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1NTRCODUCTION

Events, having important current and future implicat..as for the
JUL, have occurred with an accelerated frequency in recent months. The
JUL's proposed 1972/73 budget was soverely xeduced (as was .he 1971/72
proposal) ; a Management School group completed an "Environmen: 2nalysis"
of the JUL which included some point;d and valid criticisms; and no less
than four faculty reports were written dealing with the problems of the
JUL. Individually, these events were adequate cause for personal and
institutional dismay. Collectively, they raised questions regarding
the viability of the coopcrative library concept.

The whole story, however, is nct to be found on one side of the
balance sheet. Although the "positives" were intermingled with the "neg-
atives” and ocourred with the same rapidity, they were generally less
obtrusive which may explain why they went relatively unnoticed. Some
notable positives are: implementation of a classification system for
the non-professional staff; increase in professional salaries during
each of the past two years when our parent instituvtions were per?itting
faculty raises only under severely restricted conditions, if at all; and
significant improvements in the JUL staff benefif program. Individually,
no one of these events was cause for ecétagy. Collectively, however,
they neutralize the sting of the "negatives" and refute the contention
that the JUL Yas nothing going in its favor.

Tabulation of the progressive and regressive exploits of any insti-
tution may occasionally be a valid mental exercise. ‘However, it nust be
observed that such an exercise is retrospective by definition, and tends
to consume energy moving pegs on the cribbage board of institutional

life, rather than nermitting concentration on the reasons the peg was




moved. Obviouszly then, the lasting value is not in thz excycise, pne s,
but rather in its ability to help us discern the "hows" and "whys" of the
present situation and to determine what needs to be done, what can be
done, and how it is to be done.

The CO/OP project outlined in this document will not answer those
crucial questions. It does not attempt to do so. Only those admini~
strators, faculty, and staff charged with responsibility for the organi-
zation can provide the answerse.

CO/0P will, however, create the mechanism for the concentrated use
of management techniques to the end of a systematic assessment of all
facets of the JUL. 1If pursued in a highly objective and truely pro-
fessional fashion it will make certain that, in the context of the inter-
action among the libraries in the system and, in turn, each library within
the University Center environment, all the elements needed to ensure maxi-

mum library effectiveness will be examined by the appropriate level of

management.
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In an‘attempt to epitomize American higher education, a highly
placed HEW official recently wrote: “Hard hit by declining donations
and rising cost, American colleges and universities are facing painful.
retrenchnent if they are to stave off economic disaster."

The private institutions of higﬁer education in Tennessce are in-
cluded in this gloomy prediction. Traditional souxces of inccie == cn-
dowment, gifts, and tuition -- have not kept pace with program expensio:n
and inflation; also, cnrollments are either declining or failing to in-
crease as foreccasts had indicated. 1In an attempt to cope with the sit-
uation various private irstitutions have, in recent years, employcd im-
prudcnt ecouomic practices which compound the problem. In some coases,
the results were so negative that doubts were raised about the institu-
tions' ability to maintain the breadth and quality of their educational
of ferings.

Almost all.of the solutions that quickly come to mind ==~ raising
tuition, deferring maintenance, deficit financing, reducing the library
budget, reducing the number of faculty -- are actually counter~p;oduc—
tive in the long run, if not immediately so. Each of these techniques
has been tried. In most cases they providé only short temm relief; in
a few cases they provide no relief at all; in every case they provide

no lasting solution.

The Nashville ‘iiversity Center

The institutions in this university center have fajsred little, if
any, better than private educationul institutions in the state #s a

whole. Financial and academic strength ig relative, and even thoogh
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Peabedy, Scarvitt, ard Vinderbilt may bo rated hicher in seme yoorocts
than other private academic institutions in Tennessee, they have not bLoen
strong enough financially to avoid problems afflicting private higher el:-
cation generally. Ample evidence to support this conclusion can be found
in a number of documents ranging from confidential meimos to a series of
articles in the local newspapers dat?d over the past thirty months.
Adversity is always less profound and less severe when it strikes
the other fellow. It is only painful when it strikes home. Although
there is little comfort in knowing others share the same experience, 1ro-
cent university center history makes one point clear: the JUL has not
been singled out for adverse treatment. In fact the VLEF proqram, an-
nounced less than six weeks ago, points to an opposite conclusion.
Moreover, the method of fund distribution formalized in this program
recognizes the subtle, but sure, changes that have ovccurred in the JUL

funding structure.

The Changing JUL Financial Structure

After the initial thrust of sizable extraordinary funding, which
ended during fiscal 1941/42, the JUL did not receive any significant
special funding for almost two decades. In the intervening period
approximately 98% of the library operation was funded by basic support
income, i.e., Formulas I and II, direct appropriations, endowment earn-
ings, and a small amount of income from fines and lost books. Compared
with today, the staff was small, the services rendered simple, and the
scope of operations were not influe;;ed by third party funding.

With the inception of NDEA funding, begun in 1960, the JUL entered

into a phase of financial support which forecast the staffing problens

to be faced subsequently with other federal funding. During the eight
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years ended Jure B0, 1G0T, the SUT recoluod anneal N ook Lrocure -
ment grants ranging from $9,000 to $45,000. None ircluded a provision
for associated processing costs. This unrcalistic feature did not ad-
versely affect library operations, fortunately, becazuse the grants never

exceeded 10% of the sum of other programcd expanditures for bocks and

periodicals.

\

Midway into the NDEA phese, another funding ingredient was added
with the advent of the $1 million VanderLilt Retrospective Purchascs
Program. Orginally scheduled for the puréhase of high cost retrospec-
tive monographs and back files, it was estimated that only 20¢ on the
dollar would be required for the associated processing costs. Enlarged
pressing current needs and sizable "books only" federal fundiné soon
proved the original estimate inaccurate. Two additional revisions, one
in 1968 and another in 1969, were made in the ratio which divided the
funding between book costs and processing costs.

Four years following the inauguration of the Retrospective Program,
the JUL received the first of five Title IIA grants. Amounting to over
$400,000, these awards, like the NDEA grants, did not make provision for
the processing of the funded acquisitions. Unlike the NDEA phase, how-
ever, Title IIA funding placed an unrealistic workload on the processing
staff which adversely affected technical operations for at least twelve
months after the last federal dollar was spent.

The present JUL funding structure incorporates each of the previosusly
noted phases, but with two important additional fcatures. One is that
the input absorption rate has been carefully calculated to.grgvcnt future
assignment of unrealistic workloads relative to staff porfornance capa-
bility. The other is that the as:ociated procescing costs for a special

purchase program, like the VLE¥F and SDP programs, will bhe predicated on
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interna) performanans gtand-rds ratheyr than an irtuitive estimate,
In suncaexy, early changes to the JUL financial structure were in- et
fluenc2d largely by a nced to take advantage of sizable third party
funding possibilities. The more recent modifications, made possible
primarily as a result of improved cost accounting, were installed to

ensure the integrity of basic librarv operations when the supplemental
LV

funding e¢xpired.

Advantages Of Private digher Education

- —

Despite their apparently more serious financial difficulties, private
institutions of higher education ere not withmut distinct advantages. They
are in general smaller than public colleges and aniversities, allowing
closer personal relationship among the members of the academic community.
This intimacy enables them to give more direct attention to all aspects
of student growth and learning. In addition they are reclatively free
from the pressures that tend toward uniformity and standardization in
some aspects of public education. Consequently, the private institutions
can more easily invent or adopt innovative educational programs than can
their public counterparts and <an, thereby, becone pacesetters in the
development of new patterns of education.

Similarly the JUL has some distinct advantages dver those libraries
which serve public institutions. Because it is a separate corporate en-
tity serving three institutions having diverse academic programs and
goals, it is relatively free from the constraints imposcd on many library
systems. This diversity, viewed as a buird~n by some librarians, is actu-
ally an opportunity unequalled in librarianship today -~ an opportunity
to ho a peccretter by finding innovative woys of doing traditional library oot

ssd

functions and by crcating new forae of library service.
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All institutions have problems, and almost all have at least one
innate advantage. The JUL is no exception. The paramount ranauemaenl
task is to cleariy identify the problems and to usc existing advantages
as a means of moving resolutely toward problem solving.

The JUL has suffered no lack of\help in the area of problem identi-
fication. In fact, it seemed at times that the JUL was receiving entirecly
too much. Yet, the criticisms noted in this section must be secn as not
cnly a list of problems but also as a measure of the need and desire for

quality library service in this academic cormunity.

The Eavironmen’ Study

During the 1972 spring semester, a group of Management School students
conducted an environmental analysis of the Joint University Libravies. At
one point or another in the study, the team contacted every member of the
supervisory staff. The following quotations from their final report,

therefore, describe some of the JUL's problems from the perspective of

middle management.

The management and staff expressed an interest in develop-
ing and expanding their contacts. However, it must be em-
phasized that little has been done to cultivate two way
communications. At this point, communications seem to be
primariiy limited to the giving of information to various
external organizations as opposed to receiving information.
Thus we conclude that the JUL appears tc be primarily re-
active to its environment.

There is evidence to indicate that many departments act
and function as individual entities as opposed to acting
as members of a larger oruanization. This tends to create
hostility, distress, and pettiness, as was expresscd by
the respondents.

One extremely important point was made regarding the polar-
ization of the JUL througih the governorship of the three
universities and with porticular ewphasis on the administrations.
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The survaey veuo~led that the Mibeiry céministration dos.

not have access to information regarding uscrs' feclings !
about the library. There is no efficient method for de- o
termining and mcasuring user needs.

The unavailability of complete objectives has naturally
resulted in the use of intuition or subjective assess-—
ment of alternatives. For this reason, as well as the
under utilization of environmental entities, the JUL
has not developed a formal strategic plan.

)

Faculty Opinion

In addition to individual conversatious, the faculties have given
voice to their concerns in a range of written reports providing additional
insight into the magnitude and scope of problems facing the JUL. Their
recomnendations cover, but are not limited to, such points as:

The need to improve professional staff salaries.

The need to enlarge the professional staff and to £ill currently
vacant positions.

The need for officials of the several schools to have formal

consultation with the JUL staff when considering substantial

increases in student enrollment or the establishment of new

academic programs.

The possible nced to amend the trust indenture and create a

substantially uew entity where the JUL would become a library

system in which each institution supports and controls its

own library as part of a cooperative enterprise.

In addition, opinions have been expressed to the end that recquests
for the purchase of new titles do not result in orders quickly enough,

faculty are not notified of the receipt of books, fund status reports

are not available, and other similar specific operational cowplaints.

