DOCUMENT RESOUNE

BD 096 952 IR 00% 1319

TITLE The Administrative Organization of the Libraries of
Columbia Oniversity: A Detailed Description.

INSTITUTION Coluabia Oniv., New York, N.Y. The Libraries.

PUB DATE 73

NOTE 178p.

EDRS PRICE MF-$0.75 RC-$9.00 PLIS POSTAGE

DESCRIPTORS *Administrative Organization; *Library Planning;

*0rganizational Change; Program Planning; Staff Role;
*University Libraries

ABSTRACT

In an effort to apply modern management technigues to
the Columbia University Libraries, the Association of Research
Libraries sponsored a study which called for restructuring the
libraries to underscore functional relationships. The report of that
study vas reviewed by the libraries' adsinistration and staff, and
reorganization plans were made based on the study. First, the
organization of the libraries was restructured, with designated key
administrators and staff and nev reporting relationships. Seccnd, new
staffing descriptions were established, in greater detail than
previously. Third, new program planning resulted in a restructured
budget, the prograr accounting technigue of cost analysis, plams for
a coordinated policy manual, and the creation of persarent planmning
structure. The report describes general goals and objectives, and for
each unit of the organization lists principal administration, pareant
unit, role, objectives, functions, key wvorking relationmnships,
reports, and performance and evaluative criteria. Organization charts
are provided for the six major groups and for the overall
adsinistrative structare. (LS)




COLUMBIA UNIVERSITY IN THE CITY CF NEW YORK

FN 096952

THE LIBRARIES

- THE ADMINISTRATIVE ORGANIZATION OF THE LIBRARIES

OF COLUMBIA UNIVERSITY: A DETAILED DESCRIPTION

b Us OE( ARTMENT OF HEALTM.
EDUCATION & WELFARE
NATIONAL INSTITUTE OF
B m EDUCATION
thiy DCCUMENT rAS BEEN REPRQ
- DUCED & XACTLY Ay RECFIVED FROM
1ME PERSON OR ORGANIZATION ORIGIN
ATiNG 1T POINTS OF VIE W OR OPIN'ONS
LTATED DO NOT NECESSARILY RET E
SENTOF F I 1AL NATIONAL INSTITUTE OF
EDUEATION POSITION oR POLICY

COLUMBIA UNIVERSITY LIBRARIES
{E& NEW YORK

1973




Columbia University. Libraries.
The administrative organization of the libraries
of Columbia University: A detailed description.

At head of title: Columbia University in the
City of New York, the Libraries.

1. Columbia University. Libraries. I. Title.
Z733.C7242 1973 027.7747'1 73-15792



L 0 =

CAPTIN T

Introduction
Coals and Objecctives of the Librarioss of Colunbia University
Corrmon Organization DRefinltion Cleiwnte

et
W
o b}

CHIAPTER 1

Office of the Vice Yresident for Information Services and

University Librarian II 1.1
Perconnel Office II 2.1
Plaﬁning Oifice I1 3.1

Financial Sorvices foice 6 6 6 o 6 5 @€ o 6 6 o o 6 6 0 & & @ » o II 3.3

Systwm‘e Ui-'f‘:f.;(t ¢ 6 © 6 6 & ® 6 6 6 6 6 6 6 & 6 5 & & 0 o & & o @ Il 3.5

GAPTEY T1H

P

Libyary Resouvees Group . IIT 1.1
Resaurce Vrilizotion Cffice _ JIT 2.1
Konouree hDavelopuent Division III 3.1
#itlisortle Cortrotr Rivision TiL 4.1
Cﬂtﬂln;', r":fti?‘._“'. D(-;"'I‘t‘:‘.-:'-nt * o o &€ 6 ® o6 & 6 6 ¢ O « o o © w o 1T 4.3
Catal.. - «ith Cﬂ‘f‘y l‘f'l‘f'.‘rt.f"cnt e 6 o 6 6 6 6 s m e 0 6 8 8 0 s @ TIT 495

1.‘{‘.7 Ch:,’:'i}(’):“"iﬂf‘: 3{'1':!7{.2:&(51}{', e 6 o6 e 6 6 e o 6 6 6 & 6 & o ¢ ® o TII 4.7
lediar) Cataloning Dopartiient o o o s o o o o ¢ ¢ o o o o o o IIT 4,9

Pusic Catalening Doeosartuent * o o o o o o s s s s s e o s e o Il 4,11
Ocivinal Monopranks Cataloring Department o o o o o o o o o o YIT 4,13
Seriols Catalosning Department e o ¢ ¢ o o s 6 o s e o s o o s III £,15

CILPTER 1V

Libvary Techanleal Support Group v 1.1
Data Control Departrent v 2.1
Book Acquisitions Department IV 3.1

Accessioaine SCCLIGIL o« o ¢ 6 ¢ o 6 0 6 0 0 6 6 6 6 6 06 0 6 s 0 v 3.3

Scrials and Documents Acaunisitions Pepartment TV 4.1
PDocuuscatn .“\Cf}ﬁiﬁitiﬂﬁf; SectIOn « o o 6 ¢ 5 ¢ ¢ ¢ ¢ 6 6 8 ¢ o ¢ Iv “605
Serialsa t‘(‘.'{UiSitinlﬁ Section o ¢ ¢ ¢ ¢ ¢ 6 6 ¢ o 6 6 6 6 0 o o 1V 4,9

Cifte and Y=change Doprortment . v 5.1

Preservatios Departhent iv 6.1
Birdin. Laction e ¢ s e 6 6 ¢ 6 6 6 6 o & o 6 s 6 o s 6 o o o IV 6.3
ptori o Procecsies Section . ) W 6.5
!"C’I“.O;,‘.‘~;3ily Section o o 6 6 o 6 & 6 & © & o 6 o o o & o & o 0 v 607

Lidbliogeaphic scarching Lopartoent v 7.1




_ AEST(I”HL'
LIBRARY TECHNICAL SUPPORT GROUP Alitag

(continucil) ‘
Catalog Maintenance Department o Iv 8.1
Card Production Department v 9,1

General Services Dupartment IV 10.1
Shipping angl RQCEiVin;’} Secction « « ¢ o & e o o o & o & o 8 » o @ <V 10.3

CUAPTER V

-

M ONNNERRE S HMONUVIWR

Library Services Group

Humanistic and Historical Studies Ceuter
Access Services De)artment o o o o o o o o o
CI.rClllﬂtiOn Scetion ® 6 0 o o & o o o 8 o
DOCUIZ‘QRCS Roomn ¢ o ¢ ¢ o ¢ & o & ® & e ®
Information and Library Privileges Section
Interlibrary Lusn Section . . . '
Microfois Scction o« o o o
Pat(}l'ﬂo Lihrﬂr}' ¢ o ¢ o o
Pericdicals Realing Room ,
Geoneral R&l‘fc‘rence e ¢ o 5 °a o @
Instructional LIDrary o o o o o
r

e o =
L T )
» [ ] » L
¢ » » o
.
NN
L L L

»

Music Lih}ﬂf} e o ¢ o o o o o
Cchool of Library Service Library

® ® » e o 9 e =

® ® ® 9 » o @ o

® © o e ©o o o

® e e ® o o o o

® ® 8 ® ® © o o © s 9 o
® ® e e ® © o 9 o 9 o 9
" ® 8 & o e ° @

® & ® e © o o o

® ® ® o » e »

® ©® o 9 ® ° ' o o o * o
® o ©® o & 6 o 9 o o
P L R R
YIRS Ve BUNIY, B VSRR ]

® ® o o o o
S % » o o

L
[ ]
[ ]
*
L
[ ]

Science and Engineerinn Information Center
Access Sorvicos Department o o o o o o o o .
Cil‘(:lllﬂtion se"(ioﬂ ¢ 6 6 o ¢ o ¢ 8 o oo .
Materials Processing Seetion o &+ 0 o o & .
Re%Pl‘VquctiLn ¢ 6 o 6 8 o 6 & ¢ ® @ © o @
Referonce and instructional Services Department .,
Current Documentation and Technical Reports Cen
Bi@lﬁgiﬁdl Sclences I‘lbrafy e o o o o o & o » .
Chemistr}" I.ib!‘m:}' e 6 6 6 o o 6 s s o & 0 o o .
Geology LibYary o o« o o o o o ¢ o o o o o o & .
Geoscience Library (Lanont~Doherty Geological Obserxvatory)
Mathenatics/Science Library
Physj.cs Libl‘at‘y * ¢ o o o o o
Psychology Library o« « « o o o

ter

[ ] L L
L L ] L
el et el R LAY
WU W D N W W

[ 4 L L [ ] L L ] L L ] [ L L ]

L L * L e L L L] L] * [ ] [ ]

L ] L ] * o L S ] [ ] ® L * *
L] [ ] [ ] L] L] [ ] [ ] ® » o [ [ ] [ ]
L] ® L] ® ® L] L] * ® [ ] [ ] [ ]

® o ® “W®e o © o o ° 9 o @

Social Scicnce Center
Access Services Deprartment o &
Circulation Section . . . &
MapRoom. e o o @ o ¢ o o
Materials Processing Secction
2-H.cr0forms Section s o & & o o @
Reserve SECtiﬁ“ o 6 8 o o o o o‘ e o .
Reference and Instructional Services Department .,
Currcent Documentation Section o o o o o o o o o o o
Business Library [Watoon Library of Business and Economics]
Journalisn Library [Arthur Hays Sulzberger Menorial Library]
Social Vork Libl’ﬂr)' ® o & & o 6 6 6 & 6 o 6 + o @ 8 8 o o @

® © 9 o
e o o »
o o o o o
* o o o o
» o o o ®
e o o ®» » o .
® e e o o
* o o o o 9
e o o »
®* [ ]

* 5 % o 9 > o

- R WP I I WWWLLLLWLWWILLLL W DA BRI NP NN

R R - - I I G R = R L e R
PRI 1 It ot 1t 0 D AN W B4 PO N DD P P

LUV O~

o B2
.




Bﬁfrca .
f’J"ﬂﬂdauE
Strnding Comnictee

Professional f-&‘tViSO!’Y Cormittee . ¢ 6 & & ® ¢ % w 6 o % B B 5 @ V1 101

Staff DeV(’J(‘pment Committee ® 6 o o & & o 06 ¢ & & o ¢ & 0 o &6 e @ Vi 2.1

ACPEIDIX

Organization Task Force ' ViI 1.1




RHIBITS

Columbia University Libraries: Administrative Structure . « « + « II 1.0
Resources Group 6 6 8 6 8 o 5 5 6 6 6 6 6 &8 0 0 6 6 6 8 s s e e IiI 1.0
Tochnical Support GIOUDP o+ ¢ ¢ o ¢« o ¢ ¢ ¢ ¢ o 0 06 06 06 0 06 0 0 ¢ o v 1.0
Services GIOUDP o ¢ ¢ ¢ o ¢ ¢ ¢ 06 ¢ ¢ ¢ ¢ & ¢ 06 6 6 06 06 06 ¢ 0 09+ o V1.0
Humanistic and Historical Studics Center ¢« o« ¢ o ¢ o ¢ o ¢ o ¢ o o V2.0
Science and Engineering Informatfon Center . « o ¢ ¢ ¢ o o ¢ o o o V 3,0
Social Science Center o ¢« o o o o ¢ ¢ ¢ 0 5 6 ¢ 0 0 o o ¢ o 0 0 0o 0 V 4.0




Introduction



INTRODUCTION

8@,. )
Py w&'
Yy,
Yo

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

In an offort to exanine these issues in greater depth and to
strengthen the orzantzation and staffing of researeh libraries, the
Assoclation of Reeecarch Iiories sponsored @ case staly at the Columbia
University Libravies, acain in cooperation with tha Anerican Council on
Education aud the Council on Library Resources., The stuldy team comprised
rapresentatives of Jooz, Allen & Hamilten, Ine. und the University
Tdbrary ifavagoent Studies Oftice of the Association of Rascareh Librivies.
Colunbls was selextad because it is in many waye representative of
unrvereity and research libr.aies, and because its administration and
faculty are dedicated te constructive change and Improvement. Although
several gencral principles and resonaendations msy be derived from the
study, it wes not intendcd to ercatve a prototypical structure for all
wmiversity libreries. kotheo, 4t was undertaken teo help prepare Columbiz
for j¢s own distinetive futurs while possibly indicatinz adrmdaistrative
direntions in uvhich coupuritle librarfces might proceed in order to emhance
thelr own operatlions,

Tire unit deseriptions in tlds present volune carry the stwly
reconssndaticns to a level of detnll even wore vniquely ldentifled with
tha Seivwbia Lftravies. They were developed entirely by the staff of the
Libraries as pavi of the snolysis and implementation of the study recon-
mendations. 1he descrivtions are valuable to sone degree as general state~
ments of purnose for compou~nis of all libraries but they arc particularly
meaninzful as exiencions of the case study. For this reagon, the complete
stucdy reportl should bLe enamined to achieve the best understanding of the
descriptions and rheir contoxt.

