliers are a) specialist
lidzary suppliers, and b) other booksellers?
(a) (b)
specialist
libraxy other
suppliers booksellers
plastic Jacketing 1 9
labelling 2 10
stamping 3 11
accessioning 4 12
crass-marking of spine 5 13
preparation of charging cards 6 14
preparation of catalogue cards T 15
o - preparation of stock cards or p
EMC location cards 8 1

continued.ceo
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&y,

2, ( continued)

(c) Vho generally does the processing that is
not carried ou%t by the library supplier
or the retail bookseller?
the library 17
gome other agency 18

If some other agemuy. please describes

2o Approximately what percentage of books purchased during the
financial year 1966~67 came from a) specialist librazy
suppliers, and b) other bocksellers?

(a) ()
specialist
iibrary other
guppliers, booksellers
less than 10% 1 11
10 - 19% . 2 12
20 = 29% 3 13
30 = 39% 4 14
40 - 49% 5 15
50 - 59% 6 16
60 ~ 69% 7T 17
70 = 79% 8 18
80 -~ 89% 9 19
90% and over 10 20
do Further commenits on servicing or sources of supply.

We are most greteful to you for completing this questionnaire.
A duplicate copy is enclosed for your filed. Please return the
conpleted questionneire, together with the specimens requested, tos

E. W. Roberts, Esq.,

North-Western Polytechnic,

School of Librarianship,

207-225 Essex Road,

London, N. 1. '

An addressed label is enclosed for your convenience.

Should you wish uve to refund the pestage that you incur, please tiek
here o
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APPENDIX 2

CHUARGING SYSTEMS IN USE IN BRITISH PUBLIC LIBRARIES, JANUARY 1968

162 public libraries responded to the question on charging system(s)
used (question C, 1 of the questiounaire},

Table 12, Charzing systems used, shown by size of library,

(The size categories 1 to 9 are defined in Table 1, on page 3)

Number of users
System Group . _ Total
i |2 J3 a4 15 le 47 |8 1o
Browme 18 | 256 | 23 (12 14 (20 (21 (10 } 4 147
Reverse
Browne 2 2 1
Bookamatic 1 (“modified")
Chequebook 1 1 2 1
Photocharging | 1 3 116 |7 29
Token 2 2 4 ) 21
Other 5 1 1 2 10

Note: A number of libraries use more than one charging method,
thus the sum of the totals is greater than 162,

It can be seen from this table that the Browne charging is
still the system used by most library aunthorities, but it will be seen
that Photocharging and Token charging are used by a higher percentage
of the larger libraries than of the smalier libraries, '~ Thus this table
gives no real indication of the number of service points using, nor the
~xelume of charging hv the various methods, '

The three systems in most general use are Browne, Photocharging
and Token charging (in our sample: 147 users; 29 users; and 21 users-
respectively), 101 libraries use Browne charging r. ly, whereas only
5 librarieg use Photocharging alone; and only 4 Token charging alone, in
our sample. '

0f the 162 libraries, 119 use one charging system only, 38 use
a combingtion of 2 riarging systems; and 5 used a combination of 3
charging systems,

' The charging gsystems in use by the 162 libraries responding,
and the combinations in which they are used; are given in detail below,
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BROWNE, |
Total using Browme: 147
Number using Browne alone: 101
Brevne and Chequebook: 4
Browne and Photocharging: 16
Browne and Token: 12
Browne, Photocharging and Token: 5
Browne and some cther system: 4
i,e, Tamily issue (2)
Islington system 1
iPlastic tickets?! (1
REVERSE BROWNE
Total using Reverse Brovme: 5
Using Reverse Browne alone; 3
Reverse Browne and Photocharging: 2
BOOKAMAYIC
Total (Bookamatic 'modified’) 1
Using Bookamatic (modified) alone: 1
- CHEQUEBOOK
Total wsing Chequebook: 7
Usine Chequebook alone: 3
Chequehook and Browne: 4
PHOTOCHARGING
Total using Photocharging: 29
- Using Photocharging alone; 3
Photocharging and Browne: 17
Photocharging, Token and Drowne: 5
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6. TOKEM
Total usinz Token: 21
Using Token alone: . 4
Token and Browne: 12
Token, Browne and Photocharging: 5

7. JOTLER® SYSTEMS

Tota}l using other systenms: 10

Using some 'other system' and Browne:

Using other systems only: 6

The 'Other? systenms mentioned were :~-

Family issue

Richmond

Weymouth

Islington

!Plastic tickets'

Record card, (One for each reader, on which the
books he borrows and returns are

recorded),
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