The Peterson Paper

Another attempt at problem identification was made by Stephen Peterson

during the Henry Horton retreat. In the couxse of that meeting hn stated:
N
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stance wihtreby we assuwe that the otlors!' disvosition is

not toward coopcration, and in fact we asawme thet the

other party is cither incompetent or unwilling to worlk

toward reasonzble goals. Unity with disdain for each

other is hardly the epitcore of cooreration. 1t is this

adversary stance that debilitates so much of our effort

at quality library service.

Director Emeritus Kuhlman and others have enswered such criticisms

\

at various times. However, it must be obserxved theat these criticisms
may be an over simplification of the problea and the rebuttals ineffec-
tive because they deal with the criticisms one on one. The point is that
at no time during the past decade has the JUL been looked at systematically

and an attempt made to address the Lotality of its problems.

The trends in higher education have had and will continue to have a
major impact on the university library =~ the primary vechicle for access
to man's recorded knowledge. As universities contin:2 to grow in size
and/or complexity, so will university libraries. Moreover, the expecta-
tions and demands of library users have increased and changed in.character.
Teaching and research are beconing more diverse and specialized with stress
on both individual and team research at the undergraduate and graduate
level. 1In short, research libreries aré ﬂot the simple organizations of
yesteryear.

The growing complexity in research libraries has also affected the
Joint University Libraries. As user demands and needs have grown and
changed, the sharp delinecation of responsibility of the units making up
the JUL, noted in the founding charter, hag becowme obscured. New grad-

uvate proqgrams added without proper planning and edegaate budgetary support,

along with the advent of intevdisciplinary and area study programs, have
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precipitated the need for imnediate docisions in some cates, and in othove
it has brcught about situations which were contrary to the fundantal
assumpticng underlying the JUL. Facing up to the changing situation
frequently calls for decisions of a fundamental philosophical nature.
Pecisions which the directorate ¢ JUL was not authorizad to make, and
decisions which the directorate could not bring others to make rasulted
A
in 2 growing pile of unanswered questions and issues, affecting the en-
tire system. If it is agreed that the JUL is & very complex operatiomn,
serving an equally complex body of users, it is logical then to agree
that the problems which beset the institution must also be complex.
Those who think there are simple answers just do nct understand the

issues. There is no single answer; there is no single solution; there

is no single mechanism that will address all the prcblens confronting

the JUL.
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WHAT TS Q0D

In the course of a spcech at the Columbia University Faculty Club,
Hofstra University Librarian Ellsworth Mason, stated:

"At a time when we need hard headed thinking abcut the

realities that seem always to hover in the crisis range,

we have had a massive retreat from reality. To a very

Jreat extent, we know increasiqgly better how to do

things, but we seem to have lost our grip on the reason

for doing them. As we accurulate more exact knowledge,
we seem to have less wisdon."

This quotation may not truly define the CO/OP Project, but dces
speak to some of its purposes and to the exjpected results. CO/OP is
not an entity in itself -- its primary purpose is to provide the mechan-
dsm necessary for factual data gathering in support of decision-making
throughout the organization. It is a planning effort geared to obtain-
ing, translating, understanding, and disseminating information which
will help improve the rationality of decisions in the light of current
need and future expectations,

The specific objectives are:

To update institutional and departmental objectives and

test their relevance to the expectations of our constituent-

institutions and users.

To evaluate the validity and effectiveness of current systems,
procedures, and methods.

To develop revised and contingent plans of operation which
reckon with the shifting emphasis of local academic programs

and possible future developments in library technology and/or
cooperation.

In the pursuit of these objectives policy problems will be addressed
by a Steering Committee, funding problems by program budgeting, organiza-
tional problems by the task aralysis and management review, operational

problems by the systems study.
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CO/OP Projrct Qrannization

Because questions will be raised that affect the fundamental neture
and form of the JUL, a stecring committec has been appointed. 1t con-
sists of:

The Joint Faculty Library Committee

A member of the Boord of Librarx Trustees

A faculty member from the Peabody Department of Education,

the Peabody Library School, and the Vanderbilt Graduate

School of Management.
The committee will bring their particular expertise to bear by: pro-
viding a channel for sampling user opinion; providing a base for raculty
input; and providing within the mechanism of CO/OP a body which will pass

upon proposals and make recommendations- to the Executive Committee of the

Board of Library Trustees.,
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Beginning Jauuary 1, 1973, the JUL, along with nine other rcsearch
libraries, is scheduled to participate in the ARL's "Management Review
and Analysis Program." To ensure broad benefit from the ARL program,

CO/0P has been structured to include a similar internal managemcnt audit.,
\

Consequently, the appropriate way to describe this section is to quote
from the ARL handbook:

"The purpose of the ARL Management Review and Analysis
Program is to provide a research library with guidelines
for use in performing an internal study and evaluation

of management policies, activities, and results. It
focuses primarily on the internal decision making processes
of the underlying functions of planning, budgeting, leader-—
ship and other important areas. This systematic investi-
gation of the functions of library management is designed
to pinpoint the causes of operational problems and then

to gquide the library in making appropriate changes that
will improve the library activities of service to users,
development c¢f resources, and reduction of delivery costs.
The product of this investigation will be an analytic de-
scription of the state of the library and a series of
recommendations that will improve critical library programs.
This systematic investigation will cover the following

list of topics:

How to prepare and use library objectives.
Elements of library program planning.
Formulation and use of policy.

The budget making and ¢ ontrol process.

Library organization ratterns.

Approaches to leadership and supervision.

The functions of the library personnel office.
Staff development activities.

Management information needed to make library
operational decisions.

The nature of library management in dgeneral as
a process of coordinating and communicating."

The objectives of the study are to dcvelop a manager's ability to
recognize the interrelationship of library operational and administrative
functions, and to develop the skill of secing the library enterprise as
a whole and relating the various activities of the organization to the

successful achievement of library and university goals. The study docs
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not npclloentn vecosaend e Tone ey o Lese the broavies! problems. Indocd,
it helps the librory staff do the analysis itself and come up with their
own reconm:andations according to their own unigque immediate circumstonces
¢ id requirement.

As the study team identifies areas that need particular attention,
they will input such points of concexn to the R&D Unit for review through
€O/0OP. The management audit team will not pursue detailed studies of any
one issue or program.

At the appropriate time the Director of Librariez will appoinc

staff members to the study team.
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The SY3iils S1ULY

The committee on rescarch libraries of the American Council of
Learned Societies, after listing a number of library problens sinilar
to those already noted, states that it cannot offer panaceas for the
problems of the research libraries. \The committee, however, has no
doubt that the problems can be overcowe by a systematic examination of
the factors affecting library operations.

Such a systematic examination is central to the CO/0OP Project
because analysis provides a more vigorous way of asking and answering
questions. It forces problem solvers and decision makers to tackle the
library problem logically and systematica..ly. It attempts to prescribe
what action is to be taken and the expected results of that action against
a backdrop of existing conditions, procedures and developmental trends.

It permits examination of the significant variables operating in a systen,
manipulation of those variables, and prediction of the results with a
fair degrce of accuracy. More importantly, it relates goals and objec-
tives to needs. -

Surveying existing conditions, diagnocing the problem, searching
for alternative solutions, testing these §olutions, recommending the
alternatives to the decision maker and providing for subsequent evaluation
and feedback, are the essentizl steps through which a systems analysis
must proceed.

Solution may lie in either adjusting present procedures or in a
combination of procedural adjustments and the application of technological

aids. However, to exercise eithcr option, manajement must base its deci~

sions on the comprehensive dat: only & systens analysis can provide.
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Closely allied wilh, but not actually a part of the systems study,
is the task analysis. This particular section of CO/OP is necessary
for the construction of a management grid showing what is being done
and who is doing it. The need to thoroughly understand preosent opera-
tions is of equal importance. '

A critical part of the task analysis will be reporting. As pre-
sently planned the task analysis will be done periodically on a samp~
ling bacis and results distributed to cach supervisor. At the time
of the first tabulation a meeting will be held to explain and discuss
the report and its implications.

Although generally doubted in the library profession, several
similar studies have proved quite useful, most notably the work of
Dennis Currey in the state of Washington, and the work of William
Axford at Florida Atlantic University and Arizona State University.

The importance.of task analysis is that it provides a mechanism whereby
we can better understand the staffing configuration required to accomplish
a given work load. It should also be noted that staffing pattegﬁs must

be predicated on and directly related to the amount of work assigmed to
any given unit. There is nothing inhercnily right about the staffing
configuration in one year as we begin to view the subsequent year's
budgetary needs. The task analysis complements the systems study in

that it documents how much time it takes to do each particular function.

Only in this way can alternatives bce considered and valid management

decisions made.
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Program budgeting and fun-ding is the oldc: o o0 ' "oy o 4l CO/OR
Project. Committee work on the basic cuidalite s Lo 0 oser o yoor ond
a half ago. This committee, composed of Presii~nt > Lica of Scarritt,
Associate Provost Clanton of Vanderbili, and Vico-T. 220U Yexee of Pea-

Y

body, has leen striving to find workable solutions to {1e complex {inan-

cial prcblems of the JUL. At thc outrei of th-ir dircuaieions feur
objectives were listed as obtainable. Thuy are:

1. Devise a plan of financial suprort vhich vill ensura
orderly library developmant basad on bhudgets which
fairly reflect the relative benefit to the ccolemic
programs of the parent institutions.

2. Provide the means whercby each parcnt institution
may equitably distribute library costs to iils
schools and/or departments.

3. Establish a mechanism which will provide increascd
faculty influence over the movem2nt of finauncial
resources into selected areas of libriry scrvice
and/or collections growth.

4, Divorce, in so far as possible, the JUL budget

approval mechanism from the disparate budgeting
processes inherent in a tripartite ownership.

Due to the efforts of this committec, the Executive Conmittee of
the Board of Library Trustees has established July 1, 1973 as the date

for implementation of this budgeting/funding systom.

What is Program Budgqeting?

Program budgeting is nothing mnore than an explanailion of the proposed

expenditures in terms of accomplishments and results, rather than in terms

of the material and manposer needed to achicve Lhese results. Esdentially,
it is the practice of telling what the library intelds to de with the woney

it requests and of showing how much mousy is ncedid to carry out each phase
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of the lidrary proorin. 110 ite sligpless rorrg prograa budgeting involves
two bos'e steps; i.e., determinstion of programs of work, and calenlating ;n
the costs of these prograws.

The first step, identifying programs, entails the grouping of like
functions or activities. This is easily accomplished because the JUI.
organizational structure is essentially a functional onec.