The rocoumendations of the initial study team were conprehensive
and Tmward recching.  They called for restructuring the Libraries to
underseoce functfonal relationships, with special attention to such goals
ass :
~Yinking rosource development with resource utilization,
~foutering a hisher level of expertise in the delivery of
svrvicess and

~cousslidating he wide range of intermal services ruequired to
revart 01l aspects of operations of a major academic research
Iibvrary,

—— came e e

Ill

1. Assoaclation of Xozne-reh Librarics., "Orpanization and Staffing of the
Librazies ef Colvhia infversity: A Cnse Study, Redprave Information
Resoureesn Coryporat len, Westport, Conn., 1973,



L , , 11,2

This relincment of concapts 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 in the uaiversity, several needs were apparent to the Libratrics'
administration. First, because of the siza of the Libraries and their
complexity, there was a need to thoroughly avalyze and refine the
recomnendations to be sure they were realistic and viable, For the same
reasons, it was neeessary to speeffy in detail what the organization
would be and how it would work. #inally, it wus important to achieve
within the staff the broadest compreheonsion of the signiiicance of tha
report and its lwplications_by ennaping the maximum numi~r of professicral
staff members in the analysis and determination of the raw ubtructure &.d
operating rode, Widenpread partieipation vould apply to these tasks the
collective intellisence and breadth of libravy experienc2 represented in
the statf, whether that experience derived {rom years of responsibility
in librarianchip or recont graduate study in library school., It woutd
allow seratiny of the rocomuendatiens by library professionals intinately
famildlar vith the Colunbin library system to ensure that the proposcd
orpandzatioa changes would work., Alove all, it was bellcved essentinl to
the apirit of tha recommendations ond to the success of the changes that
the staff play an active role in deternining the structuere and dirvection
of the new orgaaization.

Lhen the work of the Boaz, Allen & Familton study teaw vas iék
corplete, their report was thoroushly rvevieved at all Jovels of the *
Libravies' aduinistration and staif. The Direcror of LiLraries, with the =
study tean, conducted a series of staff meetines to decaribe and canlain
the reesre adarions.  These providoed opportmnitics for the atnff to
undorstand tie report and its dmplications, to disecas tica and te respond
to thems A2l staff mouboers were invited to vreite thele cebctions to tho
repori: and any of its particvlars. The Libravien' edi bt standing com- :
mittees were also requeated to review the report in fhe ecntext of theis
speei 1 dnterests. Out of these neticulous revier oifor.s rone saventy
pages of coraents eane as memormida and reporra.  The cousensus wee thot
the concept: and recornrndations of the study reve foanntoamtally setnd and
Jogical, onmd that the Librarles vould bencfit from thofxr annuieation to
our environu-pt. Staff members disagreed with sowe apecific detaiis of
the reconmeniations, but basically accepted and svppurtcd e gencrel
chang.ecs proposcd.

Jt was clear vhen the report was fasued thet the stwmly and fts
recomaendasinns were thorouth, but not detailed enovgh wos of a ncture
to pareit thelr direct fnplewentation. They were repasiod an puideliincea
for the Lilawurics’ orpanization and responcibilitices, but pot neecesearile
ax eerplete nor sacrosanet speocifications, The irttirl rovice netivities
were the fi.ot steps in & careful cuamination of tne cepect and dolincation
of arjani~at fon detnils vhich conld be fastalled {n o ordinacy muoner
with ninfm:i disruption to service sud opeorations. The work of propaitire
the Librarlie: ior the new structure and staiflag wre counceived ns a plan-
niog process independent of the actual implemcacatfon, vith the plamning
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to proceed in three discrete but interrelated phases concerned with
orgaaization, stalf{ins, and operations, The first phase, the Oreraniza-
tion Dcfinition, resulted in the uvnit descriptions included in thi-
volume. Since theice completion, the orpanization has been restructured
according to the charts in cach chapter. Key administrators and staff
members have been Jdesignated and new veporting relationships established.
The transfer of rcsponsibilitics is currently under woy and is expected
to take about six months.

Fhuse two, the Staffing Description, determined general staff-
ey potteorns and asecssed the imuediate inmpact of the new administrative
ayructure on all professional staff responsibilities, This work indicated
chat In almost all caves positions remained functionally unaffected by
the chunpred reporting and authori{ty arrangement. Rother, there was a one-
for-cv correspond. ave Letween most positions Fa the old and new organiza-
tion, Here nev pecicions vere created and seme ¢ld positiens with iden- %5&
tifial:lo counterpares in the wow organization were reconstitutod. All the
affecee’ positiowr vare deseribed in detail baced on the deseription of i;
their porent unit i ovder ta wndp dndivideals undestsnd the scopne of ]
thedr wo rermangil.litties. ‘these pasition deseriptions also conteibuted
to the recrail iy vrocsws ond etnffine of the new orranization Ly delincat-

- iIng evocu posltion carciully cnouvgh to establish qualifications and sech

candidaies for it, ™

v dpierasdent, bt relateld sat of stafffng activities, the
Persoune® ¢'riee, tireveh a gpocinl task forez, developed a tun-track
Fonadiul. of '::ltlc ertesorics nad profescional ranks, This classiflico-
Llon focaun amd e elin prerrans of stalf performance evaluation aund
WANLY. et trnlnLnL .hxeh havae already been adninistered or arve plamned
for rh: rect futw o wre additional teols which have been introduced te
arsist the #0107 dovelogment pre-osa. »

Phise tiree, Onerations Planning, has been a continuing effort
direated toward (e pragrans of the Libraries. It has resulted chus far
in a restructures Luiret, the develomont of a program accounting tech—
niygue of conrt arajys:s, the creation of & permanent planning structure
based on £ heoh evid pioanin~ and policyr connittee, and the establisihe-
et 0o 1 oAt cwd eutlinz for a coordinated pelicy manual to puide
dandelon naiiing and ercorroue the distribucion of autherity throughout
the Linsaviis,.

The progrecys which Lar baen mode in planning and {mplementing
the study recomuonatssons: wes roasible iu larpe part because of events
vhich toet ploce wilthin the Un versity administration ot the same tire
thot the ctidy fono ves enpansd dn 1ts work. In an fndependent and uvn—-
rclated ciforg, the Undversitys adninlscracion wndericez a review of the
Univereite's oerprearion strueture,  Amoan otkoy findines, they
concli. it that all of the Unirersity's infocimcion resovrers uenld Le
more cottectively evorliastad vath roedanie profrens A they wvere hottev
intoepraied into the Unfvescity's acadurie plamndng and deciuion imaking
strecture, Trward thig cni, 2 nog pesitlon vas ercat~l within & re-
oraalned Unlverafty adudnose - wclen = Vics Vresfdent for Infermution
Servicen and Luiversity Librariam, reportirp to the Liccutive Vice
I'restdeut for Academic Affairs, Thls position was assigned vospuustbility
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for the University's majer information and academic technology resources,
the Libraxies and Compucer Center, aswell as for saveral other diverse
but related academic information units.- Although the study team
recommended that the University Librarian be a vice presldent, the action
of the University, based on its own perception of its needs, weat beyond
that recermendation 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 acadenic
programs aad their information based support are intimately related and
that planning for hoth 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 beginaing the implementation
process. Several other key recommendations of the study were implemented
shortly after the report was published, and these were instrumental in
getting the full secale implementation started, The Planping Office was @?
estabiished with the desfinnation of an Assistant University Librarian for
Planuning, and tha Personnel Office was reoriented toward the reconmenda=
tions through the designation of the Assistant University Libraxian for 1%1
Persennel, Two ctanding committees were established as a means to apply
in spccdal situations the experience and competence of professional staff [
memvers at all levels of the organization. The first of these, the ten-~
mer:ber Professfonal Advisory Coumittee was charged with providing
corpreaensive professional advice and counsel to the Universicy Librarian,
and with conducting specific studies in professional areas. The se¢cong,
the stn-nember Staff Developinent Cormittee was made responsible for the
review and recorncndation of staff development plans and for individual
profoeciional staif performance review for purposes of recommendiag
profcosional advancement., EKach of these committees was to accomplish 1ts
specisl scudies through the appointment of special task forces drawn from
throughaut the Libruries as well as from within the committee itself.

The desi nation of these positions and the apnointment of the two
commaiteees to replace the former eight standing cormittees provided a tr.amae-
work within which the detailed planning for the new organization could take
place.

The actual procedure follewed during the Organization Dafinition
phase of planning which produced the unit deseriptions of this volume was
coordinated throush the Professional Advisory Committee. The Committce
formed thoe core of three major task forces of twer.ity~two, thirty-thvee and
fifteen menbexs respectively. TIn total, about balf the professional scaff
of the Libraries actively participated in the work. The first task force
reviewed the bagic premises of the study report at the higkest levels of
the rcoomemled orpanization. It validated or modified the strvcture of
the flist and second levels of che organization and carefully deseribed
all the wrlts cerprising these levels. Based on these unit dofinicione,
the secmsd Lask force exterded the doscriptions to the most detailed level
of the or,anization. making modifications to rreviously defined units or
structuril relationships baued on further scrutiny and analysis. The
third tasii force rddressed 1tzelf to'the so ealled allied libraviecs.
Afte~ each rouni of analysis and definition, the work was revicued by ithe
Libearfes’ stoff, the senior amministrative body of the Libraries, and the
Yrofessional Advisory Committce.
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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 seetions,
each with PAC representation and a PAC member chairing the section. The
task force met as a vhole 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
criteria. As the descriptions were being prepared, it became apparent
that certain definition 2lements were common to all units, whecther service,
resource or support orienced in thelr activities. These objectives,
functions, and performance criteria as well as a general statement concern—
ing reporting responsibility were compiled and listed separately to high-
light them, to make the individual descriptions scmewhat easler 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 elecments which are equally important in guiding
the performance of the unit. They arc distinguished only by the fact
that onc applies to all units, and the other is more specifically related
to an individuzl 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 knowvledgeable staff members when necessary in order to resolve issues
but not te re-create the study. Instead, to work with the study report as
a guide and to develop in detail for the proposed organization the elements
and relationships whict wuld achieve the principles of the report., If
conflicts arose with the study recomméndations 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 ackuowledged throughout the Libraries as adhering to the spirit of

)
%
Y

the study and delineating a realistic and effective administrative structure.

Where the revisecd organization varies from the original recormendations, 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 now 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 intcgral 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 hand, 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 Soclal Science
Centers, areas which are without immediate physical access to the central
processing section. The Instructional laterials and Services Departments
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of the original recommendations were changed to Reference and Instruc~
tional Services Departments to expand and enphasize their role in
directly assisting users with library resources. Because of the nature
of reserve operations, they were included in the Access Services
Departmaents of the Centers. Current documentation and technical reports
services were secn as close to reference and other wore individualized
types of service, so they were affiliated with the Reference Departments
of the Science and Soeial Sciences Centers.

