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In 1969-1970, a preliminary investigation of problems in
university library management was eormibsioned by the Association of
Research Libraries in cooperation pith the American Council on Educa-
tion and with the support of the Council on Library Resources, Inc.
That investigation found th4t generally the organization arrangements
in research libraries "ara too informal, poorly matched to current and
emerging requirenents and designed without benefit of modern management
approaches" and that these institutions often have "inadequate staffing
end provision for staff development."

In an effort to ewaine these issues in greater depth and to
strengthen the organtzntion and staffing of research libraries, the
Association of Rcsrarch Iimories sponsored a cases stody at the Columbia
University Libraries, again in coopetation with the American Council on
Education end the Council on Library Resources. The study team comprised
reprenentntives of Booz, Alleu & Hamilton, Inc. und the University
7.31,ary ITar.hgvitlut Studiea Office of the Association of Research Libmries.
Celqnhi:-. was ;wieztc0 because it is in many ways' representative of
university huts rcenrch libr4riev, and because its administration and
faculty are deditInted tc constructive change and improvement. Although
sevval gencral ,/rincipicn and rezm.nenCations m.y be derived from the
stuciy, it was not invmded to create a prototypical structure for all
university libraries. 4.-Jthcc, it was undertaken to help prepare Columbia
for Its own distinctive futnr.. while possibly indicating adNinstrative
dinntions in vilch ce.,1:,1.1e libraries might proceed in order to enhance
their own operattons.

Tlie unit descriptions in tiJo present volume carry the study
feamv.trulaUens to a level or detail cw:n more eniquely Identified with

r:o.L:mbie L!tral.lea. They wcri developed entirely by the staff of the
or pni- of the avelysir and implementation of the study recoil-

mewIltIona. Tho de:mrirtion; arc valuable to tame degree as general state-
ments of purpose, f:or compolonts of all libraries but they are particularly
meaniretful as extensions of the case study. For this reason, the complete
study reportl abould be examined to achieve the best understanding of the
descriptions and theif context.

The r,...coinmendations of the initial study team were Itomprehenstve

and ,u revching. They called for restructuring the Libraries to
undereore funetIonal relationships, w5th special attention to such goals

as:
-linking .::source development with resource utilization,
-foster inl; a frIgher level of expertise in the delivery of

Ewrvices,elvi
-cans:-.1iOttitn; ;.he wide range or internal services required to

rily;,Irt all aspects of operations of a major academic renearch

Inrnfy.

11111.0111.......=11 011=.11..11
Aspociatfon of R.N.10-rch Library s. "Organization and Staffing of t1u
Libra fie :: r.f Colvia lint-crafty: A Case Stddy:' Redgrave information
Ref:out-cm. ceTp.Jrutlun, thn;tport, Cc,nn., 1973.
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This refinement of concepts that fostered the traditional
public service/technical service alignment was intended to provide
an organization which would respond more effectively to the changing
university and service environment and which would be able to provide
better opportunities for individuals to develop professionally.

In considering the implementation of this approach to library
organization and the reconceptualizations it entailed of the role of the
library itt the university, several, needs were apparent to the Libraries'
administration. First, because of the size of the Libraries and their
complexity, there was a need to thoroughly analyze and refine the
recommendations to be sure they were realistic and viable. For the same
reasons, it was necessary to specify in detail what the organization
would be and how it would work. einally, it was important to achieve
within the staff the broadest comprehension of the signiVicance of the
report and its implicatiou_by.enRagint the naxinum nuntiv2r of profeseteral
staff rembern in the analysis and determination of the v.w wAructete eed
operating W3de5pread participation would apply to these tasks the
collective intellifwpce and breadth of library experienct represented in
ate staff. Lbether thlt experienc,o derived from years ofresponsibility
in libratinnhin or recent g, raduate study in library school. It Would
allow scrntitly of the recommendations by library profearionals intimatAy
familiar with the Columbia library system to ensure that the propos0
orranizatioa chatyws would work. Above all, it was belicAred essential to
the spirit of thz reco:mendationn and to the success of the changes tItat
the staff play an active role itt datormininf; the structure and direction
of the new orgaaizatIon.

Lion the work of the Allen C. Pamilten study teau VAR
couplete, their report wan tharovi;bly reviewed at all levels of tl.t

aduinistration and st:lifs The Director of Libraries, with the I
study tea-1, eonJucted a series of staff meetinc; to do:;,!tribP and cgpiaia
the reeltdations. TLene providci opportunities f:or au staff to
understan4 the report and itn implleations,t0 and to rearend
to them. l'.11 staff mc:4,ors were Invited to 1/rite tlivir ceections to tho
report and any of its particulars. The Libraries' ele.bt standisr com-
mittees were also regecated to review the reeort in the cuntext of their
speci 1 inturesta. Out of these Tipticulons rev;et* c.!ffng none seventy
pages of cov,itents cruse as nortnitia and report!). The r..,nnensua wes that
the concept and reeornrndatioun of the atud ',ore fonn.GIntallv f:ound and
lonical, end that the Libraries would benefit from their ap!Atieation to
our enviroent. Staff members disagreed with Game spcific details of
the reccemen:!ations, het basically accepted and sepperte1 geeerel
ehanes proposed.

It was clear when the report vas issued Oct the study and Its
rcomeenatians were tbnrou...h, but not detailed enOtirh 1$0.7 of a nature
to pexr!it 1:1(q.r direct impleAentat)on. Ihoy were reg1:4e4 nu gul.dulineJ
for the lailarrles'orAiinlvaltion stn.: respoasiblIW,-A, but not neevs.larilr

cerilte nor saetoranct noeciiications. rae iritir4 review activItIns
were the ff.::t steps in a careful czamination of tne repo:t and ePlineaion
fti or:y!nt-;i!7011 which could ho Iasi:nth:I oriinary
with .7isreption to nervier rud oper4,tion,:. wort; of prcparire,
rhe Librar tear the mtw strecture and staifin3 4P4 efineelved as a plan-
ning prover :;: independent of the actual impleweatation, 00 the planning
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to proceed in three discrete but interrelated phases concerned with
organization, staff/Tel, and operations. The first phase, the Oreaniza-
tion DLfinition,'resulted in the unit descriptions included in thi4,
volume. Since their completioo, the organization has been restructured
aceordin:1 to the charts in each chapter. I:ey administratora end staff
member:: have been designated and new reporting relationships established.
The transfer of responsibilities is currently under way and is expected
to take about six months.

Phuse two, the Staffing Description, determined general ,staff-
pattcqns and :.1c,L..sed the ibv4ediate impact of the new administrative

skructur:- on all professional snaff responsibilities. This work indicated
that in almost all ea.lr.,s positions remained functionally unaffected by
the clwn;,;ed report ill aLd authority arrangement. Rrther, there w=s a cam-
for-tv correspond ;,etwoen most positions 5 the old and new oraaniza-
Oen. ;(;:rct um= nw.icions 1:cre created and some cid positions with iden-
tifinlJo -.oultervmr17,_.. in Ole lxv organization were reconstituted. All the
affecti,' ,Nlre desttrtbed ;n detail based on the descriptIon
their :.)ccat G%It tot bnlp indiiOosIs undest,:nd th17, scope oC
their n,!;" r4--:41,14i1.:;ties. Muse pw;ition descriptions also ccatributc4
to the x,-.7ittit. :rc :vc; vnk'r staffine of the new orf,anization by dellncnt-
ing czr:;iully WIOUS:1 to establish qualificatii-ms and aec4
candidaes for IL.

:n nn h;t relatei it of staffing activities, the
Porsonn(!1

t :-- c:« n b:tocial ta(sk force, developed a two-trach
rvi,auf.. t-ntL...v,or;c.= profmnnional ren4s. This clar;sifIer-
L::on and 9-411yx1:: or uta:f performance evaluation and

tra1.14;.o! 1.:rh have alrdy been administered or are planned
fnic rh: ittr.1(! trc. Leditionli tools vhich have been irtroduced to
OPSifit vtlff dovelment vres.

Ph;-4e tr0, Operations Planning, has been a continuing effort
Jireeted prni:ralin el the Libraries. It has resulted thus far
in a re6tructuree but, the cleveloont of a program accounting tech-
nit:01 of cost ara',.) t'e creation of a permanent p)anning structure
naugld vn e h.th pirnytili and policy emmittee, and the establish-
ment eL Z i.'? -7,lat ,t: Gut:Una fvr a coordinated policy manual to made
incisirn nal:4w; a .!neovre!s. t iv distribution of autLority throughout
th Lt :; :. its.

The proglr. which Las been inM in planning and implementing
the studi reecteyn4 r,olsible In large part because of events
which tor,': plztf.o wIft:.:1 the Un"vrrity administration r:t the same time
that Om f.r;,dy tnt:ii,t1 in its In an iudependent and un-
rclatc.d (;rort, z.d.ainistration undertce:T. a review of the
UnivrciLv's orr.vt:!!fton ,ituecture. Awaas otl-r.!r finciings, they

conc)C.:: that all. r. ;' Crti:r3Jty's inFontuion rc::oorcloc ocvad LP
rore otT!ci:tivOy eeor2.1artc:d .,1th vrnrc.74s if they were bfetter
intvgr:,!(e into tb::. talivotrityln nenihnric elnoninz cold deciLdon making
struetolk. Trvwitrd t!:15 111, n pe.1:tion was creat--1 within a re-
or6e:.1L1%A 1.n7vity Vi1!. YrcEadent for InicrT4tion
Servic !. and University Libratinn, repomimh to the tiecutive Viet
rrestielit for Acadt.mic Arfoirs. This pon.tion was assigned rws!).:.501)5ty
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for the University's major information and academic technology resources,
the Libraries and Computer Center, asewell as for several other diverse
but related academic information units. Although the study team
recommended that the University Librarian be a vice president, the action
of the University, based on its own perception of its needs, went beyond
that recormendation.by its administrative consolidation, at the vice
Presidential level, of libraries and all other information resources. In
both cases the underlying principle was the same, namely that academic
programs and their information based support are intimately related and
that planning for both of them should take place in concert.

In a sense, although the University's decision was independent
the: case study, it had the effect of beginning the implementation

process. Several other key recommendations of the study were implemented
shortly after the report waa published, and these were instrumental in
getting the full neale implementation started. The Planning Office was ILestablished with the designetion of an Assistant University Librarian for
Planning, and tIi Personnel Office was reoriented toward the recommenda-
tient, through the designation of the Assistant University Librarian for llk
Persenzel. Two etanding eemmittees were established as a means to apply
in special situations the experience and competence of professional staff
meml)ers at all levale of the organization. The first of these, the ten-
member Professional Advisory Committee was charged with providing
compleaensive professional advice and counsel to the University Librarian,
and with conducting specific studies in professional areas. The second,
the sil-member Staff Development Committee was made responsible for the
review and reco:etendatien of staff development plans and for individual
profeesional stail performance review for purposes of recommendiag
proice.sional advancement. leach of these committees was to accomplish its
specisl ecudiee through the appointment of special task forces drawn from
throusesut the Libraries as well as from within the committee itself.

The desi:eleUen of these positions and the appointment of the run
committees to replace the former eight standing committees: provided a tvame-
wotk within which the detailed planning for the new organization could take
place.

The actual procedure followed during the Organization Definition
phase of plasning which produced the unit descriptions of this volume wan
coordinated thrce:Ok the Professional Advisory Committee. The Committee
formed the core of three major task forces of twenty-two, thirty-three and
fifteen nembers re,Tectively. In total., about half the professional staff
of the Librarfea actively participated in the work. The first task force
reviewed the basic premises of the steely report et the highest levels of
the re.:,),maended oreanieaeion. rt validated or modified the stracturc of
the (Lest and second levels of ehe orgnniention and carefully described
all the unite ccrprising these levels. Based on these unit definition4,
the secned Lask force extended the descriptions to the most detailed lv:el
of the orbanizatien. making modifications to previously defined units or
structure] relationships teased on further scrutiny and analysis. The
third task force rddressed itself twthe so called allied libraries.
Atte- each round or analysis end definition, the work was reviewed by the
Ube:Irina' steff, the senior a4mInistrative body of the Libraries, and the
Professional Advisory Committee.
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At each major level of definition, the working procedure of the
task force was the same. The task force was divided into three sections,
each with PAC representation and a PAC member chairing the section. The
task force met as a whole to discuss issues of general concern, and as
sections to address issues relating to the group of units the section was
working on. The sections formed two or three-person teams to prepare the
detailed descriptions.

Each unit was defined in terms of its objectives, functional
responsibilities, reporting and working relationships and performance 0
criteria. As the descriptions were being prepared, it became apparent
that certain definition elements were common to all units, whether service,
resource or support oriented in their activities. These objectives,

"1.functions, and performance criteria as well as a general statement concern-
ing reporting responsibility ware compiled and listed separately to high-

Nis

light them, to make the individual descriptions somewhat easier to work
with, and to keep the more specific elements within each description from
being obscured by the general items. Hence, each unit definition is
comprised of two sets of elements which are equally important in guiding
the performance of the unit. They are distinguished only by the fact
that one applies to all units, and the other is more specifically related
to an individual unit or small group of similar units.

The charge to the task forces called for them to consider
thoughtfully the case study recommendations and the review documents
prepared by the staff in response to the study. They were urged to consult
with knowledgeable staff members when necessary in order to resolve issues
but nut to re-create thi study. Instead, to work with the study report as
a guide and to develop in detail for the proposed organization the elements
and relationships whieN would achieve the principles of the report. Lf

conflicts arose with the study recommendations or within the task force,
the members were urged to seek facts and make decisions. The task forces
responsibly fulfilled their charge and created an organization which has
been acknowledged throughout the Libraries as adhering to the spirit of
the study and delineating a realistic and effective administrative structure.
Where the revised organization varies from the original recommendations, the
differences are logical refinements which preserve the essence of the
recommendations while contributing to more effective coordination of library
activities, orderly transition to the new arrangement, and implementation
within the limits of existing budgets. The following are highlights of
the differences between the recommendations of the study team and the final
work of the task forces:

In the Services Group, the Fine Arts Library and architecture
instructional collection (Ware Library) were administratively and biblio-
graphically maintained as integral parts of the Avery Architecture Library,
reinforcing the distinctive character of this outstanding architecture and
design collection. Interlibrary loan services were retained as a central
operation for greater efficiency. On the other bend, as some minimal
amount of decentralized material processing was considered essential for
instructional reserve and other items requiring fast accessioning, small
material processing sections were added to the Science and Social Science
Centers, areas which are without immediate physical access to the central
processing section. The Instructional Uaterials and Services Departments
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of the original recommendations were changed to Reference and Instruc-
tional Services Departments to expand and emphasize their role in
directly assisting users with library resources. Because of the-nature
of reserve operations, they were included in the Access Services
Departments of the Centers. Current documentation and technical reports
services were seen as clone to reference and other were individualized
types of service, so they were affiliated with the Reference Departments
of the Science and Social Sciences Centers.

In the Resources Group, the Bibliographic Control Division was
organized functionally rather than by subject specialty, in order 'to
permit greater flexibility in work scheduling and to facilitate procedural
control. The resource development function was distinguished from
resource utilization and organized as an administratively comprehensive
unit with discipline specialization within it. Its purpose in providing
effective coordination of collection policy and academic relations,
library wide, remained unchanged. The Resource Utilization Office was
conceived as a design unit to create and implement in service centers
innovative library programs which, would capitalize on the material and
staff resources of the Libraries.

The major change in the Technical Support Group was the elimina-
tion of virtually all intermediate levels of administration to achieve an
organization of autonomous but directly coordinated production oriented
units. The systems development office, because of its breadth of concerns,
need for high level support, and role in advanced planning, was removed
from the Support Group and made an administrative part of the Planning
OfZice. Similarly, the nature and level of responsibilities of the
Financial Services unit recommended its assignment in the Planning Office.

The only organization units which remain to be described are
those which were designated as distinctive collections in the case study.
As the implementation of the basic operating organization proceeds, these
somewhat more complex and unique libraries - the Law, Medical, Architecture,
East Asian, and Special Collections Libraries, and the anticipated
University Archival Collections - will be studied and broadly defined,
applying the experience we have gained thus far. In this review and
analysis, we will be guided but not constrained by the study report and
the basic organization definition, recognizing that these distinctive
collections are of a character which may call for a different administra-
tive structure.

The organization description process afforded an opportunity for
widespread, thoughtful consideration to be given to the role each functional
unit would play in the context of the overall Libraries mission, and to
what criteria might be used to measure the fulfillment of that role. The
thoroughness and comprehensiveness of this analysis and organization
definition activity were important for several reasons. The proposed
organization embodied some new conceptualizations of the place of the
library in the university environment. The analysis and discussion to
determine the new structure provided a mechanism for each individual to
reassess his position in the context of these new relationships and to
realize fully the potential and significance of the changes. One of the
primary goals of the reorganization was to provide better opportunities for
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individuals, at their choice, to broaden their experience, take advantage
of their diversity of interest and expertise, develop professionally, and
consequently function more effectively and in a more personally satisfying
manner. The intense analytic and evaluative activity of the organization
definition permitted the staff to develop an understanding of the Libraries'
current and evolving organizational purpose and their role in it in terms
which could ultimately be linked to individual objectives and be made
meaningful in personal terms.

Hence, the articulation of the Libraries' reason for being and
structure was significant for its involvement of a majority of the pro-
fessional staff at all levels of experience and responsibility, end for
the opportunity it afforded them to influence the direction and form of
the organization. However, the process was equally important for the
organization plan which resulted. In addition to a set of operating
relationships, it has formed the basis of a structure and procedure for
the ongoing planning and review of library activities on an individual

120Las well as a unit basis. The unit definitions are a documentary base
for the periodic examination of goals, evaluation of progress or activity

111
relative to those goals, and adjustment of resources as conditions or
objectives change. Along with Libraries policy, they are a set of
general operating guidelines and a base for program planning.

We intend to sustain at an effective level staff participation
in operational planning and review so that this initial effort will not
gradually become a legendary event unrelated to the continuing service
commitment of the Libraries. We hope this work was an initial experience
in our movement toward a participative environment in which the staff
will be more personally involved in the ultimate purpose of the Libraries
through comprehension both of that purpose and of their role in achieving
it.

The case study was undertaken in part because of the dynamic
nature of the academic and research library environment and the desire to
make these libraries more flexible and responsive to changing needs.
Implicit in the results of the study and the subsequent implementation
effort are the climate and potential for change in the new organization.
The unit definitions were prepared as a description of the organization
at time zero. They reflect the perceptions of the study team and the
Libraries staff at the point of completion of the study and are, not
unexpectedly, biased in some of their details toward familiar or tra-
ditional operating modes. This is reasonable, since the Libraries will
continue to function as libraries. This fact was evident in the defini-
tion of their components, and it naturally imposed logical constraints on
the structure of the new organization so that certain elements retained
their traditional functional relationships. If there is conservative
bias in the new structure, it is in some respects desirable. The change
in organization and operating patterns will require changes in individual
staff and administrative behavior. It would be unrealistic' to expect
these changes to occur abruptly, and possibly counterproductive in terms
of staff reaction and operational continuity. The changes will involve
education, individual exploration of diffcrent approaches, testing of new
personal modes, and gradual movement towards more effective ways of operat-



ins. The capability and desire to develop in these ways vary greatly
among individuals, and it is important that everyone be able to choose
growth patterns according to his own personal and career objectives.

Thus, the new organization as it has been described during
the implementation planning is the starting point for the evolutionary
change which the case study and restructuring were intended to permit.
To the extent that descriptions of similar units are uniform or con-
sistent, they reflect the consensus of the task forces. In time, the
descriptions will evolve toward a more individual character, as each
unit's self perception is influenced by its unique administrative or llk
operating style and needs. The unit descriptions are working tools.
As we continually review the objectives and other aspects of the Libraries.%
organization and performance, validating or modifying elements as goals or
academic priorities change, details of the unit definitions and even
strectural relationships will change. The objectives were not developed
as specific, time oriented targets, but rather as broad goals motivating
the unit or expressing its reason for being. It will be a primary purpose
of the ongoing planning effort to translate these general goals into more
directly measurable objectives and relate them more immediately to
performance criteria. In some areas there is a need for informative or
evaluative reports to effectively monitor activities and support decision
making. The development of appropriate reporting mechanisms will be a
feature of the continuing implementation of the study report and unit
descriptions. The administrative titles used in the descriptions are
interim position descriptors intended to afford the maximum flexibility
in designating individuals to these responsibilities. Some of these are
likely to change as the organization progresses. As the unit definitions
evolve toward more specific reflections of the organization elements they
describe, their full value to the Libraries as a mechanism for self evalua-
tion and improvement should be realized. We look forward to the enhance-
ments of our service and operations these tools are meant to bring about,
and to the challenge of achieving them. This is the most difficult part
of the overall effort, and the part that is about to begin.

JEROME YAVARKOVSKY
Assistant University
Librarian for
Planning



COLUMBIA UNIVERSITY LIBRARIES

Goals and Objectives

Purpose,

The purpose of the Columbia University Libraries is to provide
recorded information in all of the subject fields pertinent to
University goals and needed by students and the academic staff of the

University. Further, because many specific Columbia collections are of
national and even international importance, the libraries recognize
a service obligation not only to the Columbia community but also to certain
scholars and students from outside the University who require for their
research access to unique materials or specific distinctive collections.

Role

I 2.1

1.0).

The Libraries strive to fulfill the purpose by (1) identifying and 1.94

acquiring (or otherwise making available) library materials in all formats ck
needed for instruction and research within the University or required to
maintain the 'quality of distinctive collections, (2) developing reference,
bibliographic, and other specialized library services that effectively and
imaginatively reinforce academic objectives, (3) making resources accessible
through the support services and facilities of central and specialized
library units, and (4) assuring the security and condition of the collections.

Program Objectives

These general statements suggest the range of specific objectives
guiding Columbia's Libraries as they seek to achieve their purpose and ful-
fill their role. The Libraries will:

1. Select and acquire the information resources most needed to support
the research and instructional programs of Columbia.

2. Assure continuing development of the distinctive collections that
have been established at Columbia, thus acknowledging the obliga-
tions inherent in custodianship of significant resources of
regional, national and international importance.

3. Make needed materials readily available to Columbia students and
academic staff, and others as appropriate, whether from Columbia
collections, by purchase, or on loan from other libraries.

4. House library collections and service activities in space that
meets staff and user requirements, assures collection security,

safeguards the condition of resources, and enhances operating
performance.

5. Maintain and, when possible, improve the physical condition of
materials in the collections, with special attention to protect-
ing the unique items and distinctive collections or categories of

materials that are an essential part of the record of humanity.



I 2.2

6. Assist users in the processes of identifying and locating
recorded information, understanding organization of library
resources, and utilizing library services.

7. Develop better ways to offer library resources and to provide
fP
IN

additional services for users as means for improving the
quality of academic programs and the effectiveness of research gi
activity.

efg.8. Maintain purposeful working relationships with academic depart-
ments and with other offices of the University to help assure
development of library capabilities that are consistent with
academic objectives and University plans.

9. Create opportunities for individual staff members to define
and achieve their career goals in the context of the general
objectives and staffing requirements of the library.

10. Promote and create constructive working relationships with
other research libraries and related organizations to obtain
access to resources and to effect development of programs of
many kinds that would meet needs of scholars and improve per-
formance of individual libraries in significant ways.



13.1

COLUMBIA UNIVERSITY LIBRARIES
COMMON ORGANIZATION DEFINITION ELEMENTS

tab actives

1. Enhance knowledge of library procedures and facilitate decision making
by the maintenance of statistical and other departmental records.

Foster effective relations between the Libraries and: students, faculty,
researchers, suppliers, scholarly institutions, funding bodies and
government agencies.

3. Encourage the development and implementation of new ideas for improving
library service.

4. Foster high levels of motivation and staff satisfaction.

5. Provide opportunities for staff development.

6. Entourage the improvement of work flow procedures.

7. Integrate the goals of the unit with overall library goals as well as
with those of its superordinate units.

Funetionl
1. Participate in plannins* for the University Libraries.

2. Participate in Lite development of policies and procedures related to
activities involving the unit.

3. Maintain effective working relations.

4. Maintain appropriate and accurate statistical and other departmental
records.

S. Develop and use quantitative and qualitative measures for continual
self-evaluation.

1P4
6. Keep areas assigned to the unit in proper and orderly condition and

work with the General Services Department and Building and Grounds
to ensure that these areas and equipment are adequately maintained.

7. Participate in the development and implementation of staff training
14.

programs.

Performance and evaluative criteria:
1. Start attitudes and development
2. Cost-effectiveness.
3. Integration of the goals of the unit with other library goals.
4. Timeliness, accuracy and appropriatenens of unit statistics.
5. Effectiveness of working relations.

Reglortr:

Each unit is responsible for periodic reports to its parent unit and informa-
tional reports from the head of the unit to his/her staff.
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Administration
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OFFICE OF THE VICE PRESIDENT FOR INFORMATION
SERVICES AND UNIVERSITY LIBRARIAN

IY 1.1

Principal Vice President for Information Services and
University Librarian. 41C,

Parent Unit: Office of the Executive Vice President for Academic Affairs.

Role: To exercise general executive responsibility for planning, organizing,
staffing, directing, and controlling all Librariespinformation processing
facilities and technological aids to instruction and research within the

University.

21tie
1. Broadly formulate and assure the implementation of effective library,data

processing, and other information based programs in support of the instruc-

tional and research activities of the University.

2. Assure the effective use of material and staff resources in the achievement

of academic information service objectives.

3. Assure the responsible application of fiscal resources available for informa-

tion services.

Sustain and enhance the level of excellence of the University's information

resources.

5. Obtain intellectual and material support from sources outside the University.

6. Establish effective working relationships within the University and with out-

side institutions.

Functions
1. Organize, control and evaluate activities directed toward satisfying the

academic information needs of the University.

2. Designate all subordinate officers and assistants.

3. Establish policies, operating priorities, and rules in support of information

service activities.

4. Give continuous study to the needs and conditions of University academic

information resources.

5. Exercise stewardship over all property of Information Services components.

6. Represent the University in all matters pertaining to library and information

processing resources.

7. Implement University Steltes relating to the subordinate units of the Office.

2ED,'Esktimatlatiorships
1. Executive offices of the University.
2. University -wide standing committees.

3. Other academic institutions, government agencies, professional groups, and

funding agencies.

5/30/73



II 1.2

Regis
Tuformation reports to the University community, University executive offices,
and various professional, academic, and government organizations.

Perforvance and Evaluative Criteria
1. Quality and growth of academic information resources and services.
2. Responsiveness to University academic plans and activities.
3. User and staff satisfaction.
4. Performance within budget allocations and income.
5. Effectiveness of stewardship over University property.
6. Level of outside esteem and support.



II 2.1

PERSONNEL OFFICE

Principal Administrator: Assistant University Librarian for Personnel

Parent Unit: Office of the Vice President for Information Services and
University Librarian

Role: To coordinate the recruiting, hiring, training and development of the
staff of the Libraries.

9111MIYes
1. Recruit, hire and allocate the human resources of the Libraries properly

and effectively.

2. Develop, within the framework of the Trustee's allocation, an equitable
and realistic compensation schedule.

3. Improve library service and operations through the application of sound
personnel policies and training programs.

4. Collect and organize data pertaining to the human resources of the Libraries,
and use these to help attain the Libraries' objectives.