The second step, costing the identified programs, is less easily
accomplished because it involves classifying all costs into one of +wo
catagories:

l. Fixed costs - those which vary only with the size of

the total operation and not with an individual programs

workload; e.g., building maintenance and some admini-

strative duties.

2. Variable costs - those which vary directly with the

volume of work produced or the hours of service

rendered; e.g., cataloging and reference.
This breakdown reveals to the budgeting authorities the costs which will
be affected by their action on a specific program, while showing what the
constant costs will be.

An important characteristie of program budgeting is that costs are
not measured only in dollars. The other vital element is cost in terms
of man hours. Because salaries vary from one level of employee to another,
man~hours expended per unit of work accomplished or hours of service ren-
dered becomes the meaningful measurement of program staff requirerents.

In order to determine the number of man hours needed for each Program
an accurate work unit, measuring the amount of work performed by cach pro-~
gram, must be discerned. This performance factor must express an output
in terms of things produced, e.g., for Cataloying, the number of titles
or volumes processed; for Referencve, the nweber of questions ansvored.

The output melectsd must be {he onc which re.flects the prinary aim ov

parpore of the progrum,
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What is Progoam Muodiog?

——

Fundamentally, proygram funding is the process of disaygregating
program costs in terms of benefit to specific user groups or acadomic
programs. The resulting program cost-program benefit grid will permit
the equitable allocation of library coists to the beneficiary parenti in-
stitution, and in turn, to the specific beneficiary academic progran

or user group.
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TASK ANALYSIS

The goal of the Task Analysis is to obtain information on what
functions are performed, in what work area, approximately how much time
is consumed, and, in some instances, What measured output can be acsociated
with the task thus performed. For the study to be meaningful, every
participant must make an honest effort to Keep track of how he actually
spends his time. No one must speed up to "look good" and no one shoula
slow down in order to emphasize their currently understaffed condition
(this might be interpreted as inefficicncyi)

Since this is not a time and motion study, obviously fiqures
obtained in some areas will be inexact. For example, an assigtant at
a circulation desk during a slow period may charge out only three books
du;ing an hour, answer a few questions scattered throughout the period,
but spend most of her time filing charge cards. Although the total
time will be an exact figure, it will be necessary to usc estimates of
time spent on each task. Supervisors are expected to ensure that' the
time and quantity data reported for their departments are accurate to
within 258 of the true values. This tolerance is an upper bound for
difficult to measure tasks; a much better estimate is expected on tasks
less hard to measure.

On the following sheets are listed tasks (program elements)
identified as they arc performed in the various departments in the
Central Division of the JUL. The Central Library was selected because

its work is divided into more different units than the others in the

v

ystem. Since the same vasks are performed in other JUL libraries,

though not necessarily in the same scguence, nmajor difficulties are not




aitrerpataed in oveing ths sane talll formal,

Much time has bheen spent on identifying and listing thece
standard tasks, but some items may have been omitted or misstated.
Comments from supervisors will be appreciated. It should be kept in

mind, however, that individual tasks are identified, rot all activitics

connected with any position in any department.

Data Collection Procedures

On the appointed date, all personnel in the JUL system will start
recoraing the amount of time they spend on each of the tasks and, if
applicable, will measure the quantity of work connected with thosa
tasks. If, in accounting for a full work day, it is discovered that some
task appears not to fit any function listed, the supervisor shnuld scec
that careful note is made of the work don2 and should communicate as soon
as possib’e with Elcanor Morrissey (telephone 322-7438),

The exact technique used to keep track of time and quantities
will not be preséribed but left up to the individual supervisor. Some
departments may wish to make up tally sheets with only those taskg
listed which concern an individual; others will ask that records be kept
on a P-slip or desk calendar and transferred at the end of the day to a
form sheet. In the end, however, each supervisor is responsible foir {urn-
ing in a full report of all activities in the department within the bounds
of accuracy already stated.

There are some situations where work shows scasonal variation, such
as, the time during which books are being pulled from regular stacks to
be placed on reserve. rhe supervisors should@ inform tha Systcas
Analy :t of these periods in the'r work so that specinl provisﬁon con

be made to cov:r the activities,

AVMLABLE,
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The time sheet has heen designed to be both easy to understand and
to use. A copy is inciuded on page 27 and a fow typical entries made
to aid in explanation. The time sheet contains columns and rows. The
rows running across the page provide spaces for recording data for many
tasks each day and for entering wcekfy totals. The vertical columns
are provided for recording data on each task undertaken by an employec
during each day of the week. Any "block" on the shect may contain
either a time measurement or a time and quantity measurement. One
"block" is used for each day that a particular task is performed. Time
is to be recorded above the dotted line in a "block" and quantities

below it. It is imperative that numbers of quantities be recorded for

those tacks requiring it! The "quantity related tasks" are easily ascer~
tained from the surtmary sheet for each module of work headed "Program
Elements by Sector." If no quantities are measured for such tasks, zeros
should be entered to indicate that the quantity measurement was considered,
but that the number measured was zero.

Data fields for the time sheet are as follows with circled Aﬁmbers
indicating the one being described:

Enter the day and month - the week ending always on Saturday.

If you have more than 17 tasks during any one week, vou will neeqd

to use more than one sheet. Enter the number of this sheet in the
first space and the total number of sheets in the sccond.

(:) Circle the number in front of the proper employment classification.
(:) mnter employee number.

Enter the four-digit tosk number for which data is to be rccoj;ded.
Accuracy here is very important.

(E) Enter the time in minutes sprnt on the task covered by this colurn
{ on the day covered by this row.
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If there are measured quantities asusociated with the task in this
particular column, record the reasured number of units of the quantity.

Add up the minutes spent during the week on the task' covered by this
column and enter the total here. It is the sum of the minutes re-
corded above the dotted lines in this column.

The aum of the weekly totals for tasks should be reccicded in this
block in the column at the right edge of the sheet. 7The total number
of minutes in a 40-hour week is 2400,

Add the figures below the dotted lines in the column to arrive at

the weekly total for each task for which measured quantities are
required.

Enter name of the employee.

Enter total hours scheduled per week. For full-time employees,
this will be identical with total time reportcd under all tasks
(Block 9). For part-time employees, the hours scheduled per week
may not equal the figures in Block 9.
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Supcrvinion ond Genegral Activities Mriule — Measured Ouantities
2510 staff and/or department head meetings -
2515 Policy formulations, implencntation and -
monitoring
2520 Budget developwent and wmodification -
2523 Budget control \ -
2525 Facilities planning and utilization -
2530 Personnel management -
2535 staff problem solvina -
2540 Operations problem sSolving -
2545 Public relations -
‘ 2550 Security and behavior problems -
2555 Reports -
2564 Annual leave -
2566 Holidays -
2568 ECick leave -
2570 Leave without pay -
2572 Rest hreaks -
2574 Educational release time -
2576 Travel N
2578 MNon-job oriented meetings -
2580 Entertaining guests - "

2595 Time keeping -
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it Ccodes

TASK ANALYSIS

01XX ADMINISTRATION 40XX
0101 Director's Office
0103 Comptroller's Office
0104 Dpata Processing
0106 Assistant Director's Office
0108 Personnel '
0109 Research and Developnent
CENTRAL 50xXX
1011 Book Acquisitions
1013 Book Cataloging
1015 Catalog Maintenencz
1016 Serial Acquisitions
1018 Serial Cataloging
1020 Reclassification
1025 Circulation
1026 Documents
1027 1Inter-Library
1028 Reference
102% Reserve
1036 Special Collections
1037 Science
3038 TV News
1040 Observatory 6062
DIVINITY 6065
2010 Unit Administration
2011 Acquisitions
2013 cCataloging
2016 Serials
2025 Circulation
2028 Referernce
2035 Kesler
LAW
3010 Unit Administration
3011 Acquisitions
3013 Cataloging
3016 Serials
3025 Circulation
3028 Pefercnce

MEDICINE

4010 Unit Administration

4011 Acquisitions

4013 Cataloging

4016 Serials

4025 Circulation

4028 Reference

PEABODY

GENERAL -

* 5010 Unit Administration
5011 Acquisitions
5013 cataloging
5016 Periodicals
5025 Circulation
5028 Reference

Branches
5051 Music
5053 Library Science
5055 PCBC
5060 Dem. School
MANAGEMENT
SCARRITT
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Technical Public
Hodule munbor and title __Mmiristrotion Services Services
2001 Keyypunch or verify 2001
2101 Sort 2101
2201 sccounting machine 2201
2301 Data processing monual tacks 2301
2501 Supcrvision and gencral activitics 2501 2501 2501
2701 Office 2701 2701 2701
2801 Collections developinent 2801 2801 2801,
2901 Biblioyrapiiic scarch 2901 2901
3101 New title acquisitions 3101 3101
3301 014 serial title acquisitions 3301 3301
350] New title reccipt ’ 3501 3501
3701 01d scrial title receipt 3701 3701
3901 Binding 3901 3901
4101 Exchange 4101
4301 Standard catalog 4301
4501 Original catalog 4501 4501
4701 Subjcct authority 4701
4901 Analytics 4901
5i0) Addcd volume and identical copy 5101
5302 Record control 5301
5501 Marking 5501
5701 Typing 5701
5901 riling 5901 5901
7001 Book charge 7001
7201 Book discharge 7201
7401 Hold, recall, lost books, and
replacement : 7401 7401
7601 Overdue and long term loan . ‘ 7601
7801 Borrower records ) 7801 °
8001 Reserve preparation 8001
. 8201 Non-book 8201
8301 Audio-visual 8301
8401 Copying ’ ) ' 8401
8601 Shelving 8601 8601
8801 Refercnce and information 8801 8801].
9001 Intcrlibrary loans 9001
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Data Processing

p. 1
PROGRAM ELEMENTS BY SECTOR

—mt e et

2001 KEYPUNCH OR VERIFY MODULE MEASURED QUANTITIES

v

v

2010 SOLVE T'ROBLEMS. Unforeseen contingencies -~
directly related to the functions noted
below which would not ordinarily be
handled by routine procedures associated
with the functions as defined.

2015 ORDERS, SEARCHEDS, AND BOOKS. Key- Decks keypurched
punching order decks; also correcting
errors. (Daily)

2020 STATUS CHANGES. Keypunch change and -
deletion cards to alter records on
orders outstanding. (Weekly)

2025 SERIALS, Keypunching and correcting -
decks. (Daily)

2030 BINDING AND BOOK FUND ACCOUNTING. Prep- -
aration of encumbrance and payment
cards. (Weekly)

2035 GENERAI ACCOUNTING. Preparation of -
payment cards and corrections for
liability listing. (Wcekly)

2040 BI-WEEKLY LISTS: PAYROLL. Key- -
punching for Payroll Control, key-
punching from Payroll Control,
Payroll distribution, Budget Status, v
FICA report, and any changes.