In the Resources Group, the Bibliographic Control Division was
organized functionally rather than by subject specialty, in order to
permit greater flexibilicy in work scheduling and to facilitate procedural
contrel. 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 progroms 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 Croup and made an administrative part of the Planning
Office. 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 Aslan, 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
analysie, we will be guided but not constrained by the study report and
the basic organization definitfon, 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 missfon, and to
what criteria might be used to measure the fulfillment of that role. The
thoroughness and comprehensiveness of this analyais 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 struciure 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 nrganization
definition permitted the staff to develop an understanding of the Librarics'
current and evolving erganizational 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 befng 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 structurc and procedure for ‘Q&
the ongoing planning and review of library activities on an individual 5;
as well as a unit basis. The wnit definitions are a documentary base - 3
for the periodic examination of goals, cvaluation of progress or activity 2
relative to those goals, and adjustment of resources as conditions or
objectives change. Along with Libraries policy, they are a set of 1§%a
general operating guidelines and a base for program planning. \

We intend to sustaln at an effective level staff participation
in operational planmning and review so that this initial effort will not
gradually become a legendary event unrelated to the continuing service
comnitment of the Libraries. Ve hope this work was an initisl experience
in our movement toward a participative enviromment in which the staff
will be more personally involved in the ultimate purpose of the Librarfes
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
wake 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 deseription 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~-
ditfonal operating modes. This is rensonable, 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, snd possibly counterproductive {n 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-
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ing. The capability and desire to develop in these ways vary greatly
among individuals, and it s 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 1%1
operating style and needs. The unit descriptions are vorking tools,
As we continually review the objectives and other aspects of the Libraries_iai
organization and performance, validating or modifying elements as goals or
academic priorities change, details of the unit definitions and even
strvctural relationships will change. The objectives were not developed
as specifie, 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 wore
directly measurable objectives and rclate them more imrediately to
performance criteria., In some areas there is a need for informative or
evaluative reports to effcctively 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 deseriptions 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
evelve 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 difffcult part
of the overall effort, and the part that is about tec begine

JEROME YAVARKOVSKY
Assistant University
Librarian for
Planning
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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

<
The Libraries strive to fulfill the purpose by (1) identifying and Q%\

acquiring (or othervise making available) library materials in all formats i%l
necded for instruction and research within the University or required to
maintain the quality of distiprctive collections, (2) developing reference,
bibliographic, and other specialized library services that effectively and q%%}
imaginatively reinforce acadenic objectives, (3) making resources accessible Qa
throuch the support services and facilities of central and specialized
library units, and (4) assuring the security and condition of the collections.

Progran Objectives

These general statements suggest the range of specific objectives
guiding Columbia's Libraries as they seck to achieve their purpose and ful-
£111 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 ar essential part of the record of humanity.
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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

additional services for users as means for improving the Q}
quality of academic programs and the effectiveness of research <
activity. : Z

. T
8. Maintain purposeful working relationships with academice depart- ‘ab
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.
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COLUMBIA UNIVERSITY LIBRARILS
COMMON ORGANIZATICN DEFINITION ELEMENTS

Objectives
1. Enhance knowledge of library procedures and facilitate decisfon making
by the maintenance of statistical and other departmentsl records.

2. 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. Encourage 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.

Functions
1. Perticipate in plannine® for the University Libraries.

2. Participate in ihe 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. &,

6. Keep areas assigne& to the unit in proper and orderly condition and
work with the General Services Department and Building and Crounds
to ensure that these areas and equipment are adequately maintained.

q;
2,
% .
f. Participate in the development and implementation ot staff training 1%%}
programs. «

Performanse and cvaluative criteris:

1. Staif attitudes and development

2. Cost-cffectiveness.

3. Integration of the goals of the unit with other library goals,
4. Timeliness, accurzey and appropriatencas of unit statistics.
5. Effectiveness of working relations,

Reports:
Each unit Is responvible for pericdic reports to its pareat unit and infcrma~
tional reports from the head of the unit to his/her staff.
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II 1.1

OFFICE OF THE VICE PRESIDENT FOR INFORMATION
SERVICES AND UNIVERSITY LIBRARIAN Atkb

| )
Principal Administracox: Vice Prosident for Information Services and 4?1%b
University Librarian. : “2?

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

Role: To exorcise general executive responsidility for planning, organiriang,
staffing, directing, and controlling all Libraries,information processing
facilities and technological aids to instruction and resecarch within the
Unfiversity.

Objectives

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 thé effective use of material and staff resources in the achicvement
of acadenic information service objectives.

3. Assure the responsible application of fiscal resources available for isforma-
tion services.

4. Sustain and enhance the level of excellence of the University's information
Tresources.

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

6. Establish effective working relationships within the University and with ouwt-
side institutions.

Funetions

1. Organize, control and evaluste activities directed toward satisfying the
acadenic information needs of the University.

2. Designate all subordinate officers and assistants.

3. Establish policies, operating priorities, and rulés in support of information
service activities.

4. Cive 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 Un'versity in all matters pertaining to librery and information
processing resources.

7. Implement University Stat-ites relating to the subordinate units of the Office.

Key Working Relatiorships

1. Executive offices of the University.

2. University-wide standing committees.

3, Other acaderic institutions, government agencies, professional groups, and
funding agencies.

5/30/73
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Reports
Information reports to the University comuunity, University executive offices,
and various professional, academic, and government oxganizations.

Perfornance and Evaluative Criteria

2.
3.
4.
3.
6.

Quality and growch of academuic information resources and services.
Responsiveness to Uaniversity academic plans and activities.

User and staff satisfaetion.

Performance within budget asllocations and income.

Effectiveness of stewardship over University property.

Level of outside esteem and support.
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PERSONNEL OFFICE

Principal Administrator: Assistant University Librarian for Personnel

Parcat 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.

Objectives

1. Reeruit, hire and allocate the human resources of the Librarics properly
and effectively.

2. Develop, within the frsmework of tho 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 rersomnel policies within the Libraries.

5. Recommend, implement and coordinate staff development plans and training
programs for the Libraries professional and supporting scaffs, 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 etaff development
to agsist staff members in defining career objectives and delineating
courses of action through tvaining 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 Persomnel 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.

ERIC 4112/73
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Key Working Relationshlips
1. University Perscnncel Office
2. Planuing 0ffice-
3. Varioas orgenizatisnal components of the Libraries in matters pertaining to
the hunan resources of the Libraries.
4. All unions having relatfenships with the Libraries.

Reports _
Personnel reports, relating to the Libraries, to governmental agencies, education-
al associatlons, and othexr organizations of a like mature.

Performinre and Fvaluative Criteria '

1. Avuilhb;lity and rsliabillty of accurate personnel data.

2. Successful recruiting practices and procedures.

3. Relaticuships with unions.

4. Validity and usefuluess of staff developrent programs,

5. Ability to antictpate end iuvliill the manpover requircments of the Librarfes.
6. Satisfactorily servicing the requirements of the University Personnel Office.
7. Accurate aduninistration and control of the Libraries payroll.

4/12/13
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PLANNING OFFICE

Principal Admindstractor: 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.

Obicctives
1. Provide a direction and framework for library and information service
cperations which will guide decision making and problem solving.

2, Improve library service, operations and fiscal control through the appli-

caticn of computer technology and management science to library proce-
d“teao

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 scivices
by establishing plans bused on present decisions.

5. Bring the skills and experience of University amnd Libraries staff members
into the planmning process.

Functions

1. Initiate, coordinate, control and assist information services plammiong
activities and the implementation of plans.

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

3. Provide a mechanism for the repular 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. Coordinate the development of Libraries policy.
7. Participare in University plaming related to information services.

8. Participate in regional and national planning concerned with library and
inforration services.

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

10. Cather, organize and provide data for reports, questionnaires, etc. both for

internal use and in response to outside agencies, and coordinate these
activitlies throughout the library system.

Q 4,12/73
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Key Worl i Relobinnchips

l. Organilzational units represented as integral components of the Libraries
bu&:f‘eto

2, O0ffice of the Vice President for Information Services and University

Librarian, &
3. Other offices and acadewic departnents of the University. sz
Reports %
1, Plenundngy ond implenentation reports to Libraries wanagement and staff. Z

2, Quauterly reports on progress to Council on Library Resources.
3. Budpcet repores te senior management.

Perforiance and Dvaluctive Criterin

1. Adhcrence to plaming and bvavoting delivery schedules.

2., Contyibution to lihraery service and operations.

3. Tincliness of policy manuals.

4, Scopc of staff participaticon in plannirg.

5. Cohesion of Univeralty Libravies plans.

6. Effcctivencss ol Libraries representation pertaining to regional and naticnal
plaming.

7. Timelincss of 1cepucts and applications to government and funding agencies.

4/12/13



II 3.3 M

FINANCIAL SERVICES OFFICE

Principal Adminictrator: Head, Financial Services 0ffice.

Parent Unit: Planning Office

Role: Tc monitor and coordinate all financial functions relating te the
Libraries.

Objectives -

l. Iuprove the opcrations of all library units relying on the Financial Services
Office by providing efficient zcrvice and by particimating in the establish-
ment of accounting policies and practices which further such servi ...

2. Contribute to scund finances by countrolling library aceounts in cocrdinaiion
with those responsible for the rcceipt and expenditure of funds and or
preparing and monitoring firancial reports.

3. Fnhance library operaticns and services by coordinating all libraxy accounts
with other University offices.

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

S. Facilitate budpget preparation by advising the Planning Office and others on
financial nmuatters.

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

Functions
1. Ascist in the formulation of financial policics 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 ccordination with those responsible for the
receipt and expenditurc of funds.

S. Prepare and monitor financial reports.

6. Maintain close reclationships with other University offices aud in particular
thc 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.

Key Vorking Relationships

1. VWorks closcly with Personnel and Planning Offices and in addition with the
Resources Group and the General S«rvices Department.

2. Nas close liaison with the Controllcr's Offfce, the Budget Office, the Office
of Projects and Grants, and other Uaiversity offices where necessary.

6/1/73



IT 3.4

Reports
Regular tinancial 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

Effectiveness of accounting procedures and financial judgments.
Successful integration of the goals of the Financial Sexrvices Office with

1. Accuracy of financial records
2, Availability of fiunancial records.
3. Tiweliness .of reports,
b
5.
other library goals.
6.

Satisfaction of other library units relying on the Financial Services Office.
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SYSTEMS OFFICE

Principal Administrator: Head, Systemns Office

Parent Unit: Planning Officec.

Role: To apply systems analysis and computer technolbgy to the development,
implementation, and maintenance of 1{brary systems.

Objectives

1. Develop tools to improve scrvice and facilitate access to collec:ions.

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

3. Increase accuracy in processing and maintaining opersting information.

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

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

6. Reduce the labor of clerical operations by automsting 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 othervisge.

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 systens.

2. Perform cost and operations analysis of Libraries functions.
3. Maintain and wmodify operational library computer systems.

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

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

6. Instruct Libraries staff in principles of systems amalysis and data processing
sufficient to foster effective working relationships.

7. Communicate with other institutions engsged in library systems work so that
there is a mutual contribution of technical expertise to development efforts.

Reports
Monthly reports to the Assistant Director for Plamning, describing Systems Office
activities.

5/30/73
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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 management, professional staff, and supporting staff.
2. Data Control Department.

3, University aduinfistration, Computer Center senfor staf?, and Administrative
Pata 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 msnagement control as a result of Systems Office efforts.
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LIBRARY RESOURCES GROUP

Principal Administrator: Director, Library Resources Group

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

University Librarian.

Role: To davelop library collections suited to Columbia's needs; to organize

them for effective use; to previde intellectual access to them
through bibliographic devices, reference service, and imstructional
activities.

Objectives

1.

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, prirarily long-term, permanent, balanced.