Functions
1. Recruit, hire, and place staff for the Libraries.

2. Participate in University manpower planning.

3. Formulate manpower plans for the University Libraries, in consultation
with the Libraries Planning Office, and submit them to the Vice President
for Information Services and University Librarian.

4. Recommend and implement rersonnel policies within the Libraries.

Recommend, implement and coordinate staff development plans and training
programs for the Libraries professional and supporting staffs, emphasiz-
ing progress toward personal performance and career goals.

6. Provide staff assistance to the Staff Development Committee.

7. Develop and administer a regular program of individual staff development
to assist staff members in defining career objectives and delineating
courses of action through training and experience, which will lead to
achieving those goals.

8. Administer personnel activities.

9. Maintain effective working relationships with unions representing Libraries
staff.

10. Represent the University Personnel Office within the Libraries.

11. Act as a clearinghouse for all information relating to employees of the
Libraries from sources within and outside the University.

12. Administer and control the Libraries payroll.

4/12/73
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Agyilorkirm Relationralim
1. University Personnel Office
2, Planning Office'
3. Varioas organizational components of the Libraries in matters pertaining to

the Inman resources of the Libraries.
4. All unions having relationships with the Libraries.

Reports
Personnel reports, relating to the Libraries, to governmental agencies, education-
al associations, and other orgnnizations of a like nature.

Performanpe and Evaluntive critiv4
1. Avaiiability and rviiPbility of accurate personnel data.
2. Successrul recrultimt practices and procedures.
3. Relationships with unions.
4. Validity and usefulness of otaff developrent programs.
5. Ability to anticipate cne iulrill the manpower requirements of the Libraries.
6. Satisfactorily servicing the requirements of the University Personnel Office.
7. Accurate administration and control of the Libraries payroll.

4/12/73



II 3.1

PLANNING OFFICE

Principal Administrator: Assistant University Librarian for Planning.

Parent Unit: Office of the Vice President for Information Services and
University Librarian

Role: To initiate and coordinate the planning of University library and
information services.

11112qives
1. Provide a direction and framework for library and information service

operations which will guide decision waking and problem solving.

2. Improve library service, operations and fiscal control through the appli-
cation of computer technology and management science to library proce-
dures.

3. Ensure the rational and effective development of information services
and resources in the context of University academic planning.

4. Permit the anticipation of future resource needs for information services
by establishing plans based on present decisions.

5. Bring the skills and experience of University and Libraries staff members

into the planning process.

Functions
1. Initiate, coordinate, control and assist information services planning

activities and the implementation of plans.

2. Coordinate the Libraries budget preparation, analysis and monitoring.

3. Provide a mechanism for the regular review of library services and opera-
tions and for their appropriate modification.

4. Bring tools of management and information science to bear on library
problems and service opportunities.

5. Provide information concerning the progress of planning to management

and staff.

6. Coordinito the development of Libraries policy.

7. Participate in University planning related to information services.

8. Participate in reaional and national planning concerned with library and

information services.

9. Prepare reports and applications for grants for government and funding

agencies.

10. Gather, organize and provide data for reports, questionnaires, etc. both for
internal use and in response to outside agencies, and coordinate these
activities throughout the library system.

4/17/73



II 3.2

Key rehltionhjps
1. OrgzinizationAl units represented as integral components of the Libraries

budget.
2. Office of the Vice President for Information Services and University

Lit,rarlan.

3. Other offices and academic departments of the University.

1. P.,.enning end implementation reports to Libraries zanagement and staff.

1L2; Querly reports on progrers to Council on Library Resources.

104
3. Budget reports to senior management.

Performce ;Ind rvlle.rive Cr/torin
1. Adherence to plannlrn and bediTting delivery schedules.
2. Contribution to liiirary seri:it:a and operations.
3. Titieliaes4 of policy manuals.
4. Scope. of staff participation in planning.
5. Coheeion of Universiq Libraries plans.
6. Effectivenos or Lthearies representation pertaining to regional and natienal

planning.
7. Timeliness of icpurts and applications to government and funding agencies.

4/12/73



II 3.3

FINANCIAL SERVICES OFFICE

Principal Adminirtrotor: head, Financial Services Office.

Parent Unit: Planning Office

Role: To monitor and coordinate all financial functions relating to the.
Libraries.

Obleetives
1. Improve the operations of all library units relying on the Financial Services

Office by providing efficient service and by participating in the establish-
ment of accounting policies and practices which further such

2. Contribute to sound finances by controlling library accounts in coordination
with those responsible for the receipt and expenditure of funds an or
preparing and monitoring financial reports.

3. Enhance library operations and services by coordinating all library accounts
with other University offices.

4. Enhance knowledge of library procedures and facilitate decision making by
participation in gathering and organizing internal and extra-library data.

5. Facilitate budget preparation by advising the Planning Office and others on
financial natters.

6. Promote good public relations and enhance library operations by maintaining
effective working relations with outside agencies, businesses and individuals.

Functions
1. Assist in the formulation of financial policies and the implementation of

financial procedures.

2. Assist in the preparation of the budget by advising the Planning Office and
others on financial matters.

3. Maintain complete and accurate records of all library accounts.

4. Control library accounts in coordination with those responsible for the
receipt and expenditure of funds.

5. Prepare and monitor financial reports.

6. Maintain close relationships with other university offices and in particular
the Controller's Office.

7. Consult with and advise staff members dependent upon the Financial Services
Office about policies, procedures and the status:: of their accounts.

Rey Wokinp: Relationshins
1. Works closely with Personnel and Planning Offices and in addition with the

Resources Group and the General Services Department.
2. Has close liaison with the Controller's Office, the Budget Office, the Office

of Projects and Crants, and other Uilivereity offices where necessary.

6/1/73



113.4

Reports,

Regular financial reports to:
a. University Librarian
b. Library units directly involved with the receipt and expenditure of

funds.
Periodic reports to:

a. Other library units
b. Other University Offices

Performance and evaluative criteria
1. Accuracy of financial records
2. Availability of fluancial records.
3. Timeliness .of reports.
4. Effectiveness of accounting procedures and financial judgments.
5. Successful integration of the goals of the Financial Services Office with

other library goals.
6. Satisfaction of other library units relying on the Financial Services Off ice.



II 3.5

SYSTEMS OFFICE

Principal Administrator: Head, Systems Office

Parent Unit: Planning Office.

Role: To apply systems analysis and computer technology to the development,
implementation, and maintenance of 31brary systems.

Objectives
1. Develop tools to improve service and facilitate access to collections.

2. Improve management application and control of resources by developing
reports based on library operations.

3. Increase accuracy in processing and maintaining operating information.

4. Reduce costs and improve availability of materials by improving operating
techniques.

5. Enhance the intellectual effort of the professional staff by simplifying
procedures and eliminating unnecessary or duplicate work.

6. Reduce the labor of clerical operations by automating the data entry, file
handling, and report generating functions.

7. Permit the processing of an increased volume of operational data which may
not be processed effectively otherliise.

8. Develop new services based on data in machine readable form.

9. Contribute to the advancement of the library community by sharing systems
documentation and data.

FUnctions
1. Design, code, test, and install computer based library systems.

2. Perform cost and operations analysis of Libraries functions.

3. Maintain and modify operational library computer systems.

4. Develop training and operating manuals and procedures for use in library
systems.

5. Review the progress of hardware and software technology and recommend system
improvements as indicated by device and program advances.

6. Instruct Libraries staff in principles of systems analysis and data processing

sufficient to foster effective working relationships.

7. Communicate with other institutions engaged in library systems work so that

there is a mutual contribution of technical expertise to development efforts.

Monthly reports to the Assistant Director for Planning, describing Systems Office

activities.

. 5130/73



II 3.6

Regular reports to the Libraries staff concerning the progress of study, develop-
ment and implementation.

Critical incident reports to the Computer Center staff as appropriate.

Key Working Relationships
.1. Libraries uanagement, professional staff, and supporting staff.
2. Data Control Department.
3. University administration, Computer Center senior staii', and Administrative

Data Processing staff.

Performance and Evaluative Criteria
1. Adherence to development and implementation targets.
2. Improved service or operations as a result of Systems Office efforts.
3. Effective use of computer resources.
4. Improved management control as a result of Systems Office efforts.
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Library Resources Group
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LIBRARY RESOURCES CROUP

Principal Administrator: Director, Library Resources Group

Parent Unit: Office of the Vice President for Information Services and
University Librarian.

Role: To develop library collections suited to Columbia's needs; to organize
them for effective use; to provide intellectual access to them
through bibliographic devices, reference service, and instructional
activities.

Objectives
1. Strengthen Columbia's national and world position as a sholarly institution.

2. Build resources to support actual instructional activities of the university,
frequently short term, expendable, flexible.

3. Build resources to support the present and future research needs of the
university, primarily long-term, permanent, balanced.

4. Build resources to support commitments to regional and national resource
plans.

S. Organize the collections for moat effective use.

6. Preserve the collections.

7. Make resources available for use by the aid of specialized staff.

8. Create and maintain a bibliographic control apparatus which permits the
full use of the library's resources in the most economical and efficient
manner.

9. Create and maintain bibliographic devices which will permit the utilization
of non-Columbia resources.

Functions
1. Participate in planning use of computer technology in the libraries.

2. Recommend basic allocations for resources activities.

3. Control budgets for funds allocated to the Resources Group.

4. Exercise over-all control over resource expenditures through the library
system.

S. Establish and enforce policy for collection development, including
purchases, gifts, exchanges, documents, etc.

6. Plan and carry out programs and services of collection development.

7. Secure appropriate resources by identifying materials needed in develop-
ing the collections.

8. Monitor acquisitions policies of all units within the library system.

4/24/73



9. Solicit and .coordinate subject knowledge of service center personnel in
collection development.

10. Participate in decisions for location of collections.

11. Establish and enforce policies regarding preservation of library resources.

12. Plan and carry out programs of collection preservation.

13. Identify materials that require preservation decisions in terms of binding,
filming, special care, reprinting, or other maintenance activities.

14. Participate in decisions relating to the organization of the collections.

15. Establish and enforce policy of bibliographic control, system- wide.

16. Originate and update bibliographic records for monographs, serials,
documents, and non-book materials.

17. Maintain quality control of the existing and newly created bibliographic
records, both central and departmental, by catalog editing and by aid
to service center personnel.

. 18. Participate in providing in-depth reference assistance.

19. Provide professional assistance to faculty members and researchers.

20. Coordinate the utilization of library personnel'for reference service,
system-wide.

21. Relate library resources to instructional programs by working in planning
projects, developing curricula, and making presentations in classrooms.

22. Instruct students, researchers and faculty in the use of the librhry
resources and their relation to research methods.

23. Plan, develop, and operate current awareness activities.

24. Train and revise professional and clerical staff in resource-related .

activities.

Rey Working Relationships
1..Library units.in Support Group.
2. Library units in Services Group.
3. Distinctive Collections.
4. Faculty, researchers, students.
5. Libraries and other organizations involved in regional and national resource

planning.
6. Planning Office.

Reports
Each unit is responsible for periodic reports to its parent unit and informational

reports from the head of the unit to his/her staff.

Performance and evaluative criteria
1. Production of satisfactory bibliographic control devices.
2. Growth, development, and preservation of collections according to plans.

4/24/73



3. Instructional services of the level and quantity planned.
4. Research support'of the level and quantity planned.



In 2.1

RESOURCE UTILIZATION OFFICE

waskalAtaillatEatt: Head, Resource Utilization Office

Parent Unit: Library Resources Group

Role: To plan, denien, develop, and coordinate programs and activities to
apply the library resources of the University to the information
needs of the academic community.)

Objective:
1. Ixp:ald the reference capecity of the Libraries through programs that bring

specializzd library resources and services to students and academic staff.

2. Relate library resources to University instructional and research activities
through cdecational programs directed toward the effective use of the
Libraries' resources.

3. Prooste the provision of direct aeeistance to students and academic staff
throu3h n-e4)th refeitnce work applied to specific research and
instructicAal project:.

4. Increave t!u effectiveness of reference service by coordinating the
utilization of liorary peruonnel for in-depth references service system
vide.

5. Develop the capability :Among students and acedemic staff to make effective
use of library resources in generel.

6. Increase the awareness of bibliographic tools and research techniques among
students and academic staff.

7. Increase the familiarity of students with Columbia's library collections.

8. Aid students end staff in a systematic way to Leap up with the literature
in their fields of interest.

9. Allow faculty to receive regularly materials of potential value in their
instructional work.

Functions
1. Initiate and coordinate the design, development and implementation of

Libraries resource and in-depth reference programs.

2. Coordinate the utilization of library personnel for in-depth reference
service, system-wide.

3. Help members of the academic community to take maximum advantage of library
resources in satisfying their research needs by providing educational
programs and individualized assistance based on the specialized subject
and collection knowledge of the Libraries' professional staff.

4. Develop programs and materials to inform students and academic staff of
available Columbia library resources.

5. Develop curricula to teach library research techniques and the use of
bibliographic tools.

4/24/73



III 2.2

6. Coordinate and publicize instructional programs conducted by Libraries
staff within University courses.

7. Develop and administer training for librarians participating in resource
utilization programs.

8. Determine library instructional needs and plan programs to satisfy them.

9. Develop uuer guides and self-instructional materials to aid library patrons.

10. Coordinate library information 60133i0118 and eacourted tours of library
facilities.

11. Develop literature citation, table of contents, selective dissemination,
and other current services for students and academic staff.

/2. Determine current-awareness service needs and plan programs to satisfy them.

13. Review services available frow outside sources and assess their applicability
In the Coluzlia environment.

14. Participate in the develwaent of computer.based literature control systems
in the Libraries Systems Office.

15. Act as liaison with outside agencies providing specialized information
services to students and academic: staff.

Rey Workiner Rfl.atimvhips,

1. Rezoutce fievelopmentkvision and Service Center reference personnel.
2. Distinctive collections.
3. Faculty, researchers, students.
4. Planning Office.
5. Outside inrormation service organizations.

&Torts
1. Annual and periodic reports to the Associate University Librarian for Resources.
2. Periodic reports to Service Center Ditectors and the Associate University

Librarian for Services.
3. Reports to appropriate faculty members, including department chairmen and deans.

Performance and Evaldative Criteria
1. User satisfaction.
2. Number of users served.
3. Effectiveness of programs and materials.
4. Variety and number of programs developed and implemented.

NOTES
1. These programs woulel include current awareness, library instruction in specific

disciplines, consultations? bibliography generation, data-base services,
and other types of in-depth reference work. The services themselves are
administered within the Services Group.
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RESOURCE DEVELOPMENT DIVISION

ayjdlaLymlnistrator: Chief, Resource Development Division

Parent Unit: Resources Group

Role: To develop libra,- collection;: satisfying the demands made upon the
Columbia Univrsity Libraries; to provide specialized bibliographic,
refe71,:t and support services.

Ofectives
1. Bring tegether sul.ject and area-oriented professional librarian skills and

direct them toverd the development of the sophisticated information
resomees required by the academic conounity.

2. Develop collection policy supporting actual instructicaal activities
(including regioral and area studies) :Ind present and future research
needs of the University.

3. Make recources available for use with the aid of specialized staff.

4. Participete in coop-,rative re:;eurce bui3eing and information retrieval
projects on regional and national levels.

5. Build resources to r'n coenitments to regional and national resource pions.

6. Preserve the collections.

7. Support the process of collection development through the proper acquisition
of materials for which specialized language abilities are necessary.

S. Improve bibliographic control over materials in special languages by maintain-
ing reconla before permanent bibliograolAc control is achieved and by
particirating in the efficient production and maintenance of permanent
bibliographic records.

9. Encourage the development of machine-based retrieval systems.

Functions
1. Participate in planning for the Resources Group.

2. Recommend, prepare and monitor budgets for the operation of the division.

3. Recommend policy for collection development..

4. Plan and carry out programs and services of collection policy.

5. Identify materials needed in developing the collections.

6. Solicit and coordinate subject knowledge of service center personnel in
collection developnent.

7. Recommend policies and identify materials that require preservation decisions.

S. Participate in providing reference assistance, including preparation of
bibliographies and instructional aids for faculty and students.
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9. Maintain cloae relationship with faculty, researchers and students in
planning resource development.

10. Acquire material in specified languages through purchase, exchange and
receipt of gifts.

11. Maintain and make accessible records of the acquisition and processing of
specified language materials.

12. Perform all types of bibliographic searching where special language skills
are required.

13. Participate in the production of bibliographic control records of specified
language materials.

14. Partictpite In maintalminl the general. card catalogs and central sheiflists
ea realvIsteJ; and cm.municate changes to those in charge of the depart-
mental eataloss.

I.S. Participate in satia!ring, organizina nud providing data for reports,
queetia:maires, ea.c.,both for internal tme and in response to outside
;Tendon.

15. Provide professional assistance in the development of machine-based retrieval
systemf..

17. Keep abreant of research and other activities in pertinent subject fields and
geographic areas, including participative in appropriate organizations.

Kay 11,Orkine Relatienshtaa

1. Library units in Service and Support Groups.
2. Distiru Collectioas.

3. Fnculty, rerearchers, students.
4. Bibliographic Control. Division.
5. Planning Office.

Reports.
Annual and periodic reports to the Associate Librarian for Resources.

Ferfornance and Evaluative Criteria:
1. Growth, development, and preservation of collections according to plans.
2. Academic community's satisfaction with availability of materials needed.
3. Accuracy of rc.cords produced.
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BUILIO:laArlitC CONTROL DIVISION

PrincialAdr: Chief, Bibliographic Control Division

Parent Unit: Library Resources Croup

Role: To provide organization and bibliographic control of the library's
resources.

Object_ivi,s

1. Crete and maintain a bibliographic control apparatus which permits the
full use of the Libraries' resources in the rost economical and effi-
cient manner.

2. Establish policies and standards for bibliographic control for all units
Within the library syst4m.

3. Maintain consistency of bibliographic records.

4. Provide policy guidance on bibliographic control to the Support and
Services Gups as meuda;

5. Assist in raiutaining Process control over items received until formal
bibliographic control is achieved.

6. Identify and process the most-needed materials as quickly as possible.

Functions
1. Estc.blish.and enforce policy of bibliographic control, system-wide.

2. Originate bibliographic records for monographs, serials, documents, and
non-book materials.

3. Maintain quality control of the existing and newly created bibliographic
records, both central and departmental; by catalog editing and by aid
(editing instruction and guidance) to service center and support
personnel.

4. Provide for the training and "revision" of cataloging staff.

S. Provide professional assistance on bibliographic matters to faculty
members, researchers, and other library users.

6. Participate in planning uses of computer technology in the libraries.

7. Assist in budget preparation for the operation of the Bibliographic Control
Division.

8. Participate in decisions relating to the organization of the collections.

9. Assist in the designation of priorities for cataloging materials in order
to forward the most needed materials as quickly as possible to their
destinations.

Key Working Relation phi

1. Library units in Support Group.
2.. Library units in Services Group

4/25/73



II! 4.2

3. other units in Resources Group
4. Distinctive Collections.
5. Faculty, researchers, graduate students.
6. Library of Congress.
7. Oth(a. academic and research libraries (bibliographic control units).
S. 46tems Off.L
9. Planning Office
10. Serials and documents acquisition staff.

Report.p

1. Phniodic reports to the Associate University Librarian for Resources.
2. Reports to the Libraries' staff concerning new policies and pr)cedurns.
3. Statistical reports as tweded to:

a. Units of the library.
b. Ple-nin3 and systms offices.
c. Organizations outside the university.

4. keports by thn Director of Bibliographic Control to the staff of the
Division on raLters of common interest.

Perfornce and rvaluative Criteria
I. Uflocciveness of the biaiographic records in providing needed information

to their usorF,
2. Acesizary of records* including close conformity with Library of Congress

practices nn:: ostahlishf_d rules of cataloging.
3. 'required to provide bibliographic control over materials received in

th Division.
4. Unit cost of providing bibliographic control.
5. Quantity of bibliographic records produced.



CATALOG EDITING DEPARTMENT'

III 4.3/1.1

Principal Administratdr: Catalog Editor

Parent Unit: Bibliographic Control Division

Vole: To solve problems and conflicts in the bibliographic records whose
solutions are not otherwise prodded for.

Oblactivcs
1. Improve the effectiveness of the bibliographic records.

2. Relieve other cataloging units of bibliographic activities not suitable or
proper to them.

3. Provide guidance to the Catalog Maintenance Unit.
2

Functions
1. Resolve problems and conflict in the bibliographic records which are not the

responsibility of others, including providing direction for changes, etc.

2. Participate in resolving problems involving the union catalog which arise
during the filing process.

3. Provide systematic revision of the catalogs.

4. Participate in the upkeep of the bibliographic records in all units.

S. Coordinate authority work and participate in the control of the authority files.

6. Participate in establishing cataloging policy.

7. Participate in establishment of government name forms.

EM211141RIPUV°0shita
1. Units in the Bibliographic Control Division.
2. Catalog Maintenance Unit.
3. Documents Acquisitions.
4. Service Units with bibliographic records.

Reports
Statistical and narrative reports as required.

Performance and Evaluative Criteria
1. Improvevent in the bibliographic records.
2. Currency in resolving reported conflicts.
3. Greater efficiency of other cataloging units.

Notes
1. Catalog editing is here defined as the work involving the intellectual aspects

of problems and conflicts in the catalogs. It includes areas that are not
the responsibility of any one cataloger or unit. It does not include the
mechanical aspects of the necessary adjustments. It does not include monitor-
ing catalogers' output.

2. This is intended to cover bibliographic matters, not administration.
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CATALOGING WITH COPY DEPARTMENT

Principal Administrator: Head, Cataloging with Copy. Department

Parent Unit: Bibliographic Control Division

Role: To provide organization and bibliographic control over monographs for
Which cataloging copy is available.

pkitives
1. Improve the collection by identifying and processing the most needed materials

as quickly as possible.

Facilitate research and use of the collections by providing and maintaining
accurate and consistent bibliographic records for monographs which have
available cataloging copy.

3. Participate in creating and maintaining a system-wide bibliographic control
apparatus in the most economical and efficient manner.

4. Participate in the creation and implementation of policies and standards for:
bibliographic control.

5. Improve bibliographic control by maintaining process control over items
received until formal bibliographic control is achieved.

Functions
1. Participate in establishing and eufurcing policy of bibliographic control,

system -wide.

2. Catalog and classify monographs, including documents, for which copy is
available, such as:
a. With LC depository card or proof slip (item new to Columbia University

Libraries)
b. W!.~111 General Catalog main card (item for different department)

c. With LC information available other than the above (Temporary slips,

NUC, MARC and CIP)

3. Cooperate with Documents Acquisitions in 'establishing government name formi.

4. Maintain quality control of the existing and newly created bibliographic

records, both central and departmental by catalog editing, cooperation with

Catalog Editor and by aid to Service and Support personnel.

5. Originate additional bibliographic records (i.e. history cards and other

authority work as needed) both central and departmental.

6. Perform auxiliary cataloging duties necessary for Cataloging with Copy such

as: searching as needed in languages with non-Roman alphabets, shelflisting,
preparation of books for further processing.

7. Perform monographic transfers, replacements, and the adding of copies.

8. Update bibliographic ..'.cords for monographic sets in union catalog and to

notify departments of oeropriate additions to their records.

9. Sort incoming bibllwraphic items for the section into established priorities.
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10. Provide for the training and revision of the professional and clerical ge),
staff of the Cataloging with Copy Department.

11. Participate in planning uses of computer technology for bibliographic lk
control.

12. Edit cataloging copy for machine input into CUMARC system.

13. Participate in decisions relating to the organization of the collections.

14. Assist in designation of priorities for cataloging materials in order to
forward the most needed materials as quickly as possible to their
destinations.

15. wise in budget preparation for the operation of the Bibliographic Control
Division.

16. Help provide professional assistance on bibliographic matters to faculty
member:, researchers, and other library users.

17. Participate in national reporting activities for monographs with available
copy.

Enzastinp flationshi-+s
1. Otter units in Recourees Group.
2. Library Units in Support Group.
3. Library Units in Services Group.
4. Library of Congress.
5. Systems office.
6. Planning Off ice.
7. Distinctive Collections.

Reports
1. Periodic reports to the Director of the Bibliographic Control Division.
2. Periodic reports by the Head of the Cataloging with Copy Department to the

staff of the Department of new policies and procedures, and matters of
common interest.

3. Reports by the staff of the Cataloging with Copy Department to the Head of
the Department.

4. Statistical reports by- individual staff members to the Head of Cataloging with
Copy Department as required.

5. Statistical reports by the Head of Cataloging with Copy Department to the
Director of the Bibliographic Control Division.

Performance and Evaluative Criteria
1. Effectiveness of the bibliographic records in providing needed information to

their users.
2. Accuracy of records, including close conformity with Library of Congress

practices and established rules of cataloging.
3. Time required to provide bibliographic control over materials received in the

Department.
4. Quantity of bibliographic records produced.

Note
1. Unless otherwise specified, "monographs" includes document and non-book

materials, but excludes materials for the Law, Medical, and Music Libraries,
and those in Asiatic vernacular languages.
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LAW CATALOGING DEPARTMENT

y...._princialAcsiimit: Head, Law Cataloging Department

Parent Unit: Bibliographic Control Division

Role: To provide organizaticn and bibliographic control of the Law Library's
resources.

Plissgma
1. Create and maintain a bibliographic control apparatus which permits the full

use of the Law Library's resources in the most economical and efficient
manner.

Participate in the establishment of policies and standards for bibliographic
control for the Law Library.

3. _Participate in maintaining the consistency of bibliographic records.

4. Assist in maintaining process control over items received until formal biblio-
graphic control is achieved.

5. Identify and process the most-needed materials as quickly as possible.

pnctions
1. Participat3 in the establishment and enforcement of levtiographic control, in

the Law Library catalog and in the union catalog.

2. Provide cataloginn, original and with available copy, for the following Law
Library materials1: monographs, serials, and non-book materials.

3. Perform auxiliary cataloging duties for the Law Library, such as: searching,
shelflisting, withdrawing, updating.

Provide additional bibliographic apparatus such as history and authority work
.as required.

5. Help maintain quality control of the existing and newly created bibliographic
records, in both the Law Library and the union catalog.

6. Provide for the training of its own staff, including revision, continuing
training, and refresher work in new procedures and practices as needed.

7. Help provide professional assistance on bibliographic matters to faculty
members, researchers, and other library users.

8. Participate in planning uses of computer technology in the libraries.

. 9. Assist in budget preparation for the operation of the Bibliographic Control
Division.

10. Participate indecisions relating to the organization and preservation of
the Law Library's collections.

11. Assist in the designation of.priorities for cataloging materials for the
Law Library.
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/ Performance :Ord Evaluative Criteria
1. Effectivmess of the bibliographic records in providing needed information

III 4.8

12. Participate in,natioual reporting activities for materials in the Law Library.

Key Working Relationships
1. Other units in Bibliographic Control Division.
2. Other units in Resources Croup.
3. Card production unit.
4. Resource personnel in Law,Library and is service centers.
5. Faculty, researchers, graduate students.
6. Systems Office.
7. Library of Congress

Rep, orts
1.. Statistical reports by individual catalogers to chief Law Cataloger.
2. Statistical reports by chief law cataloger to the Director of Bibliographic

Control.
3. Annual reports by chief law cataloger to head of Law Library.
4. Reports by chief law cataloger to the staff of the department concerning

new policies and procedures, and other matters of common interest.

to their users. -

2. Accuracy of records, including close conformity with Library of Congress
practice and established rules of cataloging.