2041 BI-WEEKLY LISTS: ANNUAL LEAVE INTERIM -
REPORT. Keypunch activity.

P Y Py

2050 MONTHLY LISTS: MONTH ENDING LEDGER. -
Keypunch Zournal entries.

L B

2051 MONTHLY LISTS: STOCK. Keypunch from -
requisitions and purchase orders. s

2052 MONTHLY LISTS: PERSOWWEL. Keypunch -
changes and additions. B
2053 MONTHLY LISTS: BENEl'1%:s,  Keypuuch -

c¢hanges and additions.

2054 MONTHLY LISTS: MONTHLY PAYROLL, -
Keypunch changes.

2055 MONTHLY LISTS: WORK C:'DIl'.. Key= -
punch changes and addit.ionse.
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PROGR2!M ELFMENTS BY SECTOR

2001  KEYPUNCH OR VERIFY MODUTE (CONTINUED)

NM\AB\E Data Procc

pP. 2

2C60
2061
2070
2071

2080

2085

QUARTERLY LISTS: PERSONNLL LISTS. KXey-
punch additions and changcs.

OUARTERLY LISTS: BUDGET.ANALYSIS. Key-
punch additions and changes.

YEARLY LISTS: EMPLOYEES LETTER.
Keypunch.

YEARLY LISTS: INVENTOKY ON EQUIPMENT.
Keypunch and changes.

PROGRAMS, TASK ANAIYSIS

MISCELLANEOUS

MEASURED QUANTITITS
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Data Procossing

oy N
RSt w p. 3

Ny e
PROGRANM ELEMENYS BY SECIOR

2101° SORT MODULE MEASURED QUANTITIES

2110 SOLVE PROBLE!NS. Unforeseen contingencics
directly related tc the functions noted
below which would not ordinarily be
randled by routine procedures asscciated
with the functions as defin?d.

2115 ORDERS, SEARCHES, AND BOOKS, Separating =
payment cards. (Daily)

2120 STATUS CHANGES. Sort changes and -
deletions to alter listing on orders
outstanding. (Weekly)

2125 SERIALS. Sequencing by I. D. Number, -
(Paily)

2130 BINDING AND BOOK FUND ACCOUNTING. Sort -
by fund and division. (Weekly)

2132 STATISTICAL REPORTS. Sequencing cards., -
(Monthly)

2134 DEPARTMENTAL BOOK FUND REPORT, Se- -
quencing cards. (Monthly)

2135 GENERAL ACCOUNTING. Sequencing -
cards. (Weekly)

2140 BI~WEEKLY LISTS: PAYROLL., Sequencing - -
cards.

. . 2141 BI-WEEKLY LISTS: ANNUAL LEAVE INTERIM -
REPORT. Sequencing cards.

7772150 'MONTHLY LISTS: MONTH ENDING REPORT. -
Sequence cards.

B s Do e o o e .
2151 MONTHLY LISTS: STOCK. Sequence cards. -
#m=em2152 “MONTHLY LISTS: PERSONNEL. Sequence -
cards.
2153 MONTHLY LISTS: BEUNEFITS. Scguence -
cards.
2154 MONTHLY LISTS: MONTHLY PAYROLL. -
Sequencing cards.
( 2155 MONTHLY LISTS: WORK ORDLRS. Se- -

quencing cards.,,




Data Peocening

p. 4 el

PROGRAM EILFMENIS BY SECULOR

2101 SCRT MODULE (CONTINUED) MELRGUNFD (v s

2160 QUARTERLY LISTS: PERSONNEL, -
Sequencing cards.

2161 QUARTERLY I.ISTS: BUDGET ANALYSIS, -

. *
Sequencing cards. \

2170 YEARLY LISTS: EMPLOYEES LETTER. -
Sequencing cards,

2171 YEARLY LISTS: INVENTORY ON -
EQUIPMENT, Sequencing cards.

2180 PROGRAMS, TASK ANALYSIS

2185 MISCELLANEOUS

& e arde dbeon S RIEs Ay .

e T et AN AT
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2201 ACCOUNTING MACHINE MODULE ) MEASURED QUANTITIES

-

2210 SOLVE PROBLEXS, Unforescen contingencies -
directly reclated to the functions noied
below which would not ordinarily be
handled by routine procedures associated
with the functions as defined,

A

2215 ORDERS, SEARCHES, AND BOOKS. Printing -

order control and order forms. (Daily)

2220 BINDING AND BOOK FUND ACCOUNTING, -
Proving payment cards, detail and
summary listings. (Weekly)

2225 STATISTICAL REPORTS. Printing and -
summary punching statistics. (Monthly)

2230 DEPARTMENTAL BOOK FUND REPORT., Selec- -
tive printing. (Monthly)

2235 GENERAL ACCOUNTING, Proving cards, cost -
distribution, liability listing, checks
and check register. (Weekly)

2240 BI-WEEKLY LISTS: PAYROLL, Produce Pay- -
roll Controls, prove Activity cards,
from time sheets; cost distribution,
Budget Status, FICA report.

2241 BI-WEEKLY LISTS: ANNUAL LEAVE INTERIM -
JORT, List without summary cards. v
2250 MONTHLY LISTS: MONTH ENDING REPORT, -
s mw Prove journal entries' monthly report.
Suffix run.
2251 MONTHLY LISTS: STOCK. Cost distribution -
and Budget Status.
2252 MOJNTHLY LISTS: PERSONNEL., Position -
oyt o e P13 Reports, employee lists. Annual, sick,
and personal leave,
Ty e 2253 MONTHLY LISTS: BENEFITS. TIAA, Life, -

Hospital Disability.

2254 MONTHLY LTSTS: MONTULY PAYRQILL, Co=st -
distribution,

2255 MONTHLY LISTS: WORK OLhkiS. Proeduce -
list,
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2201  ACCOUNTING MACHINE MODULE (CONTINITH) MEASURED QUANT.TTRS

2260 OQUARTERLY LISTS: BUDGET STATUS REDOLT, -
list and summary cards.

2261 QUARTERLY LISTS: PERSONEI, Staff -
mailing, Departmental mailing lists,
Date of hire. Date of birth.

2270 YEARLY LISTS: EMPLOYEES LETTER. Pro- -
duce letter.

2271 YEARLY LISTS: INVENTORY ON EQUIPMENT, -
Sequencing.

2280 REFORTS ON REQUEST: CHART OF ACCCULTS. -

2281 REPORTS ON REQUEST: BUDGET STATUS -
ANALYSIS,
2282 REPORTS ON REQUEST: HOURS KREPORT. -

2290 MISCELLANEOUS
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2301 DATA PROCESSING MANUAL TASKS MODULE . MEASURED QUANTITIES

2310 SOLVE PROBLES, Unforeseen contingencies -
directly related to the functions noted
below which would not ordinarily be
handled by routine procedures associated
with the functions as defined.

\
2315 ORDERS, SEARCHES, AND BOOKS. Stamping -
order numbers, checking and separating
card decks, proofreading. (Daily)

2320 ORDERS OUTSTANDING STATUS. Prepare -
tapes and cards to go to the
Computer Center, make corrections after
orders outstanding is received from the
Computer Center. (Weekly)

2325 BINDING AND BOOK FUND ACCOUNTING, Check-
ing cards. (Weekly)

2330 DISTRIBUTION QF BOOK FUNDS. Taking -
reports to xerox and addressing. (Weekly)
2335 PROCEDURES UP-DATE. -
2340 ACQUISITIONS AND SERIAIS., Error -
detection and correction.
2345 COMPTROLLER, Error detection and -
correction. Accounting: £ind the
reason for report being out of balance. -

Specify the areas.

2350 SERIALS, Proofing cards or print-outs, -
Interfiling slips. (Daily)

2360 MISCELLANEOUS

L it ok & g
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2501 SUPERVISION 2D GIUINKAL ACTIVIFIES I'ONULE

-

2510 STAFF AND/OR DEPARTMENT HEAD MEETINGS. Attendance at
regular and special mectings.,

2515 POLICY FORMULATIONS, ITMPLEMENTATION AND MONTTORING. Work
on policy matters affecting a department, a divigion, or
the entire JUL system. €his will include development of
policies which extend into the community, e.g., use of
the JUL by persons outside the university center.

2520 BUDGET DEVELOPMENT AND MODIFICATION, Planning budget for
staff, equipment, supplies, etc.; also modifications to
approved budget.

2523 BUDGET CONTROL. Control of time sheets and payroll action
reports; requisitioninu and receiving of supplies; monitoring
free balances in various funds; preparation of money for
deposit.

2525 FACILITIES PLANNING AND UTILIZATION. Plans for best use of
physical area and furniture presently available to a library
unit; also proposals for needed expansion.

{ ' 2530 PERSONNEL MANAGEMENT. Interviewing persons for employment ;
preparation of job descriptions, evaluation reports; arrang-
ing work schedules; planning for annual leaves; training new
staff members on methods and procedures.

2535 STAFF PROBLEM SOLVING. Handling of any problems concerning
staff members in a library unit, such as, morale, rapport
within department and within system, career plans, benefits
program of the JUL, etc.

2540 OFERATIONS PROBLEM SOLVING. Work on problems connected with
established methods and procedures within library unit.

2545 PUBLIC RELATIONS., Includes inter-departmental and inter-
divisional activities; also contacts with the faculty, stu-
dents, and general public which d» not fall into one of the
Standard Tasks identified.

2550 SECURITY AND BEHAVIOR PROBLEMS. Involves following established
procedures in dealing with incidents.

2555 REPORTS. Includes regular reports to the JUL adminigtration,
also special reports as needed.

2564 PMNMWUAL LEAVE, Paid vacation timo.

2566 HCLIDAYS. Paid holiday time.
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2501 SUPERVISION ZND_GUNDRM!, ACTIVITIES MODULE (CCRTINUED)

2568 SICK LEAVE, Paid time while away from work because of
personal illness.

2570 LEAVE WITHOUT PAY. All leave without pay for whatever
purpose.

2572 REST BREAKS., Time spent\on coffee breaks and any other ex=
cused time not included in another category. Lunch tine is
not counted in a workina day and should not be reported here. -

2574 EDUCATIONAL RELEASE TIME. All excused time spent in regular-
ly scheduled classes, spxcial training sessions, conferences,
etc.