4. Build resourcaes to support commitments to regional and national rescurce
plans.

5. Organize the collections for most effective use.

6. Preserve the collections.

7. Make resources available for use by the aid of specislized 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
panner.

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

Functions :

1. Participate in planning use of computer techmology in the libraries.

2. Recommend basic allocations for resources activities.

3. Control budgé:s 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, ete.

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.

Strangthen Columbia's national and world position as a sholarly institution.

4/24/13
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9.

10.

11.

i3.

14,
15.
16.

17.

- 18.

19.
20.

21.

22.

23,
24,

III 1.2

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

Participate in decisions for location of collections.
Establish and enforce policies regarding preservation of library resources.
Plan and carry out programs of collection preservation.

Identify materials that require preservation decisfons in terms of binding,
filwing, specizl care, reprinting, or other maintenance activities.

Participate in decisions relating to the organization of the collectioms.
Establish and enforce policy of bibliographic control, system-wide.

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

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

Participate in providing in-depth reference assistance.

Provide professional assistance to faculty members and researchers.

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

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

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

Plan, develop, and operate current awareness activities.

Train and revise professional and clerical staff im resource-~related
activities.

Key Working Relationships
1. Library units in Support Group.

2. Library units in Services Group.

3. Distinctive Collections,

4. TFaculty, 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.
2.

Production of satisfactory bibliographic control devices.
Growth, development, and preservation of collections according to plans.

4/24/13
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3. Instructional services of the level and quantity planned.
4. Research support ‘of the level and quantity planned.




I11 2.1

RESOURCE UTILIZATION OFFICE

Principal Administrator: Head, Resource Utilization Office

Parent Unit: Library Resources Group

Role: To plan, desipn, develop, and coordinate programs and activities to
apply the library rccsources of the University te the informasion
needs of the academic commupity.l

Objeztives -
1. lxpand the roference eapiacity of the Libraries through programs that bring
specializzd library resources and services to students and academic staff.

»nN

e Relate library regsources to University instructional and research activities
throunh cdneational programs dircoted toward the effective use of the
Libraries' resources.

3. Promote the provision of direct aasistance to students and academic staff
through ‘n-axpth refeience work applied to specific rescarch and
instructicial projectse.

4, Increase the cffectiveness of reference service by coordinating the .
vtilization of liorary persoanci for in-depth references service system
vide.

5. Davelop the capnbility zmons students and acadomic staff to make effective
use of libyrary resources in gencrel.

6. Increase the awarencss of bibliograpbie tools and vesearch techniques among
students and academic staff.

7. Increase the familiarity of students with Columbia's 1ibrary collectioms.

8. Aid students and staff in a systematic way to Leep 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 {mplementation of
Libraries resource and in-depth reference programs.

2. Coordinate the utilization of library persomnel for in~depth reference
gervice, system=-wide.

3. Help members of the academic community to take maximum advantage of library
resources in satisfying their research needs by providing educatiomal
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.
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6. Coordinate and publicize instructional programs conducted by Libraries
staff within University courses.

7. Develop and administer training for iibrarians participating in resource
utilization prograus.

8. Determine library instructional needs and plan prograws to satisfy them.
9. Develop user guides and self-instructionnl materials to aid library patroms.

10. Coordinate library information sessions and escourted tours of library
faCiliLies.

11. DPevelop literature citation, table of conteuts, selective dissemination,
and other cuxreant services for students and academic staff.

12, Determine curreat-avareness service needs sod plan programs to satisfy them.

13. Review services avallable fxow outside sources and assess their applicability
in the Coluxdia environment,

14. Participate in the dovelepnent of computea-basad literature control systems
in tha Libraries Systeas Office.

15. Act as liaisen with cutside apencias providing specialized informarzon
services to students and academic staff.

Key Workint Relationshing .

l. Kesource bevelopucnt Division and Service Center reference personnel.
2., Distinctive collecticns.

3. Facuity, rcsearchers, students.

4. Planning 0fficc.

5. Outside informotion servica orgunizations.

-

Reporta
1. Annual end periodic reports to the Associate University Librarian for Rescurces.

2. Periodic reports te Scrvice Center Directors and the Associate University
Librarian for Services.
3. Reports to appropriate faculty members, including department chatrmen and deans.

Performance and Evaluative Criteria

1., User satisfaction.

2, Number of users served.

3. Effectiveness of programs and materials,

4. Variety and number of programs dcveloped and implemented.

NOTLES

1. These programs would include current awarcness, library instruction in specific
disciplines, consultations. biblicgraphy 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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III 3.1
RESQURCE DEVELOPMENT DIVISION

Principal Administrator: Chief, Resource Development Division

Parcent Unit: Resources Group

Role: To develop library collections satisfying the dewmands made upon the
Columbia University Librarics; to provide specialized bibliographic,
referonca and support services.

Obiectives

1. Brinpg toencther subject and area-oriented professionnl librarian skills and
diract them toward the developirent of the sophisticated information
resources required by the academic community.

2. Develop collcction policy supporting actual instructicaal activiiles
(including regional and arca studies) and preseat and future research
needs of the Univorsity.

3. Make reoources available for use with the afid of specialized staff.

4, Particip.te in coop-rative reseurce building and information retrieval
projccts on rogional anmd natlonal levels,

5. Build zcsources to cunport coriitments to regional and national resource plens.,
6. Preserve the collections.

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

8. Improve bibliographic control over materials in special languages by maintain-
ing records before permancnt bibliegranhic control is achieved and by
participating in the efficient production and maintcnance of permanent
bibliographic records.

9. EIncourage the developnent 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 poli&y for collection development,

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

5. ldentify materials neceded in developing the collections.

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

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

8. Participate in providing reference assistance, including preparation of
bibliopraphies and instructional aids for faculty and students.
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9., Maiutain cloae celationship with faculty, researchers and students in
planping resouree development.

10. Acquirc material in specificd languages through purchase, exchange and
receipt of gifts,

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

12, Perform 2ll types of bibliographic searching wherxe special language skills
are trequired.

13, Participate in the production of bibliographic control records of specified
language naterials,

14, Participate in maintaining the genaral caid cataloss and central shelflists
€a requasted; and communicate clunges to those in charge of the depart-
tentul catalegs,

15. Participate In eathering, organizing aud providing data for reports,
yuuatincnaives, eic., both for internal uvie and in response to outside
agencics. ‘

15, Provide professional assistance in the development of machine~based retrieval
gystens, . ‘

17. Kueep abreast of rescarch and other activities in pertinent subjcct fields and
feopraphic areas, idncluding participativn in appropriate orgenizations.

Kov Vorking Relationshipa

1. Library vnits in Scrvice and Support Groups.

2. Distinstive Collecticus.

3. Faculty, recearchers, stuwdents.

4. Bibliopraphic Contxol Division. )
5. Planning O0ffice.

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

Perforrance and Tvaluative Criteria:

1. Growth, developnment, and preservation of collections according to plans,
2. Acadenic community's satisfaction with avallabilicy of materials needed.
3. Accuracy of records produced. '
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BLRLIOGRAPHIC CONTROL DIVISION

Principal Administrator: Chicf , Bibliographic Control Division

Parent Uait: Library Resovurces Group

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

Objcetives

1. Create and maintain a bibliographic control apparatus which permits the
full use of rhe Libraries' resources in the most economical and effi-
cicnt wmanner,. :

2. Establich policics and standards for bibliographic control for all units
withip the library systom,
[ ]

J. Maintain consistency of bibliographic recoxrds.

4, Provide policy guidance on bibliographic control to the Suppert and
Sexvices CGrcups as necdeds

5. Assist in naiutaining prncess control over items received wmtil formal
bibliograpiric contrel is achieved.

6. Ideatify and process the mosteneeded materials as quickly as possible.

Functions
1. Establish 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 departwental; by catalog editing and by aid
(editing instructfion and guidance) %o service center and support
personnel.

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

5. Provide professional assistance on bibliographic matters to faculty
menmbers, researchers, and other library users.

6. Participace in planning uses of computer technology in the librarics.

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

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

0, Assict in the designation of prioritics for cataloging matcrials in order
to forward the must needed materizls as quickly as possible to their
destinations.

Key Working Relationships
1, Library units in Support Group.
o 2,. Library units in Services Group
ERIC
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3. other units in Resources Group

4. Distinctive Collectioms.

5. Faculty, rescarchers, graduate students.

6. Library of Coagress.

7. Other academfice and research libraries (bibliographic control units).
8. Systams OfEfca

9. Planning Office

10, Serials and documents acquisition staff.

Reports
1. Poriodic repoerts te the Associate University Librarian for Resources.
2. leports to the Libraries' staff concerning new policles and prizedures.
3. Statistical reporis as needed to:
a., Units of the library.
b, Ple-ning and systems offices.
¢. Organizations outside the university.
4. Kkeports by tha Diractor of Bibliographic Control to the staff of the
Division on matters of common interest.

Perforrsnge and Tuiuative Criteria

1. Lffecclvencss of the bibliographic records in providing needed f{nformation
to their users, :

2. Aconcary of records, including close conformity with Library of Congress
practices and cstablished rules of cataloging.

3. Ti+w required to provide bibliopraphic control over materials received in
tha Division.

4., Unit cost of providing bibliographic control.

5. Quaatity of biblioeraphic records produced.




I 43 [u
CATALOG EDITING DEPARTMENT!

Principal Administrator: Catalog Editor

Parent Unit: Bibliographic Control Division

Role: To selve problens and conflicts in the bibliographic records whose
solutions are not otherwise prorsided for,

Objectives
1. Iwprove the effectiveness of the bibliographic records.

2. Relieve other éataloging units of bibliographic activities not suitable or
proper to them, '

3. Provide gsuidance to the Catalog Maintenance Unic.z

Functions
1. Resolve problems and conflict in the bibliographic records which are not the
tesponsibility of others, including providing direction for changes, etec.

2, Participate in resolving problems involving the union catalog which arise
during the £iling process.

3. Provide systenatic revision of the catalogs.

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

5. 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, -

Key Working Relationships

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 Criterdia

1. Improverent in the bibliographic records.

2. Currency in resolving reported conflicts.

3. Creater efficiency of other cataloging units.

Notes

1. Catalog editing is here defined 28 the work involving the intellectual aspects
of probiems and conflicts in the catalogs. It includes arcas that are not
the responsibility of any one cataleger 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 te cover bibliographic matters, mot administration.
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IIT 4.5
CATALOGING WITH COPY DEPARTMENT

Principal Aduninistrator: Head, Cataleging with Copy. Department

Parent Unit: Bibliographic Control Division

Role: To provide organization and bibliographic control over monographs for
o vhich cataloging copy is available.
Objectives
1. lmprove the collection by identifying and processing the most needed materials
as quickly as possible.

2. ?écilitate 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. Participatc 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.

fnnctions
1. Participatc in establishing and enfureing pollicy of bibliographic conmtrol,
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 Coluwbia University
Libraries) .
b. W/~a General Catalog main card (item for different department)
¢. W.th LC information available other than the above (Temporary slips,
NUC, MARC and CIP)

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

4. Maintain quality control of the existing and newly created bibliographic
records, both central and departmental by cataleg 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 nceded) beth ceatral 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 apjropriate additions to their records.

Sort incoming bibLllozraphic items for the section into established priorities.
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12, Edit cstaloging copy for machine input into CUMARC system,

IIT 4.6

10. Provide for the training and revision of the professional and clerical %
staff of the Cataloging with Copy Department.

11, Participate in planning uses of computer technology for bibliographic i%‘
control.

13. Participate in declsions 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, ssist in budget preparation for the operation of the Bibliographic Control -
Division, -

16. lelp provide professional assistance on bibliographic matters to faculty
wembers, rescarchers, and other library users.,

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

Key Vorking Pelationshins

1. Othter units in Recources Croup,
2, Library Units in Support Group.
3. Libxary Units in Services Group.
4, Library of Congress,

5. Systems 0¢ficc.

6. Planning 0{fice.

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
gtaff 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.