Al 3. Time required to provide bibliographic control over materials received by
ma

law catalogers.
4. Quantity of bibliographic records produced.
5. Quantity of materials processed and achievement of currency.

Notes
I. All materials, including documents.

1Ib
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MEDICAL CATALOCINC DEPARTMENT

Principal Administrator: Head, Medical Cataloging Department

Parent Unit: Bibliographic Control Division

Role: To provide organization and bibliographic control of the Medical Library's
resources.

Objectives
1. Create and maintain a bibliographic control apparatus which permits the full

use of the Medical Library's resources in the most economical and efficient
manner.

Participate in the establishment of policies and standards for bibliographic
control for the Medical Library.

3. Participate in maintaining the consistency of bibliographic records.

4. Assist in maintaining process control over items received until formal biblio-
graphic control is achieved..

5. Identify and process the most-needed materials as quickly as possible.

Functions
1. Participate in the establishment and enforcement of bibliographic control, in

the Medical Library catalog and in the union catalog.

2. Provide cataloging, original and with available copy, for the following Medical
Library materials 1: monographs, serials, and non-book materials.,

3. Perform auxiliary cataloging duties for the Medical Library, such as: searching,
shelf listing, withdrawing, updating.

4. Provide additional bibliographic apparatus such as history and authority work
as required.

5. Help maintain quality control of the existing and newly created bibliographic
records in both the Medical Library and the union catalog.

6. Provide for the training of its own staff, including revision, continuing
training, and refresher work in new procedures and practices as needed.

7. Help provide professional assistance on bibliographic matters to faculty
members, researchers, and other library users.

8. Participate in planning uses of computer technology in the libraries.

'9. Assist in budget preparation for the operation of the Bibliographic Control

Division.

10. Participate indecisions relating to the organization and preservation of

the Medical Library's collections.

11. Assist in the designation of priorities for cataloging materials for the
Medical Library.
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12. Participate in national reporting activities for materials in the Medical
Library.

.1(.1F-1.72ti
1. Other twits in Bibliographic Control Division.
2. Other units in Resources Group.
3. Card production unit.
4. Resource personnel in Medical Library and in Service Centers.
5. Faculty, researchers, graduate students.
6. Systems Office.
7. National Library of Medicine.

Reports
1. Statistical reports by individual catalogers to chief medical cataloger.
2. Reports by chief medical cataloger to the Director of Bibliographic Control.
3. Periodic reports by chief medical cataloger to head of Medical Library.
4. Reports by chief medical cataloger to the staff of the'Department concerning

new policies and procedures, and other matters of common interest.

Performance and Evaluative Criteria
1. Effectiveness of the bibliographic records in providing needed information to

their users.
2. Accuracy of records, including close conformity with Library of Congress

practice and established rules of cataloging.
3. Time required to provide bibliographic control over materials received by

Medical catalogers.
4. Quantity of bibliographic records produced.
5. Quantity of materials processed and achievement of currency.

Notes
1. All materials, including documents.



MUSIC CATALOGING DEPARTMENT

Principal Administrator: Head, Music Cataloging Department

Parent Unit: Bibliographic Control Division

Role: To provide organization and bibliographic control of materials for the
Music Library.

Objectives
1. Create and maintain a bibliographic control apparatus which permits the full

use of the Music Library's resources in the most economical and efficient
manner.

2. Participate in the establishment of policies and standards for bibliographic
control for the Music Library.

3. Participate in maintaining the consistency of bibliographic records.

4. Assist In uaintaining process control over items received in the Music Library
until formal bibliographic control is achieved.

5. Identify and process the most needed materials as quickly as possible.

Functions
1. Participate in the establishment and enforcement of bibliographic control, is

the Music Library catalog and in the mion catalog.

2. Provide cataloging, original and with available copy for the following Music
Library materials: Monographs and serials, documents, music scores and
librettos, microfilm and microcards, Columbia University MA essays and
doctoral dissertations, phonorecords, and phonotapes in all languages

except oriental.

Perform auxiliary cataloging duties for the Music Library, such ass searching,
shelflisting, withdrawing, updating.

4. Provide additional bibliographic apparatus such as history and authority work

as required.

5. Help maintain quality control of the existing and newly created bibliographic
records, in both the Music Library and the union catalog.

6. Provide for the training of its own staff, including revision, continuing
training,and refresher work in new procedures and practices as needed.

7. Help provide professional assistance on bibliographic matters to faculty matters,
researchers, and other library users.

8. Participate in planning uses of computer technology in the libraries.

9. Assist in budget preparation for the operation of the Bibliographic Control

Division.

10. Participate in decisions relating to the organization and preservation of thn

Music Library's collection.
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11. Alltst in the degignalon of priorities for cataloging materials for t1n
uAZ Libracy.

12. Participate in national reporting activities for materials in the Music
Library.

13. P4-2ort hltdivls for 1..onor.-Iphic sate and serials to the Original Monographic
Caznlov,ing and Serials Cataloging Departments.

14. Aasist tit* nusic Librarian in providing in-depth reference service of a
r-s.!a:ch aad biblio,;raphic nature to faculty members, researchers, and other
library uaers.

K2V Wor%ina. nelationshioa
1. 11:!ad ok litt3iC Library

2. Other uaits In V.,.!sourcas Group.
3. Liblutry units in Support Croup.
4. Library unit:; in Services Group.
5. Faculty, Researchers, Craduite students.
6. Library of Co: ;tress.

4

P,41,rntS

I. Deriodic narrativ2 and statistical reports as needed to:
a. 'lead of Nasic Library
b. Director of Bibliographic Control Division.

1. RelNarts to 1:nsic Library staff concerning new policies and now procedures.

Ilrfo:.o.)..;cn and 4.':31,Jativ.,1 CrI,Loria

1. Li::::li:Ivanass tha biblio3raphic records in providing needed information to
at-AL utiara.

11 2. including closa coaformity with Library of CorgraAsan. .....
pra:Itic2 and establish3d rules of cataloging.

3. Tird ruqutted Lo provide bibliographic control over materials received by
nvsic catalo3ers.

4. Qtri-AtIty of bi!pliozrr.phic records produced.
5. Quantity of raterials processed and achievement of currency.
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ORIGINAL MONOGRAPHS CATALOGING DEPARTMENT

Principal Administrator: Head, Original Monographs Cataloging Department

parent Unit: Bibliographic Control Division

Role: To provide organization and bibliographic control of monographs as assigned.

Objectives
1. Participate in the creation and maintenance of a bibliographic control

apparatus which permits the full use of the libraries' resources in the
moat economical and efficient manner.

2. Participate in the establishment of policies and standards for bibliographic
control for all units within the library system.

3. Participate in maintaining the consistency of bibliographic records.

4. Assist in raintaining process control over-ieemz received until forme'
bibliographic control is achieved.

5. Identify and process the most - heeded materials as quickly as possible.

Functions
1. Participate in the establishmet and enforcement of bibliographic control

system-wide.

2. Originate bibliographic records for monographs' for which no usable copy
is available, including documents and non-book materials as assigned.

3. Cooperate with Documents Acquisitions in establishing government name forms.

4. Provide additional bibliographic apparatus such as history and authority work
as required.

5. Help maintain quality control of the existing and newly created bibliographic
records, both central and departmental, by catalog editing, cooperation with
the Catalog Editor and by aid to Service and Support personnel.

6. Provide for the training of its own staff, including revision, continuing
training, and refresher work in new procedures and practices as needed.

7. Help provide professional assistance on bibliographic matters to faculty
members, researchers, and other library users.

8. Participate in planning uses of computer technology in the libraries.

9. Assist in budget preparation for the operation of the bibliographic control
Division.

10. Participate in decisions relating to the organization of the collections.

11. Assist in the designation of priorities for cataloging materials in order to
forward the most needed materials as ,quickly as possible.

12. Participate in preservation and binding decisions for the General Library.
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13. Reconcile union records for Law, Medical and Music monographs.

14. Participate in national reporting activities for monographs.

Key Working Relationships
1. Other units in Bibliographic Control Division.
2. Other units in Resources Group.
3. Searching Unit.
4. Card production unit.
5. Resource personnel in service centers.
6. Distinctive Collections.
7. Systems Office
8. Library of Congress
9. Catalog Maintenance Unit

Reports
1. Statistical reports by individual catalogers to chief monographs cataloger.
2. Reports by chief monographs cataloger to the Director of Bibliographic Control.
3 Reports by chief monographs cataloger to the staff of the section concerning

new policies and procedures, and other matters of common interest.

Performance and Evaluative Criteria
1. Effectiveness of the bibliographic records in providing needed information to

their users.
2. Accuracy of records, including close conformity with Library of Congress

practice and established rules of cataloging.
3. Time required to provide bibliographic control over materials received by

monographs catalogers.
4. Quantity of materials processed and achievement of currency.
5. Quantity of bibliographic records produced.

NOTES
1. Unless otherwise specified, "monographs" includes document andnon-book

materials, but excludes materials for the Law, Medical, and Music Libraries,
those in Asiatic vernacular languages, and those for which cataloging copy
is available.



III 4.15

SERIALS CATALOGING DEPARTMENT

P7.211.3ci Administrator: Head, Serials Cataloging Department

Parent Unit: Bibliographic Control Division

Role: To provide organization and bibliographic control of serials.'

aitstixat_
1. Provide bibliographic access, up-to-date bibliographic history, union hold-

ings and shaiflist information for aerials.

2. Provide bibliographic access to serial content at the monographic level.

3. Participate in the creatiqn and implementation of cataloging policy.

4. Provide physical organization and preservation of serials for the Historical
and Humanistic Studios Center.

5, Contribute to system-wide bibliographic Control.
41tielP

1. ParEiCipate in establishing and implementing policy of bibliographic Control
system-wide.

2. Participate in decisions relating to the organization and preservation cf the

collections.

Functiops

3. Provide and update bibliographiR records for serials utilizing original catalog-
ing, copy, ond modified copy.'

4. Maintain quality control of bibliographic records, both central and departmental
by catalog editing, cooperation with the Catalog Editor, and by aid to Service

and Support personnel.

5. Provide serial analysis, both original and with copy, at the monograph level,
as desired.

6. Cooperate with Documents Acquisitions in establishing government name forms.

7. Maintain union holdings and shelf list records for serials.

8. Identify and prepare serials for preservation according to policy.

9. Reconcile union records for Law, Medical, and Music serials.

10. Participate in general cataloging activities.

11. Provide policy guidance in bibliographic matters :relating to serials for

Services and Support staff.

12. Perform various auxiliary cataloging tasks relating to serials (e.g. withdraw-

ing, card replacement)

13. Train and revise professional and clerical staff in work related to serials

cataloging.
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14. Assist in the designation of priorities for handlfn =Las.

15. Assist in budget ;reparation for the operation of the Bibliographic Control
Division.

16. Help provide prefesrional assistance on bibliographic matters to faculty
members, researchers, and other library users.

17. Participate in planning automation of serials handling in the libraries.

18. Assist in maintaining in-process control.

19. Participate in national reporting activities for serials.

20. Participate in treatment decisions for serials.

Key Forking Relativnshins
1. Other units in Bibliographic Control Division.
2. Serials and Documents Acquisitions.
3. Catalog Maintenance Unit.
4. Library units in Services, and Distinctive Collections.
5. Library of Congress.

132trta
Statistical and narrative reports as required.

4414494*

PerforrAnce and P'aluative Criteria
1. Effectiveness of the bibliographic and holdings records in providing needed

information to users.
2. Accuracy, consistency and adherence to standards of the records.
3. Quantity of bibliographic records produced.
4. Quantity of material processed, and achievement of currency.
5. Time required to provide bibliographic control.

NOTES
1. Unless otherwise specified, "serials" includes document end non-book aerials,

but excludes serials for Law, Medical and Music libraries, and those in
Asiatic vernacular lanpuages.

2. "To provide" includes searching, classification, subject headings, descriptive
cataloging and aurthority work for newly acquired titles, titles requiring
transfer, reclassification and recataloging.

"Bibliographic records" includes union and departmental sheiflists, official
and public serials catalogs, union and departmental catalogs, and also the
bibliographic apparatus supporting catalog records (e.g. history cards,
references, authority cards.)
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LIBRARY TECHNICAL SUPPORT GROUP

Principal Administrator: Director, Library Technical Support Group

Parent Unit: Office of the Vice President for Information Services and
University Librarian.

Role: To provide business, processing, acquisition, technical and support
services necessary to maintain the functioning of the library system.

allstives
i. Improve the operation of all library units relying on Support units by

providing efficient and economic service and by participating in the
establishment of policies which further such service.

2. Promote the security of library patrons and staff and to provide building
maintenance and security by serving as liaison with the Department of
Buildings and Grounds.

3. Contribute to sound finances by participating in maintaining library
accounts and in producing financial reports.

4. Contribute to sound finances by participating in the maintenance of complete
and accurate records of library Administrative Accounts and in the monitor-
ing of their expenditures.

5. Support library operations by obtaining and distributing library supplies
and equipment in the most efficient and economic way.

6. Enhance the effectiveness of collection development by monitoring requests
for materials to prevent unwanted duplication and unnecessary expenditure
of library funds.

7. Support the process of collection development through the proper acquisi-
tion of designated materials and by participating in selection.

8. Improve bibliographic control over materials by maintaining records before
permanent bibliographic control is achieved and by participating in the
efficient production and maintenance of permanent bibliographic records.

9. Contribute to national bibliographic and scholarly resources by working
with outside projects, agencies, and individuals.

10. Support the library's role as a repository of research and other materials
by providing preservation, binding and reprographic services.

11. Facilitate research and the dissemination of information by providing a
wide range of reprographic services.

12. Facilitate research and use of the collections by the physical preparation
of materials.

13. Dispose of unwanted material in the most beneficial way.

14. Facilitate operations by maintaining the efficient delivery and shipment
of library materials and mail.
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15. Enhance library operations and services through the control of operational
computer-assisted systems.

Functions
1. Control budgets for funds allocated to the Library Technical Support Group

and participate in budget planning.

2. Participate in maintaining library accounts and in producing financial
reports.

3. Participate in the maintenance of complete and accurate records of library
Administrative Accounts and in the monitoring of their expenditures.

4. Act as liaison with the Department of Buildings and Grounds in promoting
the security and maintenance of all library facilities and equipment.

5. Coordinate the purchase, rental and distribution of supplies and equipment.

6. Perform bibliographic searching.

7. Perform acquisitions services for all forms of material.

8. Maintain and make accessible records of the acquisition, processing and
payment status of materials.

9. Provide information pertaining to materials acquired and participate in
making them available.

10. Assist in collection development by bringing materials and information to
the attention of selection officers and by selecting certain materials.

11. Participate in the creation of bibliographic control records, by producing
catalog cards, performing sorting and shelflisting activ:ties and
other means.

12. Maintain the general card catalogs and central shelflists, including repair,
filing and correction of cards; and communicate changes to those in charge
of the departmental catalogs.

13. Work with outside projects, agencies, and individuals (e.g. NBC, reprint
publishers, NPAC, non-Columbia librarians, etc.)

14. Be responsible for providing preservation services of a technical nature,
such as binding, repair, photocopying etc.

15. Provide reprographic services.

16. Prepare library materials for use (e.g. plating, marking,binding).1

17. Keep abreast of the latest techniques and information pertaining to functions
assigned to the Support Group.

18. Coordinate and supervise the disposal of unwanted material in the most
beneficial way.-

19. Be responsible for library shipping, receiving, mail and delivery services.
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20. Coordinate and manage operational computer assisted systems, including
data processing and maintaining liaison with the Systems Office and
the Computer Center.

21. Consult with and advise staff members in service centers and elsewhere
about policies and procedures pertaining to activities performed
centrally by the Support Group.

1. All organizational units and individuals in the 'library involved with
support services.

2. Other university departments and with individuals and organization out-
side the university.

Reports
Statistical and other reports as needed to:

a. Units of the library involved with support services,
b. Planning and Systems Offices.

Performance and Evaluative Criteria
1. Accuracy of records.
2. Quality of technical work.
3. Satisfaction of other library units relying on Support Group services.

Note
While the Support Group is responsible for the actual binding activity, the
preparation of periodicals for binding will have to occur in the various
units which service the periodicals to ensure maximum user access. (This can
be reconsidered when a computer based serials system is developed.)
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DATA CONTROL DEPARTMENT

Principal Administrator: Read, Data Control Department

Parent Unit: Library Technical Support Group.

Role: To provide computer-based processing services ancillary to activities
necessary to maintain the functioning of the library system.

Objectives
1. Improve the operation of all library units relying on the Data Control

Department by providing efficient service and by participating in the
establishment of policies which further such service.

2. Facilitate the functioaing of library units and contribute to sound
finances by participating in the maintenance of complete and accurate
records of library accounts and producing financial reports.

3. Enhance library operations and services through the control of operational
computer-assisted systems.

Contribute to bibliographic control and the avoidance of unnecessary
duplication of materials by producing in-process and permanent biblio-
graphic records for library materials.

5. Facilitate circulation control by processing circulation data and generat-
ing computer-produced records.

6. Facilitate the processing of reserve materials and access to them by
generating computer-produced worksheets and public records.

Functions
1. Participate in budgetary process for the Data Control Department.

2. Assist in the purchase and rental of supplies and equipment used only in
Data Control.

3. Produce financial records and checks for payment on library accounts.

4. Keep abreast of the latest techniques and information pertaining to functions
assigned to the Data Control Department.

5. Be responsible for the preparation of data for computer-based systems and

for the submission of production jobs.

6. Be responsible for the physical and editorial processing and distribution of

computer products.

7. Be responsible for the security of computer files by the physical maintenance

of backup records.

B. Coordinate machinery and staff in anticipation of production demands, ensur-
ing minimal time-lag between receipt of data and distribution of products.

9. Work closely with the Systems Office in the detection and resolution of
production failures due to Computer Center and programs- related problems.
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10. Work closely with other library units in resolving problems in the
initial phase of new systems and in determining needed modifications
for established. systems.

11. Advise the Computer Center of routine operational problems involving
computer processing.

12. Check the accuracy and completeness of invoices.

13. Consult with and advise units of the library dependent upon Data Control
on the status of production runs.

14. Provide and process data for reports, questionnaires, etc. both for
Internal use and in response to outside agencies under the coordination
of the Planning Office.

Keg Working Relationships
1. Systems Office
2. Other organizational units and individuals-in the library involved with

Data Control.
3. Computer Center
4. Comptroller

,Reports

Statistical and evaluative reports as policy requires.

Performance and evaluative criteria
1. Efficiency and economy in providing services based on regularity and speed.
2. Accuracy of performing technical operations based upon performance standards.
3. Quality of products supplied.
4. Satisfaction of library units relying on Data Control.
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BOOK ACQUISITIONS DEPARTMENT

Princtpal Administrator: Head, Book Acquisitions Department.

Parent Unit: Library Technical Support Croup

Role: To provide acquisitions services for requested monographs, book continua-
tions, microfilms and certain other designated materials in most
languages for the entire Columbia library system.

plblectives.

1. Improve the operation of all library units relying on the Book Acquisitions
Department by providing efficient and economic service and by participating
in the establishment of policies which further such service.

2. Facilitate the functioning of library units and contribute to sound finances
by participating in the maintenance of book accounts.

3. Enhance the effectiveness of collection development by participating in
monitoring requests for materials to prevent unwanted duplication and
unnecessary expenditure of library funds.

4. Support the process of collection development through the proper acquisition
of designated materials.

5. Improve bibliographic control over materials by maintaining records before
permanent bibliographic control is achieved.

Functions
1. Participate in the budgetary process for the Book Acquisitions Department.

2. Order requested monographs, book continuations, microfilms and certain other
designated materials,, including assignment of dealers, provision of informa-
tion to Data Control, systematic reviews and follow-ups of pending orders.

3. Receive and process monographs, book continuations, microfilms and certain
other designated materials, including verifying that material received is
material ordered, updating records (both in the Book Acquisitions
Department office and through the Data Control Departinent)and distribut-
ing materials to the appropriate locations.

4. Approve payment of invoices and reimburiement or credits and to perform
other functions= maintain fiscal control, including proving payments,
handling encumbrances, etc.

5. Maintain and make accessible records of the acquisitions, processing and
payment status of materials ordered by the Book Acquisitions Department
and provide interpretation and information as needed.

6. Consult with and advise staff members in Service Centers and elsewhere
about policies and procedures pertaining to activities performed centrally
by the Book Acquisitions Department.

RizSctsktnsz Relationships
1. Data Control Department
2. Library units obtaining materials through the Book Acqui..-.7.)ns Department.
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3. Serials and Documents Acquisitions and Gifts and Exchanges Department.
4. Selection Officers,.

5. Book dealers.

Reports
Statistical and other reports as needed to:

I. Units of the library obtaining materials through the Book Acquisi-
tions Department.

2. Planning and Systems Offices.

Performance and evaluative criteria
1. Accuracy of records.
2. Satisfaction of library units relying on the Book Acquisitions Department.
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ACCESSIONING SECTION

Principal Administrator: Head, Accessioning Section.

Parent Unit: Book Acquisitions Department

Role: To provide accessioning services and invoice processing for certain
monographs, book continuations, microforms, and other designated
materials in most languages ordered by the Book Acquisitions
Department for the entire Columbia library system.

Objectives
1. Improve the operation of all library units relying on the Accessioning

Section by providing efficient and economic service and by participat-
ing in the establishment of policies which further such service.

2. Facilitate the functioning of library units and contribute to sound
finances by participating in the maintenance of book accounts.

3. Support the process of collection development through participation in
the proper acquisition of designated materials.

4. Improve bibliographic control over materials by maintaining records before
permanent bibliographic control is achieved.

Functions
1. Participate in the budgetary process for the Accessioning Section.

2. Receive and process monographs, book continuations, microforms, and other
designated materials, including such operations as verifying that
material received is the material ordered, updating records (both in
the Book Acquisitions Department office and through Data Control),
distributing materials to the appropriate locations, and certain follow-
ups on orders. (excluding rush materials and certain materials received
on blanket orders such as LACAP).

3. Approve payment of invoices and participate in approving the reimbursement,
of credits and performing other functions to maintain fiscal control.

4. Assist in maintaining and maktng accessible records of the acquisitions,
processing, and payment status of certain materials ordered by the
Book Acquisitions Department and in providing interpretation of and
information on materials and records in its area as needed.

5. Consult with and advise staff members in Service Centers and elsewhere
about policies and procedures pertaining to activities performed centrally

by the Accessioning Section.

ley Working Rplatiamoltra
1. Other members of the Book Acquisitions Department
2. Data Control Department
3. Book dealers.

Reports
Statistical and evaluative reports as policy requires.
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1. Accuracy of records.
2. Satisfaction of library units relying on the Aeecessioning Section.
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SERIALS AND DOCUMMTS ACQUISITIONS DEPARTMENT

Principal Administrator: Head, Serials and Documents Acquisitions Department

Parent Unit: Library Technical Support Croup

Role: To provide acquisitions, processing, and other services for governmental
monographs necessary to support the functioning of the library system.'

2112S11---yes.
1. Improve the operation of all library units relying on the Serials and Documents

Acquisitious Department by providing efficient and economic service and by
participating in the establishment of policies which further such service.

2. Facilitate the functioning of library units and contribute to sound finances

by participating in the maintenance of library accounts designated for

expenditures for serials and documents publications.

3. Enhance the effectiveness of collection development bymonitoring requests
for serials and 4ecucents to prevent unwanted dsplication and unnecessary
expenditures of library funds.

4. Support the process of collection development through the proper acquisition

of designated serials and docwents and by participating in their selection.

5. Improve bibliographic control over serials and documents by maintaining

records before per anent bibliographic control is achieved and by participat-

ing in the creation and maintenance of permanent bibliographic records.

6. Increase the library's informational resources by maintaining kardex and other

recor" of serials and documents.

7. Participate in the disposal of unwanted serials and documents in the most

beneficial way.

Functions
1. Participate in the budgetary process for the Serials and Documents Acquisi-

tions Department.

Participate in monitoring library accounts for expenditures connected with

serials and documents.

3. Maintain and monitor Deposit accounts and Coupon accounts.

4. Monitor requests for serials and documents to prevent unwanted duplication

and unnecessary expenditeree of library funds.

5. Act as a final check or review on the appropriateness of searching verification

performed elsewhere, and perform additional types of searching and verifi-

cation not performed elsewhere in order to support the activities of the unit.

6. Recommend the best mtbod of acquiring serials and documents.

7. Acquire assigned serials and governmental monographs by ordering or soliciting.

8. Maintain all orders, subscriptions, solicitations, Depository programs, etc.

on an active basis by monitoring, soliciting information, claiming, reorder-

4/26/73



IV 4.2

ins, waintainine columbia's name on gift and exchange mailing lists, by
replying to questionnaires or by acknowledging receipt of individual
issues, or by processing annual expiration notices or confirming order
forms.

9. Receive, check in and route certain serials and documents.

10. Approve esti prove payment of invoices and reimbursement of credits incurred
as subscription or issue costs, or as dues of fees for any of the unit's
subscriptions or rubscription plans, services, memberships, blanket orders,
or cooperative projects.

11. Originate claims for the Circulation Department of the Humanistic and Historical
Studiea Center, and for all libraries' materials looking from U.S. Depository
shipments, Crown Asents, blanket-order shipments, invoices, and other
matoriala that fall outside the normal claiming process.

12. Order, a:lprove payment for,and maintain records of aerials and documents used
as exchange materials.

44ittabe13. Cancel or transfer serial subscriptions when necessary.

-1740
14. Create, vsintain,and ralce accessible records of:

*ila. Serials end documents acquired as well as those discarded, offered, 4
routed to other institutions, or disposed of in other ways.

b. Services, materiels, and/or privileges provided to the Libraries by
Libraries, University, or personal rembershipe, services, blanket
orders, depository programs, or cooperative projects.

15. Acquire and.make effective use of knowledge, information, and bibliographic
tools relating to zerials and documents.

16. Provide access to, interpretqtion of, and information from the unit's materials
files, records and tools.

17. Bring serial and document etilications and information to the attention of
selection officers, assist selection officers, pnd select certain documents.

18. Participate in the creation and maintenance of permanent bibliographic
control records.

19. Participate in the disposal of unwanted serials and documents in the most
beneficial way.

20. Coordinate, supervise and monitor policies, materials, and records in certain
categories (such as U.S. deposftesy) in order to satisfy various regulations
and restrictions.

.21. Have central responsibility for correspondence on most matters concerning the
acquisitions of serials and documents.

22. Consult vith and adviim ntdff mcmhern In Service Centers and elsewhere about

policies and procedures pertaining to activities performed centrally by the
Serials and Documenta Acquisitions Department.

Emyorkins Lelationshies
1. Selection ofticers
2. Catalogers
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3. Subscription agencies. YV 4.3/i4, L4

4. Proposed Documents Room staff.

Reports
Statistical and evaluative report as policy requires.