2576 TRAVEL. Time epent for which pay is received, in getting to
2 location other than an employee's reqular work station in
order to perform an assigned task. For instance, attendance
at a meeting might include two days of travel and three at
the meeting. Two days should be reported as Travel and three
days as Educational Release Time.

2578 NON~JOB ORIENTED MEETINGS. All excused time spent in activities
not directly connected with the employee's reqular work, i.e.,
time spent in committee work on campus, on library association
activities.

2580 ENTERTAINING GUESTS. Time spent showing guests around the
library, taking them to lunch, etc.

2595 TIME KEEPING. Includes only the time needed to keep up with
minutes spent and quantities produced under the Standard Tasks.
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Office Module

2710
2715
2729
2725
2730
2735
2740
2745
2750
2755
2760
2765
2770

Solve pioblens

Handle mail

Answer telephone

Receive and file order requests
Type and file \
Make records on gifts

Return requests to faculty
Update vendor file

Take books to Book Cataloging
Sort LC depository cards

File and pull from depository catalog
Asgsign carrels and lockers

Handle new addi:ions to collections

_Moazured Quantities

Requests received

Cards filed

Spaces assigned
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OFFICE MODULE
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2710

2715

2720

2725

2730

2735

2740

2745

2750

2755

2760

—

SOLVE PROBLEMS. Unforeseen contingencies directly related
tc the functions noted below which would not ordinarily be
handled by routine procedures associated with the functions
as defined.

Y
HANDLE MAIL. Opening, sorting, and distribution of all mail
cther than packages.

ANSWER TELEPHONE. Receiving and handling calls concerning

activities not specitically defined by one of the $tandard
Tasks.

RECEIVE AND FILE ORDER REQUESTS. Routine receipt of request
cards, stamping date of receipt, and interfiling in file of
order requests awaiting processing,

TYPE AND FILE. Typing of letters, reports, etc. and main-
tenance of correspondence files.

MAKE RECORDS ON GIFTS. Typing of cards for gift file, add-
ing to such cards, typing gift labels for books, selecting
gift plates from file, inserting in volumes.

RETURN REQUESTS TO FACULTY. Routine return of cards for
titles already in the collections or on order. Other ques-
tions concerning a request will put the activity into Task
3115, CONTACT FACULTY REGARDING ORDERS AND FUNDS.

UPDATE VENDOR FILE. Involves assignment of vendor number to
new name to be added to the file, notification of proper units
of the addition; also periodic weeding of file.

TAKE BOOKS TO BOOK CATALOGING. Pulling, from proper category
of volumes awaiting cataloging, books for a particular cata-
loger or standard catalojer, removing records, and delivering
books to the cataloger and record cards to proper units.,

SORT LC DFEPOSITORY CARDS. Selecting cards for certain catego=
ries of material to be sent elsewhere or discarded.

FILE AND PULL FROM DEPOSTTORY CATALOG. Interfiling of cards
to be filed into catalog, filing of cards and/or slip from
multiple order form intu catalog. pulling of cards or slips
from catalog as bumped by matching cards or slip4,

IS3IGN CARREIS 72D LOCKEKRS . Assigning space, making records,
issuing keys, collecting deposits.

IRNDLE W¥W ADDITIONS 10O COLLECTIONS, Receiving frcm techrical
services new material for collection; removing request, cards
and retvrning them to faculty momber reguesting purchasc.
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Bibliographic Search Madule

2910
2915

2920

2925
2930
2935
2940

2945

2950

teasured OQuantities

Solve problens

Check requests against Public Catalog
and Orders Outstanding

Check requests against Serial Record
and Serial Pullications in the JUL

Complete bibliographic verification
Revise bibliograpvhic verification
Perform post-receipt check

Check gifts or blanket orders against
Public Catalog and Orcders Outstanding

Make decision on unsolicited gifts and
deposits

Prepare gifts for Data Processing

Requests checked

Requasts checked

Requests completed

Titles checked

Gifts checked
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PROGRAM ELEMENT DEFINITIONS

2901 BIRLIOGRAPHIC SEARCH MODULE

2910

2915

2920

2925

2930

2935

2940

2945

2950

SOLVE PROBLEMS. Unforeseen contingencies directly related
to the functions noted below which would not ordinarily be
handled by routine procedures associated with the functions
as defined.

A
CHECK REQUESTS AGAINST PUELIC CATALOG AND ORDERS. Involves
picking up of all information called for by procedure manual:
call number of identical copy, verification of names, etc.

CHECK REQUESTS AGAINST SERYAL RECORD AND SERTAL PUBLICATIONS -

IN THE JUL. Involves checking under title of serial to pick

up information on holdings in system, possible standing order,
etc.

COMPLETE BIBLIOGRAPHIC VERIFICATION. Includes entire search-
ing procedure to (1) pick up depository card or LC copy from
catalogs; (2) verification from other accepted bibliographies;
(3) establishment of status: not yet published, in print,

out of print.

REVISE BIBLIOGRAPHIC VERIILICATION. Checking of work of biblio-
graphic searchers for accuracy and comprehensiveness, including
return of cards to searchers with suggestion for further work,

PERFORM POST-RECEIPT CHECK. Attempted verification, with
book in hand, of titles not completel:’ verified prior to
order. Also re-verification of an item which does not en-
tirely match order.

CHECK GIFTS OR BLANKET ORDERS AGAINST PUBLIC CATALOG AND
ORDERS. 1Involves picking up of all information called for
by procedure manual: call number of identical copy, verifi-
cation of names, etc.

MAKE DECISION ON UNSOLICITED GIFTS AND DEPOSITS. Includes
making decision or obtaining decision from another staff
member or faculty member on whether a title or volume should
be added to collection or discarded.

PREPARE GIFTS FOR DATA PROCESSING. Incl-des writing jecessary
information on checking slips to enable Data Processing to key-
punch and run proccssing slips.




New Titlc Acquisitions Module
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3110
3115

3120

3125

3130
3135

3140

3145

3150
3155
3160

3165

Moasured Quantities

Solve problems

Contact faculty regarding orders and
funds

Review requests, assign fund numbers,
select vendors \

Interchange with other acquisitions
units

Monitor all funds

Prepare request cards fox Data
Processing

Receive material from Data Processing
and mail orders

Check new Orders Out lists for possible
duplication

Claim overdue orders
Handle reports from vendors

Handle work on back serial volumes
or out~-of~prints

Solicit gift, exhange, and deposit
titles

Orders mailed

Orders claimed

Titles requested
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3101 NEW TITIE ACQUISITTONS MCDULE

3110 SOLVE PROBLEMS, Unforeseen contingencies directly related
to the functions noted below which would not ordinarily be
handled by routin~ procedures associated with the functions
as defined.

3115 CONTACT FACULTY REGARDING ORDERS AND FUNDS. Includes all
comnunication with faculty: solicitation of orders, ques-
tions on individual requests, establishment of priority on
requests if funds are not sufficient, etc.

3120 REVIEW REQUESTS, ASSIGN FUND NUMBERS, SELECT VENDORS. This
task may be performed as requests are taken from file await-
ing processing, or immediately prior to Task 3135, PREPARE
REQUEST CARDS FOR DATA PROCESSING, or in connection with
Task 3130, MONITOR ALL FUNDS.

3125 INTERCHANGE WITH OTHER MQUISITIONS UNITS. Referring of
requests to the proper department. It is not always obvious
to the requestor which department will handle an order =--
Book Acquisitions, Serial Acquisitions, Documents. Also,
this fact may be discovered only through the verification
process.

3130 MONITOR ALL FUNDS. Includes determination of need for
soliciting orders or for notification that requests must
be held for lack of funds. Also includes activity in
Documents Department to replenish deposit accounts.

3135 PREPARE REQUEST CAPDS FOR DATA PROCESSING. Involves.sort-
ing, after bibliographic searching, by vendor and by fund
with appropriate flags inserted to enable Data Processing
to function effectively and efficiently.

3140 RECEIVE MATERIAL FROM DATA PROCESSING AND MAIL ORDERS.
Includes bursting multiple forms for both orders, gifts, and
blanket orders. For orders, includes typing and stuffing of
envelopes, inserting Order Control sheets in binder, adding
order folders to file, as well as actual mailing of orders.

3145 CHECK ¥W&W ORDERS OUT LISTS FOR POSSIBLE DUPLICATION.
Scanning of new Orders Out list or supplement for indication
of possihle duplication; detcriming if duplication exists and
proper coursce of action.

3150 CLAIM OVERDUE ORDERS, Includes individual claims and periodic
sending of claim letb..xe,

3155 HANDLE KEPORTS FRO' ViNDORS., Proper action taken to change
( from one vendor to ano'her, to cancel, to change status from
order to search or vice versn, to note date due, elc,
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3101 NEW TITLE AZQUISITIONS_MODULE (CONTINUED)

3160 HANDLE WORK ON BACK SERIAL VOL' 'S OR QUT-QF-PRINTS.
Includes advertising, searching vendor catalogs, receipt

of quotations, acceptance of quotes, change of internal
records.

3165 SOLICIT GIFT, EXCHANGE, AND DEPOSIT TITLES. Writing letters
to issuing agencies for separate books or to have the JUL
added to the mailing list for free serials. This includes
requexzts for government publications.
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"
0ld Sexrial Title Accuisiticns Module Veasured Ouantities
3310 Solve problems -
3315 Check receipt records -

3320 Notify other units of changes -
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3301 OID SERIAL TITLE ACQUISITTONS MODULY

3310 SOLVE PROBLEMS. Unforeseen contingencies directly relatcd
to the functions noted below which would not ordinarily he

handled by routine procedures associated with the functions
as defined.

3315 CHECK RECEIPT RECORDS. Includes regular checking of records

on titles supposedly received currently and claiming of in-
active titles.

3320 NOTIFY OTHER UNITS OF CHANGES. Includes notice to various

other units of change in title of a serial or ceased publica-
tion, etc.
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New Title Rcceipt Module

3510
3515

3520
3525

3530
3535

3540

Solve problems

Unpack orders, gifts, exchanges, and
daposits

Receive new material

)
Make permancnt records and handle
invoices

Correspond with vendors

Handle changes in Orders Outstanding
records

Accession volumes or assign identifica-
tion numbers

a3

[

JMesoured Quantities

Vols. or ID numhers
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3501  NEW TITLS RECEIDT MODUTE

3510

3515

3520

3525

3530

3535

3540

3545

SOLVE PROBLEMS. Unforeseen contingencics directly related

to the functions noted below which would not ordinarily be

handled by routine procecdures associated with the functions
as defined.