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

Performance and Evaluative Criteria

1. Effectivencss of the bibliographic records in providing needed information to
their uscrs.

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
Nepartment.

4. Quantity of bibliographic records produced.

Note

1. Unless otherwise specified, "monographs" includes document and non~book °
materials, but exciudes materials for the Law, Medical, and Music Libraries,
and those in Asiatic vernacular languagee.
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III 4.7
LAW CATALOGING DEPARTMENT '

Principal Adnministrator: Head, Law Cataleging Department

Parent Unit: Bibliographic Control Division

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

Objectives

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. -

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

3. .Participate in maintaining the consistency of bibliographic tecords. =

4. Assist in maintaining process control over items received until formal biblio-
graphic control 1is achieved.

L] [

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

Functions
1, Participata in the establishment and enforcement of b*“1liographic contrel, in :
the Lew Library catalog und in the union catalog. "

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

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

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

S. Help maintain quality control of the cxisting 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 plamning 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
the Law Library's collections.

11. Assist in the designation of priorities for cataloging materials for the .
Law Library.
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12, Farticipate in national reporting activitics for materials in the Law Libratry.

111 4.8

EKey Working Relationships

1. Other units in Bibliographic Control Division.

2. Other units in Resources CGroup.

3. Card production unit.

4, Resource personnel in Law.Library and in service centers.

S. Faculty, researchers, graduate students.

6. Systems Office.

7. Library of Congress

Reports

1. Statistical reports by individual catalogers to chief Law Cataloger.

2, Statistical reports by chief law cataloger to the Director of Bibliographic
Control.

3. Anmnual reports by chief law cataloger to head of Law iLibrary.

4. Reports by chief law cataloger to the staff of the department concerning

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

Performance and Evaluative Criteria

1. Effectivenass 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
law catalogers,

4. Quantity of bibliegraphic records produced.

5. Quantity of materials processed and achievement of curremcy.

Notes

1. All materials, including documents. *
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MEDICAL CATALOGING DEPARTMENT

Principal Administrator: Head, Medical Cataloging Department

Parent Unit: Bibliographic Control Division

nole: To provide organization and bibliographic control of the Medical Library's
. ... T'GSOULCES.

Objectives
1. Crcate and maintain a bibliographic control apparatus which permits the full
use of the Medical Library's resources in the most econonical and efficient
- . manner.

2. Patticipate 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 uniil 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,
shelflisting, withdrawing, updating.

4. Provide additional bibliographic apparatus such as history snd authority work
B a8 required.
S. 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 Jibrary 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
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 reporcing activities for materials in the Medical
Library.

Key Working Relationships
1. Other units in Biblicnaraphie Control Division.

2. Otherxr units in Resources Group.

3. Card production unic.

4. Resource personnel in Medical Library and in Service Centers.
5. Faculty, researchers, graduate students.

6. Systems Office.

7. Natfonal 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 osther matters of common interest.

Performance and Evaluative Criteria

l. 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 requirced to provide bibliographic control over materials received by
Medical catalogers.

4. Quantity of bibliographic records produced.

S. Quantity of materdals processed and achievement of currency.

Notes
1. All materials, including documents.
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MUSIC CATALOGING DEPARTMENT

Principal Administrator: Head, Music Cataloging Department

Parent Unit: Bibliographic Control Division

Role: To provide oxganizatfon and bibliographic control of méterigla for the

Music Library.

Obiectives

1.

Create and maintain a bibliographic contrel 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 recerds.

4. Assist in naintaining process control over jtems 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, in
the Muzic Library eatalog and in the union catalog.

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

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

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

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

6. Provide for thé 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,
resecarchers, 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. Partfcipate in decisions rclating te the organization and preservation of tha

Music Library's collection.

4/25/73



III 4.12

11. Assilust in the desiqnaiion of priovitics for cataloging materials for the
Hugic Libracy,

12, Participate in national roporting activities for materials in the Music
Library,.

13,  Pepore holdivas for monoraphic sats and serials to tha Original Meanozraphic
Cataloping and Serlals Cutaloging Departrents.

14. Assist the livsic Librarian in providing in-depth reference service of a
rasaaseh and bibliosraphic nature to faculty mambers, researchers, aud other
Yibrary usars.

Koy Workiaz Relationshivs

1. Haad of lLusic Library

2. Oth2r uaits 3in Rusources CGroup.

3. Libvary units ia Support Croup.

4. Library units in Services Group.

5. Faculty, Researchers, CGradvate students.
6, Library of Coagress.

-

Banants
1. Ierlodic narrativa and statistical reports as nuedad to:
a. MHead of Nusic Library
be Dizactorw of Pibliograclhiic Contrel Division.
4. Terorts to iusic Library staff concerning new policies and new procedures.

Poxfevioagea and Braluatlvy Criteria
1. Lif ccivonsss or tho bxuxia graphic records in providing needed information to
thodll uuoers,

2. Acenwracy of Tacords, ineluding closn conformity with Library of Corgrnss
praztice and establishad rulas of cataloging.

3. Time requived Lo provida bibliographic control over materials received by
nvesic catalogers.

e Quanuiity of bivliosznphie records produced.

3. Quantity of mmaterlals procoassed and achlevemeat 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 contrel

apparatus which permits the full use of the librarfes' resources in the

most 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 -iiem3 received until formel
bibliographic control is achieved.

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

Functions

Q

1. Participate in the establishme:. and enforcement of bibliographic control

2.

3.
4.

3.

6.

7.

8.
9.

system~wide.

Originate bibliographic records for monogtaphsl for which no ussble copy

is available, including documents and non-book materials as assigned.

Cooperate with Documents Acquisitions in establishing government name forms.

Provide additional Wibliographic apparatus such as history and au:hogity work

as required.

Help maintain quality contrel of the existing and newly created bdibliographic
records, both central ond departmental, by catalog editing, cooperation with

the Catalog Editor and by aid to Service and Support persomnel.

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

Help provide professional assistance on bibliographic matters to faculty

pembers, researchers, and other library users.

Participate in planning uses of computer technology in the libraries.

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 preservatiocn and bindiﬁn decisfons 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 persomnel in service centers.
6. Distinctive Collections.

7. Systems 0ffice

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 cormon 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 bdbibliographic control over materisls received by

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

NOTES

1. Unless otherwise specified, "monographs" includes document and ‘non=book
materials, but excludes materials for the Law, Medical, and Music Libraries,
those in Asiatic vernacular languages, and those for which cataloging copy
1s‘available.
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SERIALS CATALOGING DEPARTMENT

Principal Administrator: Head, Serials Cataloging Department

Parent Unit: Bibliographic Control Division

Role: To provide organization and bibliographic coatrol of serials.1

Objectives

1. Provide bibliographic access, up~to~date bibliographic history, union hold-
ings and shelflist inforration for serials,

2. Provide biblicgraphic access te serial conteat at the monographic level.

3. Participate in the creatisn and implementation of estaloging policy.

4, Provide physical organization and preservation of serials for the Historieal
and Humanistic Studies Center. ¢

S. Contribute tuv system~wide bibliographic Control. ‘Ebk

2
Functions ) >

1. Participate in establishing and implcmenting policy of bibliographic Control %
system-widc.

2. TParticipate in decisions rclating to the organization and preservition of the
collections.

3. Provide and update bibliographis records for serials utilizing original catalog-
ing, copy, ond modificd copy.

4, Maintain quality control of bibliographic records, both central amd 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 shelflist records for serials.
8. Identify and prepare serials for preservation according to policy.
9. Reconcile uunicn records for Law, Medical, and Music serials.
10. Participate in general cataloging activities.

. 11. Provide policy guidance in bibliographic matters .elating 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 handling zciiais.

15. Assist in budret greparation for the operation of the Bibliographic Control
Division.

16. Helr provide profesrional assistance on bibliographic matters to faculty
meabers, rescarchers, 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 1& treatnent decisions for serials.

Key VWorking Relationshins
1, Other units in Biblicgraphie Control Division. _ 3&7, @

2. Serfals and Documents Acquisitions. Q.
3. Catalog Maintenance Unit.

4. Library units in Services, and Distinctive Collections.

5. Library of Congress.

Reports
Statistical and norrative reports as required.

Perforrance and Mraluative Criteria

1. Lifectiveness 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 bibliograrhic records produced.

4. Quantity of material processed, and achievement of currency.

5. Time required te provide bibliographic contrel.

NOTES : )

. Unless otherwise specified, "serials" includes document 2ad nen-book serials,
but excludes serisls for Law, Medical and Music libraries, and those in
Asiatic vernaculer lanfuages.

2. "Yo 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 shelflists, official
and public serials catalogs, union and departmental catalogs, and also the
bibliographic apparatus supporting catalog recerds (e.g. history cards,
references, authoriry cards.)
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LIBRARY TECHNICAL SUPPORT GROUP

Principal Administrator: Director, Library Technical Support Group

Farent Undit: 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 liorary system.

Objiectives :

1. Improve the operation of all library units relying on Support units by
providing efficient and economiec service and by participating in the
establishment of policies which further such service.

2. Prouote 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. Contridute 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 opcrations by obtaining and distributing library supplies
and equipment in the most efficient and cconomic 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 recoxrds defore
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 resesrch and use of the collections by the physical preparation
of materials.

13. Dispose of unwanted materfal 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. Perforn acquisitions services for all forms of material.

8. Maintain and make accessible records of the acquisition, processing and
paynent 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 activIiies 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. NUC, reprint
publishers, NPAC, non-Columbia librarfans, etc.)

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

15. Provide reprographic services. _
16. Prepare library materials for use (e.g. plating, marking.binding).‘

17. Keep abreast of the latest techniques and information pertaining to functions
aggigned 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.

Key Working Relationships
1. All organizational units and individuals in the library involved with

: support services. .
2. Other university departments and with individuals and organizatiom 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 Criteris

1. Accuracy of records.

2. Quality of technical work.

3. Satfisfaction 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 ecan
be reconsidered when a computer based serials system is developed.)

ERIC | 4/19/73
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DATA CONTROL DEPARTMENT

Principal Administrator: Head, 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 functicaing 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.

4., Comtribute to bibliographic cdntrol and the avoidance of unnecessary
duplication of materials by producing in-process and permament biblioc~
graphic records for library materials.

5. TFacilitate eirculation 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 Comtrol 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.

S. 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.

8. Coordinate machinery and staff in auticipation 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 program-related problems.
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10. Work closely with other library units in resolving problems in the
initial phage of new systems and in determining needed modifications
for established.aystems.

11. Advisc 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
{nternal use and in response to outside agencies under the coordination
of the Planning Office.

Key Working Relationships
1. Systems Office

2. Other organizatrional units and individualsg in the library involved with
Pata Control.

3. Computer Center

4. Comptroller

Reports
Statistical and evaluative reports as policy requires.

Performance and evaluative ceriteria

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

Principal Administrator: Head, Book Acquisitions Department.

Parent Unit: Library Technical Support Group

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

Objectives ‘

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.

S5. Improve bibliopraphic control over materials by maintaintng records before
pernanent bibliographic control is achieved.

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

2. Order requested monographs, book continuations, microfilms and ‘certaim other
designated materials, including assignment of dealers, provision of informs-
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 Acquisfitions
Department office and through the Data Control Department) and distribut-
ing materials to the appropriate locations.

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

S. Maintain and make accessible records of the acquisitions, processing and
paynent status of materials ordered by the Book Acquisitions Departuent
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 cemtrally
by the Book Acquisitions Department.

KRey Working Relationships
1. Data Control Department
2. Library units obtaining materials through the Book Acqui.::.wms Department.
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3. Serials and Documents Acquisitions and Gifts and Exchanges Department.
4. Selection Officers.
S. Book dealers.

Reports

Statistical and other reports as needed to:
l. 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 Depsttment.
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ACCESSIONING SECTION

Principal Administrator: Head, Accessioning Section.

Parent Unit: Book Acquisiticns 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.