PerforvonPo aid criteria
3. Prookr cis ord2rs.
2. Props payment of invoices LO make the most beneficial use of, budgeted funels.
3. Cor1:1:,,tenef.s, accuracy, and accessibility or bibliorraphic records, file's,

Ant tools.
k. c,,7111)lotcness, alO accuracy of reportin of inforratioa from the

unit's records, files, and tools to oner units of the Libraries as
ro:Itired.

5. Succvf.s iu t.;,.rials and Doct,..nents Acquisitions' policies and

xx, unit: of the libr:!ry which dvpend on thc: unit's
scrOcea.

6. Satisf;07.tion of otloer library units re) yang on the Serials and Documents
Accituaition p,p.trtment.

I';ote

1. Docu::..nts refer :; to governr!cntal serials and monographs. Serials refers
emir to non-7.01.:!rIc.tental v,.rials. rho exact deftnition of governmental
av Jr (1:41,11c:, to ColtrMatt. doctriaats haA yet to he defined.

2. Sore of these actAviries c;-,A1 f)4! trans.ferred to a Documents Room.
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DOCUMENTS ACQUISITION SECTION

Principal Administrator: Head, Documents Acquisitions Section

Pbrent Unit; Serials and Documents Acquisitions Department

Role: To provide acquisitions, processing, and other services for document
serials and monographs necessary to support the functioning of
the Library system.

ObJectives
1. Improve the operation of all library units relying on the Documents

Acquisitions Section by providing efficient and economic service and by
participating in the establishment of policies which further such service.

2. Facilitate the functioning of library units and contribute to sound
finances by partieipating,In the maintenance of library accounts desig-
nated for expenditures for document publications.

3. Enhance the effectiveness of collection development by monitoring requests
for document materials to prevent unwanted duplication and unnecessary
expenditures of library funds.

4. Support the process of collection development through the proper acquisition
of designated document materials and by participating in their selection.

5. Llprove b;bliographic control over document materials by maintaining records
before permsnent bibliographic control is achieved and by participating
In the creation and maintenance of permanent bibliographic records.

6. Increase the library's informational resources by maintaining kardex and
other records of documents.

7. Participate in the disposal of unwanted documents in the most beneficial way.

Functions
1. Participate in the budgetary process for the Documents Acquisitions Section.

2. Participate in monitoring library accounts for expenditures connected with
documents.

3. Participate in monitoring and maintaining Deposit accounts and monies used
for the purchase of prepayment coupons with agencies such as Government
Printing Office, Library of Congress, Notional Technical Information
Service, and others.

4. Monitor requests for documents to prevent unwanted duplication and un-
necessary expenditures of library funds.

5. Act as a final check or review on the appropriateness of searching and veri-
fication performed elsewhere and perform additional types of searching
and veriftca.tinn not performed elsewhere in order to support the activities
of the Documents Acquisitions Section.

6. Recommend the best method of acquiring documents.

Acquire document monographs by purchase orders or gift solicitation.
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8. Acquire document serials through purchase and gift by properly placing
standing orders and solicitationa for continuation and periodical
subscriptions.

9. Acquire document serial back issues, replacement issues, sample copies,
and document catalogs by proper purchase or gift solicitation.

10. Maintain all orders, solicitations, depository programs, etc. on an active
basis by monitoring, soliciting information, claiming, reordering,
maintaining Columbia's name on gift and exchange mailing lists by reply
ing to questionnaires or by acknowledging receipt of individual issues
or by processing annual expiration notices or confirming order forms.

11. Receive, check in, and route certain document materials.

12. Approve and prove payment of invoices and reimbursement of credits incurred
as subscription or issue costs or as dues or fees for any of the Section's
subscriptions or subscription plans, services, memberships, blanket orders,
or cooperative projects.

13. Originate claims for the Circulation Section of the Uumanistic and Historical
Studies Center and for all Library materials lacking from U.S. Depository
shipments, blanket order shipments, invoices, Crown Agents, and other
materials that fall outside the normal claiming process.

14. Order, approve payment for, and maintain records of document serials and
monographs used as exchange materials.

15. Cancel or transfer document serial subscriptions when necessary.

16. Create maintain, and make accessible records of:
a. document serials and monographs acquired, as well as those being offered,

discarded, routed to other institutions, or disposed of in other ways.
b. services, materials, and/or privileges provided to the Libraries by

library, University, or personal memberships, services, blanket
orders, depository programs, or cooperative projects.

17. Acquire and make effective use of knowledge, information, and bibliographic
tools relating to documents.

18. Provide access to, interpretation of, and information from the Section's
materials, files, records, and tools.

19. Bring document materials and information to the attention of selection officers,
assist selection officers, and select certain documents.

20. Participate in the disposal of unwanted document materials.

21. Assist in monitoring policies, materials, and records in certain cat;gories
(such as U.S. Depository) in order to satisfy various regulations and
restrictions.

22. Have central responsibility for correspondence on most matters concerning
documents.

23. Consult with and advise staff members in Service Centers and elsewhere
concerning policies and procedures pertaining to activities performed
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centrally by the Documents Acquisitions section.

Key Working Relationships
1. Organizational units and individuals in the Library involved with the

Documents Acquisitions Section.
2. Organizations and individuals outside the Library, e.g. Superintendent

of Documents.
3. Documents Room Staff?

Reports
Statistical and evaluative reports as policy requires.

Performance and evaluative criteria
1. Proper placing of document orders.
2. Proper payment of invoices to make the most beneficial use of budgeted funds.
3. Completeness, accuracy, and accessibility of bibliographic records, files

and tools.
4. Promptness, completeness, and accuracy of reporting of information from

the Section's records, files and tools to other units of the Library as
required.

5. Success in communicating Documents Acquisitions Section's policies and
procedures to other units of the Library which depend on the Section's
services.

6. Satisfaction of other library units relying on the Documents Acquisitions
Section.

Note
1. The word documents is used throughout, unless otherwise modified, to incude

both document serials and monographs. For serials other than document
serials, see the description of the Serials Acquisitions Section.

2. Currently the Documents Acquisitions Section performs certain activities
that are to be transferred to the proposed Documents Room. These activities
include holding current and unbound issues of Congressional hearings ane
Serial Set materials, determining whether all materials for a certain
session or Congress are received, arranging them into volumes and assign-
ing call numbers and volume numbers, listing contents or other information
as needed in Public Serials Catalog, Official Serials Catalog, and Shelf
lists, typing binding slips, and related duties. It is probably best .

for the new Documents Acquisitions Section to continue these activities
until a Documents Room is set up, perhaps until after the suggested long-
term Task Force investigation of documents at Columbia has been completed.
Objectives and functions relating to these tasks are adequately covered
by Objective.4 and Function 18.
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SERIALS ACQUISITIONS SECTION'

Principal Administrator: Head, Serials Acquisitions Section.

parent Unit: Serials and Documents Acquisitions Department.

Role: To provide serials acquisition, processing and other services necessary
to support the functioning of the library system.

Objectives
1. Improve the operation of all library units relying on the Serials Acquisi-

tions Section by providing efficient and economic service and by participat-
ing in the establishment of policies which further such service.

2. Facilitate the functioning of library units and contribute to sound finances
by particinating in the maintenance of library accounts designated for
expenditures for serials.

3. Enhance the effectiveness of collection developmeqt by monitoring requests
for serials to prevent unwanted duplication and unnecessary expenditure
of library funds.

4. Support the process of collection development through the proper acquisition
of designated serials and by participating in their selection.

5. Improve bibliographic control over serials by maintaining records before
permanent bibliographic control is achieved and by participating in the
creation and maintenance of permanent bibliographic records.

6. Increase the libiary's informational resources by maintaining kardex and
other records of serials.

7. Participate in the disposal of unwanted serials in the most beneficial way.

Functions
1. Participate In the budgetary process for the Serials Acquisitions Section.

2. Participate in monitoring library accounts for expenditures connected with
serials.

3. Participate in maintaining and monitoring deposit accounts (e.g. Microsurance)

4. Monitor requests for serials to prevent unwanted duplication and unnecessary
expenditure of library funds.

5. Act as a final check or review on the appropriateness of searching and
verification performed elsewhere and perform additional types of search-
ing and verification not performed elsewhere in order to support the
activities of the Serials Acquisitions Section.

6. Recommend the best method of acquiring serials.

7. Acquire serials through purchase by the proper placing of standing orders
for continuation and periodical subscriptions.

S. Acquire back issues, replacement issues, sample copies and serial catalogs
(including document serial catalogs) by proper purchase of gift solicitation.
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9. Maintain all subscriptions on an active basis by monitoring, soliciting
informativn, claiming, reordering, acknowledging receipt of gifts and
exchanges, etc.

10. Receive, check in and route certain serials.

11. Approve and prove payment of invoices and reimbursement of credits incurred
as subscription or issue costs or as dues or fees for any of the Section's
various subscriptions or subscription plans, services,memberships, blanket
orders or cooperative projects.

12. Originate claims for the Circulation Department of the Humanistic and
Historical Studies Center for all Library materials lacking from invoices,
and for other materials that fall outside the normal claiming process.

13. Order, approve payment for and maintain records of serials used as exchange
materials.

14. Cancel or transfer serial subscriptions when necessary.

15. Create,maintain and make accessible records of
a) all serials acquired as well as those serials being offered, discarded,

routed to other institutions or disposed of in other ways.
b) services, materials, and/or privileges provided to the Libraries by

library, University or personal memberships, services, blanket orders
or cooperative projects.

16. Acquire and make effective use of knowledge, information and bibliographic
tools relating to serials.

17. Provide access to interpretation of and information from the Section's
materials, £iles,records and tools.

18. Bring serials and information to the attention of selection officers and
to assist the selection officers.

19. Supply information needed for the creation and maintenance of permanent
bibliographic control records.

20. Participate in the disposal of unwanted serials.

21. Assist in monitoring policies, materials, and records in certain categories
in order to satisfy various regulations and restrictions.

22. Have central responsibility for correspondence on most matters concerning
the acquisition of serials.

23. Consult with and advise staff members in Service Centers and elsewhere
about policies and procedures pertaining to activities performed centrally
by the Serials Acquisitions Section.

1. Organizationl) units and individuals in the library involved with the
Serials Acquisitions Section.

2. Subscription agencies.
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Aprons
Statistical and evaluiltive reports as policy requires.

Performancf.! and Evaluative Criteria

1. Proper placing of serial orders.

2. Proper payment of invoices to make the most beneficial use of budgeted funds.

3. Completeness accuracy and accessibility of bibliographic records, files and

tools.

4. Promptness, completeness, and accuracy of reporting of information from the
Section's records, files and tools to other units of the library as
required.

5. Success in communicating Serials Acquisitions policies and procedures to
other units of the library which depend on the Section's services.

6. Satisfaction of other library units relying on the Serials Acquisitions
Section.

NOTE
Excludes document serials unless otherwise noted.
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SERIALS ACQUISITIONS SECTION

It is recommended that th2 searching activities presently being performed in
the Serials Acquisition Section be kept there for the following reasons:

a. Serials searching involved more than "order" searching (e.g., offers,
invoices, etc.)

b. Searching expertise will exist in the Serials Acquisitions Section
In order to accomodate the above, so why have several people do
what one 'low does.

c. The expertise needed for searching, as well as that for revising
searchirg, of serial ilaterlals and in serial files is extensive.
It is obvious also that the review of the searching is sufficient
and would be best done by the Serials staff.

d. Serials searching and revising is more convenient and immediate if
searchers are at hand tc the serials revisor.

e. Speed and cc,ntrol of searching is best accempliShed in the Serials
Acquislrions Sectiol.

f. The expertise of usini. and interpreting serials files would have other
immediate and ancillary uses which would support Serials activities.
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GIFTS AND EXCHANGE DEPARTMENT

Princinel Administrator: Head, Gifts and Exchange Department

Parent Unit: Library Technical Support Group

Role: To provide gift, exchange and other nupport services.

1. Improve the operation of all library mitts relying on the Gifts and Exchange
Department by providing efficient and economic service and by participating
in the establiehment of policies which further such service.

2. Facilitate the functioning of library units and contribute to sound finances
by participating in the maintenance of library accounts.

3. Support Ow process of collection development through the proper acquisition
of eatetialu lye gifts and exchange, by offering materials to selection
officers and bl; participating in selection.

4. Contribute to bibliographic control over materials by participating in
main airline records before permanent bibliographic control is achieved. lit

5. Facilitate use of the collections by participating in the physical prepare- 'NM

tien of mater!als.

ltG. SupplieeoL end ee7:ance reference and leeonrce services by providing informa-
tion about sienifieant acquisitions and Columbia-connected materials. 141

7. Dispose of unvanted materials in the most beneficial way.

Functions
1. Participate in tha budgetary process for the Gifts and Exchange Department.

2. Participate In maintaining library accounts.

3. Perform bibliegraphic searchine not performed elsewhere in order to support
the activities of the Gifts and L::c1u Department.

4. Examine out-of-print, replacement:, serial, and Columbia University Press
order& fur peseible filiejng through eift and exchange.

5. Decide on the feasibility of acquiring materials through gifts or exchange.

6. Acquire certale nItrials by soliciting them as gifts or by inaugurating
exchaupe erreeeements.

. 7. Acknowledge gil ts and exchanges appropriately.

8. Maintain and make accessible records of the acquisitions, processing and
p.ty;:tt st.ltJ:1. of exc:Inn;.A. waterialm, including records (e1

deners and eAchange balano.Ls.

9. Provt.h infornetio pertainine to materials acquired and participate in
makine titer . nvaliable.
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10. Create, maintain, and provide access to the Reaister of Significant
Acquisitions (i.e. R11 file; includes past purchases, as well as Gifts),
and to the various lists of Columbia-connected publications (e.g. Arden
House, Bicentennial, etc.) .

11. Be responsible for the storage and maintenance of certain materials and
if make then available, e.g. Pre-1950 Columbia doctoral dissertations.

a 12. Actively participate in the solicitation of gifts.

Pa
13. Bring gifts and exchanges materials and information to the attention of

the selection officers and participate in the selection of certain materials.

14. Receive, ree:ord, and assist in assigning to the Libraries' collections each
Columbia University Press Depository publication and other depository
materials handled by this unit.

15. Compile the purchase and distribution of materials to be sent to exchange
partners.

16. Maintain addressograph mailing lists for exchange materials.

17. Coordinate and supervise the disposal of unwanted material to the most
bereficial way, including distribution to other liba:aries

18. Price and sell duplicates and participate in controlling the monies received
frem these sales.

19. Act as sales and distribution agent for certain Library and University
publicat!om, e.g. Friends of the Library publications.

20. Cousult with an advise staff members in Service Centers and elsewhere about
policies and procedures pertaining to activities performed centrally by
the Gifts and Exchange Departp.ent.

21. Supervise, organize and maintain the Book Sale Room.

Key Wqrkine. 171:1!:ionsIlks

1. Sulealont3 officers
2. Other acquisitions units.
3. Essay end Dissertations secretary.
4. Columbia Prow, etc.
5. Dapors
6. United Staten Book Exchange, etc.

Itcnorte.,_

SLati:;tical and evaluative reports as policy requires.

Perfornanco and evaluative criteria

1. :fini:eAanee or good relations with donors.

2. At:cm:Icy of records.

3. !:atisfartlou of library units relyinA on the Gifts and Exchange Department.
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PRESERVATION DEPARTMENT

Princizal Administrator: Read, Preservation Department

Parent Unit: Library Technical Support Group

Role: To provide the expertise and services necessary to carry on a continuing
program of preservation of the libraries' materials, including prepara-
tion, repair, and reproduction of materials.

Objectives
1. Improve the operation of all library units relying on the Preservation

Department by providing efficient and economic service and by participat-
ing in the establishment of policies which further such service.

2. Facilitate the functioning of library units and contribute to sound finances
by participat3mg in the maintenance of library accounts.

3. Improve bibliographic control over materials by maintaining records.

4. Contribute to thl high qualiry of the Library's collection and facilitate
use of vaterials through proper preservation and maintenance of materials
as well as throrgh advising selection officers.

S. Facilitate research and the dissemination of information by providing
repregraphic services and by working with reprint companies.

6. Facilitate research and use of the collections by participating in the
physical preparation of materials.

7. Improve library services and collections by keeping abreast of current
developments in the field of preservation, binding and reprography.

Functions
3., Participate in the budgetary process for the Preservation Department.

2. Be responsible for providing preservation services of a technical nature,
such as binding, repair, photocopying, etc.

3. Consult vith and advise selection officers about preservation policies
and practices.

4. Bring enter/els needing preservation to the attention of reprint companies.

5. Supervise loans to reprint publishers and reimbursement for them.

6. Maintain a file of reprint and microform catalogs.

7. Provide in-house binding and repair services.

T. Provide vcpro7cphic fAxvIcva.

9. Prepare library mntcriels for use by plating, pocketing, marking and other
means.

4/19173
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10. Coordinate activities involving commercial binders.

11. Participate in the maintenance of library binding accounts.

12. Be responsible for keeping abreast of current developments in the fields
of binding, preservation, end reprography.

13. Advise on the purchase or rental of specialized supplies and equipment
needed for reprographic and preservation processes.

14. Consult with and advise staff members dependent upon the Preservation
Department about policies and procedures pertaining to activities per
formed centrally by the Preservation Department.

nantimAtEs
1. Selection of
2. Commercial binders
3. Service Units
4. Library users
5. Reprint houses

Remrts
Statistical nnd other reports aseneeded to:
1. Selection officers
2. Service units

Perform r.<- end Eva3eative Criteeia
1. Accuracy of recordA.
2. Quality of technical work.
3: Satisfaction of library units and users relying on the Preservation Department.
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BINDING SECTION

lLAtIministrator: Head, Binding Section

Parent Unit: Preservation Department

Role: To provide in-house binding and repair services necessary for the
maintenance of the collection.

Objectivea
1. Improve the operotion of all library units relying on the Binding Section

by providing efficient and economic service and by participating in
the establiahnent of policies which further such service.

2. Facilitate the functioning of library units and contribute to sound
finances by participating in the maintenance of library accounts.

3. Contribute to the high quality of the library's dbilection and facilitate
use of materials through proper preservation and maintenance of these
materials.

4. Facilitate research and use of the collections by the physical prepara-
tion of materials.

Function a,

1. Participate in tIle budgetary process for the Binding Section.

2. Se responsible for providing in-house binding, preservation, and repair
services.

Be renponsible far keeping abreast of the latest techniques available for
the binding, preservation and repair of materials.

4. Be responnible for the day-to-day care and maintenance of departmental
cquipment and machinery.

5. Advise on the purchase and rental of specialized supplies and equipment
needed for bineing, preservation, and repair processes.

6. Consult with and advise units of the library dependent upon the Binding
Section abot.t r.rom,r binatng, preservation and repair procedures and
their implementation.

Rc4nti3"41.Ps
1. Materiall; Prveefi:Ang Section

2. Scrvierk units.

Renorts
Statistic:a and evnlnative reports as policy requires.

Perfom.im.o and INA..tive Ctitcria
1. Aecur,ny of recer,s
2. Quality of ttchoicni wort:
3. Satisfaction of library unit ralying on the Binding Section.

4/19/73
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MATERIALS PROCESSING SECTION, TECHNICAL SUPPORT CROUP

Princioal AdmInistretor: Head, Materials Processing Section, Technical Support Group

Parent Unit: Preservation Department

Role: To provide processing services necessary for preparing materials for use.

Pb-10;PY3
1. lepreve the operation of all library units relying on the Meterials

Processing Section by providing efficieet and economic service and by
participating in the catablishemeet of policies which further such service.

2. Facilitate the functioning of library units and contribute to sound finances
by participating in the maintenance of library binding accounts.

3. Facilitate research and use of the collections bylipartielpating in the
physical preparation of materials.

Functless
1. Participate in the budgetary process; for the Materials Processing Section.

2. Prepare library. materials for use by book plating, pocketing, =irking and
other meane.

3. Coerdieste activities involving co:,!eereial binders, including sending,
rc;;eiving, raeord invoica prucessine, and quality control.

4. Maintain and make acceesible records of material sent to commercial binders.

5. Review materiel sent for processinn to determine whether the action
requested iu suitable, in cooperation with the Dinding Section.

6. Review iinis100 material to help eneere that Support Croup processing has
been completed and distribute processed material for delivery.

1. Participate in the maintenence of library binding accounts.

8. Be responsible for kerTinp: abreast of current developments in the field
of book processing.

Advise on the purchase or renral of ssecialized supplies and equipment
needed for book processing purporxs.

10. Conselt with wet advise staff members in Service Centers and el3ewhore
about polic;; aiod p:oe:,!ures perraining to activities performed centrally
by this Materitls Proctesing

k.LS.m. rill Po'. ti Otlqh it3S
1. Lthdinc: Se.cti
2. Ccselereial bipciera.

N29"A
Statialen1 and other reports an needed to:

a. Other wilts of thv Jibrary :nvolvad with tho Materials Processing Section.
b. CommerciA binders

4/19/73
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Perforr-ince Criteria
1. Aceurary of recorJs.
2. Quality of technical work
3. Satififnczioo of library units relying on the Materials Processing Section.



REPROCVAPHY SECTION

Principal Administrator: Head, Reprography Section

Parent Unit: Preservation Department

rif 6.7

Role: To provide technical and advisory services necensary for the reproduction
of library mnterials at the request of other library units and library
patrons.

ithiREtt=a:
1. Improve the operation of all library unita relying on the Reprography Section

by providing efricient and economic ne7.7vice and by participating in the
establishment of policies which further such service.

2. iacilitate the functioning of library units and contribute to sound finances
by participatirig in the t,aintenance of library gccounts.

3. Contrihuto to tlic. high quality of the library's collection nnd to facilitate
use of materials by pnrtic:pating in preservation and maintenance programs.

4. Facilitate research anl the dissemivation of information by providing a
vide range of roprographic services.

kmprove library servieR & collections by keeping abreast of current develop-
ments In the Eield of reprography.

Function-7

1. Partietpate in the budgetary process for the Reprography Section.

2. Be relponsible for prcrOiln3 preservation cervices of a technical nature
related to rcv%vraphic processes.

3. Provide: reprogrnphic services includiug multilithing of materials.

4. Obtain necessary library materials for reprographic purposes in order to
fill orders su!;;4ltted by other library units and library patrons.

5. Be r:oLsible for the day-to-day elre and maintenance of specialized
equipr,:nt.

Mb

6. Ism:, invoieos paynent to the controller for reprogr:Thic work
dorlf_.. within th:, unit etvl iu ,.elected rider service areas for librar-,
patrons an

9. Be re:Ton5Ibie frr keepin:; abreast of emrent developments in the field
c.j .:eproz;rnph.

10. Advls ca t t povt.hlso. an.1 rental of specialived supplies and equipment
nec,Icei for ro2rcirapItic prococc,s.

11. Consult tth :1'111 advise of har iiinary units on the Lest reprographic methods
for any given itannaetion.

geyWorl- Rolatior::hins

4/39/73
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2. Special Collections
3. Circulation
4. Publishers
5. rquipment suppliers.

11.02Fts
Statistical and evaluative reports as policy requires.

Performance and rvoluatIve Criteria
1. Accuracy of recorcls
2. Quality of technical work
3. SatisfzIction of liLrary units and outside patrons relying on the Repro'raphy

Section.

4/19/73
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BIBLICGRAPH1C SEARCHING DEPARTMENT

PrinciRal Administrator: Head, Bibliographic Searching Department

Parent Unit: Library Technical Support Group

Role: To provide centralized bibliographic searching (not including serials)
in most languages, and other acquisitions and pre-cataloging support
services.

Objectives
1. Improve the operation of all library units relying on the Bibliographic

Searching Department by providing efficient and economic service and by
participating in the establishment of policies which further such services.

Facilitate the functioning of library units and contribute to sound finances
by participating in the maintenance of library accounts.

3. Enhance the effectiveness of collection development by monitoring requests
for materials to prevent unwanted duplication and unnecessary expenditures
of library funds.

4. Support the process of collection development through participation in the
proper acquisition of designated materials.

5. Improve bibliographic control over materials by participating in maintain-
ing records before permanent bibliographic control is achieved and by
participating in tha efficient production apd maintenance of permanent
biblicrya:)hic records.

Functions
1. Participete in the budgetary process for the Bibliographic Searching

DzpartPent.

2. Select and maintain the bibliographic too3s of the Bibliographic Searching
Department.

3. Search requests for all types of materials in most languages to see if

already ordered, received, or in the Library's collections in some other
edition, and bring information found to the attention of the selection
officers.

4. Coplete, correct or verify the bibliographic information available for

materiel recuested and establish the processing entry, using biblio-

graphic tools when necessary.

5. Sort ma:erialb sent for cataloring.

6. Search rateriAs in pr,paration for catalw:ing, including searching in the

General Cat.Glog, eo:. National Union. Catalog, depository file and other

sources.

7. Provide Library of ropc.ress or other available cataloging copy, including

ordcrisw and photoraFhinr. of cards.

8. Distribute search materials to appropriate persons.

4/20/73
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9. Maintain the depository file including sorting, filing, and weeding of
depository cards.

10. Translate correspondence received by other Library Technical Support units.

11. Participate in the maintenance of the system providing bibliographic
control over materials in process.

12. Consult with and advise staff members in service centers and elsewhere
about policit.s and procedures pertaining to activities performed centrally
by the Bibliographic Searching Department.

Key Working Relationships
1. Selection of officers.
2. Acquisitions units
3. Bibliographic Control units.

En Rata
Statistical and other reports as needed to units of the library depending on
the Bibliographic Searching Department, especially to the selection officers,
and the Division of Bibliographic Control and its sub-units.

Performance and evaluative criteria
1. Accurac:!

2. Satisfaction of library units relying on the Bibliographic Searching Department.

Note
1. "Serials" refers to all serials except for monographic series separately classed.
2. "Most languages" will include those printed in Roman, Creek, & Cyrillic

alphabets.
3. Searching prior to cataloging could include other accent; points as well as

the author's name.

4/20/73



CATALOG MAINTENANCE DEPARTMENT

Principal Administrator: Head, Catalog, Maintenance Department

Parent Unit: Library Technical Support Croup

Role: To maintain the general card catalog1 , authority files and central
shelflists and to provide other services which support cataloging
activities.

ElleSALPs
1. Improve the operation of all library units relying on the Catalog Maintenance

Department by providing efficient and economic service and by participating
in the establishment of policies which further such service.

2. Facilitate the functioning of library units and contribute to sound finances
by participating in the maintenance of library accounts.

3. Improve bibliographic conirol over materials by participating in the produc
tion and maintenance of permanent bibliographic records.

4. Facilitate use of the collecttons by participating in the preparation of
materials.

Functions
1. Participate in the budgetary process for the Catalog VAintenance Department

2. Participate in raintaining records of the processing status of materials
received in the library.

3. Maintain the general card catalog, central shelflists and authority files,
including repair of catalogs and the sorting, filing2, correction and
replacement of catalog cards.

4. Participate in monitoring the accuracy and consistency of bibliographic records.

5. Route catalogin3 problems and entry conflicts which arise in the filing
process to the appropriate person or unit.

6. Perform shelf listing activities.

7. Perform centralized recordkeeping pertaining fo monographs being withdrawn
from the collections.

8. Co=nnicate cbrui-les on eres to thnoe in charge of the catalogs in Service
Centers and OseOlere ane to consult vith and advise staff nrmbers iu
those! areas about policies and procdures pertaining to activities performed
centrally by the Catal. Maintennneo Departmut.