A
UNPACK ORDERS, GIFYS, EXCHANGES, DEPOSITS. Involves selec-
tion of packages which beclong to one work unit and rejecting
those belonging to another: unpacking and placing volumes on
truck with label from package, watching for enclosed or
attached invoices and packing slips.

RECEIVE NEW MATERIAL. Includes pulling order foclders from
file, checking against records in folders to determine whether
or not correct material has been sent, checking againgt in-
voice. Also includes checking of government publications
against depository shipping lists.

MAKE PERMANENT RECORDS AND HANDLE INVOICES. Posting of
receipt and preparing invoices for payment.

CORRESPOND WITH VENDORS. Includes all comminication about
problems of receipt or non~receipt of material and/or in-
voices, returning books, maintaining control of file of
unpaid invoices.

HANDLE CHANGES IN ORDERS OUTSTANDING RECORDS. Includes send-
ing information to Data Processing to change records to reflect
material in process of cataloging, partial receipt of order,
material received without invoice, advance payments, etc.

ACCESSION VOLUMES OR ASSIGN IDENTIFICATION NUMBERS. Includes
actual stamping of books and routing to proper destination
and sending punch cards to Data Processing; also assiguing of
ID numbers to serial titles.

CLEAR RECORDS AND NOTIFY FACULTY. Marking and shifting of
acquisitions records, after cataloging; also sending notices
to faculty of new titles being received on standing order.
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0ld Serial Title Receipt Module M D e R ag
3710 Solve problems -
3715 Receive new pieces on old standing oxder Diecrs received
or deposit
3720 Claim missing pieces Piece: clainad
\
3725 Renew subscriptions Subscriptions renewed

O

ERIC

Aruitoxt provided by Eic:
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SOLVE TROBIUM3.  Unforeseen contingencies directly relatcd
to the functicns noted below which would not ordinarily be
handled by routine procedures associated with the functions
as defincd.

RECEIVE NEW PJECES ON OLD STANDING ORDER OR DEPOSIT.
Involves posting on holdings records and routing of material
to proper destination; also, posting payment records and
approving invoices for payment; noting volumes to be pick-
ed up for binding.

CLAIM MISSING PIECES. Routine claims for material noted
as missing when another issue is received.

RENEW SUBSCRIPTIONS. Includes check of records to sce if
payment is due, etc., also posting and coding invoices for
payment.
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Binding Module

Mrnoous. & .

3910
3915
3620
3925
3930

Solve probloms

Pick up material from shelves
Order missing numbers Numbers orde:-d
Prepare and send to bindery Items sont

Receive from bindery
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3901 BI.IDING MODUJLM

3910

3915

3920

3925

3930

SOLVE PROBLEMS. Unforeseen contingencies directly related
to the functions noted below which would not ordirarily be
handled by routine procedures associated with the ftunctions
as defined.

\
PICK UP MATERIAL FROM SEELVES. Notations made under Task 371%,
RECEIVE NEW PIECES ON OLD STANDING ORDER OR DEPOS1T, or as a
result of special checking of records, initiate a gathering
from shelves of material to be bound.

ORDER MISSING NUMBERS. Following special procedures, miss-
ing numbers are ordered, received, payment made, added to
other issues to go to bindery.

PREPARE AND SEND TO BINDERY. Separate boolks marked to show
binding title; regular binding slips and records made on
serial volumes; lists typed.

RECEIVE FROM BINDERY. Includes checking volumes against in-
voice, making proper records, routing volumes to prover destina-
tion, approving invoices for payment.




EROCUM BENNIS TV, SECTOR g
Exchange holule . Measured Ouantities
4110 Solve problews -
4115 Correspond with oth»t Libraries -
4120 Obtain material to be sent on exchange -
4125 Mail exchanges N Items sent
4130 Record material sent -
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4101 EMCHETH MODUTE

4110

4115

4120

4130

SOLVE PROBLEMS. Unforeceen contingencies directly related
to the functions noted below which would not orxdinarily be

handled by routine procedures associated with the functions
as defined.

CORRESPOND WITH OTHER LIBRARIES. Includes writing about

titles desired by the JUL and those sent by the JUL to
othe:x libraries.

OBTAIN MATERIAL TO BE SINT ON EXCHANGE. Involves maintain-
ing records of source of material to be sent on exchange,
actual solicitation of material, and sending for it.

MAIL EXCHANGES. Requesting address labels from Data
Processing, stuffing envelopes, and mailing.

RECORD MATERIAL SENT. Recording each mailing in proper files.




PROGI/M FLEMONTS BY SECTOR

Standard Catalog Module _Measured Quantities

4310 Solve problems -
4315 Handle titles with LC copy Titles cataloged
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430)  STANDAED CATALOG MODUIR

4310

4315

SOLVE PROBLEMS. Unforeseen contingencics dirccely related
to the functions noted below which would not ordinarily be

handled by routine procedures associated with the functions
as defined.

Y
HANDLE TITLES WITH LC COPY. involves work, according to
established procedures, of examining book and 1.C copy to
deteimine that they match, handling slips and material.
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Original Cataloyg Module Measw-ed Quantities
4510 Solve problems -
4515 Verify bibliographic information -
4520 Check authority files -
4525 Make decision on monographic series -
4530 Revise series decisions -
4535 Catalog and classify library material Titles cataloged
4540 Recatalog and/or reclassify library Titles handled
material

A545 Make reports to Serial Project -
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ORIGINAL CATAT(YI MODUIY

4510

4515

4520

4525

4530

4535

4540

4545

o - ~—

SOLVE PROBLEMS. Unforeseen coatingencices directly related
to the functions noted beluw which would not ordinarily be
handled by routine procedures associated with the functioans
as defined.

VERIFY BIBLIOGRAPHIC INFORMATION. Includes searching for LC
copy missed by searchers, finding IC copy on rela:ed titles,
searching for needed information in other bibliographic
sources,

CHECK AUTHORITY FILES. Involves both subject and corporate
authority files; also addition of cards and initiation of
changes as needed.

MAKE DECISION ON MO! DGRAPHIC SERIES. Decision on whether
or not series will be listed in the JUL catalogs, whether
it will be classed together or parts classed separately.

REVISE SERIES DECISIONS. Checking of decision made to see
if it conforms with the JUL policy:; may result in book and
cards being returned to cataloger.

CATALOG AND CLASSIIY LIBRARY MATERIAL. Includes the pro-
fessional work of descriptive cataloging, assigning of
clagssification and Cutter numbers, and preparation of copy
for typist.

RECATALOG AND/OR RECLASSIFY LIBRARY MATERIAL. Redoing of
cataloging or classification if it is found to be faulty
or out of date.

MAKE REPORTS TO SERIAL PROJECT. Preparatic.a of slip as in-
put to computer project.
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Measured OQuentitics

4710 Solve problems

4715 Check headings on cards Headings checked
4720 Make new cards -
4725 Notify catalogers of changes -

N
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SUBJILCT AUTHORITY MONULL

4710

4715

4720

4725

SOLVE PROBLEMS. Unforeseen contingencies directly related

to the functions noted below which would not ordinarily be

handled by routine procedures associated with the functions
as defined.

\

CHECK HEADINCS ON CARDS., 1Involves check of all subject
headings on IC cards submitted by catalogers.

MAKE NEW CARDS. Includes making new cards for the Subject
Authority File and the Public Catalog.

NOTIFY CATALOGERS OF CHANGES. Notificetion of the changes
made in the headings on the cards submitted by catalogers.
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Analytics Module dnesured Quontitios
4910 Solve problems -
4915 Add to contents cards Titles added
4920 Search entries -
4925 Order LC cards -
\




PROGIAM ELIMNENDT DEFINITIONS

4901 ANALYTICS MODULFE

4910 SOLVE PROBLEMS. Unforeseen contingencies directly related
to the functions noted belcow which would not ordinarily be
handled by routine procedures associated with the functions

as defined.
A

4915 ADD 70 CONTENTS CARDS. Involves pulling the cards from
the Public Catalog and adding each piece after entry is
is established, also making new cards for the Public
Catalog and branch catalogs.

4920 SEARCH ENTRIES. Establishing proper entries through
checking bibliographic sources.

4925 ORDER .< CARDS. 1Includes order of the cards, maintenance
oi the order records, and receipt of the cards.




Added

Volume and Identical Copry Module

5110
5115
5120
5125

v

e .-

Solve problems
Check against the Shelf List
Correct problems

Add to the Shelf List and the Public
Catalog '

- o

-

Volumes added
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ADDED VOLUME AND IDERTICAL CC2Y MODULE

5110

5115

5120

5125

—

SOLVE PROBLEM3. Unforeseen contingencics directly related
to the functions noted below which would not ordinarily be

handled by routine procedures associated with the functions
as defined.

A
CHECK AGAINST THE SHELF LIST. Includes determination that
volume can or cannot be added without problems,

CORRECT PROBLEMS. Decision on whether the problem is

understood and is small enough to be corrected or must be
referred to a cataloger.

ADD TO THE SHELF LIST AND THE PUBLIC CATALOG. Actual
addition to both records of the volume number and the
accession nunmber.
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Record Cor Lrol HMocule

5310 Solve problems
5315 Stamp and file vpunch carde Caven
5320 Pull punch cards

fate?
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PROGRAM ELEMENIYT DEFINITIONS &

5301 RECORD CONTROL MODULE

5310 SOLVE PROBLEMS. Unforeseen contingencies diremctly related
tc the functions noted below which would not ordinarily be
handled by routine procedures associated with the functions
ag defined.

Y

5215 STAMP AND FILE PUNCH CARDS. Includes stamping on each vard
the cataloger's initials and the date and interfiling in
the file of titles in the process of cataloging.

5320 PULL PUNCH CARDS. Includes matching the main erntry card,
just before it is filed in the Public Catalogq, to the
the punch card, witndrawing the punch card, and sending
it to Data Processing.
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Marking Module JMeanured Quoentities
5510 Solve problems -
5515 Pencil information in volumes -
5520 Type labels for volumes -
. 5525 Put in bookplates -

\
5530 Revise all marking in finished volune Volunes marked
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MARKING MODULE

5510

5515

5520

5525

5530

SOLVFE PROBLEMG. Unforeseen contincencies directly related
to the functions noted bclow which would not ordinar: ly be

handled by routine procedures associated with the functions
as defined.

)
PENCIL INFORMATION IN VOLUMES. Copying from the cataloger's
work slip the call number and making other notations.

TYPE LABELS FOR VOLUMES. Copying the call number and
accession number on special tape for labeling volumes.

PUT IN BOOKPLATES. Stamping the bookplate or pasting special
plate into books.