2.

3.

4,

Inprove 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 svch service.

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

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

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

Functions

1,
2,

3.

Participate in the budgetary process for the Accessioning Section.

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. (Ixcluding rush materials and certain materials received
on blanket orders such as LACAP),

Approve payment of invoices and participate in spproving the reimbursement
of credits' and performing other functions to maintain fiscal comntrol.

Assist in maintaining and maki{ang 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 neaded.

Consult with and advise staff members in Service Centers and elsewvhere
about policies and procedures pertaining to activities performed centrally
by the Accessioning Section.

Rey Working Relationships

1. Other members of the Dook Acquisitions Department
2. Data Control Departuent

3. Book dealers.

Reports

Statistical and evaluative reports as policy requires.
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Performance and cvaluative eriteria
1. Accuracy of reccords.
2. Satisfaction of library units relying on the Acecessioning Section.

ERIC 4/20/73
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SERIALS AND DOCUMENTS ACQUISITIONS DEPARTMENT

Principal Administrator: Heed, Serials and Documents Acquisitions Department

Parent Unit: Library Technical Support Group

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

Objectives

1. lmprove the operation of ail library units relying onm the Serials and Documents
Acquisitious Department by providing efficient and economic service and by
participating in tlie establishment of policies which further such service.

2. Faecilitate 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 effectivencss of collection devclopment by wmonitoring requests
for serials and documents to prevent unwanted diplication and unnecessary
expenditures of library funds.

4. Suppert the process of collection developmeat through the proper acquisition
of designated serials and docuwrents and by participating in their selection.

5. Improve bil:liographic control over serials and documents by maintaining
records before penaneat bibliographic control is achieved and by participat-
ing in the ereation and mainterance of permanent bibliographic records.

6. Incrcase the library's informationzl resources by maintajning 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.

2. Participate in nonitoring library accounts for expenditures comnected with
serials and documents.

3. Maintain and monitor Decposit accounts and Coupon accounts.

4. Monitor requests for scrials and documents to prevent unwanted duplication
and unnccessary expenditures of library funds.

5. Act as a Final check or review on the appropriateness of searching verification
perforaed elsewherc, and perform additional types of searching and verifi-
cation not performced elsewhere in order to support the activities of the unit,

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

7. Acquire assigned serials and governmental momographs by oxdering or soliciting.

8. Maintain all orders, subscriptions, solicitations, Depository programs, etc.
on an active baais by monitoring, soliciting informatiom, claiming, reorder-
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9.
10.

11.

12.

13.
14.

15.

16.

17.

18.

v

ing, maintainine Coluabia's name on gift and exchange mailing lists,
replying to questionnaires or by acknowledsiing receipt of individual

4.2

by

issues, or by processing annual expiration notices cr confirming orxder

forms.
Receive, chzack in and route certain serials and documenis.

Approve cud prove paymeont of inveices and reimbuvsenent of credits incur
as subacription or issue costs, or as ducs of fees for any of the uni
subseriptions ox subscription plans, scervices, memberships, blanket o
or cooperative projects.

Originate clatms for tlhe Circularion Department of the Humanistic and Hf
Studics Center, and for all librarics' muterials looking f£from U.S. De
shiprmente, Crown Aseants, blanket-order shipments, invoices, and other
materials that fall outside the normal claiming process.

Order, approve payment for,and maintain records of eerials and documents
as exchange materials. -!

Cancel or transfer scrial subscriptions when necessarye
Create, mintain,and ralke accessible records of:

a. Serials ond docusents acnuirad as well as those discarded, offerc
routed to othier institutions, or disposed of in other tways.

red
t's
rders,

storical
pository

used

2

d, %4'

b. Sorvices, materizls, and/or privilegss provided to the Libraries ty
Librarics, University, or personal momberships, services, blanket

orders, depoaitory programs, or ccoperative projects.

Acquire aond.make effective use of knowledge, information, and bibliogra
toels rclating to scrials and documents.

phic

Provide access to, interpretgtion of, and information from the unit's materials

files, records and tools.

Bring scrial and document puuvlications and information to the attention

of

selection officers, assist selection officers, and select certain documents.

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

Participate in the disposal of unwanted serials and documents in the mo

Coordinate, supervice and monitor policies, materials, and records in ¢
categories (amuch a2s U.S. depository) in order to satisfy various regu

st

ertain
lations

Have central responsibility for correspondcuée on most matters conceraing the

acquisitions of serials and docunonts.

Consult with apd adviaa staff mesbers in Soervice Centers and elscvhere

about

policies and procedures pertaining to activities performed centrally by the

Serials and Documents Acquisitions Department.

19,

beneficial way.
20.

and restrictions.
.21,
22.
Key Workinr L-~lationships
1. Selection ofticers
2, Catalogecs
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3. Subscription arencles, v 4.3/{_}, 1.}
4, Propused Documents Room gtaff.

Roport s
Statistical and evaluative report as peliey requires,

Pexforrunce and evaluitive eriteria

Yo Propor niacing or derlal focuaent ordars,

2. Propey payuwent of fuvoices to make the wost beneficlal use of bhudgeted funds,
3. Completencas, accuracy, and accessibility of bibliopraphic records, files,

and Loolds, a
&, Promptiess, eomploteoness, awl accuracy of reportine of information from the
uait s recordn, {iles, and tools to other units of the Libraries as i;
recuired, <
5. Success in commmnieating Serials and bBocunents Acquisitions' policies and
procedures Lo other units of the librory vhich dupend on the uait's
services, %
6. Satist:atlon of other library units relying on the Serials and Documents
Acquizition Dopartment.

\!‘

note

1. bPocuw:.nts refers to povernnental serizls and monographs. Sevials refers
onty to ron~-moveruniental cerials,  The exact definicion of governmental
as 1t anvlice to Coludhia's docwaeats has yet to he defined.

2. Souce of theose actlvitics e Do transferred to a Docunents Room,
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| 1
DOCUMENTS ACQUISITION SLCTION

Principal Adninistrator: Head, Documents Acquisitions Section

Pevent Unft: Scrials and Documents Acquisitions Department

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

Objectives
1. Improve the operation of all lsbrary units relying on the Documents
Acquiaitions Section by providing efficient and economic service and by

participating in the establishment of policies which further such service.

2. Facilitate the functioning of librery umits and contribute to sound
finances by participating in the maintenance of library accounts desig-
nated for expenditures for document publications,

3. Enhance the effectiveness of collection dovelopment by monitoring requests
for docunent matcrials to prevent unwanted duplication and unnecessary
expenditures of library funds,

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

5. TIaprove biblienraphic control over document materials by maintaining records
before permanent bibliographic contxol 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 rccords of documents.

7. Participate in the disposal of umwanted 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 eonnectéd with
documents.

3. Participate in monitoring and maintaining Deposit accounts and monies used
for the purchase of prepayment coupons with agencies such as Government
Printfng Office, Library of Congress, Netional 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 elsevhere and perform additional types of searching
and verification not performed elsewhere in order to support the activities
of the Docunents 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 pift by properly placing
standing orders and solicitatione for continuation and periodical
subscriptions,

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

10. Maintain all orders, solicitations, depository prosrams, ete. 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 feecs for amy of the Section's
subscriptions or subscription plansg, services, memberships, blanket orders,
or cooperative projects.

13. Originate clainms for the Circulation Section of the Humanistic and Historical
Studies Center and for all Ribrary materials lacking from U.S. Depository
shipnents, 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
monorraphs used as exchange materials.

15. Cancel or transfer document serial subscriptions when necessury.

16. Create maintain, and make accessible records of:
a, docunent serials and monographs acquired, as well as those being offered,
discarded, routed to other institutions, or disposcd of in other ways.
b. services, materials, and/or privileses 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 certatin documents. :

- 20. Participate in the disposal of unwanted document materials.
21. Assist in monitoring policics, materials, amd records in certain categories
(such as U.S. Depository) in order to satisfy various regulations and
restrictions.

22. Have central responsibility for correspondence on most matters comncerning
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 gection.

Key Working Relationships

1. Organizational units and individuals in the Library involved with the
Docunents Acquisitions Section.

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

3. Documents Room Staff?2

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. Pronmptness, 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 docunent 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 transferrcd to the proposed Documents Room. These activities
include holding current and unbound issues of Congressional hearings anc
Serial Set materials, determining vhether 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 néw Documents Acquisitions Section to continue these activities
until a Documents Room is gset 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.




IV 4.9

SERIALS ACQUISITIONS SECTIONI

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. 1Iwmprove the operation of all library units relying on the Serifals Acquisie
tions Section by providing efficiont and econonic 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 particirating in the maintenance of library accounts designated for
expenditures for serials. ,

3. Enhance the effectiveness of collection development 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. Irprove bibliopraphic control over cerials by maintaining records before
permanent bibliographic control is achieved and by participating in the
creation and maintenance of permancat bibliographic records.

6. Increase the library'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 Acquisitiona 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
expenditurc 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
activitics of the Serianls Acquisitions Section.

° 6. Recommend the best method of acquiring serials.

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

8. 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 hasis by monitoring, solfciting
informatien, elaiming, reordering, acknowledging receipt of gifts and
exchanges, etec.

10. Receive, check i{n 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 Scction'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. oOrder, 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 menberships, 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, files,records and tools.

18. DBring serials and informatfion te the attention of selection officers and
to assist the selection officers. -

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

20. Participate in the disposal of unwanted serials. .

21. Assist in nonitoring 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 mombers in Service Centers and elsewvhere
about policies and procelures pertaining to activities perfoxmed centrally
by the Serilals Acquisitions Section.

Key Yorkine Relationchips
1. Organizational units and individuals in the library involved with the

Serials Acquisitions Seetion.
2. Subscription agencies.
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Reports )
Statistical and evalugtive reports as policy requires.

Performancs and Evaluative Criterxia

1. Proper placing of sovial orders.

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

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

4. Promptness, completencss, and accurary 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.




IV 4.12

SERIALS ACQUISITIONS SECTION

It is recommended that the searching activitics presently being performed in
the Serials Acquisitions Section be kept there for the following reasons:
a. Serials searching involved more than “order" searching (e.g., offers,
iavoices, etc.)
b. Searching enpertise will exist in the Serials Acquisitions Section
in order to accomnodate the above, so why have sevaeral people do
what one now does,
¢. The expertise needed for searching, as well as that for revising
seacching, of serial materials and in serial files is extensive.
It 1s obvious also that the review of the searching is sufficient
and would bho best done by the Serials staff.
d. Serials searching and revising is more convenicnt and immediate 1f
searchers are at hand te the serials revisor.
e. Speced and centrel of searching is best aceemplished in the Serials
Acquisitions Secticn. .
f. 7The expertise of usiny and interpreting serials files would have other
immediate and ancillary uses which would support Serials activities.
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GIFTG AND EXCHANGE DEPARTMENT

Principal Administrator: Head, Gifts and Exchange Department

Parent Unit: Library Technical Support Group
Role: To provide gift, exchange and other support cervices.

Objectives

1. Improve the operation of all library units relying on the Gifts and Exchange
Department by providing effjcient 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. Support thae process of collociion development thraeupgh the proper acquisition
of wmaterjels by gifts and exchange, by offering materials to selection
officers and by participating in selection.

4. Contribute to biblfographlc céntrol over materials by participating in ﬁg&
rain aining records before permanent biblicgraphic controvl is achieved.

5. TFacilitate usc of the collections by participating in the physicol prepara- >
ticn of materfals. %
6. Suppleveal wad cal:anee reference and resource services by providing informa-
tion about sipnificant acquisitions and Columbia-connected materials. (3
7. Dispose of unvanted materials in the most beneficial way.

Functions .
1. Participate in the budgetary process for the Cifts and Exchange Departuent.

2. Participate in urintaining library aceounts.

3. Perform bibliopraphic searching not performed elsevhere in order to support
. the activicics of the Gifts and Ixchange Department.