9. Revise the filing of the staff of the Catalog Maintenance Department.

Kev Worlin7 1:elatie:,fitsam
1. Catalo;'; Dopartment
2. Other units and persons in the Diviniee of Bibliographic Control
3. Service units
4. Card Production Pepartnent

4/23/73
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Stattaical and other reports as needed to:
a. Division of Blblio:IroThic Control and
b. Service units
c. Planning and Systems Offices

IV 8.2

REST COPY AVAILABLE

its sub-units.

Perforr,ance and evaluative criteria
1. Acclacy of records and files.
2. Phy:Itcal condition of records and files.
3. Satisfaction of library units relying on the Catalog Maintenance Department.

Not
Y. "Connral card catalog" refers to the union author/title, topical subject,

:!,11 puT)lic serials catalogs. It does not refer to the official serials
catalog.

2. 'Ow unit will file only new cards in the public serials catalog, and Is not
r.28ponsible for the filing connected with serial adding.
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CARD PRODUCT/ON DEPARTMENT

Principal Administrator: Head, Card Production Department

Parent unit: Library Technical Support Croup

Role: To provide catalog card production services.

Objectives
1. Improve the operation of all library units relying on the Card Production

Department by providing efficient and economic service and by participat-
ing in the establishernent of policies which further such service.

2. Facilitate the functioning of 14brary units and contribute to sound finance,.
by participating in the maintenance of library accounts.

Improve biblio;raphie control over materials and facilitate research and
une of collections by participating in the effialent production of pernanent

bibliographic records.

4. Improve bibliogrrphic control nationally by providing copies of Columbia's

catiAos cards to the :ational Union Catalog and for other such projects;.

Ft netio.1,4

1. Participate in 11-!e budgetary process for the Card Production Department.

2. Produce. nn4 distril'ute catsioF1 cards for the eneral card catalog, central
shelrlivts and.cL:alogs la ervice center and elspwhere.

3. Produce, extra catalog cards to he filmed for security purpo!;es.

4. ProvItle the n'.tiolal Union Catalog and other such projects with cards

representip4; (x)Ausibia's cataloging.

5. Consult with and advise staff members in Service Centers and elsewhere about

policies and proccOltrQa .hich pertain to activities performe.d centrally

by Ow Card Prct:uction D(Tartment.

Key rfIrtIonqh1s
1. F) t; CwIttn1 1)::!.:itwent

2. 1rtg tan It
3. Screlco cenr.cr,:

4. Suppiirr'; of rcerographfc equip:lent.

Repc)rt!i

Stati3tic.1! and otlwr. reports ;If: necdee: to:

a) UnIt:3 of C.' library liwo;v0 1.!Jth the Card Production Department.

b) '!atIongl U.Ik'n Catalog and ot:ler Nuch projects.

Perfrrv!,;? :in!! r-V7' iwq.,V0 Crilrril

1. Acclir,:c..; of' cu. :3

2. gori1:ty of t..c1:%:%1 work.

3. SatIO.Lction of iihrary units relyinl on the Card Production Department.

4/23/73
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GENERAL SERVICES DEPARTWNT

Principal Administrator: Head, General Services Department

Parent Unit: Library Technical Support Group

Role: To provide building maintenance, security, purchasing, delivery and other
services which maintain the functioning of the library system.

ectives
1. Improve the operation of all library units relying on the General Services

Department by providing efficient and economic service and by participat
ing in the establishment of policies which further such service.

2. Facilitate the functioning of library units and contribute to sound finances
by participating in the maintenance of complete and accurate records of
certain library Administrative Accounts and in the monitoring of their
expenditure's.

3. Promote the security of library patrons and staff and provide building
mintennnce and security brserving as a liaison with the Department of
Buildings and Grounds.

4. Support library operations by obtaining and distributing library supplies
equIpwat in the rost efficient and economic way.

5. F.IcilittAe ovrations by maintaining the efficient delivery and shipment
of library materiale and mail, and maintain the security of such
materials. fekmp

Functions.

1. rarticipate in the budgetary process for the General Services Department.

2. Participate in the mainvnonce of complete and accurate records of certain
library A,L-inistrative Accounts and in monitoring their expenditures. 14t4

3. }c pond to at. security needs of library patrons and staff by cooperating
closely with the Department of Buildings and Grounds.

4. Act as liaixon with the Department of Buildinrs and Grounds in promoting
the security 1:nd maint.nance of n11 library facilities and equipment.

5. De responsible for the pnrchase, rental and distribution of supplies :lad
equipn2nt (In cooperation with other library ..toff members when necessary)

6. Monitor the use of suppli(-s and equient.

7. Accnirc I:Irv:ledge about vo.rious kind
ctc.; wit!. tilts 1.nowled,t.

keep bro.mr of new do e in
re:-.1)ero appr.opriately.

of Lupplics, egnipment, building
to particlplitti in decision-mlking
these areas; and inform other stiff

B. he rc.L-Ten:31b1,: foe shipl-Ao!,, receiving, nail. and Oelivery services for the

library ;Ali certain otir university departments.

9. De responsible :vr the Staff Lounge.

4/19/73
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10. Control the library's petty cash.

11. Coordinate fire prevention activities and drills for Butler Library.

12. Prepare multilith mnsters for forms used generally.

13. House, maintain and he responsible for the security and proper use of
Addressor.irh equipment and plates, and perform centrally Addressograph
operations.

14. Consult with and advise staff mc.nh hers dependent upon the General Services
Peparta,nt nbout policies, procedures and the status of their orders on
administrative accounts.

y.,,,, v,...1.1,,,, nol,t;..m".

1. All ori;anizational units and individuals in the library dependent upon thea General Sea vice3 Dernrcment

it2. University Luildings and Grounds.

1
rsallyz1.1

Stalitteal and evainative reports as policy requires, including one to the lei

Pinancial Servicw; Office.
.

PerCpr:,-nt-e one <N:,1u7ttv rrIteria
1. :.;c4Lity conition of library facilities.
2. P.ccw:acy of rcr.ords

3. Fc,tizfaetien of library units relying on the General Services Departmni.

IND

4/19/73
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SHIPPING AND RECEIVING SECTION

Principal Adminietretor: Head, Shipping and Receiving Section

Parent Unit: General Services Department

Role: To prcvide ehipping, mailing and routing services necessary to maintain
the functioning of the library nystem and some other University
deportmeate.

gtjeetive,i

1. improve the operation of all library units relying on the Shipping and
Rezeiving Setion by providing pror,nt end efficient service and by
pertizipatiee, in the eateblishment of policies which further such service.

2. Conteihete to svand finances by monitoring expenditures of the Shipping and
Vec.eAviqg Sec:Aoa.

3. Veellitate opeletions by rtoviding pre:apt and efficient delivery and chip-

wv', of libravy me.teriele and mail.

4. En.:ue the secerity of mheerials mailed, routed or shipped.

1. i.1.-Lieipete thn budrexty process for the Shipping and Receiving Section.

2. r;I:ein eej reeorAs of expenditures invelvins the opra-
tlen or thr S115.rp,ng ar.0 Kncelvin!*. Saction.

3. Be reepoweible fo- the prr-i)er packaeine, shipplee, mailing and routing
f 1.eedl.ezi h the nippine and Reccivino; Section, includinA

Lh noc,rdinnti-u sclilinz: of pickups and deliveries.

4. :se rf%ponnible for the collection and thiivery of library materials, rail,

5.

.rnd effeLpent toe units ef the librery eyetem and t:ome other
c.t U.eive:etty. Staff In other unite vill assume this respoeqi-

'141;ly !eu.n le.euey ree,niree (e.g., the expeditions distribution of pay

Be ro:::yn:jbJc- for tIto prtocr receipt or redirection of materials delivered

to tLe anl Rcco;ving SrctIon.

6. COA10-IL ".r,1 .0 dore.m(!e.,t. teem the Shipping and Neceivinq

:-.et ;on e.el:eftee nocl prof:cdet proli4e informat;ou concert;n!,.

ta

01 for VISch the Shiripinr, and Receiving ScO:lon

7. 1.1.0

or

: :,.)n::-;10 .c,r hr: r.; t of pl.)7!:1.enl arr-mt;i'i'i' nt- of
r!,;i!..,tn7 ;0-1 r awaltitv. colln.ctioo

:iv 0: t1.- 7ind rer!eivinr. xtyples,
r (joviv:!ing the U.S. rail).

Vey
:01

. P. r
r. i

f.:- v.-1%n .1:..& 1-1:..v I-1.1 :I!: involvod tttli tlic
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IV 10.4

Shipl'ing and Receiving Section.
pays

2. U.S. Port Office.

rcportn

Statistical and other leports n,!eded to!
a. Otter units eF the library involved with the Shipping and receiving

Section.
b. Unlvernity cicp%rtments housed in Butler Library.
c. U.S. Post Oifice

Pt.rfm:11w... cv11.170 eritc.rin
1. rLm..77tr and ci:iciency of d.'.] ivory an collection of library tiaterials.
7. Probity in hand15;:g and other mtcria3s.
3. (It:nifty or work.

4. flatict;on of all units relyirql on the Shipping and Receiving Section.

No:c
.r depatt,.ents are those hooned in Dtetler Library, Including

1,710 hr.ve offic,..1 there.
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V 1.1

LIBRARY SERVICES CROUP

,Principal Apinistrator: Director of Library Services

office or the Vice President for Information Services and
Parent Unit: University Librarian.

Role: To provide library services to members of the academie ear enity in
the humanities, social sciences and sciences.

1.111.1.EYivcs
1. Aid clientele in making the best possible use of library resources and

services.

2. Create an atmosphere conducive to study and research.

3. Provide mat..rials promptly and efficiently.

4. Poster close relations between the Centexa, students and faculty.

5. Create an atmosphere for and a tradition of good setviee among the sta2f.

Function!:

1. Ittomicv an: enforce policies regarding ese of library callection', servlces
and zicilleica.

2. Make birie.et recoornandations and conerol Le4ets for units and staff in the
services area.

3. Operate the subject centers and coordinate their activities.

4. Act an a liaison between readers and the Resources Group.

5. Maintaln library facilities in conjunctien with the Technical Support Group.

6. Estallish policies for eafeevarding the collections and for the protection
of library and personal property.

7. Cooreinate htaff training programs in the services area.

Vorktle Itelrtion.htns.
1. Reseur':cs and T.tchnical Support Group:: avid library units desioated re

Dis,Inative Collections.
2. RepreLentatives of the faculty and student body on improving .1114 refining

service:. to iiin.,7cv ustrs.

3. Assisti.nt Univetclty Llbrarisi for rlanning on bueq,;;Ar,ry mattcvF..

4. Ansistont University Ll'ararian for )e? von on ell taitters rolnting to

personnel policier, within the Serv:cc.a Group.

Re-rwts
Statioticel and evaluative: report!: as ;1011(7 reydres.

rerforFAny!cp ruc
. OP. M MWOM../. ..a

1
2. Protvetirm oi uatc.riaiu lf,anst loss.

3. rhysic.1 euldit!c!n of

4. Reliz.:Jilay anti ;;;,ced of service.

4/L2/73
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V 2.111::)s.

HUMANISTIC AND HISTORICAL STUDIES CENTER

Princiistrator: Chief, Humanistic and Historical Studies Center.

Parent Unit: Library Services Croup

pole: To privide library service to the academic community in the areas of
humanistic and historical studies.

21.11.q1"
1. Aid clientele in making the best possible use of library resources and

services.

2. Create an atmosphere conducive to study and research.

3. Deliver materials promptly and efficiently.

4. Poster close relations bettecen the Center, students and faculty.

5. Create an environment for and a tradition of good service among the staff.

yunctims
1. Operate the Center and coordinate services in the Allied Libraries.

2. ProviOe information of a geaoral introductory nature to orient users of
the libraries.

3. Provide reference assistance.

4. Maintain easy access to collections.

5. Obtain matc:ial not in the libraries according to established policies. 040

6. Maintain security of collections.

7. Issue library permits in accordance with established policies.

8. Assist in preparing and controlling budgets for the units of the Humanistic
and Historical Center and its Allied Libraries.

m.yorkilr nclatio:L%hips
1. Other Centr Oir...cters
2. CoordiDtor of if.:tructional Programs
3. Chief :osuurcos h;Lrc,rian for the Humlnistic and Historical Studies.
4. Catalers of tit:! tenanisttc; and Historical Studien
5. As the need aris:!s, committee:. of faculty and students

Annorts
Stati:;tical and cvaImAive reportu as policy requires.

Critj,ria

1. Sati:,;.:f7Lton of

2. Protectlo of rz.terlals loss.
3. rh!w:11 eonditiva of facil!tics.
4. hplizIbUity and :TPA of service.

4/12/73



V 2.3

ACCESS SERVICES DEPART; HUMANISTIC AND
HISTORICAL sTumns CENTER

Principal. Administrator: Head, Access Services Department

Parent Unit: Humanistic and Historical Studies Center

Role: To provide easy access to materials in this Department, general informa-
tion regarding their use and centralized interlibrary loan service.

Obiectives
1. Aid clientele in makinr the best possible use of library resources and service.

2. Maintain an atmosphere conducive to study and research.

3. Deliver materials promptly and efficiently.

4. Foster close relations between the various units 0 the Access Services
Department.

5. Create an environment for, and a tradition of good service among the staff.

Yuctiocs
1. Admiaister the operation of the separate units that make up the Access Services

Department of the Center.

2. Maintain way access to the Department's collections.

3. Ensure that materials are made available promptly and efficiently.

4. Participate in development of service capabilities in the Humanistic and
Historical Studies Center and in particular for the units of the Access
Servicen Department.

5. Enforce policies deve3oped by the Services Croup regarding use of library
collections, servicee and facilities.

6. Act as liason between readers and the other Departments of the Center and
other units in the Services and Resources Group when warranted.

7. Coordinate the programs of the various service units in the Department for
the delivery of materials to readers.

8. Maintain security of the collections.

9. Provide Information of a general introductory nature to readers.

10. Participate in planning budgets and administering funds allocated to the
Department.

11. Ensure th "t prccedure mnuals are kept up to date by the service units of
the Department.

12. Administer centralizeog Interlibrary Loan.

13. lasue library permits in accordance with established policies.

4/13/73



EIX-HRTY-Mtelationships
1. Personnel Office
2. Supervisors of units in the Access Services Department.

3. Catalogers of the Humanistic and Historical Studies Center.
4. Librarians of the Instructional and General Reference Libraries.

5. Students and Faculty.
6. Collection development librarians.
7. Building maintenance
8. Materials Processing Department in the Technical Support Group.

Reports
Statistical and evaluative reports as policy requires.

Performance and Lvaluativo Criteria
1. Satisfaction of readers needs.

2. Reliability and speed of service.
3. Protection of materials against loss.
4. Physical condition of facilities.

V 2.4
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CIRCULATION SECTION
IIMANISTIC ANe RISTOUCAL STUDIES CENTER

V2.5 /ip6

Administretcr: Head, Circulation Section Runaristic and Historical
Studies Center.

Parent !hilt: Access Services Department, Humanistic and Historical Studies Center.

Role: To provide circulation services to members of the academic community.

ajs.stivetz,
7. Facilitate use of library materials.

2. Provide material promptly and efficiently.

3. Create an enviroment for and a tradition of good service ev.ong the staff.

rt!FictIons

1. Enfocca policies regarding the use of library collections, services, and
facilities.

2. Asaiat in the maintenence of `library feeilTtles.

3. Lnforce po/icies for safenuarding the collections and for the protection of
library and pereenal property.

1. Control the circulation of materials and maintain the necessery records.

5. Mainteln easy aeceIn to the collections and assist in locatinz. materials.

6. Provide circulation services such as personal reserve notices, recalls, and
ove::d.12 notic%.

7. Provide rapid and accurate shelving of m:Iterial ond necegsnry sb "lf rendir5
for the Center's collections. (Central seacks only)

S. Provide for regular inventory and search for missing ratcriels.

9. Search and retrieve requested interlibrary loan materials.

Relatiorethins

1. Faculty, studcats and staff.
2. Otnctt mits in Aces Services.
3. Raervrce DepartT7.eut in the Center.
4. Cireplyt.ien Units In other Center.
5. Resenrce Creep in retters of preservatioe, replacements and related actiritieF.
6. Personnel Office.

n.ricTc."
Circulatia statistics. Other statistical and evaluative reports as policy requires.

Perfor:111,:f! ntf Evn3...rrive Criter:ta

1. Sati.....;7;_ion of r.:-.:41cts' needs.

2. Rcii.11.4.1ity and EIrted of 6ervice.

3. Security. of

4. Colt ollectivelm,K.
S. Physteal conditions of facilities.

5/2:73



DOCUMthTS ROOM

PrinctpalAdministrator: Supervisor, Documents Room

Par at Unit: Access Service' ::apartment, Humanistic and Historical Studies Center.

Role: To make available to a wide variety of users, including the general public,
a limited number of documents.

2.7 /:AA
-974444,

1. Aid readers In making the best possible use of the Documents Room.

2. Create an atmosphere conducive to study and research.

3. ProviJe materials and simple infornation promptly and efficiently.

4. Assist in ea...eting the obligations and responsiblities incumbent upon Columbia
as a tederal depository.

Functions
1. Arran ;c and maintain stacks and files of the Documents Room.

2. Process doemeents for use in the Documents Room.

3. Sepply requeated materials to readers.

4. Answer rimple informational questions about documents; refer less simile
question. to the Ccnnal Reference Department or the appropriate unit.

ISELyc!yhin; R(.3%tlomIptil3

1. Nicuments ;icc:uisit$ons
2. Ceneral Reference Department and other reference departments throughout the

system.

RelTrts
StetIstical and evaluative reports as policy requires.

Perrolm.lee nri Evalentive Criteria
1. Satisfactioa of u5vrst
2. Protection of waterialr. against loss and deterioration.
3. Physical condition of fecilities.
4. Reliability ane speed of service.

4/13/73



V it)

iNvu:NATION A30 LIBRARY PRIVILEGES. fieCTION

lrincialAdistrater,: Head, Information and Library Privileges section.

Parent nnit: Access Services Department, Humanietic and Historical Scudies Center

Role: To facilitate necej:s to the University libraries by dirssminerinc gcnercl
information awl granting library privileges to qualified readers.

ajectives
1. Provide a aentral source of general information which will aid rLe,lerr In the

use of the libraries.

2. Provide u31 of the University lilraries to those not in the Vnittersit7
community who are eligible to use its collections.

3. Maintain on office where solutions to particular readers' 07oblere way be
expedited.

4. Create an atmosphere of helpfulness to the reader.

Fun .ti.otu
1. Give geographical directions to users.

2. Eefor users to appropriate places, both in the libraries and the UnIcvrsitF,
which will vatisfy their needs or answer their questions.

3. Produce publications t :hich will serve as policy statements or guides to the
library collections.

4. Publicize services offered by the libraries.

5. Participate in the development and implementation of library priviir.7.es policy.

6. Issue readers and borrowers cards.

7. Coordinate and control the assignment of carrels and cubicles, and iesue
cubicle keys.

8. Identify user problems and report them to appropriate staff members for
solution.

9. Coordinate and distribute library schedules.

10. Maintain and coordinate records for the F-Invoice operation.

AnIL Vork Inv Pct1;:tiontiu
1. Refereece end lnstreetional Services Departments in all Centers
2. Access services De:artidents in all Centera.

StIdstical nr,d evaluative reports as policy requires.

Per Forrne.! iVftCri t eri

1. $ :Iti:;laci71.0n eft nee,!.s.

2. Reliability and speed of servSe.e.
3. Pbyrical eelditioe of iacilit!es.

4/33/73



INTERLIBRARY LOAN SECTION

Principal Head, Interlibrary Loan Section

Parent Unit: Access Services Department, Humanistic and Historical Studies Center

Role: To increase library resources available for research by conducting borrve-
ing and lending transactions with other libraries, both on a national
and international scale.

Objectives
1. Make available to Columbia researchers material not held by the Columbia

Libraries within established policies.

2. Lend as much material as possible to other libraries in accordance with
established policies.

3. Create an environment for and a tradition of good service among the staff.

Functions
1. Operate the Interlibrary Loan Office.

2. Participate in establishing Interlibrary Loan Policy.

3. Locate, obtain and deliver for wrapping all material to be seat to other libraries.

4. Search the card catalog and report Columbia locations to requesting libraries
in the City by.telephone.

5. Photocopy or arrange for copying material to be sent In this form iu lieu of
'loan or by special agreement,

6. Locate and borrow material from other. libraries.

7. Maintain a system to facilitate use of borrowed materials.

8. Maintain accurate and complete records of all transactions.

9. Ensure that all material borrowed or loaned is returned on time and in Rood
condition.

10. Make arramements for reprography of materials borrowed according to established
policy.

11. Keep necessary statistics and other records, including those required by the
New York Interlibrary Loan contract.

12. Search the Weekly List of Unlocated Research items and report to the National
Union Catalog.

13. Recommend acquisition of material to the appropriate unit of the Resources Group.

14&BAISIZErlatfirs
1. All Columbia Libraries.
2. Reference Department, WI Center.
3. Circulation Department, HMI Center.
4. Reprivraphy Unit, Technical Support Croup.

4/13173



5. Shippin51/Receivin? Unit, lechnical support Group.

6. Librariea tieroughout the country and abroad.

7. liatfonal Union Catalog.' Library of Congress.

IPP"tc*.
1. Interlibrary loan statistics
2. NYCILL Stati,rics
3. Statistical am: other evaluative reports as policy requires.

V 2.12

43y.

441.4640

Perfolmnrce and rvoNative Criteria
1. Ac.,:urocy of oc.:rching am; reporting ou material requested fram Columbia.

2. Sccees in o4tainipa material from other libraries.
3. ReltalAlity spoed of oervice.
4. Accuracy and enwpletepe3s of records.
5. CoLlttlor of lt,cerial returned to solder.
6. rulfill"nt of New Yoe: State Interlibrary Loan contract.

4/13/73



V 2.13

NMCROPORM SECTION .

HUMANISTIC AND HISTORICAL STUDIES CENTER

Principal Administrator: Head, Microform Section Humauistic and Historical Studies
Center.

Parent Unit: Access Services Department, Humanistic and Historical Studies Center.

Role: To provide prompt, accurate, and efficient access to the Center's
microform resources.

Objectives
1. Aid clientele in making the best possible use of the microform resources

and services.

2. Create an environment for and a tradition of good service among staff.

3. Create an atmosphere conducive to study and research.

4. Provide materials promptly, accurately and efficiently.

Functions
1. Make available promptly, accurately and efficiently the Center's collection

of microforme.

2. Maintain the microform collections and their storage facilities in good
physical order.

3. Implement the Center's program of maintaining the security of collections
as they relate to the Section.

4. Make available the machinery needed for reading raicroforms and provide
instruction on its use as required.

5. Maintain the Section's machinery in good working order. This includes:
(A) Regular and periodic cleaning. (8) Replacement of paper and minor
parts. (C) Securing outside technical maintenance assistance promptly
for larger repairs.

6. Provide directional assistanceand general information about the unit and
Its collections.

7. Maintain bibliographical records for the collections and assist patrons
in the use and interpretation of these records.

8. Prepare prints from microform.

9. Participate in formulation of policies governing the servicing and main.
tenance of the microform collections and equipment.

10. Participate in consultations leading to the acquisition of new equipment.

EltY WorkinglgiatIETAtiM
1, The cataloger's responsible for original cataloging of microferms in the

Bibliographic Control Division.
2. The Reprography Unit of the Preservation Department, Support Group.
3. The Microform Unit in the Social Science Center,as well as the individuals

and/or units in charge of microforms in the various libraries.



V2.3.4

4. Outside maintenatce personnel called in for repairs.
S. The inter Library Loan Off ice.
6. The 2!eno3raph Order/Receipt Unit and the Serials Order/Receipt Units of the

Support Group.
7. The Financial SnViCOS Unit, Planning Office.
8. The General Reference Department.

Reports
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1 Satisfaction of readers' needs.
2. Reliability and speed of service.
3. Protection of the collection against deterioration and loss.
S. Physical condition of the facilities, especially the state of repairof

the machinery.



PATE= LIBRARY

Vaterno Library

V 2.151a (./

Parent Unit: Access Services Department, Humanistic and Historical Studies Center

Role: To provide easy access to materials located in the Paterno Library.

Ojectives
1. Establish procedures which emphasize simplicity and ease of access to the

collections.

2. Aid clientele in making the best possible use of library resources and services.

3. Create an atmosphere conducive to study.

4. Deliver materials promptly and efficiently.

5. Create an environment for and a tradition of good service among the staff.

Functions
1. Operate a simple and efficient circulation system.

2. Enforce policies regarding the use of library collections, services., and facilities.

3. Provide reserve book services for courses in Italian literature.

4. Provide information of a general introductory nature to orient users of the library.

5. Maintain eacy access to the collections by providing systems of rapid and accurate
shelving,and by developing on-going stack maintainance programa.

6. Maintain security of collections.

7. Act as liaison between the clientele and the Resources Group for collection
development.

S. Keep the collection in good condition.

EaltainD Relattomibing.
1. Resources Librarians for collection development.
2. Resources Librarians for cataloging.
3. tin din!? Section, Te.chnien1 Snnnen't croup.

.1.150a2.
Statistical and evaluative reports as policy requires.

sperformance and Evaluative Criteria
1. User satisfaction
2. Reliability and speed of service
3. Protection of materials against loss
4. Physical condition of facilities.



V 2.17 / .1\

441.
4k

.k.6.16 6

Principal Administrator: Supervisor, Periodicals Reading Room

Parent units Access Services Department, Humanistic and Historical Studies Center

Role: To provide for.easy access to current periodicals and newspapers for the

Humanistic and Historical Studies Center.

Obieetive.r

1. Establish procedures which emphasize simplicity and ease of access to the

collection.

2. Provide new materials promptly and efficiently.

3. Improve bibliographic control over materials by maintaining accurate

bibliographic records.

4. Create an environment for and tradition of good service among the staff.

Functions
1. Maintain easy access to the collections by providing systems of rapid and

accurate shelving.

2. Participate in the selection of periodicals housed in the Periodicals

Reading Room.

.3. Participate in development and implementation of security procedures.

4. Prepare materials for binding following established guidelines.

5. Forward replacement orders and claims to the Serials Acquisitions Section

for appropriate action.

6. Weed newspaper collection as microfilm copies are received following policy

established by collection developers.

7. Assist in filling requests from other library units for photocopies.

8. Maintain telephone directory collection and leisure reading room.

,:"

Technical Support Group, especially:
Serials Acquisitions Section
Binding Section

2. Resource personnel engaged in collection development

3. Reference Groups

PAMIR
Statistical and evaluative reports as policy requires.

Performance ar.' Evvluative Criteria

1. Satisfaction of user's needs.

2. Protection of materials against loss.

3. Physical condition of facilities.

4. Reliability and speed of service.

4/13/73
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V 2.19

Principal AdidniJtrator: Head, Ceneral Reference Department.