REVISE ALL MARKING IN FINISHED VOLUME., Involves comparison

for accuracy of the call number as it appcars in several places
in the volume and on the cards.
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PROGRAM ELEMLUS DY, SECTOR ’
Typina Module _Moosured Quantities
5710 Solve problewms -
5715 Type cards on a regular typewriter Cards typed
5720 Type cards on MCST Cards typed
5725 Revise card typing N -

5730 P?repare cards for duplication -




5701 TYPING MDY

A DL UL S AR AR

B U

5710

5715

5720

5725

5730

SOLVE PROBLEMS, Unforesezn contingencies dircetly related
to the fuuctions noted below which would not ordinarily be
handled by routinz procedurcs associated with the functions
as defined.

TYPE CARDS ON A REGULAR \TYPEWRITER. Includes typing of
the call number and other information on ILC card, also
typing of the headings on full sets of cards.

.TYPE CARDS ON MCST. 1Includes typing of main entry, also play-

ing back of the unit cards.

REVISE CARD TYPING. Revision of the main entries and sets
of cards.

PREPARE CARDS FOR DUPLICATION. Sort by the number of cards
needed, tape together.
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Filing Mocdule JMesswred Ouantities
5910 Solve problems -

5915 Separate card sets -

5920 Arrange the cards for each cataloy -

5925 File in the catalogs Cards filed

5930 Revise filing in catalogs \ -

5935 Pull cards from catalogs -
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FILING MCDHULM

5910

5915

5920

5925

5930

5935

SOLVE PROBLEMS. Unforeseen contingencies directly related
to the functions noted balow which would not oréinorily be
handled by routine procedures associated with the functions
as defined.

A
SEPARATE CARD SETS. Separating cards in set according to
the catalog into which each card will ke filed, i. e., the

Shelf List, the Nashville Union Catalog, the Public
Catalog, etc.

ARRANGE THE CARDS FOR EACH CATALDG. Arranging alphabetically
all cards to go into an alphabetically arranged catalog,

e. g., the Public Catalog, or into call number order all cards
going into the Shelf List.

FILE IN THE CATALOGS. Interfiling in the Public Catalog,
the Shelf List, etc.

REVISE FILING IN CATALOGS. Checking filing done under
Task 5925 for accuracy and understanding of filing rules.

PULL CARDS FROM CATALOGS. Pulling of individual cards and
sets of cards for correction of errors, for reclassification
and/or recataloging, etc.
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Boolk Charge Module Mensur-d Quantitd. S
7010 Solve problens -
7015 Charge books Books charged
7020 Intra-library loans - .
7025 Process charge documents -
7030 Renew books \ Books renewed

7035 Perform duties at checker's post
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DOOX CHARGE MODULR

7010

7015

7020

7025

7030

7035

SOLVE PROBLEMS. Unforeseen contingercics directly »eolated
to the functions noted below which would not ordinarily be

handled by routine proccdures associated with the functions
as defined.

CHARGE BOOKS. Routine charges to patrons, as well as to othou
locations, such as to Reserve, to bindery, etc.

INTRA-LIBRARY LOANS. Entire special procedure for this
type of loan.

PROCESS CHARGE DOCUMENTS. PRegular procedure of noting the
cate due, making any special records, interfiling in the
correct file.

RENEW BOOKS. Regular procedure for changing records to new
due date.

PERFORM DUTIES AT CHECKER'S POST. Includes the examination
of all library material being taken from building to ensure
that proper charges have been made.
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Boo:: Discharce Module L R i L S L -
7210 Solve problems -
7215 Unload book drops -
7220 Discharge books Books Cigor Ll
7225 Process discharge records ' -
7230 Process books for rebinding, etc. -

7235 Check books for holds
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7210

7215

7220

7225

7230

7235

-~

SOIVE PROBLWMS, Uaforeseen contingencies directly related
to the functions noted belcw which would not ordinarily be
handled by routine procedures associated with the funciions
as defined.

\

UNLOAD BOOK DROPS. Picking up of books from the several
boxes where hooks may be returned.

DISCHARGE BOOXS. Recular procedure for withdrawing
chargye cards froQ the files and marking books returned.
A R

PROCESS DISCHARGE RECORDS. Selecting records showing

the fines due and sending others for further handling for
statistical use.

PROCESS BOOKS FOR REBINDING, EIC. Selecting volumes in
need of repair, rebinding, or replacement; sending volumes
or requests for handling to the proper unit of the JUL.

CHECK BOOKS FOR HOLDS. As a regular part of discharge
procedure, select these volumes for special handling.
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Hold, Recall, Lost Books, Roplacei it Modula
7410 Solve problems

7415 Receive requests for holds, etc.

7420 Issue recall notices

7425 Send notices of books availabl%

7430 work on volumes reported missing

7435 Contact faculty on collection needs

ot
qﬂﬂﬂy
yw

g

_Measured Quintities

Notices sent

Notices sent
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7401 HO'H, BECATA, LAY BOOKS, AND PUDPLACIMENT MODULY

7410

7415

7420

7125

7430

7435

SCIVE PPORLTVS,  Unfor:zseon contingencles directly related
to the functiors roted belew which would not ordinarily be
handled hy routine procedures associcted with the functions
as definad,

RECEIVYE REQULSTS FOR HOﬁDS, ETC, Work with the patron on
identifying titles to be flagged.

ISSUE RECALL NOTRRES, Sending notices to patrons on
titles nceded immediately.

SEND NOTICES OF BOOKS AVAILABLE, Notice to patrons that
books are being held for them.

WORK ON VOLUMES REPORTED MISSING. Reqular search of the
stacks and charging records for titles reported lost; also
making circulation records when the title is declared lost.

CONTACT FACULTY ON COLLECTION NEEDS. Involves the decision
on the need for replacement, ordering additional copies,
withdrawal of books, etc.
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7610
7615
7€20

7625

7630

ey M N T

Solve problems
Hardle overdues brought o the ¢

Sclect overdues from the circulaelion
fila

Send notices and/or bills

Send notices on long term loan
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7615

7620

7625
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SOLVE PROBLEME. Unforesecn contingoncies divectly related
to the functious notecd belewr which would not ordinarily he
handled by routine procedures associated with the functicas
as defined,

. A
HANDLE "WERDUTS BRCUGHT TO THE DESY. Figure the fine,
accept and recoxd payment.

SELECT OVERDUES FROM THE CIRCULATION FILE. Routine
pulling from the file by the date due.

SEND NOTICES AND/OR BILLS. Regular procedure for sending
notices on books overdue and bills for fines or for
replacement of lost books. Includes making lists of
delinquent borrowers to be sert to university financial
office for collection.

SEND NOTICES ON LONG TERM LOAN. Regular notices at intervals
of books charged to persons with special circulation
privileges.
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Borrov.r Records Module Measured Quantities
7810 Solve problems -
7815 1Issue borrower cards Cards issved
76820 Maintain borrower file -

7825 Handle permission slips b -
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SOLVE PROBLEMS. Unforescen contingancies directlv i lated

7810

7815

7620

7825

to the functions noted below which would not ordinarily he
handled by routine procedures associated with the rfunctions
as defined.

Y
ISEUE BORROWER CARDS. Includes following policies regarding
eligible “orrowers in addition to those in the university
cormunity.

MAINTAIN BORROWER FILE. Filing records of currently valid
cards and withdrawing those no longer valid.

HANDLE PERMISSION SLIPS. Decision on accepting special re-
quests to charge material in the name of a faculty member,
also control of file of slips.
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Rescrve Preneoration Module Measured Quantities
8010 Solve problems -

8015 Consult with the faculty -

8020 Check lists against Public Catalog -

8025 Work on titles not in collectiops -

8030 Withdraw volumes from regular stacks Volumes pulled

8035 Make charges for Circulation and -

Resgerve
8040 Remove records from Reserve -

Y
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8010

8015

8020

8025

8030

8035

8040

SOLVE PRO2LEMS. Unforescen contirgencies directly related
to the functions noted below which would not ordinarily be
handled Ly routine procedures assoclated with the functions
as defined.

Y
CONSULT WITH THW FACULTY. Includes obtaining information
on the number of copies needed, desired use, also notifying
the faculty of books on search, order, etc., either by
special letter or by sending typed lists.

CHECK LISTS AGAINST PUBLIC CATALOG. Involves noting the
call numbers of copies in the collections, information on
different editions, titles not found to be in collections.

WORK ON TITLES NOT IN COLLECTIONS. Involves some check on
bibliographical informati . to ensure that a book is not in
collections under another entry; sending titles to Book
Acquisitions for rush order.

WITHDRAW VOLUMES FROM REGULAR STACKS. Includes picking
up books from the shelves, searching the sorting shelves and-
the charging files, and noiing titles not found.

MAKE CHARGES FOR CIRCULATION AND RESERVE. Includes making
charges for volumes in hand and proper records to institute
search for theose not located.

REMOVE RECORDS FROM RESERVE. Pulling cards from Reserve
files and sending books to Circulation Desk for discharge.
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8210 Solve pvoblans -
8215 Locate item for patron Itens used
8220 Instruct patrons in the vse of machines -
8225 Maintain machines in working order -
8230 Refile cr reshelve -

8235 Report loss and needed replacement -

*icrvoform, Phouncgraph Records, S8)id.s
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8210

8215

8220

8225

8230

8235

SOLVE PROBLEMS. Unforeseen contingencies directly rel:ated
to the functions noted belew which would not ordinarily be
handled by routine procedures associated with the functions
as defined.

Y
LOCATE ITEM FOR PATRON. Pulling from shelves, cabinets, etc.,
desired film reel, fiche, slide, record; making circulation
records as neecded.

INSTRUCT PATRONS IN THE USE OF MACHINES. Work with
various types of machines.

MAINTAIN MACHINES IN WORKING ORDER. Watching for all kinds
of mechanical trouble.

REFILE OR RESHELVE. Putting back items into the proper
containers in the proper location.

REPORT LOSS AND NEEDED REPTACEMENT. Noting the condition

of record, etc., or noting loss and activating a request
for purchase.
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Conyince Module Measured Quontitics
8410 Solve problems -
8415 Make copies as requested Copies nade
8420 Receive payment and maintain recoids -
A
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SOLVE PROBLEMS. Unforeseen contingencies directly related
to the functions noted below which would not ordinarily be
handled by routine procedures associated with the functions
as defined.

Y
MAKE CU°IES AS REQUESTED. At work stations manned by library
personnel, obtain instructions on the pages to be copied,
reduction desired, etc., and make coples.