4., Examine out~of -print, replacerent:, serial, and Colunbia University Press
ovdors four poasible filling through ift and exchange,

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

6. Acquire certaln naterials by soliciting then as gifts or by i{nauguratirg
exchauyre arronoements.

7. Acknowledpe gifts and exchaases appropriately.
8. Maintain and make accessibie records of the acquisitiens, processing and
pavsocnt states of oITte oed exchonge materials, including records ol

denors and exchange balanecs.

9. Provile infornatlon pertajoin: to materials acquirced and participate in .
makine ther. available.
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Create, maintain, and provide access to the Rezisteor of Significant
Acquisitions (i.,e. R11l file; includes past purchases, as well as Gifts),
and to the varfous lists of Columbia~connected publications (e.g. Arden

Be resporsibie for the storage and maintenance of certain materfals and
nake themn available, e.g. Pre-1950 Columbia doctoral dissertations.
Actively participate in the solfcitatfon of gifts.

Bring gifts and exchanges materials and information to the attention of
the sclection officers and participate in the selection of certain materials.

Receive, reecord, and assist in assigning to the Libraries' collections each
Columbia University J'ress Depository publication and other depository

Compile the purchase and distribution of materials to be sent to exchange

Maintain addressogrash mailing lists for exchange materials.

Ceordinate and supervise the disposal of unwanted material in the most
bereficial way, including distribution to other libiaries

Price and =cll duplicates and participate ia controlling the momies received

Act as males and distribution agent for certain Library and University
puhlication:, e.g. Friends of the Library publications.

Consult with an advise staff members in Service Centers and elsewhere about
policies and procedures pertairing to activities performed centrally by

the Gifts and Exchange Dcnartwent.

Supervise, organize and maintain the Buok Sale Room.

10,
House, Bicentennial, etc.).
11,
12,
13,
14,
materials hundled by this unit.
15.
partners,
16.
17.
18.
frcm these sales.
19.
20,
23,
Rey Werkine Relationshidps
1, Sclections off icers
2. Other acquisitions units.

FEssay ond Dissertations secretary.
Columbia Proes, etc.

Dovors

United States Book Ischaprge, etc.

Renort s
®tatistical and cvaluative reports as policy requires.

Perfcrvance and evaluative criteria

1.

X

2.
3.

P

Hirinceaance of good relations with donors.
Accur ey of records.
faclsfaction of library units relyinz on the Gifts and Exchange Department.
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PRESERVATION DEPARTMENT

Principal Adninistrator: Head, Preservation Department

Parent Unit: Library Technical Support Group

Role: To provide the expertise and sefvices necessary to carry on a8 continuing
program of preservation of the libraries' materials, including prepara=-
tion, repair, and reproduction of materials.

Objectives

l. lwmprove the operatien of all libravy units relying on the Preservation
Departuent by providing efficient and economic service and by participat—
ing in the establishument of policies which further such service.

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

3. Improve bibliegraphic control over materials by maintaining records. %ak
4. Contributc to tha high quality of the Library's collection and facilitate i%i
use of natcrials through proper preservation and maintenance of materials

as well as throvgh advising selection off{icers. %

5. Facilitate rescacsch and the dissemination of information by providing
reprographic services and by working with reprint companies.

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

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

Tunctions
l. Participate in the budgetary process for the Preservation Department.

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

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

4, 3Bring raterials necding preservatfon to the attention of reprint compunics.
5. Supervisc loans te reprint publishers and reimburscwent for them.

6. Malntain a file of reprint and microform catalogs.

7. Provide in-house binding and repair services.

s Provide reprographic scrvices.

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

Key Vorkinr Relatinnships

1. Selection officers
2, Comnercial binders
3. Service Units

4. Library users

5. Reprint houses

Reports

Statistical and ether reports as ‘needed to:
1. Selection officers
2. Service units

Perforrercn end Fvaluative Critecia

1. Accuricy of records.
2. Quality of technica2l work.
3. Satisfaction of library units and users relying on the Preservation Department.
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BINDING SECTION

Principal Administrator: Head, Binding Section

Parent lUnit: Preservation Department

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

Objectivesn

1. Iuprove the operction of all library units relying on the Binding Section
by providing ef{icient and economic service and by participating in
the establishuent of policies which further such service.

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

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

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

Tunctions

O ——— - 2 = o ——

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

2. Be responsible for providing in~-house tinding, preservation, and repair
scrvices.

3. Be responsible for keeping abreast of the latest techniques available for
the binding, prosexvation and repair of materials,

4., Be respensible for the day-to-day care and maiantenance of depurtmehtal
equipnent and machinevy.

5. Advisce on the purchase und rental of speclalized supplies and cquipment
needed for binding, preservation, and repair processes,

6. Consult with and advise units of the library dependent upon the Binding
Scction about prover binding, preservation and repair procedures and
their inmplementation.

Key Worl-fn- Relatian:hips
1. Matei .Lu.] s Proecess Jnf', u(’ction
2. Service units.

Renorts
Statistical ond evaluative reports as policy requires.

Performamce and Ivalactive Griterfa

1. Accurrcy of recorcs

2. Quality of technical worl

3. Satisfaction of library units valying on the Binding Section.
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MATERTALS PROCESSING SECTION, TECHNICAL SUPPORT GROUP

Princival Adninistrator: Head, Materials Processing Section, Tcchnical Support Group

Parent Unit: Prceservation Department

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

Objcetives
1. Lwprove the operation of all library units relyins on the Materials
Processing Section by providing elficieat and ccopomic scrvice and by

participatinz in the cstablishement of policices which furthex 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 by. participating in the
physical preparation of aterials, . 1@‘

Functions

e A e ea

1. Particlpate in the budgetary process for the Materials Processing Seetion.

2. Prcpare library materials for use by book plating, pocketing, marking and %%
other means, (a
3. Cocrdinate activities Involving comnireial binders, including sending,
recelving, rocord keopiug, davoice processing, and quality control.

4. Malntuin and muke acccessible records of material gsent to commercial binders.

5. Review nateriul sent for processinn to determine whether the action
requested is suitable, in ceooperation with the Binding Section.

6. Review finfished material to help ensure that Support Group processing has
been coapleted and distribute processed material for delivery.

7. Perticipate in the mainteonance of librarxy binding accounts.

8. Be respensible for keeplup abreast of current developments in the field
of book processing.

9, Advise on the purchase or rental of snecialized supplies and equipment
needed for bLrnok processing purposen,

10. Conuult with aud advise staff members in Service Centers ard elsevhere
about pelicicvs aud proec:dures percaining to activities performed centrally
by the Matericls Proceasing Scation,

Key U~rtine Relationshing

1. Dindins Sectien
2. Couuxreial bipders,

Repores

Staclstical and other reports as nceded to! .
a. Other units of the library Involved with the Materilals Processing Sectien.
b, Comnercial hinders
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Perforrince Evaluitive Criteria

1. Accurary of reco:rds.

2. Qualily of technical work

3. Satisfaction of library units relying on the Materials Processing Section.
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REPROCRAFHY SECTION

Principal Administrator: Head, Reprography Section 15'

Parent Unit: Preservation Department %

Role: To provide technical and advisory services necessary for the reproduction
of libravy materials at the request of other library units and library
pations.,

Objecctivera:

1. Improve the operation of all library units relying on the Reprography Scction
by providing efidicient and ecconomic sevvice and by participating in the
establishment of policies which further such service.

2, racilitate the functioning of library units and contribute to sound finances
by participating in the raintenance of library yccounts.

3. Contritute to the high quai{ty of the lidrary's coliection and to facilitate
use of materials by participating in preservation and maintenance prozrame,
4, Facllitate rescarch and the dissemination of information by providing s
vide range of ropregraphic cexvices.

5. Improve library services & collections by keeping abreast of current develop-
ments In the [icld of reprefraphy.

Tunction~
1. Parvticipate in the budgetary process for the Reprography Sectlfon.

2. Re respensible for providing preservation rervices of a technical nature
roiated to reprographic processes.

9
L ]

Provide reprogrophic servicen ineluding waltilithing of matarials.

4. Obtajian ncceasary library materials for reprographic purposes in order to
£il} orders submitted by other library units and library patrons.

5. Be roerrorsible for the day-to~day care and maintenance of specialized
cquijront.

6. Issur dnvelees recucating pavnent to the coatroller for reprogcophle work
done within the unlt oo du celected roader service areas ior library
patrons and oucy icn ¢ ondic.

2, Te vosponsible for keeping abreast of current developrnents in the field
of cepregraphy,

10. Advise en the puwvchasae and rental of specialized suppliea and equipnent
necded for repropraphic processes.

1l. Consult with an! advise other library units on the Lest reprographic methods
for any piven transaction.

Key Warl "o Relatiovihiivs
| 1. A‘-"\“,,Y
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2. Special Collections
3. Circulation

4. Publishers .
5. Fquipment suppliers.

Repores
Statistical and evaluative reports as policy requires.

Performance and Nveluative Criteria

1. Accuracy of recercs

2, Quality of teechnical work

3. Satisfoction of library units and outside patrons relying on the Reprography
sectiﬂt‘so

4735123
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BIBLICGRAPHIC SEARCHING DEPARTMENT

Principal Administrator: Head, Bibliographic Searching Department

Parent Unit: Library Technical Support Group

Role: To provide centralized bibliopraphic 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.

2. 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 monitorins requests
for materials to prevent unwanted duplication and unnecessary expenditures
of library fumds.

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

5. Improve bhibliosraphic control over matevinls by participating In maintain-
ing records before permanent bibliographic control is achieved and by
participating in the efficient production and maintenance of permanent
bibliosranhic recordse.

Fupncticns

1. Participrie in the budgetary process for the Bibliographic Searching
Departient,

2. Select and maintain the bibliographic tools of the Bibliographic Searching
Departaent.

3. Search requests for all types of materials in most languages to see if
already ordercd, rcceived, or in the Library's collections in soume other
edition, and bring information found to the attention of the selection
officers.

4. Couplete, correct or verify the bibliopraphie {information available for
materinl reocuested and establish the processing entry, using biblio~-
graphic tools when unccessary.

S. Sort marerizls sent for catalering,

6. Search rateriols in nrevaration for catslouning, including searching in the
Genoral Catalop, th» Wational Union Cataleg, depository file and other
SOUFCCS .

7. Provide Litrary of Cornress or other svallable cataloging copy, includins

ordering and photorraphing of cards.

Distribute searched materials to appropriate persons.
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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 naintenance of the system providing bibliographic
control over materials in process.

12, Consult with and advise staff members in service centers and elsewhere
about policics and procedures pertaining to activities performed cemtrally
by the Bibliographic Searching Department.

Key Workine Relationships

1. Selection of officers.
2. Acquisitions units
3. Bibliopraphic Control units,

Reports ) .
Statistical and other reports as needed to units of the library depending on

the Bibliographic Searching Department, especially to the selection officers,
and tlie Division of Bibliographic Control and its sub-units.

Perfornanee and evaluative criteria
1. Accuracy

2, Satisfactlon of library units relying on the Bibliographic Searching Department.

Note
1. "Serfals" refers to all serials except for monographic series separately classed.
2. "Most lanruages" will include those printed in Roman, Creek, & Cyrillic
alphabets.
3. Scarchingz prior to cataloging could include other accesns points as well as
the auther's name.
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CATALOG MAINTENANCE DEPARTMENT

Principal Administrator: Wead, Catalo;, Mainterance Department

Parent Unit: Library Technical Support Croup

Rele: To maintain the general card catalogl, authority files and central
shelflists and to provide other services which support cataloging
activities.

Objectives

1. Iuprove 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 servica.

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

3. Improve bibliographic confrol over materials by participating in the produc-
tion and maintoenance 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 Maintenance Departuent

2. Participate in raintaining records of the processing status of materials qa;
received in the library.

3. Maintain the general card catalog, central shelflists and authority files, 1’
including repair of catalogs and the sorting, filingz, correction and 1%%5

replacement of catalog cards.