Parort Unit: EuranIntic and Riaterical Studies Center

Role: To provide a wide range of reference services to the University
community, with emphasis on the humanities and social sciences.

Objectives
1. Prmote in the ccaderic community increased awareness of the available

library resources.

.2. Provide accurate and efficient reference service.

3. Relate library resources in the Humanistic and Historical Studies Center
to instructional and research activities.

4.. Promote the effective utilization of library personnel in providing
reference service to the academic community.

5. Foster close relations between the library and the academic community.

6. Create an environment for and a tradition of good service among the staff.

7. Create and maintain reference resources to support present and future
needs of the University.

Functions
1. Help the University community to take maximum advantage of library resources.

2. Assist readers In the interpretation of bibliographic records and
reference tools.

3. Provide inforuntion enabling readers to locate and effectively use library
materials.

4. Develop and maintain the reference collection with recommendations from
collection developers in the Resources Group.

5. Participate in developing bibliographic and instructional aids.

G. rarticipato in thQ etwelcut nad implcl.entation of collection and
preservation policies.

7. Recommend materials for inclusion in the library collection.

O. Provide consultations on specific research projects, and act as a liaison
between clientele and resources personnel, when necessary.

9. Verify and locate materials not available in the University libraries.

10. Maintain a cumulative bibliographic file of Columbia University doctoral
dissertations.

Ke 1, kin Relation hies
1. Members of the University community.

4/24/73



BEST copy

2.

3. For:onrcc= Croup:

a. eataiozers
b. Resource Utilization Office
c. collection developers

Reports
Statistical and evaluative reports as policy requires

Performance and Evaluative Criteria
1. SatisfArAion of rmders' nevds.
2. Reliability and speed of service.
3. Security of collections.
4. Physical condition of facilities.

V2.20
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INSTRUCTIONAL LIMARY

V2.21.

Principal Ac3v Head, Instructional Library

Parcrt unit: nu::Anistie and Historical Studies Center

Role: To make available the collections basic to the needs of the University's
undergraduate and beginning graduate students, with emphasis on
Humanities and Social Sciences.

Objectives
1. Establish procedures which emphasize simplicity and ease of access to the

collections.

2. Aid clientele in making the best possible use of library resources and services.

3. Create an atmosphere conducive to study.

4. Deliver materials promptly and efficiently.

5. Create an environment for and a tradition of good service among the staff.

Functions
1. Provide a simple and efficient circulation system for the library.

2. Provide reserve services for the Humanistic and Historical Studies Center.

3. Provide information of a general introductory nature to orient users of the
library.

4. Maintain easy access to the collections by providing systems of rapid and
accurate shelving, and by developin3 ontoinp stack maintenance programs.

5. Maintain security of the collection.

Work with the Resources Groap in developing the collection, both by assist-
ing in selection of new titles and withdrawal of out-of-date and unused
material.

7. Participate in planning the budget and administer
the library.

S. rullst zqd of fivInTLy, studeats, and staff in
titles to be withdrawn.

the funds allocated to

snuesting new titlus and

Create files of course and departmental reading lists for use in book
selection.

10. Determine needs of the library's users.

Key Workinj Relationships
1. Coordinator of Instructional Programs.
2. Resources librarians for collection development and cataloging.
3. Support Croup:

a. Head, Bibliographic Records Production Department.
b. Heads of the Binding, Facilities and Supplies and Data Control sections.

4. Systems Office for autcmation programs.

4/13/73



5. Personnel Office.
6. As need arises, committees of faculty and students.

Reports
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria

1. User and staff satisfaction.
2. Physical condition of facilities.
3. Reliability and speed of service.

Responsiveness to university's changing curricular needs.

2.22
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COPY 4Y411481E NUS IC LIBRARY

Principal Administrator: Head, Music Library

Parent Unit: HurAnistic and Historical Studies Center

Role: To provide library services to the academic community in the areas of
Musicology, Ethnomusicology, Theory sod% Composition.

Objectives
1. Build and maintain library services and resources to support the

instructional and research needs of the University, and especially the
Department of Music.

*12, Create and maintain a bibliographiC control apparatus which permits the
full use of the Music Library's resources in the most economic and
efficient manner.

*1. Establish policies and standards for bibliographic control for the Music
Library.

4. Establish procedures which emphasise simplicity and ease of access to
the collections.

5. Create an atmosphere conducive to study and research.

6. Aid clientele in making the best possible use of the library's resources
and services.

Functions
1. GENERAL

a. Participate in establishing library policies.

b. Enforce policies regarding the use of library collections, services
and facilities.

c. Maintain easy access to the collections and assist in locating
materials.

d. Enforce policies for safeguarding the collections and for the
protection of library and personal property.

*e. Establish and enforce policy of bibliographic control in the Music
Library.

2. ACCESS SERVICES

a. CIRCULATION

1) Control the circulation of materials and maintain the necessary
records.

*All music materials are cataloged and processed in the Music Library. See
the description of the Music Cataloging Department in the Bibliographic Control
Division.

5/11/73
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2) Provide circulation services such as recalls, reader
request nolds and overdues notices.

3) Prepare and process F-invoices.

4) Provide rapid and accurate shelving of materials and necessary
shelfreading of the collections.

5) Provide for regular inventory and searches for missing materials.

6) Search and retrieve interlibrary loan requests.

7) Place requested titles on Reserve, marking volumes and catalog

cards according to established guidelines.

8) Collect and process fines accounts.

9) Service phonorecorda and tapes to authorized users, and report

faulty listening equipment to the Office of the Department
allesic.1

b. MATERIALS PROCESSING

1) Type, file and forward serial and monograph orders.

2) Search all orders prior to submitting to Acquisitions Section.
2

3) Prepare phonorecord orders for processing through the Music

Department and University Purchasing Offices.

4) Accession all materials forwarded by the above units.

5) Approve invoices for payment.

6) Review check-in and order files periodically for claiming
missing material.

*7) Provide cataloging, original and with available copy, for

monographs and serials, documents, music scores and librettos

microfilm and microcards, Columbia University M.A.essays and

doctoral dissertations, phonorecorde and phonotapes in all

languages except oriental.

8) Process all of the above materials for use including letter-

ing, plating, pocketing and stamping.

9) Prepare and file catalog cards for the Music Library catalogs

and prepare sets of cards for the General Library catalog.

(Done in conjunction with the Card Production Unit.)

1. Recordings are purchased on funds from the Music Department which also sees

to the maintenance of the listening equipment.

2. No further searching of Music Library orders is done by other units.

* See description of Music Cataloging Department in Bibliographic Control

Division.
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10) Maintain departmental catalogs and shelflist, including
notification to the Catalog Department of additions, changes
and withdrawals.

11) Prepare materials for binding following established guidelines.

12) Accept orders and collect fees for photocopying work.' 3

13) Miintain and make available the lbrary's collections Of
microforms.

14) Maintain the microform reading equipment in good working
condition.

c. REFERENCE AND INSTRUCTION

1) Answer reference questions in person and by telephone and mail.

2) Answer general and informational questions.

3) Provide consultations on specific topics, chiefly with doctoral
candidates.

4) Provide tour and orientation instruction.

d. COLLECTION DEVELOPMENT

e. Select the following materials for inclusion in the Music Library's
collections and reporting same when requested to the Resources
Group: monographs and serials, documents, music scores and librettos,
microfilm and microcards, phonorecords and phonotapes.

xcly Working Relationshi
1. Personnel Office
2. Library Technical Support Group
3. Interlibrary Loan Unit
4. Resources Croup, especially the Music Cataloging Department.
5. Library Committee of the Department of Music.

Reports
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1. Academic community's satisfaction with services.
2. Reliability and speed of services.
3. Protection of materials against loss and deterioration.
4. Physical condition of the facilities.

* The library has no photocopying equipment. Requests for such are handled
by an employee of the Music Department on a machine in the School of Arts
which sends monthly invoices to the Music Department. Fees collected
in the library are turned ever to the Manic Departmertt at the end of
each rinntb. Thin service is available during the Winter and Sprint;
t'. A-tas only.

5/11/73



SCHOOL OF LIBRARY SERVLCE LIBRAhY
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44.44444

aincipnl Adminintrators Head, School of Library Service Library

Parent unit: Hueanistic and Historical Studies Center

Role: To attempt to serve 4!: a lihrery of record in the field of
Hillary and inforilation science. To service uhe =esrerch and
instroctionel needs of the rtutk.nts, faculty, and alleoni of the' School
of LIbraly Service as wen vs oi;ber meaors of the .cadelaie ceneAenity
requiving ater:tale housed in the Library.

Objectives

1. Collect extemlively in ell westere leueuages materials regardless of format
in the' erer of library and inforeaelee science.

2. Provide library services and reseurees ir the most of way poselble.

3. Crenee an ateoephere conducive to affective study and reset-ch.

4. Foster the rravinion of geed service by all mcwbers of the staff.

5. EncouraLe cordial relations and good couvunicatiens hetwe..an the Library and
the acadwaie coe.munity.

Functions-
1. General

a. Partieeete in the formulation of librery
b. Inter!wet and enforce rule; and regulation:: rctlerd4.ne llbrery use.
c. Heintniu the security of the collections.
d. Enforce policies for the protection of librery and personal property

and vecurity of library stnif and patrros.
e. Act an lialaon betveen the School of Library Service and the Libraries

as a whole.
f. Compile departmental statistics.

2. Access Services
a. Circulation

1) Honitor the use and circulation of materiels and maintain
appropriate records.

2) Provide circulation services such OR recalls, reader. requesu
notifications, and overdue notices.

3) Preliare rinvoices
4) :02arch missing materiale regularly.
5) Collect fiees and urite reecirt3.
6) Procees interlibrary loan requests end review materials for

lendability.

b. Reserves
1) Distribute r. motto request forms to faculty members prior to

each semecto%
2) ('ntfii.:r reque;.td regfrve

3) Y%Lc. r,:c1,10!! :or 1%.;;;q:-Je

4) r;:rk .1n6 r:17. rt..,:(rc.nce syLlali1 pa c::41wA

11%ts.

5) Prenare re:terve mater isle phyrAcalli.

5/18/73
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100 6) Provide service and instruction for special groups of audio-
visual equipment put on reserve for short-term projects.

7) Maintain permanent, archival file of old syllabi and readings
lists.

8) Review reserve collections regularly in order to remove materials
and records no longer needed.

Collection Maintenance (done in conjunction with Resources and Support
Personnel)

a. Shelve materials rapidly and correctly.
b. Shelf read the collections regularly.
c. Take inventory of the collections periodically.
d. Select materials systematically for binding and repair.
e. Create appropriate records for those materials sent for binding and

repair.
f. Order replacements for missing or damaged materials.
g. Participate in eliminating problems concerning materials and their

records ;gin the aid of Processing and Technical Services.
h. Weed and reassign parts of the collections when necessary.
L. PhycIcally prepare children's books and added copies for circulation.
J. Perform minor repairs on materials and provide boards for loose serials.
k. Approve serial*. invoices for payment.

4. Reference and Instruction

a. Collection Developeent (done in conjunction with Resources Group)
1) Scan appropriate literature for citations of new publications

for possible ordering.
2) Search such citations against existing records and holdings to

avoid duplication.
3) Type and-review all orders originating in the Library.
4) Reevaluate all orders returned from Processing for further

decisions.
5) Check in and review all new acquisitions.
6) Claim delinquent book and serial orders.
7) Decide on the collection destination of certain materials within

the SLS Library.
8) Sort and search gift and other directly received materials to

Data Control of Serials Cataloging.
9) Select from gift materials offered by Gifts and Exchange.
10) Solicit free materials by direct correspondence.

b. Bibliographic Control
1) Maintain in-process and received files.
2) Maintain up-to-date holdings records of bound and unbound serials.
3) Sort and review for completeness all new permanent catalog records.
4) Request copies of misaing or damaged cards.
5) File in department catalogs and shelf lists.
6) Revise filing in department catalogs and shelf lists.
7) Type and distribute monthly Acquisitions List.
8) Review and week in-process file periodically.
9) Produce and maintain records for uncataloged collection of

technical rtmortn.
10) AssliA hesdini;:i to V.E. matarials prior to filing.
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c. Reference and Reader Services LE
1) Provide instruction and information in cooperation vith t7to

Resources Group on library se, collections, and facilirie
through orientation ton.:stolassroom lectureq, and col,olitotitnis.

2) Provide information about the Library through th,t Ixoduction
and distribution of information sheets ani flyers.

3) Provde telephone, mail, and personal reference s rvice.
4) Arranr,e displays opproprinte to the cuiricalm of the Llbrory School.
5) Maintain a notebook containing announcements of current profo:inionel

meetings.
6) Assist in the maintenance of the photocopy machxna.
7) Pagn materirds from stora,,,,a areos not open to thc public.
8) Provide, change for the copyia!;
9) Retrio:c materials from ProceloAt.4 or Technical Servie:ea wheal

noted immediatl) by renders or ir,r esrsc roser-e.
10) Distiibute MARC printouts to the SLS fnonity wh,na ovailable.
11) Plurche Now York Times daily, Nondoy thret.o.,7t Pvidav, for lihrory

5. Businens Services/Fcilities and Supplies
a. Assist in preparing and controllinel budgets coax:rot:ion wit I;

Resources Group for the various SLS colicon e.g. library science and
graphic arts including reference and childrea's matcrieilas serials, aru
continuations.

b. Order aupplies weekly.
c. noire annual recowencintions for the nequisition of major equipmc:nt.
d. Count and tabulate fine and copying m4chine rocelpts botore srnding then

to the appropriate offoice.
e. Delivery and pickup of nail from the Shipping Roma and othci Ilbrary

departments.

6. Personnel
a. Review and nnintain copies of personnel records such 4S timesh.aets and

GA payroll invoices.
b. Interpret and enforce personnel policies.
c. Seek solutions for day-to-day personnel problems.

Ivey Workia.g Relationahlns

1. Faculty, staff, and students of the School of Library Service.
2. Library Technical Support Croup.
3. Catalogers for the SLS Library.
4. Interlibrary Loan Office.
5. Personnel Off tce.
6. Resource Deve/opment Division.

ZEP9Xts
1. Annual Report to the Head of the Humanistic and Historical Studies Center.
2. Periodic reports to the SLS faculty and Library Committee.
3. Other reports as needed.

PerformanPo and Evaluative Criteria
1. Satisfaction of readers' neois.
2. Reliability and seed of service.
3. Protection of viteripis or.ait los& an:: deterIora:inn.
4. rcodilin fir Ncii11:7.
5. Cordi4fity of lihr.xy
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SCIENCE AND ENGINEERING INFORMATION CENTER

Principal Administrator:chief, Science and Engineering Information Center.

Parent Unit: Library Services Group

Role: To provide library services to the academic community in the area of
the sciences.

Oblectives
1. Consolidation of appropriate functions of the Science and Engineering

Information Center and the allied science libraries.

2. Geographic consolidation of the science libraries.

3. Aid clientele in making the best possible use of library resources and services.

4. Create an atmosphere conducive to study and research.

5. Provide materials promptly and efficiently.

6. Foster close relations between the Center, students and faculty.

7. Create an environment for and a tradition of good service among the staff.

Functions
1. Operate the Science and Engineering Information Center and coordinate the

activities of the allied libraries.

2. Participate in development of service capabilities in the Services Group, and
in particular for the Science and Engineering Information Center and its
allied libraries.

3. Develop, coordinate and enforce policies regarding use of library collections,
services and facilities.

4. Serve the readers on a daily basis and act as liaison between them and the
Resources unit for the sciences.

5. Develop and coordinate programs of orientation to the physical facilities
and instruction in the use of specific tools for the reader.

6. Develop and coordinate programs in the Center and allied libraries for delivery
of materials to the reader.

7. Develop and enforce a program for maintaining security of the collections.

8. Assist in making and controlling budgets for the staff and units in the
Information Center and allied libraries.

Emmaus Relationships
1. Humanistic and Historical Studies Center and Social Science Center on matters

relating to policy. .

2. Chief Resources Librarian for the Sciences regarding such =two as collection
development and instructional programs.
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3. Reads of appropriate support units.
4. Representatives of the faculty and student body on improving and refining

services to library users.
5. Medical Sciences Information Center.

*averts
Statistical and evaluative reports as policy requires.

Performance. and Evaluative Criteria
1. Satisfaction of readers' needs.
2. Protection of materials against loss.
3. Physical condition of facilities.
4. Reliability and speed of service.

4/12/73
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ACCESS SERVICES DEPARTMENT
SCIENCE AND ENGINEERING INFORMATION CENTER

Principal Administrator: Read, Access Services Department, Science and Engineer-
ing Information Center.

11Lent Units Science and Engineering Information Center.

Role: To provide easy access to materials in this Department and the Allied
Libraries.

pb1ectives
1. Aid clientele in making the best possible use of library resources and

services.

2. Maintain an atmosphere conducive to study and research.

3. Deliver materials promptly and efficiently.

4. Foster close relations between the Access Services Department and the other
Departments in the Center and between the separate units of the Department.

5. Create an environment for and a tradition of good service among staff.

Functions
1. Administer the operations of the separate units that make up the Access

Services Department of the Center.

2. Maintain easy access to the Department's collections.

3. Ensure that materials are made available promptly and efficiently.

4. Participate in development of service capabilities in the Center and in
particular for the units of the Access Services Department.

5. Enforce policies developed by the Services Group regarding use of library
collections, services and facilities.

6. Act as liaison between readers and the other Departments of the Center and
other units in the Services and Resources Group when warranted.

7. Coordinate the programs of the various service units for the delivery of
materials to readers.

8. Maintain the security of the collections.

9. Provide information of a general introductory nature to users.

10. Participate in planning budgets and administering funds allocated to the
Department.

11. Ensure that procedure manuals are kept up to date by the service units of
the Department.

lexliorki.nA Relationships
1. Personnel Office.
2. Supervicors of Access Services Sections.
3. Catalogers of the Science Information Center.

5/2/73
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4. Librarians of the other Departments of the Center.
5. Students and faculty.
6. Collection development librarians.
7. Building maintenance Supervisor.
8. Materials Processing Department in the Technical Support Group.

Reports
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1. Satisfaction of readers needs.
2. Reliability and speed of service.
3. Protection of materials against loss.
4. Physical condition of facilities.
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CIRCULATION SECTION

Vrtncieal Administrator: Head, Science and Engineering Information Center.

Parent Unit: Access Services Department, Science and Engineering Information Center

Role: To provide circulation services to members of the academic community.

fib,tesives
1. Facilitate use of library materiels.

2. Provide material promptly and efficiently.

3. Create an environment for and a tradition of good service among the staff.

Functions
1. Enforce policies regarding the use of library collections, services, and

facilities.

2. Assist in the maintenance of library facilities.

3.. Enforce policies for safeguarding the collections and for the protection of
library and personal property.

4. Control the circulation of materials and maintain the necessary records.

5. Maintain easy access to the collections and assist in locating materials.

6. Provide circulation services such as personal reserve notices, recalls, and
overdue notices.

7. Provide rapid and accurate shelving of material and necessary shelf reading
for the Center's collections.

S. Provide for regular inventory and search for mincing materials.

9. Search and retrieve requested interlibrary loan materials.

xallasIstaajiklatimgubm
1. Faculty, students and staff.
2. Other units in Access Services.
3. Reference Department in the Center.
4. Circulation Units in other Center.
5. Resource Group in natters of preservation, replacements and related activities.
6. Personnel Office.

Wilorts
Circulation statistics. Other statistical and evaluative reports as policy requires.

Performance and rmaluative Criteria
1. Satisfaction of readers' needs.
2. Reliability and speed of service.
3. Secnrity of collectioas.
'4. Cost efft;ctiv:Inass.
!a. Physical con.Utioni of facIliticl.

4/13//3



MATERIALS PROCESSING SECTION, SCIENCE AND ENGINEERING
INFORMATION CENTER

Principal Administrator: Need, Materials Processing Section, Science and Engineering
information Center.

iarent Unit: Access Services Department, Science and Engineering Information Center.

Role: To provide processing, record keeping and other services necessary to
support the functioning of the Social Science Center.

Objectives
1. Improve the bibliographic control over materials by producing and maintaining

accurate and complete bibliographic records.

2. Facilitate research and use of the collections by participating in the
physical preparation of materials.

3. Create an environment for and a tradition of good service among the staff.

Functions
1. Participate in the maintenance of library accounts.

2. Maintain the departmental card catalog and shelf list with the assistance of
the Technical Support and Resources Groups.

3. Make appropriate corrections in the departmental card catalog or other biblio-
graphic records.

4. Withdraw cards for lost, withdrawn or transferred titles and communicate
these changes to the Catalog Maintenance Department.

5. Process new materials - both monographs and serials - by maintaining accurate
bibliographic records and by placing the new materials in the appropriate
places. The aim here is accuracy as well as speed.

6. Inventory the serials acquisitions file periodically to be aware of all orders
and claim for these materials.

7. Prepare library materials for use in service areas as needed. (plating
pocketing, marking, etc.)

8. Consult with collection developers on the advisability of replacement orders
for lost monographs and serials and process those approved replacement orders.

9. Prepare serials and monographs for binding following established guidelines.

10. Maintain newspaper files and coordinate the disposal of those paper copies
for which microfilm copies are received.

11. Maintain records reflecting the receipt of bound serials and microfilm substitutes.

12. Approve serials invoices for payment.

13. Work with collection developers to establish and carry out preservation policies.

14. Be responsible for library receiving, mail, and delivery services to and fro
service center.

5/2/73
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15. Requisition library supplies.

gcnr Worhinq Relationshi7)s

1. Units responsible for materials processing in other centers.
2. All public service units
3. Catalo3ers
4. Collection developers
3.. Appropriate units of the Technical Support Group.

Res
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1. Successful integration of the goals of the Materials Processing Unit with

other library goals.
2. Satisfaction of other library units relying on Materials Processing Unit.
3. Quality of technical work.

4/16/73
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RESERVE SECTION, SCIENCE AND ENGINEERING INFORMATION CENTER

PrIcialAilmins Head, Reserve Section, Science and Engineering Information
Center.

Parent Unit: Access Services Department, Science and Engineering Information Center.

Role: To provide reserve services to members of the academic community.

SadVADVE
1. Facilitate the use of reserve materials.

2. Provide materials promptly and efficiently.

3. Create an environment for and a tradition of good service among the staff.

Functions
1. Enforce policies regarding the use of reserve collection and services.

2. Control the circulation of reserve materials and maintain the necessary
records.

3. Solicit reserve lists from the faculty and process them.

4. Obtain and process materials for reserve.

S. Maintain and inventory the reserve collection.

6. Deprocess reserve materials.

7. Prepare information on the status of reserve materials in machine-readable
form.

9. Provide course syllabi, computer-generated professor's lists, sad a public
listing.

Key Working Relationships
1. Faculty and students.
2. Access Services Units.
3. Systems Office.
4. Data Control Unit.

Reports
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1. Satisfaction of student and faculty needs.
2. Reliability' and speed of service.
3. Security of reserve collection.



REFERENCE AND INSTRUCTIONAL SERVICES DEPARTMENT,
SCIENCE AND ENGINEERING INFORMATION CENTER

Principal Administrator: Read, Reference and Instructional Services Department,
Science and Engineering Information Center.

Parent Unit: Science and Engineering Information Center.

Role: To provide a wide rnne of reference services to the University community
with emphasis oc. Sciences and Engineering.

Objectives
1. Promote in the academic community increased awareness of the available

library resources.

2. Provide accurate and efficient reference service.

3. Relate library resources in the Center to instructional and research activities.

4. Promote the effective utilization of library personnel in providing reference
service to the academic community.

5. Create an environment for and a tradition of good service among the staff.

6. Create and maintain reference resources to support present and future needs
of the University.

Functions
1. Help the University community to take maximum advantage of library resources.

2. Assist readers in the interpretation of bibliographic records and reference
tools.

3. Provide information enabling readers to locate and effectively use library
materials.

4. Develop and maintain the reference collection, including the Current
Documentation Section, with recommendations from collection developers in
the Resources Group.

3. Participate in developing bibliographic and instructional aids.

6. Participate in the development and implementation of collection and preserva-
tion policies.

7. Recommend materials for inclusion in the library collection.

8. Provide consultations on specific research projects, and act as a liaison
between clientele and resources personnel, when necessary.

Key Working Relationships
1. Members of the University community.
2. Other Reference Departments.
3. Resources Group:

a. Catalogers
b. Resources Utilization Office.
c. Collection developers.



Repaf4-
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1.. Satisfaction of readers needs.

2. Reliability and speed of service.
3. Security of collections.
4. Physical condition- of facilities.

V 3.12
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CURRENT DOCUMENTATION AND TECHNICAL REPORTS SECTION

PrincialAninistrator: Head, Current Documentation and Technical Reports Section

Parent Unit: Reference and Instructional Services Department, Science and
Engineering Information Center.

Role: To make available a variety of current documentary sources in the sciences
including technical reports.

Obi ectivec

1. Provide easy access to a collection of current documentary sources in the
sciences not accessible through the Center's card catalog.

Make available current scientific documentation which would not otherwise be
available either because of a delay In publication or non - availability
through normal publishing channels.

3. Create an atmosphere conducive to study and research.

4. Provide materials and information promptly and efficiently.

5. Meet the obligations and responsibilities of a Federal Regional Technical
Reports Center for the area of New York, New Jersey and Connecticut.

Functions
1. Maintain the Center's collection of current documentary materials.

2. Acquire materials for inclusion in the collection either directly or through
routine acquisition procedures, with the advice of the collection developer
from the Resources Group.

3. Continuously survey certain bibliographic tools, such as World Meetines) to
be apprised of scientific meeting and conferences likely to be sources of
desirable material.

4. Participate in maintenance of a computer-based access to the documentation.

5. Compile the Columbia University Technical Reports Bibliography.
.

6. Identify and supply technical reports requested in person or by phone or letters.

7. Maintain and operate the microform reading and photoduplicating equipment, and
keep related records.

8. Prepare the orders for missing or non-depository reports as needed.

9. Weed the full-size technical reports as microfiche duplicates are received
following policy formulated in the Resources Group.

10. Provide directional assistance and information about the unit and its collection.

11. Maintain contact with nembersof the academic community and solicit donations
of current documentation from them.

1Ke Worl_s.31.11111:It)rshInzi

1. Collection Developer for Science and Engineering in the Resources Group.
2. General Reference Department and reference departments in the Centers.

4/16/73
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3. Documents Acquisitions
4. Interlibrary Loan Section
5. Systems Office and Computer Center.
6. Materials Processing Unit, Science and Engineering Information Center.

Riports
Statistical and evaluative reports as policy requires.

Pefformance and Evaluitive Criteria
1771111770317;77Zgar;;;a7
2. Reliability and speed of service.
3. Currency and scope of the collection.

4. Protection of materials against loss and deterioration.

5. Physical condition of the facilities.

4/16/73
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BIOLOGICAL SCIENCES LIBRARY

Principe/ Administrator: Head. Biological Sciences Lib;ary

Parent Unit: Science and Engineering Information Center.

Rolm To provide library services 'to the academic community in the area of
biological sciences.

Objectives
1. Aid clientele in making the best possible use of library resources and

services.