RECEIVE PAYMENT AND MAINTAIN RECORDS. Handling of cash, de-
partmental requisitions, etc.
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8610
8615
8620
8625

8630
8635

8640
8645
8650
8655
8660
8670
8675
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Solve probleiwns
Move the volunies to the sorting shelves
Prepare for shclving

Shelve volunes in reading rooms or
stacks '

Revise shelving

Shelve unbound journals in the
reading rooms

Shelve unbound picces in the stacks
Pian needed shifts of collections
Shift volumes

Make labals and signs

Read shelves

Check volumes in studies and carrels

Inventory collection

- o e o e

-
-

Volumes shelved

L3

Pieces shelved

Pieces shelved

Volumes shif‘/ed
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8610

8615

8620

8625

8630

8635

8640

8645

8650

8655

8660

8670

8675
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SOLVE PROBLEMS., Unforescen contingencies directly relutes
to the functions noted below which would not ordinarily bHe

handled by routine procedures associated with the funclLic:ns
as defined. ¥

MOVE THE VOLUMES TO THE SORTING SHELVES, This ray involve
moving trucks from the Circulation Desk, gathering bocks

left on the tables, desks, or sorting shelves throughout
the stacks.

PREPARE FOR SHELVING. Selecting by classification number
and arranging in the correct order for efficient shelving.

SHELVE VOLUMES IN READING ROOMS OR STACKS. Actual placing
in the proper location on the shelves.

REVISE SHELVING. Checking the work of the shelver to
determine knowledge of the principles of arrangement and
the care given to his work.

SHELVE UNBOUND JOURNALS IN THE READING ROOMS. Includes
shelving newly received pieces, picking up from tables,
and reshelving items. -

SHELVE UNBOUND PIECES IN THE STACKS. Includes unfastening
containers or board covers and putting pieces in proper
sequence, preparing new board covers, inserting individual
sheets in looseleaf volumes.

PLAN NEEDED SHIFTS OF COLLECTIONS. Includes measuring

the collection, determining growth space needed, and planning
actual shifts. '

SHIFT VOLUMES. Moving quantities of books in case of

overcrowding of some sections in the stacks or relocation
of some classificaticns, etc.

MAKE LABELS AND SIGNS. 1Includes labels for stack ranges,
notices for bulletin bcards, and any sign or poster in the
stack area.

REAN SHELVES. Examination of books on she:lves, one by onc,
to sce that each is in the proper place in relation to the
other volumes on thc shelf, '

CHECK VOLUMES IN &7 1S AND CADKELZ,  In~ludes conpari,.n
of chargyc rocords with the volueas actn 'ly in these aread,
IRVELTOLY COLLECT. M, Cheskirg bo ' o on the shelves acinst

cards in th Snolf 1.3 .
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Refevence and Informziion Module Peasured Quantitt.z
8810 Solve problens -
8815 Answer information questions Questions answored
8820 Give reference service Questions answored
8825 Conduct orientation sessions -
8830 Establish "Selective Dissemination of -
Information" Service
8835 Select books -
8840 Prepare bibliographies and guides -
8845 Create, develop, and maintain -
reference tools
8850 Execute bulletin board displays -
8855 Select and send material for binding -
8860 Examine material to keep informed -
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8810 SOLVi; PROBLEMS. Unforeseen contingencics dirsctly relatod
to the functions noted below which would not crdinarily bLe
handled by routine procedures associated with the funcitions
as defined.

Y

8815 ANSWER INFORMATION QUESTIONS. Includes the answering of

questions of a general or location nature.

8820 GIVE REFEKENCE SERVICE. Involves answering a wide variety
of questions requiring specific sources of information and
instructing patrons in the use of reference tools.

8825 CONDUCT ORIENTATION SESSIONS. Instructing individuals
and groups in the use of the library in general and the
use of reference materials in particular. The groups may
be miscellaneous new students or specific classes as re-
quested by the faculty.

8830 ESTABLISH "SELECTIVE DISSEMINATION OF INFORMATION" SERVICE.
Involves sending to faculty, other staff members, and
students, memos, clippings, etc., on subjects of particular
interest to them; also receipt from faculty of course

outlines, assignments which will generate special library
use, etc.

8835 SELECT BOOKS. Includes examination of various book-selection
tools and picking out titles to be suggested for addition not
only to the Reference collection.but to the general.stack
collection; initiate orders for these titles.

8840 PREPARE BIBLIOGRAPHIES AND GUIDES. Involves the evaluation
and selection of titles to be included in lists of material
on certain subjects available in the JUL or of material on
certain subjects regardless of availability. Also includes
the preparation of descriptive statements on bodies of material
in the JUL or statements on methods of use of material. For
example: "Selected Sources for Biographies of Authors",
"How to Find Book Reviews", "Newspapers in the General Library".

8845 CRFATE, DEVELOP, AND MAINTAIN REFERENCE TOOLS. Clipping
certain publication: and maintaining vertical files; vorking
on biography file, college catalog collection, etc.

88050 EXECUTE BULLLETIN BO"RD DISPIAYS. Select and arranqge ri:tervial.,
8855 SFELECT AND Sk«D MAT.RIAL FO2 BINOING., Watching neu material

( to see when volumnge are cowoletedy making records of 1 toriil
sent .




~f: ;"—-l;.; Cf

——— e e

PEOGRIM DLUMOY T DRUTNITIONS

e a s cemeewaraa

801  REFERTNMG AT TNFCESATTON MOPDTY (COmrrInRUEn)

8860 EXAMINE I'ATERIAL TO KECP INFORMID. Involves more thon
home reading. Rather, this task includes regular "on tne
job" examination of imnortant publications including
trucks of new material added to the library,

\
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9010
9015
9020
9025
9030
9035
9040
9045

Solve problems

Receive requests for titles

Prepare requests for processing
Check locations \
Process requests

Receive material

Handle requests from other libraries

Clear records on return

— e o

Requests sent
Volumes received

Requests received
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9001 _INTERLIRRARY TOAN MODULY

9010 SOLVE PRODLEMS. Unforoseen contingencics Aivectly selate?

9015

9020

9025

9030

9035

9040

9045

to the functions noted below which would not ordirarily b
handled by routine procedures associated wiih the fuachions
as defined.

A
RECEIVE REQUESTS FOR TITLES. Includcs work with putron to
identify titles needed.

PREPARE REQUESTS FOR PROCESSING. May involve bibliojruphic
searching and verification.

CHECK LOCATIONS. Procedure for locating copies of dcsired
iters,

PROCESS REQUESTS. Interlibrary loan forms or TWX request
sent, also record keeping.

RECEIVE MATERIAL. Involves record handling procedures to
note receipt, notification of patron, handling of payment,

etc.; also receipt of information on unavailability of
material.

HANDLE REQUESTS FROM OTHER LIBRARIES. Includes obtaining
photocopies to be sent or original copies from stackq,
correspondence, etc.

CLEAR RECORDS ON RETURN. Involves records both on material
lent and borrowed.




Because the importuance of, and rcason: for, ti v - el R

been noted previously, thie section will deal only wilh o i i o=
quence, staff involvement, and management activitic: acei e oith
the analysis. Page 95 outlines the staff invclven i and cnpooaent
activities associateé with each phase. Pagc 96 illustrclcy grophically

the study sequence.
The systems stud§ section of CO/0OP begins with a pvu-cntyy hrvief-
ing — a conference at which the department head will pice idz ReD withs:

1. A list of employees including name, position title,
employment classification and scheduled work woecek.

2. An outline of operating procedures and workflow.

3. A list of all files maintained.

4. A list of primary resource materials. Each item is
to be identified by the name of the employece (s)
using it.

5. A list of krown cuggestions for operational improvement,
their source, and current disposition.

As an adjunct to tre briefinog. the department head and R&D will ‘review

the Task Analysis Report to determine the completeness of workload cover-
age, the validity of the test period, deviations from normal operations,
possible points of stress in the staffing configuration, ond other csimilar
factors.

Individual interviews with department personnel, esscntial to the
system authentication process, will absorb staff time normally constituted
to routine operations. However, assuming a thorouch pre-ertry bLriefing,
estimates indicate intervie-'s will average a total of only two hcuvs per
classified employee and three hours per profctrional crployee. Inteivicws

vill be schedvled in consultaticn with the departw--t head,




At the conclusion of the interview pacce, the RLD staff will docu-

ment the activities and operations of the unit under study. This docu-
mentation, based upon the task analysis review, pre~entry briefing, and
interviews, will be checked for accuracy and completeness by the depart-
ment head and affected personnel. During this meeting each person wili
be given the opportunity to suggest alternatives to the present system.

The synthesis phase will involve the departuent head, R&D and other
levels of the JUL management in the identification, selection and analysis
of alternatives. These activities will result in the preparation of an
additional report which will bring problems and possible solution into
perspective vis-a-vis objectives, budget, staffing and other restraining
factors. Following a thorough discussion of the alternatives by the
department head, the Administrative Council, and the Director of Libraries,
a course of action will be recommended to the appropriate authority.

Once a decisioﬁ has been made, implementation planning, scheduling,
and testing will be conducted by the affected department and R&D. Test
results will be reviewed by management and if a satisfactory evaluation
is obtained, operational changeover will occur. If the test re;ﬁlts prove

unacceptable a different alternative will be required.




CO/0Y PROJECT ACTIVITILS

INITIATION:
l. CO/OP Workshop. . « + « o« & X X X X . X

2. Formulation of JUL
Objectives. « o« o « o o &

3. Uset SUXVEY . ¢ o o ¢ o o o X X X X
4. Formulation of Program
Category Objectives . . . X X X X
EXAMINATION:
5. Task Analysis . . . . . ., . X X
6. Pre-entry Briefing. . . . . X X
7. Task Analysis Report and
RevieWO . . . ® ® ® . . . x x
8 . Iﬂtewiews [ ® L[] L] L] L[] L] L . x x x
9. Program Sector Documentation X
10. Documentation Review. . . . X X X
SYNTHES IS 3
11. Alternatives Identification
12. Alternatives Selection. . . X X X X .
13. Alternatives Cost Analysis. X
14. Alternatives Advantage
AnaIYSis ® . . . . . . . . ) x x
15. Cost/Advantage Integration. X
l6. Synthesis Documentation . . X
17. Documentation Review. . . . X X X X
ACTION ¢
18 L[] DeCiSiOn. L . L[] L[] L[] L] L] L [ x x x x
19. Implementation Planning and
Scheduling L] L] L] L] L] L] L] L] x x x x
20. Pre-modification Testing. . X p 3
21, Pporallel Operations . . . . X X
22. Final Test and Evaluation . X X X X
23. Opevational Changeover. . . X X
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