2. Create an atmosphere conducive to study and research.

3. Provide materials promptly and efficiently.

4. Foster close relations between the allied library unit and the academic
community.

5. Create an environment for and a tradition of good service.

6. Integrate unit goals with overall library and faculty goals as well as with
those of the Science Information Center.

7. Participate as an allied library in the consolidation of appropriate
functions of the Science information Center and the eventual geographical
consolidation of the Science libraries.

Functions
1. Enforce all policies of the Science Information Center and the Services

Group.

2. Serve the academic community on a daily basis and act as a liaison between
them and the Science Information Center and other components of the library
system.

3. Answer informational and reference questions.

4. Participate in collection development in coordination with the Resource
Development Division.

5. Provide circulation and reserve services maintain necessary records.

6. Maintain the security of the collection.

7. Participate in maintaining appropriate and accurate departmental biblio-
graphic records.

8. Participate in the preservation of library materials according to procedures
established by the support group.

9. Maintain interlibrary loan relations between the biology unit and the New
York Botanical Garden, American Museum of Natural History, the medics]
libraries of Pew York as well as with the Interlibrary Loan Section in
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the Humanistic and Historical Studies Center.

10. Keep procedure manuals up to date.

11. Report to Collection Development group on changes in the collection, due
to loss, irreparable damage, etc., through period and selective

inventory of the collection.

12. Acknowledge gifts to the library from faculty and others, and for-
ward these as well as other unsolicited materials to the Collection
Development unit for appropriate recommendations.

Key Worit, ns_Relatshi.
1. Faculty, researchers, students.
2. Chief Resources Librarian for the Sciences regarding such matters as

collection development and instructional programs.
3. General Reference Department and Interlibrary Loan Section.

4. Access Services,. Reference and Materials Processing Departments in.

Science Information center.

5. Columbia Medical, Lamont, New York Botanical Garden, American Museum of

Natural History, Medical Libraries of New York concerning inter-

library loan matters.
6. Allied Science Libraries.

Reports
Statistical and evaluative reports as policy requires.

Performance and Evrluative Criteria
1. Satisfaction of readers needs.
2. Protection of materials againstloss.
3. Physical conditions of facilities.

4. Reliability and speed of service.

5. Staff attitude and development.



V 3.17

CRERISTRY LIBRARY

Prit,...ust_.ministrams Read, Chemistry Library .

Parent Unit: Science and Engineering Information Center.

Roles To provide library services to the academic community in the area of
chemistry.

Objectives
1. Aid clientele in making the best possible use of library resources and

services.

2. Create an atmosphere conducive to study and research.

3. Provide materials promptly and efficiently.

4. Foster close relations between the allied library unit and the academic
community.

5. Create an environment for and a tradition of good service.

6. Integrate unit goals with overall library and faculty goals as well as
with those of the Science Information Center.

7. Participate as an allied library in the consolidation of appropriate functions
of the Science Information Center and the eventual geographical consolida-
tion of the Science libraries.

Functions
1. Enforce all policies of the Science Information Center and Services Croup.

2. Serve the academic community on a daily basis and act as a liaison between
them and the Science Information Center and other components of the
library system.

3. Answer information and reference questions.

4. Report to Collection Development group on changes in the collection, due to
loss, irreparable damage, etc. through periodic and selective inventory
of the collection.

5. Acknowledge gifts to the library from faculty and others, and forward these
as well as other unsolicited materials to the Collection Development
unit for appropriate recommendations.

6. Provide interlibrary loan services to other institutions in cooperation and
through the Interlibrary Loan Section of the Humanistic and Historical
Center.

7. Provide circulation and reserve services and maintain necessary records.

S. Maintain the security of the collection.

9. Participate in maintaining appropriate and accurate departmental bibliographic
records.
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10. Participate in the preservation of library materials according to procedures
established by the support group.

11. Keep procedure manuals up to date.

12. Participate in collection development in coordination with the Resource
Development Division.

Key Working Relationships
1. Faculty, researchers, students.
2. Chief Resources Librarian for the Sciences regarding such matters as

collection development and instructional programs.
3. General Reference Department and Interlibrary Loan Section.
4. Access services, Reference, and Materials Processing Departments in Science

Information Center.
5. Allied Science Libraries

Rezorts,

Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1. Satisfaction of readers needs.
2. Protection of materials against loss.
3. Physical conditions of facilities.
4. Reliability and speed of service.
5. Staff attitude and development.
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GEOLOGY LIBRARY

Principal Administrator: Head, Geology Library

Parent Unit: Science and Engineering Information Center.

Role: To provide library services to the academic community in the area of
the geological sciences.

1. Aid clientele in making the best possible use of library resources and
services.

2. Create an atmosphere conducive to study and research.

3. Provide materials promptly and efficiently.

4. Foster close relations between the allied library unit And the academic
community.

5. Create an environment for and a tradition of good service.

6. Integrate unit goals with overall library and faculty goals, as well
as with those of the Science and Engineering Information Center.

7. Participate as an allied library in the consolidation of appropriate
functions of the Science and Engineering Center and eventual geographical
consolidation of the on-campus science libraries.

Functions
1. Enforce all policies of the Science and Engineering Information Center and

service group.

2. Serve the academic community on a daily basis and act as a liaison between
them and the Science and Engineering Information Center and other
components of the library system.

3. Answer information and reference questions.

4. Participate in collection development in coordination with the Resource
Development Diviaion.

. 5. Provide circulation and reserve services and maintain necessary records.

6. Maintain the security of the collection.

7. Participate in maintaining appropriate and accurate departmental biblio-
graphic records, and report to the appropriate unit any bibliographic
inconsistencies or potential Irrors that may be discovered in the regular
operation of the allied libraty.

8. Participate in the preservation of library materials according to procedures
established by the support group.

9. Report to Collection Development group on changes in the collection, due to
loss, irreparable damage, etc., through periodic and selective inventory
of the collection.

5/10171
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10. Maintain interlibrary loan relations between the Geology Library, the

American Museum of Natural History, American Geographical Society and

others.

1I. Maintain interlibrary loan relations between the Geology Library, other

allied libraries withia the University library system, and non-Columbia

libraries through the Interlibrary Loan Section of the Humanistic and

Historical Studies Center.

12. Keep procedure manuals up to date.

13. Insure the proper functioning and use of the photocopy machine.

14. ProVide such faculty members as may avail themselves of this service, with

photocopies of title pages of specific journals as the latest issues are

received.

15. Acknowledge gifts to the library from faculty and others, and to.fprward

these as well as other unsolicited materials to the Collection Development

unit for appropriate recommendations.

16. Cooperate with the Geoscience Library and the Map Room on the common problems

of two libraries serving the same clientele.

Key Working RelationshIpts

1. Faculty, students, and researchers.

2. Chief Resources Librarian for the Sciences regarding such matters as collection

development.
3. General Reference and Interlibrary Loan Units.

4. Access Services, Reference, and Materials Processing Departments in the

Science and Engineering Information Center.
5. Allied Science Libraries.

Reports
1. Statistical and evaluative reports concerning library operations as policy

may require.
2. Regular weekly and monthly reports concerning photocopy machine operations.

Performance and Evaluative Criteria

1. Satisfaction of faculty and student needs.

2. Protection of materials against loss.

3. Physical conditions of the facilities.

4. Reliability and speed of service.
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Principal Administrator: Head, Ceesciences Library

Parent Unit: Science and Engineering Information Center

Role: To provide library services to the academic community in the area of
the geosciencee.

Objectives
1. Aid clientele in making the best possible use of library resources and

services.

2. Create an atmosphere conducive to study and research.

3. Provide materials promptly and efficiently.

4. Foster close relations between the allied library unit and the academic
community.

S. Create an environment for and a tradition of good service.

6. Integrate unit goals with overall library and faculty goals as well as with
those of the Science Information Center.

7. Participate as an allied library in the consolidation of appropriate
functions of the Science laformation Center and eventual geographical
consolidation of the science libraries; at the same time retaining those
library functions dictated by the problems of geographic isolation from
the main campus.

Functions
T.F7Tnorce all policies of the Science Information Center and Services Croup.

2. Serve the academic community on a daily basis and act as a liaison
between them and the Science Information Center.

3. Answer information and reference questions.

4. Report to Collection Development group on changes in the collection, due
to loss, irreparable damage, etc., through periodic and selective
inventory of the collection.

S. A:knowledge gifts to the library from faculty and others, and forward

these as well as other unsolicited materials to the Collection Develop-
ment unit for appropriate recommendations.

6. Participate in collection development in coordination with the Resource
Developmern

7. provide cir:_uAation and reserve services and maintain necessary records.

8. mintaill the security of the collection.

9. Participate in maintaining appropriate and accurate departmental biblio-
graphic records.

5/10/73
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10. Participate in the preservation of library materials according to
procedures established by the support group.

11. Keep procedure manuals up to date.

12. Maintain interlibrary loan relations between the Geoscience Library, other

allied libraries within the University library system and non-Columbia
libraries through the Interlibrary Loan Section of the Humanistic nad
Historical Studies Center.

13. Maintain interlibrary loan relations between the Geoscience Library and

the American Museum of Natural History, American Geographical Society,

sad other institutions.

14. Cooperate with the geology unit on the common problems of two libraries

serving the same clientele.

15. Handle loans of Lamont marine science films and maintain correspondence
and records thereof.

ley Working Relatipnahlos,
1. :acuity, students, researchers and staff.

2. Chief Resources Librarian for the Sciences regarding such matters as

collection development.
3. General Reference, Interlibrary Loan departments.
4. Access Services, Reference and Material Processing Departments in the

Science Information Center.
3. Allied Science Libraries.
6. American Museum of Natural History, American Geographical Society concern-

ing interlibrary loans.

Reports
Statistical and evaluative reports as policy requires.

PerCormance and Waluative Criteria
1. Satisfaction of faculty, student, research staff needs.

2. Protection of materials against loss.
J. Physical conditions of facilities.
4. Reliability and speed of service.

to
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MATREMATICS/SCIVICE LIBRARY

Principal Administrator: Head, Mathematics/Science Library

Parent Unit: Science and Engineering Information Center

Role: To provide library services to the academic community in the areas of
mathematics, mathematical statistics, general science, history and
philosophy of science, and agriculture.

allectivm
1. Aid clientele in making the best use of library resources and services.

2. Create an atmosphere conducive to study and research.

3. Provide materials promptly and efficiently.

4. Poster close relations between the allied library unit and the academic
community.

5. Create an environment for and a tradition of good service.

6. Integrate unit goals with overall library au. faculty goals and those of the
Science Information Center.

7.. Participate in the consolidation of appropriate functions of. the Science
Information Center and eventual geographical consolidation of the science
libraries.

Functions
1. Enforce all policies of the Science Information Center and the Services

Croup.

2. Serve the academic community on a daily basis and act as liaison agent
between it and the Science Information Center.

3. Answer information and reference questions.

4. Report to Collection Development anit on changes in the collection due
to loss, irreparable damage, etc, through periodic and selective
inventory of the collection.

5. Acknowledge gifts to the library from faculty and others, and forward
these as well as other unsolicited materials to the Collection Development
unit for appropriate recommendations.

6. Participate in collection development in coordination with the Resource
Development Division.

7. Provide circulation and reserve services and maintain necessary records.

8. Maintain the security of the collections and the physical condition of the
library.

9. Participate.in maintaining appropriate and accurate departmental biblio-
graphic records.

5/10/73
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10. Participate in the preservation of library materials according to
procedures established by the Support Group.

11. Maintain interlibrary loan relations between the Mathematics/Science
Library and other allied libraries within the UniVersity library system
and non-Columbia libraries through the Interlibrary Loan Section of
the Humanistic and Historical Studies Center.

12. Keep procedure manuals up to date.

Keg Working Relationsfi_ps
1. Faculty, students, researchers and staff.
2. Chief Resources Librarian for the sciences.
3. General Reference and Interlibrary Loan units.
4. Reference, Access Services, and Materials Processing Departments of the

Science Information Center.
5. Allied science libraries.
6. Hhthematics and Mathematical Statistics Departments and library committees.

Report
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1. Satisfaction of user needs.
2. Reliability and speed of service.
3. Protection of materials against loss.
4. Physical condition of facilities.
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Principal Administrator: Head, Physics Library

Parent Unit: Science and Engineering Information Center

Role: To provide library services to the academic community in the areas of
Physics and astronomy.

pbjectives
1. Aid clientele in making the beat use of library resources and services.

. 2. Create an atmosphere conducive to study and research.

3. Provide materials promptly and efficiently.

4. Foster close relations between the allied library unit and the academic
community.

5. Create an environment for and a tradition of good service among the staff.

6. Integrate unit goals with overall library and faculty goals and those of
the Science Information Center.

7. Participate in the consolidation of appropriate functions of the Science
Information Center and eventual geographical consolidation of the science
libraries.

Functions
1. Enforce all policies of the Science Information Center and the Services

Group.

2. Serve the academic community on a daily basis and act as liaison agent
between it and the Science Information Center and other components of
the library system.

3. Answer information and reference questions.

4. Participate in maintaining appropriate and accurate departmental biblio-
graphic records.

5. Participate in the preservation of library materials according to procedures
established by the Support Group.

6. Report to Collection Development group on changes in the collection, due
to loss, irreparable damage, etc., through periodic and selective inventory
of the collection.

7. Acknowledge gifts to the library from faculty and others, and forward
these as well as other unsolicited materials to the collection Development
unit for appropriate recommendations.

8. Participate in collection development in coordination with the Resource
Development Division.

9. Provide circulation and reserve services and maintain necessary records.

5/1.0/73
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10. Maintain interlibrary loan relations between the Physics Library, other
allied libraries within the University library system and non-Columbia
libraries through the Interlibrary Loan Section of the Humanistic and Historical
Studies Center.

11. Keep procedure manuals up to date.

Key Working RelationshiPs
1. Faculty, students, researchers, staff and other users.
2. Chief Resources Librarian for the sciences.
3. General Reference and Interlibrary Loan Departments.
4. Reference, Access Services, and Materials Processing units of the Science

Information Center.
S. Allied science libraries.
6. Physics and Astronomy Departments and library committees.

Reports
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1. Satisfaction of user needs.
2. Reliability and speed of service.
3. Protection of materials against loss.
4. Physical condition of facilities.
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PSYCHOLOGY LIBRARY

Principal Administrator: Head, Psychology Library

Parent Unit: Science and Engineering Information Center.

Role: To provide library services to the academic community
in the area of psychology.

ajectivek
1. Aid clientele in making the best possible use of library resources and

services.

2. Create an atmosphere conducive to study and research.

3. Provide materials promptly and efficiently.

4. Foster close relations between the allied library unit and the academic
cosvounity.

5. Create an environment for and a tradition of good service.

6. Integrate unit goals with overall library and faculty goals, as well as
with those of the Science and Engineering Information Center.

7. Participate as an allied library in the consolidation of appropriate
functions of the Science and Engineering Center and eventual geographical
consolidation of the on-campus science libraries.

Functions
I. Enforce all policies of the Science and Engineering Information Center and

Services Group.

2. Serve the academic community on a daily basis and act as a liaison between
them and the Science and Engineering Information Center and other com-
ponents of the library system.

3. Answer information and reference questions.

4. Report to Collection Development group on changes in the collection, due
to loss, irreparable damage, etc., through periodic and selective inventory
of the collection.

5. Acknowledge gifts to the library from faculty and others, and forward
these as well as other unsolicited materials to the Collection Development
unit for appropriate recommendations.

6. Participate in collection development incoordination with the Resource
Development Division.

7. Provide circulation and reserve services and maintain. necessary records.

8. Maintain the security of the collection.

9. Participate in maintaining appropriate and accurate departmental biblio-
graphic inconsistencies or potential errors that may be discovered in
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the regular operation of the allied library.

10. Participate in the preservation of library materials according to

procedures established by the support group.

11. Maintain inter-library loan relations between the Psychology library,

other allied libraries within the University library system and non-

Columbia libraries through the Interlibrary Loan Section of the Human-

istic and Historical Studies Center.

12. Keep procedure manuals up to date.

13. Insure the proper functioning of the photocopy machine.

14. Provide such faculty members as may avail themselves of this service,

with photocopies of title pages of specific journals as the latest

issues are received.

15. Make arrangements as required during the semester for additional study

areas for users, due to limited space in the Psyct-Yogy Library.

Key Working Relationships
1. Faculty, students, and researchers.

2. Chief Resources Librarian for the Sciences and Social Sciences regarding

such matters as collection development.

3. Access Services, reference and Materials Processing departments in the

Science and Engineering Information Center.
4. Reference department.in the Social Science Center.

5. Allied science libraries.
6. Medical Library Center of New York concerning interlibrary loans by

messenger service.
7. General Reference and Interlibrary Loan Section.

Report,.

1. Statistical and evaluative reports concerning library operations as

policy may require.

Performance and Evaluative Criteria
1. Satisfaction of faculty andftudent needs.

2. Protection of materials against loss.

3. Physical conditions of the facilities.

4. Reliability and speed of service.

10/22/73
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SOCIAL SCIENCE CENTER

Principal Administrator: Chief, Social Science Center

Parent Unit: Library Service Group

Role: To provide library services to the academic community in the areas of
the social sciences.

Phiectives,
1. Aid clientele in making the best possible use of library resources and

services.

2. Create an atmosphere conducive to study and research.

3. Provide materials promptly and efficiently.

4. Foster close relations between the Center and students and faculty. .

5. Create the environment for and a tradition of good service among the staff.

Functions
1. Operate the Social Science Center and coordinate services with the Allied

Libraries.

2. Maintain eaay access to the Center's collections, including books, periodicals,

newspapers, mieroforms, and the University Map Room.

. 3. Make these materials available promptly and efficiently.

4. Provide directional assistance and general information.

5. Provide advanced reference service.

6. Maintain liason with the members of the Resources Group involved with the

development of the social science collections.

7. Develop and enforce a program for maintaining security of the collections.

S. Assist in making and controlling budgets in the Center and the Allied Libraries.

Rey Working Relationships
1. Directors of the other subject centers.
2. Members of the Resources Group concerned with social sciences.

3. Appropriate members of the Technical Support Group.

4. Allied Libraries.
5. Members of the academic community concerned with the study of the social Sciences.

Reports
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria

1. Satisfaction of readers' needs.

2. Reliability and speed of service.
3. Security of collections.

4. Physical condition of facilities.

4/12/73
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ACCESS SERVICES DEPARTMENT, SOCIAL SCIENCE CENTER

Principal Administrator: Head, Access Services Departatent, Social Science Center

Parent Unit: Social Science Center

Role: To provide easy access to materials in the Social Science Center

lErctives
1. Aid clientele in making the best possible use of library resources end services.

2. Maintain an atmosphere conducive to study and research.

3. Deliver materials promptly and efficiently.

4. Foster close relations between the Department and the other Departments in
the Center and between the Access Service units.

3. Create an environment for, and a tradition of good service among the staff.

Functions
1. Administer operations of the separate units that make up the Access Services

Department of the Center.

2. Maintain easy access to the Department's collections.

3. Ensure that collection materials are available promptly and efficiently.

4. Participate in development of set-ice capabilities in the Social Science
Center and in particular for the units of the Access Services Department.

3. Enforce policies developed by Services Group regarding use of library
collections, services and facilities.

6. Act as liason between readers and the other Departments of the Center and
other units in the Services and Resources Group when warranted.

7. Coordinate the programs of the various service units in the Department for
the delivery of materials to readers.

8. Maintain security of collections.

9. Provide information of a general introductory nature to users.

10. Participate in planning budgets and administering funds allocated to the
Department.

11. Ensure that units keep procedure manuals up to date.

1. Personnel Office
2. Supervisors of units.
3. Other Departments of the Center.
4. Academic community.
S. Cataloners of the Social Science Center.
6. Collection development librarians.
7. Buildin maintenance Supervisor.

4/13/73



S. Materials Processing Department in the Technical Support Croup.

Reports
Statistical and evaluative reports as policy requires.

Performance and evaluative criteria
1. Satisfaction of readers' needs.
2. Reliability and speed of service.
3.. Protection of materials against loss.
4. Physical condition of facilities.

V 4.4
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CIRCULATION SECTION, SOCIAL SCIENCE CENTER

Principal Administrator: Read, Circulation Section, Social Science Center

Parent Units Access Services Department, Social Science Center

yaw To provide circulation services to members of the academic community.

Objectives
1. Facilitate use of library materials.

2. Provide material promptly and efficiently. .

3. Create an environment for and a tradition of good service among the staff.

Functions
1. Enforce policies regarding the use of library collections, services, and

facilities.

2. Assist in the maintenance of library facilities.

3. Enforce policies for safeguarding the collections and for the protection
of library and personal property.

4. Control the circulation of materials and maintain the necessary records.

S. Maintain easy access to the collections and assist in locating materials.

6. Provide circulation services such as personal reserve notices, recalls,
and overdue notices.

7. Provide rapid and accurate shelving of material and necessary shelf
reading for the Center's collections.

8. Provide for regular inventory and search for missing materials.

9. Search and retrieve requested interlibrary loan materials.

Ky W orking Relationships
1. Faculty, students and staff.
2. Other units in Access Services.
3. Reference Department in the Center.
4. Circulation Units in other Center.
S. Resource Group in matters of preservation, replacements and related activities.
6. Personnel Office.

Reports

Circulation statistics. Other statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1. Satisfaction of readers needs.
2. Reliability and speed of service.
3. Security of collections.
4. Cost effectiveness.
5. Physical conditions of facilities.
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MAP ROOM

Principal Administrator: Supervisor, Map Room

Parent Units Access Services Department, Social Science Center.

Role: To identify, locate, and supply maps and atlases to a wide variety of users.

Obiectives
1. Aid readers in making the best possible use of the map resources.

2. Develop awareness among the academic community of resources available in the
Map Room.

3. Establish procedures which emphasize simplicity and ease of access to the
collection.

4. Maintain accurate and complete bibliographic records.

5. Provide materials and information promptly and efficiently.

6. Encourage the development and implementation of new ideai for improving service.

7. Participate in building map resources to support present and future needs of
the University.

Functions
1. Provide information enabling readers to locate and effectively use maps and

atlases and to confer with Reference Departments when necessary.

2. Select maps and atlases to be housed in the Nap Room in conjunction with the
collection developers.

3. Catalog new maps.

4. Process maps for use.

3. Maintain easy access to the collection by providing systems of rapid and
accurate shelving.

6. Participate in developing and implementing a preservation program.

7. Operate a simple and efficient circulation system.

8. Participate in developing and implementing security procedures.

9. Participate in maintaining library accounts and approve invoices for payment.

10. Weed the map collection as new editions are received.

Key_Working Relationships
1. Academic Community.
2. Reference Departments
3. Collection Developers
4. Materials Processing Section, Social Science Center

4/13/73



Reports
Statistical and evaluative reports as policy requires.

Performance ane Evaluative Criteria
1. Satisfaction of user s needs.
2. Physical condition of facilities.
3. Reliability and speed of service.
4. Protection of materials against loss.

V 4.8
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MATERIALS PROCESSING SECTION, SOCIAL SCIENCE CENTER

Principal Administrator: Head, Materials Processing Section,Social Science Center

Parent Unit: Access Services Department, Social Science Center.

Role: To provide processing, record keeping and other services necessary to
support the functioning of the Social Science Center.

alastam
1. Improve the bibliographic control over materials by producing and maintaining

accurate and complete bibliographic records.

2. Facilitate research and use of the collections by participating in the
physical preparation of materials.

3. Create an environment for and a tradition of good service among the staff.

Functions
1. Participate in the maintenance of library accounts.

2. Maintain the departmental card catalog and shelf list with the assistance of
the Technical Support and Resources Groups.

3. Make appropriate corrections in the departmental card catalog or other biblio-
graphic records.

4. Withdraw cards for lost, withdrawn or transferred titles and communicate
these changes to the Catalog Maintenance Department.

5. Process new materials - both monographs and serials - by maintaining accurate
bibliographic records and by placing the new materials in the appropriate
places. The aim here is accuracy as well as speed.

6. Inventory the serials acquisitions file periodically to be aware of all orders
and claim for these materials.

7. Prepare library materials for use in service areas as needed. ( plating
pocketing, marking, etc.)

8. Consult with collection developers on the advisability of replacement orders
for lost monographs and serials and process those approved replacement orders.

9. Prepare serials and monographs for binding following established guidelines.

10. Maintain newspaper files and coordinate the disposal of those paper copies
for which microfilm copies are received.

11. Maintain records reflecting the receipt of bound serials and microfilm substitutes.

12. Approve serials invoices for payment.

13. Work with collection developers to establish and carry out preservation policies.

14. Be responsible for library receiving, mail, and delivery services to and fro
service center.
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15. Requisition library supplies.

Key Working Relationifit21
1. Units responsible for materials processing in other centers.
2. All public service units
3. Catalogers
4. Collection developers
S. Appropriate units of the Technical Support Group.

Reports
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1. Successful integration of the goals of the Materials Processing Unit with

other library goals.
2. Satisfaction of other library units relying on Materials Processing Unit.
3. Quality of technical work.
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MICROFORM SECTION
SOCIAL SCIENCE CENTER

Principal Administrator: Head, Microform Section, Social Science Center

Parent Unit: Access Services Department, Social Science Center.

Role: To provide prompt, accurate, and efficient access to the Center's
microform resources.

Objectives
1. Aid clientele in making the best possible use of the microform resources

and services,

2. Create an environment for and a tradition of good service among staff.

3. Create an atmosphere conducive to study and research.

4. Provide materials promptly, accurately and efficiently.

Functions
1. Make available promptly, accurately and efficiently the Center's collection

of micrcforms.

2. Maintain the microform collections and their storage facilities in good
physical order.

3. Implement the Center's program of maintaining the security of collections
as they relate to the Section.

4. Make available the machinery needed for reading microforms and provide
instruction on its use as required.

S. Maintain the Section's machinery in good working order. This includes:
(A) Regular and periodic cleaning. (B) Replacement of paper and minor
parts. (C) Securing outside technical maintenance assistance promptly
for larger repairs.

6. Provide directional assistance and general information about the unit and
its collections.

7. Maintain bibliographical records for the collections and assist patrons
in the use and interpretation of these records.

8. Prepare prints from microforma.

9. Participate in formulation of policies governing the servicing and main-
tenance of the microform collections and equipment.

10. Participate in consultations leading to the acquisition of new equipment.

1. The cataloger's responsible for original cataloging of microforms in the
Bibliographic Control Division.

2. The Repropmphy Unit of the Preservation Department, Support Croup.
3. The Microform Unit in the Social Science Centeros well as the individuals

and/or units in charge of microforms in the various libraries.
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4. Outside maintenance personnel called in for repairs.

5. The inter Library Loan Office.
6. The Monograph Order/Receipt Unit and the Serials Order/Receipt Units of the

Support Group.
7. The Financial Services Unit, Planning Office.
8, The General Reference Department.

Repotts
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria

1. Satisfaction of readers needs.

2. Reliability and speed of service.
3. Protection of the collection against deterioration and loss.
5. Physical condition of the facilities, especially the state of repair of

the machinery.
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RESERVE SECTION, SOCIAL SCIENCE CENTER

Principal Adminiptrator: Head, Reserve Section, Social Science Center

Parent Unit: Access Services Department, Social Science Center.

Role: To provide reserve services to members of the academic community.

Objectives
1. Facilitate the use of reserve materials.

2. Provide materials promptly and efficiently.

3; Create an environment for and a tradition of good service among the staff.

Functions
1. Enforce policies regarding the use of reserve collections and services.

2. Control the circulation of reserve rnaterials and naintain the necessary recordd.

3. Solicit reserve lists from the faculty and process them.

4. Obtain and process materials for reserve.

S. Maintain aid inventory the reserve collection.

6. Deprocess reserve materials.

7. Prepare information on the status of reserve materials in machine-readable form.

8. Provide course syllabi. computer-generated proiessorls lists, and a public
listing.

..-.-"--

Key Working Relationships
1. Faculty and st/Idents.
2. Access Services Units.
3. Systems Of
4. Data Control Urit.

Items
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
1. Satinfaction of student and faculty needs.
2. Reliability and speed of service.
3. Security of reserve collection.
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REFERINCE AND INSTRUCTIONAL SERVICES DEPARTMENT, SOCIAL SCIENCE CENTER

Principal. Administrator: Head, Reference and Instructional Services Department,
Social Science Center.

Patent Unit: Social Science Center.

Role: To proviee a vide range of reference services to the University community
with emphasis on the social sciences.

Objectives
1. Promote in the acadvalc community increased awareness of the available library

resources..

2. Provide accurate and efficient reference service.

3. Relate library resources in the Center to instructional and research activities.

4. Promote the effective utilization of library personnel in providing reerenne
service to the academic community.

5. Create an environment for and a tradition of good service among the staff.

6. Create and maintain reference resources to support present and future needs
of the University.

Functions
1. Help the University community to take maximum advantage of library resources.

2. Assist readers in the interpretation of bibliographic records and refetence
tools.

3. Provide information enabling readers to locate and effectively use library
materials.

4. Develop and maintain the reference collection, including the Current Documenta-
tion Section, with recommendations from collection developers in the
Resources Group.

5. Participate in developing bibliographic and instructional aids.

6. Participate in the development and implementation of collection and preserva-
tion policies.

7. Recommend materials for inclusion in the library collection.

8. Provide consultations on specific research projects, and act as a liaison
between clientele and resources personnel, when necessary.

smatum Relationshins
1. Members of the University community.
2. Other Reference Departments.
3. Resource:: Group:

a. Citelogers
b. Vicnirera IltIli%m!:ion (office.
c. COicction dcArlorcrs.



Reports
Statistical and evaluative reports as policy requires..

Performance and Evaluative Criteria
1. Satisfaction or readers' needs.
2. Reliability and speed of service.
3. Security of collections.
4. Physical condition of facilities.

V 4.16
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Al Mr CON
CURRENT DOCUMENTATION SECTION 41084

Principal Administrator: Head, current Documentation Section

Parent Unit: Reference and Instructional Department, Social Science Center.

Role: To make available within c short time of publication current documentation
in the social sciences.

Objectives
1. Provide ready access to current social science documentation not accessible

through the Center'e card catalogue.

2. Make available current soeiza science documentation not available through
normal publiahing channels.

Functienq
1. Maintain the Center's vertical files of pamphlets, leaflets and other

uncatalogued ephemera.

2. Maintain tha Center's serials vertical files, consisting of newsletters and
similar uncataloLued serials.

3. Acquire directly materials for the vertical files.

4. Procure papers and proueedines of aholarly conferences, by: (a) Continuously
surveying the relevant literature for impending and future conferences.
(t) Soliciting papers and proceedings from the organizers. (c) Carrying on
any subsequent correspondence as needed.

5. Make conference mars and proceedings available.

6. Participate in the preparation and maintenance of computer based access to
current documentation.

7. Implement the Center's program of maintaining security of the collections.

S. Provide directional assistance and general information about the unit and
its collections.

,ICey Working Relatiowsbies
1. Collection Developer for social sciences in the Resource Development Division

of the Resources Grnup.
2. Materials Processine Unit, Social Science Center.
3. Current Documceration Unit, 1:n0:leering and Science Information Center.
4. Central. Iteference Department.
5. Faculty members.
6. System.; Office and Ccmputer Center.

Re or. ts

Statistical and evaluative reports as policy requires.

Performence nn4 rmatuotive Criteria
1. SaLt:.;:ction rrad:Ts' rt*Os.
2. Cu =-r,.e.y end ne.e,.0 3f matee.
3. RAtr.V.;*y :A .A1 o.7

4. VrotetAion of th:: crdleci:10.1.; asjainst 1043 tiad detotiorat1on.

5. rhysiryll conditica c' Ole rtmilities.
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BUSINESS LIBRARY
(Watson Library of Business and Economics)

Principal Administrator: Head, Business Library

Parent Unit: Social Science Center

Role: To provide library service to the academic community in the areas of
Business and Economics.

0b ectives
1. Build and maintain library services and resources to support the instruc-

tional and research needs of the University, especially the graduate
School of Business and the graduate Department of Economics.

2. Aid clientele in making the best possible use of the Business Library's
services and resources.

3. Foster close relations between the Library and the academic community.

4. Create an environment for and a tradition of good service.

5. Create an atmosphere conducive to study and research.

Functions
1. General

a. Participate in establishing policies regarding the use of library
collections, services and facilities.

b. Enforce established library policies.

c. Maintain easy access to the collections and assist in locating
materials.

d. Enforce policies for safeguarding the collections and for the
protection of library and personal property.

2. Access Services Department

a. Circulation Unit

1) Control the circulation of materials and maintain the necessary
records.

2) Provide rapid and accurate shelving of material and necessary
shelfreading of the library's collections.

3) Provide for regular inventory and searches for missing materials.

4) Search and r(Ittieve requested interlibrary lean witerialf;.

5) Provide cIrtutntlr;a wrvites such rs .0,1dor rcui;:t

holds, enc. o.,crdor.:

6) Prepare and ptnecw, r-ILvoices.
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b. Vaterials Proce5eng Unit

V 4.20

1) Maintain the departmental card catalog, serials eatclog and
shelflist with the assistance of Support and Resource Croup
personnel; includes making corrections and additions, with-
drawing cards, etc.

2) Process new monographic and serial materials including adjust-
ing bibliographic records, plating, pocketing, stampIng,etc.

3) Review kardex records and order files periodically in order
to claim missing materials.

4) Search titles in the IPL, card catalog and certain biblio-
graphic tools before ordering.

5) Type, file and forward serial and monograph orders.

6) Prepare monographs and serials for binding following established
guidelines.

7) Maintain newspaper files and coordinate the disposal of the
paper copies for which microfilm is received.

8) Approves serial invoices for payment.

9) Open and route mail.

10) Maintain photocopy machines (two for the public and one for
internal use).

11) Work with collection developers and the head of Preservation
Department to establish and carry out preservation policies.

12) Requisition library supplies.

13) Account for money received through fines, photocopying machines,
etc., record petty cash expenditures.

c. Microform Unit

1) Maintain and make available promptly and efficiently the Business
Library's collection of snicroforms.

2) Maintain in good working order the machinery needed for reading
and printing the microforms.

3) Prepare prints from microform° as needed.

d. Financial Collection 1

1) Acquire material for the collection according to established
guidelines (usually through solicitation).

,Milldria.1111111mW

1. This is an uncataloged collection; it includes the Marvyn Scudder Collection
of Anuual Reports, 10K reports, listing statements, etc.
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2) Create and maintain bibliographic records for this collection.

3) Control the use of materials in the collection.

4) Provide rapid and accurate shelving and refiling of materials.

5) Provide for regular inventory and searches for missing materials.

6) Arrange for the disposal of paper copies (of annual reports)
after microfiche copies are received.

3. Reserves Department

a. Materials Processing Unit

1) Solicit reserve lists from the faculty and process them by
searching the titles in the Business and Butler cord catalogs

AiV and certain bibliographic tools.

Aor 2) Obtain materials for reserve by either:

a°
a. Ordering "rush" through acquisitions.

*0' b. Intra-library loan
c. Making photocopies
d. Checking-out of a Business book to Reserves for an indefinite

loan.

3) Request permission to photocopy from the publishers as necessary,
and maintain a file of requests and responses.

4) Keypunch cards for submission to the computer center, In order to
produce a computer-produced printout for the public, a list
arranged by professor for the public, a "workliet" for the
reserves staff, etc.

5) Keypunch and submit cards as necessary in order to keep the
printouts accurate and current.

6) Plate, pocket, tape and mark reserve materials according to
established guidelines.

7) "Deprocess" reserve materials according to established guide-
lines; includes forwarding uncataloged matetial to Data Control
for subsequent cataloging.

8) Maintain public files of course syllabi and exams.

b. Circulation Unit

1) Page requested items for readers.

2) Control the circulation of reserve materials and maintain the
necessary records.
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3) Provide rapid and accurate shelving and filing of reserve
materials.

4) Provide circulation services such as overdue and fine due notices.

5) Prepare and process F-Invoices.

6) Inventory and shelf read the reserve stacks as needed.

4. Reference and Instructional Department

a. Answer reference questions, asked either in person, by mail or on

the phone.

b. Answer general and informational questions.

c. Prepare bibliographies and instructional aids.

d. Provide consultations on specific topics, chiefly with graduate
students and faculty members.

e. Provide tours and classroom instruction, chiefly for graduate students.

f. Participate in producing the Social Science Union List of Serials.2

g. Review interlibrary loans before they are sent out.

5. Collection Development (Business Library personnel when performing the

functions listed would report to appropriate individuals in the Resources

Croup.)

a. Select materials for inclusion in the Business reference and general

collections including monographs, serials, documents, and services.

b. Read book reviews, scan MARC printouts, etc. for selection purposes.

Ecy !Jerking Relationships
1. Personnel Office
2. Planning Office
3. Acquisitions: Books and Serials and Documents

4. Bibliographic Control Division
5. Computer Center
6. General Reference Department
7. Other departments and libraries in the Social Science Center
8. General Services Unit
9. Resource Utilization Office and Resource Utilization Division

Retorting Relation:Airs
Director of the Social Science Center

Reports
Stitistica and evaluative reports as policy requires.

Ommeni.p.m10110.01MM ..m.m.411111wIllwallo11.

2. This is a ecliputer-produced list covering the following libraries:

International Affairs, Social Work, International Law and Journalism.
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Performance and Evaluative Criteria
1. Satisfaction of readers' needs
2. Reliability and speed of service
3. Protection of materials against loss and deterioration
4. Physical condition of facilities
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JOURNALISM LIBRARY (ARTHUR HAYS SULZBERM MEMORIAL LIBRARY)

Principal Administrator: Head, Journalism Library

Parent Unit: Social Science Center.

Role: To provide library service to the academic community in the areas of
Journalism (broadcast and print), Mass Cummunications.and current
events.

Objectives
1. Build and maintain library services and resources to support the instructional

and research needs of the University, especially the School of Journalise.

2. Aid clientele in making the best ponsible use of the Journalism Librery's
resources and services, and to direct them to other resource:: and services
of the Columbia Library system when oppropriate.1

3. Foster close reletions betuTen the Library and the academic emectueity.

4. Create an amospere for and a tradition of good service among the staff.

5. Provide material.> and services es iemediately us possible coneietent with
efficiency.

Functions
1. General

a. Participate in establishing policies regarding the use of lil.rary
collecLInos, services, and f,leiliLies.

b. Maintain e,:4.y access to the collections and assist in lose tirr materials
and inComAtion.

c. Enforce policies for rafeguardin& the collections and for tha protec-
tion of library and persoaal property.

d. Act at a liaison between the School of Journalism and the Libraries
as a whole.

2. Access Services
a. Circulation

1) Control the circulation of materials and maintain the necessary
records.

2) Provide rapid and accurate shelving of naterial and shelf-
reading of the library's collections.

3) Provide for re!lular inventory And searches for missing material.
4) Search and retrieve teqeested interlibrary loan materials.
5) Provide circulation services such as recalls, reader request

holds and overdue notices.
6) Prepare and process 0-invoices.
7) Place requested and heavily used materials on reserve for room

vse And short term loan ::. in connection with this mark
vaLerinLs and cata3og c'r0s and provide necessary lists.'

1 Interleihrary Loan, Microform ReadinA Rom, PhotographIc Services, and indeed
a3,c:,t every library unit at Lo14.:.dJa at time. Our students write on alNost

any subject.
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b. Materials Processing
1) Maintain departmental card catalog and shelflist with the

assistance of Support and Resource Group personnel.
2) Process new monographic and serial materials.
3) Review kardex records and order files periodically in order

to claim missing materials.
4) Type, file and forward serial and monograph orders.

5) Search titles in IPL card catalog, and certain bibliographic
tools before ordering.

6) Process gift materials, selecting those items which are needed
in the Journalism Library and forward remainder to Gifts and
Exchanges Unit, according to guidelines established with the
Resources Group.3

7) Buy or otherwise obtain materials, such as newspapers, current
magazines, etc., that are too quickly needed, ephemeral or
otherwiae unauited to the normal order routine.

8) Send materials that are acquired directly (through purchase or
as gifts) to the Bibliographic Control Division for cataloging,

etc.)
9) Prepare materials for binding following established guidelines.

10) Approve serial invoices for payment.
11) Maintain newspaper files and coordinate the disposal of paper

copies which are no longer needed.
12) Open and route mil.
l3) Heintain photocopy machine end three vicrofilw readers.
14) Establish and carry out preservation policiea in conjunction

with the head of Preservation.
15) Regoinftinn supplies for the library.

3. Reference and Instruction
a. Review interlibrary loans before they are sent out.

b. Prepare bibliographies and other instructional aids.

c. Answer reference questions in person and by telephone and mail.

d. Provide cousultations on specific topics.
e. Provide tours and orientation instruction.

4. Collection Development (with a reporting relationship to Resoorces)

a. Select materials for inclusion in the Journalism collection.

b. Read book reviews, scan MARC printouts, etc. for selection purposes.

5. Newspaper Clipping rile (Morgue)
a. Acquire newspaper to be clipped.

2 We provide "behind the desk" shelving and restricted circulation for many

items provided by the faculty. This is sometimes books, reprints, issues

of journals or loose material in envelopes. More often it is notebooks

or folders the faculty member himself has prepared or gathered.

3 Sources for gifts which come directly
Journalism Review, Public Opinion
There are ei so occasional personal
from CM'. is added to our permanent

to the Journalism Library are Colinmbia

t_srtertt and the Pulitzer Prize Committee.

gilts. A high percentage of the material
collection.
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b. Select and clip items to be added to the clipping file.
c. Identify each clipping with name of newspaper and date of publicaticn.
d. Assign topical and biographical subject headings to clippings and

file in folders.
o. Maintain a file of these folders in the electrical-mechanical filing

cabinets.
f. Maintain a topical. subject heading list for the file. (This includes

making, expanding and deleting subject headings).
g. Provide information and folders from the file to library users.

(Thin includec helping them decide which folders. they need to see).
h. Mark folders with subject headings, beginning of file date and *dorm-

tion as to laut filing or use activity.
I. Weed foldern avd clippings no longer needed, according to established

guidelines.
j. Assist In' the dm:lamentation of the history of Columbia University by

sending clippings dealing with Columbia to Columbiana.

6. Pulitzer Prize Collection
a. Reeeivc winning exhibits from the Pulitzer Prize Cooraittee.

(Thegc are given to the library each May, immediately after the
prizes !Ire eivi:rjed).

b. Provide cla:in m::rk for each exhibit. This class mark indicates the
categmy (repco.:Tinq, drama, etc.) for which the'prize was given,
and to;wther teith the dote of the prize provides a key to the

quf locnizion of t1,7. exhibit.

417
c. Work vith Sctrial ee.caloeing to catalog each exhibit brieZly.
d. Duplicrte catzlog cards so that one catalog can be kepi. with the

Pulit:!er rTir.s! C;o.Ltectlou and another in tiles main librcry quacturb.
c. Maintain a shelj.i.r:t and location 11.3t for tilt! ox'libits.
f. Shelve the uzbilii in the Pulitzer Prize Room.
g. Provide cont.foll,!C access to the exhibits.
h. Answer quertioa (in person, telephone, r. i1) about the. exhibits.

Rev Warkine ion -Aim
1. Personnel Otfice
2. Library Technical Support Croup
3. General Services Unit
4. Library Committee of the School of Journalism
5. Pulitzer Prize Committee
6. Microforms Unit
7. Bibliographic Control Division
8. Special Collections (ColemLiena) .

9. Resource Utilisation Office
10. Other departments and libraries of the Social Science Center.

RepaWng Relationship
Director of the Social Science Center

Reports
Statistical and evaluative reparte as needed.

Performente and Evaluntive CrIteria
1. Satisfaction of readers' ncc.tle.
2. Speed and reliability of uervice
3. Phynical condition of facilities.
4. Collection maintenance and bectwity.



V 4.29

SOCIAL WORK LIBRARY
44rhh,.

'47
Principal Administrator: Head, Social Work Library

4.444.

Parent Unit: Social Science Center.

Role: To provide library service to the academic community in the area of
social work.

Objectives
1. Build and maintain library services and resources to support the instructional

and research needs of the academic community, especially the School of
Social Work.

2. Aid users in making the best possible use of the Social Work Library's
resources and services.

3. Provide library services and resources in the most efficient way possible.

4. Provide an environment conducive to effective study and research.

5. Maintain mutually helpful relationships with faculty, students, alumni and all
who serve the University, with professional organizations in sosial work, and
with the larger social work community.

Functions
1. General:

a. Participate in formulating, interpret and implement policies regarding use
of the Social Work Library and its collections, services and facilities.

b. In conjunction with the Resources Group,, participate in budget:rug and
administer funds allocated to the Social Work Library, monitoring
accounts and calling attention to adjustments as needed.

c. Establish and maintain routines for ordering materials, requisitioning
supplies, handling mail and processing.

2. Reference and reader services:
a. Answer information and reference questions.
b. Help readers to take maximum advantage of the library's resources in deal-

ing with specific instructional and research problems.
c. Provide consultations on research projects.
d. Provide current awareness services such as displays, periodic lists of

new acquisitions and selective dissemination.
e. Maintain annotated public files of reading lists for current courses.

3. Access services:
a. Control the circulation of materials by maintaining necessary records.
b. Search and retrieve materials requested by other libraries.
c. Provide such services as recalls, reader request holds, and overdue notices.
d. Prepare and process Fipinvoices.
e. Collect fines.
f. Provide a reserve collection, and service this collection by soliciting

reserve lists from faculty and obtaining, processing and deprocessing
materials.

g. Page materials from areas not open to readers.
h. Provide rapid and accurate shelving of materials.
I.. Search for mincing materials.
j. Maintain interlibrary loan rrrvices.
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4. Bibliographic Control:
a. Maintain the Social Work Library catalog, serials catalog, reserves card

file and departmental shelflist with the assistance of Support and
Resource personnel.

b. Maintain such auxiliary aids as a checklist of social agency publications
and a card file of alternate locations for journal and other articles.

c. Recommend serial analysis to Serials Cataloging.

5. Collection Development (done in conjunction with the Resource Development
Division):

a. Select materials for the Social Work Library, including refence tools,
monographs, serials, documents, agency publications and services.

b. Solicit free materials.
c. Sort and search gifts, sending those selected to be processed and those

rejected to Gifts & Exchange.
d. Forward orders for monographs and serials after searching pending order

files, relevant catalogs and other bibliographic tools.
e. Participate in formulating a policy of collection development.

6. Collection maintenance and preservation (done in conjunction with the Resource
Development Division and Support Group Personnel):
a. Maintain security of the collection.
b. Provide for the supplementary processing of new monographs and serials,

including such operations as adjusting records, taping, plating, pocket-
ing, stamping.

c. Systematically review order files and other records and claim missing
materials.

d. Following regularly scheduled inventories, forward orders for replacements
as needed.

e. Identify and recommend materials for preservation.
f. Select and prepare materials for binding.
g. Weed the collection.
h. Maintain and regularly weed vertical and other files.

Key Working Relationships
1. Office of the Dean of the School of Social Work.
2. Faculty, students and researchers in the School of Social Work.

3. Resource Development Division
4. Acquisitions units.
5. Cataloging units.
6. Inter-library Loan Office.
7. General Reference Department.
8. Other libraries and units in the Social Science Center.

9. Gifts and Exchange Department
10. Social work organizations and libraries.

Maga!
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria
17iiillnagi7;17270177;;;g7"-
2. Reliability and speed of service.
3. Protection of materials against loss and deterioration.

4. Physical condition of facilities.
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PAOFESIONAL ADvISORY COVIZTVE

rrtocinal Ad,,tisistrator: Chairperson, Professional Advisory Comnittita

Parent Unit: office of the Vice President for Information Servicea & university
Librarian.

Role: To pro "ide comprehensive professional advice and counsel, often based
on specific studies, to the Vice President and University Librarian
and the Planning Office.

010,ctives
1. erovIde professional advice and recommendations to

the University Librarian and the Planning Office.

2. Provide nn effective mechanism for the study and solution of problems and
aceas of difficulty.

3. Bring the skills and experience of Library staff me-kers into the decision-
Llaking process.

4. 'Keel, the Library staff aware of and interested i u goals and activities
of the Committee as appropriate.

n.nations
1. Study and discuss problems and areas of difficulty as requested by the

Veiversity Librariaa or the Plat ning Off ice.

2. Iden,ify proble= and areas of difficulty, includiag areas suggested by
other meebers of tha staff, which need to bl. studied.

3. Orgunize and partieLpate in Task Forces which conduct specific atueies in
roacessnry areas.

4. Make recendations for action to the Univarsity Librarian and the
Planniur! Offiee.

5. Natnta.tn ccemuniention with the Library staff regarding the Committee's
goals :tad activities.

Kti7Sorkin? ?:,tstiouskips
1. Pi:lining OCiice
2. Office o? vice President for Information Services ar.d Univzcnity Librarian.
3. ProfeosIunal Advisory Committee Task Porce Mmbers.

I' .arts

1.1pocts as derAred to:
1. Office of the Unive:sity Librarian

Planning Office
3. Library Staff, often throush tha Representative Committee of Librarians.

Pne!orwnel nod Fvalustiv^ Criteria
I, boundnesa ct receemzwiations
2. Effectiveness af iftZk Forces
3. Procedural efficiency
4. Scope of staff particioation in decision-making.

5. :14.;:tessful identification of problem areas.
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STAFF DEVELOPMENT COMMITTEE

Principal Administrator: Chairperson, Staff Development Committee.

Parent Unit: Vice President for Information Services and University Librarian.

Role: To advise the Vice President for Information Services :11d University
Librarian on promotion of professional staff members within levels of
librarianship and to advise the Assistant University Librarian for
Personnel on evaluation procedures and developmental progrnms for all
categories of library staff.

Obiectivcc
1. Evaluate and recommend action regarding promotion of members of the pro-

fessional staff from Librarian 1 to Librarian 2 and from Librarian 3 to
Librarian 4.

2. Advise the University Librarian and the Personnel OfficS on all matters
concerning staff development.

3. Assist the appropriate officers in the continuous training and development
of the entire library staff.

4. Promote the development of individual =elk plans for professional staff
members.

5. Aid the staff in keeping aware of new developments in librarianship and
the other information sciences.

Functions
1. Determine criteria to be used in the evaluation for promotion of professional

staff members within levels.

2. Develop, implement and periodically review methods and procedures for
performance appraisal.

3. Assemble and examine documentation on the full range of professional activity
of the individual being reviewed.

4. Recommend in writing to the University Librarian the action to be taken
regarding promotion of a professional staff members within levels.

5. Design appeal mechanisms for grievances arising from original slotting into
ranks for Librarianship and subsequent promotions within those ranks.

6. Develop and implement orientation programs for new professional and non-
professional library staff members.

7. Plan and establish training programs for the library staff.

8. Identify and recommend articles and books pertinent to professional development.

9. Establish guidelines for professional, educational, and research leaves.

ktiyorkina Relationr:klus
1. Asaisuint University Librarian for Personnel /((

5/30/73



2. Staff Development Officer.
3. Assistant University Librarian for planning.
4. Professional Advisory Committee.
5. Representative Committee of Librarians.

VI 242

bumum: Minutes and advisory reports to the Personnel Officer and the
Vice President for Information Services and University Librarian.

Performance and Evaluative Criteria
1. Impartial evaluation for promotion of professional staff members.
2. Training prcgrams relevant to necessary staff development.
3. Effective orientation programs.
4. Administrative awareness of staff development needs and programs.

5. Staff awareness of pertinent literature.
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ORGANIZATION TASK FORCE

Chairman: George Lowy* Librarian, International Affairs

Administration:
Frederick Duda, Assistant University Librarian for

Personnel.

Warren J. Haas, Vice President for Information Services
Librarian

Joel Karp, Operations Analyst, Planning Office
Jerome Yavarkovsky*, Assistant University Librarian for

VII 1.1

and University

Planning

Services Croup:

Grace Bermingham, Librbrian, Social Work Library
Mary Ann Bourke*, Assistant Librarian, Business Library'
Frederick Byrne*, Librarian, Instructional Library
Edith Crockett, Librarian, Geology Library
Wade Doares, Librarian, Journalism Library
Jane Dortman, Librarian, Biological Sciences Library
Ban Driver, Librarian, Business Library -

Diane Goon, Reference Librarian, Butler Library
Harriet Uoptner, Reference Librarian, Social Work Library
Kurt Karissen, Librarian, Mathematics Library
Mary Lou Lucy, Librarian, Butler Library
Claire Mayers, Librarian, Geoscience Library
Eileen Malvaine, Reference Librarian, Butler Library
Adolph Placzek, Librarian, Avery Library
Janet Schneider*, Reference Librarian, International Affairs Library
Ellen Schwartz*, Reference Librarian, Medical Library
Charlotte Smith, Head, Reader's Service, East Asian Library
Yoram Szckely, Circulation Librarian, International Affairs Library
Thomas Watkins, Librarian, Music Library

Support Croup:

Donald Anthony, Associate Director of Libraries
George Boinay, Head, Serials and Documents Acquisitions
Ruth Bussert*, Head, Circulation Department, Butler Library
Martin Colverd, Assistant to the Associate Director for Technical. Services
James E. Fall, Head, Processing Department
Evelyn Lauer, Librarian, School of Library Service Library
Carol Mandel*, Cataloger
J. Bryan May, Documents Librarian, Documents Acquisitions
Gail Persky, Cataloger, Processing Section
Theodore Rauch, Serials Librarian, Serials Acquisitions

* Professional Advisory Comaittec



ORGANIZATION TASK FORCE
(page 2)

Resources Croup:
Whiter Barnard, Biblingrapher, Butler Library
Ilona Week, Cataloger
Ann Borsuk*, Ref urence Librarian, Business Library
Laura Cunnings*, Head. Serials Catalogits
Georg:' Gibbs, Assistant to the Bead, Origiaal Cataloging
Joan Jeckson, head, Searching Depart sent
Erie Knipp, Associate Director for Technical Services
Gregory Lester, St.:gals Cataloger
George Lowy*, Librarian, International Affairs Library
Ellis Mount, Librarian, Engineering Library
Eugene Sheehy, Bend, Reference Department, Butler Library
Frarh Unlandhenn, Bibliogre.pher, leurnatiorall AfYairs Library

Elisen'oeth Widennann*, Cataloger and Mblioarmpher, International

Affairs Library.

* Prezessional Advisor) :cmmittee.
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