4. Participate in monitoring the sccuracy and consistency of bibliographic records.

3. Route catalogin: problems and entry ccnflicts which arise in the filing
process to the appropriate person or unit,

6. Perfornm shelflisting activities.

7. Perform centralized recordkecping pertaining fo monographs being withdrawa
from the colloctions.

8. Coamunicate chan=es on cards to those in chorse of the catalons in Service
Centers and clsevhere and to consult «ith and advise staff members iu
those areas about policics and procedures pertaining to activities performed
centrally by thce Catall 7 Mailntenance Departoent. o

9. Revise the filing of the staff of the Catalop Mrintenance Department.

Key Worlinr Relationchips

1. Catalop bditing Dopartment

2. Other units and persons in the Divicion of Bibliosraphic Control
3. Service unlts

4., Card Production Nhepartrent
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BEST CUPV'ﬂVﬁﬂABIE

Repores, -

Statistical and other reports as neceded tod
a. Divicion of Bibliopraphic Contrel and its sub-units,
b, Service units
¢. Pilamming and Systems Offices

Performance aad evaluative criteria

1. aAccuracy of records and frles.

2. DPhuaical condition of records and files.

3. Satisfaction of library units relyinz on the Catalog Maintconance Depnrtment.

Nota .

1. "Genaral card catalog" refers to the union auther/title, topfcal subjeet,
:adl public serials catalogs. It does not rofer to the oftficfal serials
odttalog.

2. 2he unit will file only newv cards in the public serials catalog, and is not
rasponsible for the filing comnected with seriai adding. '
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CARD PRODUCTION DEPARTMENT

Principal Admin{strator: Head, Card Production Department

Parent Unit: Library Technical Support Group

Role: To provide catalog card production services.

Obiectives

1. Improve the operation of all library units relying on the Card Production
Department by providing cfficient and economic service and by participat~
ing in the establishcment of policies which further such service.

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

3. Improve bibliorraphic control over materials and facilitate research and
use of collections by participating in the effielent production of permanent
bibliographic records, .

4. Improve hibliogriphic control nationally by providing cepies of Columbia's
cat~log cards to the Mationil Unfon Catalog and for other such project:.

Fttﬂ(‘fiﬁ I
1. Pdrticxwato in the hudgetary process for the Card Production Department.

2. Producce and di“.

ibute cataloe cards for the reneral card cataleg, central
shelflists and -cala

logs ia service center and elsevhere,

3, Produce extra catalog cards to be filmed for seccurity purpo:ses.

4., Provide the Wotdicenal Un:on Catalog and other such projects with cards
ropresent ing Cotunbia's ecataloging.

5. Consult with and advise staff members in Service Centers and clsewhere about
policles and procedurnes which pertain to activitien perforncd centrally
by the Card Preduction Department.

¢« Kev Vorhi -~ Trln tf_:‘_r_w___hms &
1. Dhuata (‘-mhn) Doroy tment Q)

2. Catsloclng units

3. Service contere _ '?'
&. Supplirrs of repropraphic equipnhent. 4%:E
nrpce OT t_v_

chL stice? and uthvz reports #c needed tos
a) Units of tLe Tibhravy {nvolve! with the Card Troduction Department.
b) atlonnl Ualen Catalep and othwer such projects,

Peorfcrinn ‘-'.-.‘.".Lf.‘- h; tlve eriteria
1. fceuraes of cnr.
2., Qualliy of t. el "( i1 work.

3. Satiafiction of library units relying on the Card Productlon Department.
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GENERAL SERVICES DEPARTMiENZ

Principal Administrator: Head, Genersl Services Department

Parcnt Unit: Library Technical Support Group

Raole: To provide building maintenance, security, purchasing, delivery and other
services which maintain the functioning of the library system.

Objectives

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, Tacilitate the functioning of library units and contribute to sound finances
by participating in the maintenance of complete and accurate records of
certain library Administrative Accouats and in the monitoring of their
expenditures,

3. Promote the sccurity of }{brary patrons and staff and provide building
paintenance and security by serving as a liaison with the Department of
Buildings and Grounds,

4. Support library operatinns by obtaining and distributing library supplies
sid equipacat An the rost efficicnt and econonic way.

5. Facilitote operations by maintaining the efficient delivery and shipment
of library materials and nail, and maintain the security of such
naterials, , @

Functions %
l. Porticipate in the budgeiary process for the General Services Department.

2. Participate in the maintenonce of complete and accurate records of certain
libraxy Aduinistrative Accounts and in monitoring their expenditures.

3. Rospond to the securlty needs of libhrary patrons and staff by cooperating
. clogely with: the Department of Buildings and Grounds.

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

5. LDec respoasiblc for the purchase, rental and diztribution of supplies and
equipsant (in cooperaticn with other library ataff members when nccessary)

6. Moanltor the use of supplles and equipnent.

7. Acguire knwledse about various kinds of cupplics, equipment, building
materials, ctes) wse this knowledso to participate in decision-maiking
keep abreast of mew developments in these areas; and inform other staff
reabers appropriately.

8. bBe recponsible for shipniog, receiviug, mail and delivery scrvvices for the
Iibraxy and certain other uvaiversity deparcments. .

Be responsible {ev the 8taff Loungc.

4/19/13
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10. Coutrel the library's petty cash,

11. Coordinate fire prevention activities and drills for Butler Library.

12, DPrepare multilith masters for forms used generally.

13, louse, maintain and be responsible for the security and proper use of
Addressoyruph cquipment and plates, and perform centrally Addressograph
operations.

14, Consult with and advise staff members dependent upon the Ceneral Services

Pepartuent about policies, procedures and the status of their orders on
admninistrative accounts.

1. A1l orpunizaticnal units and individuals in the library dependent upon the
Ceneval Services Department

é Key Vorliny Relatiocashing @
&

8
g

2. University Luildings and Grounds.

2
Repovisn %

Statistical and evaluative rceports as polley requires, including one to the
Finoneial Services 0f{fice. '

Yerioriinee and cvolusilve eriteria

1. foeeatity wnd contivion of library facilities.

2. fccuracy of rvcrords

3. ¢otizfactien of library unlts relying on the Ceneral Services Departmont.

4[19}?3
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SHIPPING AND RECEIVING SECTION

Principal Admipistrotors Head, Shipping and Receiving Section

Parent Unit: Cencral Services Department

Role: To prcvide shipping, mailing and routing services necessary to maintain
the functioning of che library syster and some other University
deportment s,

Objective:n

1. 1lmprove the opcration of all library units relying on the Shipping and
Reseiving Secction by providing prornt and efficient service and by
portiszipatiug in the establishaent of policies which further such service.

2. Contribute to soand finaneces by monitoring expenditures of the Shippiny and
eeniving Bection,.

3, ¥Facllitage opmiations by rreviding preapt and efficient delivery and ship-
wort of lbravy materinls and mail.

&
4, Pnuare the secority of muterials mailed, routed or shipped. <bl

Funet Lowes %-

1. Sicciedipsea fu the budpetary process for the Shipping and Recelving Section.
2, Malioin cnoomdete ond aeevrate records of expenditures invelving the opera-
tion of the Sidppings and Kecedvine Szetion.
3. Be respontable for the preecct packaecing, shipeinn, mailing ond routing
of macericrty bondied by the Slippins and Recedvinyg Section, includin?
the eoordinnt ion and sclednling of pickuns and deliveries.
4, e resuoanible for the colicction and delivery of library materials, mail,
eupplion md cquiptent tor units of the library system and cone other
Wit oF the Unaveoutty,  staff in other wnits will assume this responci-
"Livity vhen vreencey reeusires (e.p., the expeditions distribution of pay
chiatu). .

5. Be recseanible for the proper receipt or redirection of materials delivered
o the Shipplog and Receiving Seetion.

6. Coaszuit vith ! alvi e (pese dopondeat vpon the Shilppine and Receiving
Coet fom el vl iosen sed proceduces ord previde information concerving
e, vhecr oo of sare~intes for videl the Shinping and Recelving Section
fa veanoaedlis,

7. Ba v :oeonaiht Tor the mileestion of socce snd pheeleal arvansonment of

Y Ledt g the shoindne ard orocedvine arcas avaltine collection

G0 L rencsentinde for the weoong iy o0 the ebinsinn aad reeceiving areas supplies,
et Tty toctentata g udY (Forivadrg the ULS, ruil).

Froyw Weo~bods | Woanp i Shijes .
......_:l ..‘.4‘-‘-. R -"_""..-.--_. . . e s, ‘1“ -i e biteary fve Teed _{‘_’ the
. AL LT AL A R 0 St BN T O FR Z RIS B 3 S A B erary INVO EVNG LY £4¢
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Shipping and Receolving Section.

AEEP
2. VU,S, Pour office. mﬁ@@
e

PPnn ts
Statistical oud other 1eports as necded toe
R, Other units ot the library involved with the Shipping ond Receiving
Section. .
b. University departments housed in Butler Library.
c. U.S, Post Qifice

Pevfommana, ot cyatnnrive griveria

L. Tremptress and ei. icieney of delive cry anl colleetion of library materials.
2 Prohity in handlicg il and other nuterials.

3. Qualiry of work.

4. Satisfoction of all units relying on the Shipping and Receiving Scction.

lio
Ct e tafvoroity ucphxtxewtq are those houvsed in Butler library, including
pl’(:.&‘:woi.‘.', vaie have Lo i eifiene there,
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LIBRARY SERVICES GROUP

Principal Adminisiratqr: Director of Library Sfexvices

Office of the Vice President for Information Services and
University Libraricn.

Parent Unit:

Role: To provide library services to membiers of the academic comcuwmity in
the humanities, social sciences and seiencas.

Ohjectives
1. A4d clientele in making the best possible use of library resowrces and

services.
2, Create an atmosphere conducive to srudy und research. 4%2*
3. Provide matorials promptly and efficientiy. 4@9; R
4. Foster close relations between the Centers, studeats and faculty. qeaa&ap ~
5. Create an atwosphere for and a traditfon of good service among the staii.

Functione
1. hevelop and enforce pulicies regrrding use of library collectiona, services
anid iaeillitics.

2. Mcke bedoet recommaendatfons and conirol Ludgets for wmits and siaff in the
services area.

3. Operate the subject centers and covordinate their activities.
4. Act ags a liaison between readers and the Resources roup.
5. Maintatn lihravy facilities in conjunction with the Tachnieal Support Group.

6. Estallish policics for safegvarding the cellections and forr the protection
of library and purscnal property.

7. Coordinate staff training programs in the services area,

Koy Horktue Relrtionshing .

1. Resourenes and 1ochnical Support Groups aud iibrary uwnits desi)nated #u
Piz.inctive Collocrions,

2. Representarives of the faculty and studentc body on finproving cud refining
services to librosy usess.

3. Assistint University Libraviaa for Flomieg on budyctary mattors,

4., Assistont Undversity Livvaclan for Zervennel on 211 matters relating to
personnel pelicics wvithin the Serv:ces Croup.

Reparts
Statisticol and evaluative roports as policy requires.

Yerformance and Jvatuntive Cyitots
1. Satie. otlion o0 o.d0rs’ necas.

2. Protectioa eof naterials 1,ninst loss,
3. Physicel cundition ob Jacilizics,

4. Reliubiiity ard specd of service.

4712715
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HUMANISTIC AND HISTORICAL STUDIES CENTER

Principal Admipiserator: Chief, Humanistic and Historical Studies Center.

Parent Unit: Library Services Croup

Role: To privide library service to the academic community in the areas of
hunanistic and historical studies.

Chicetivos
1. Aid clientele in making the best possible use of library resources and
scrvices.‘

2. Create an atmosphere conducive to study and research,

3. Deliver materials promptly and efficiently.

4. Foster clese relaticns between the Center, students and facuity.

3. Create an environment for and a tradition of good scrvice among the staffl.
Yunct fens .

1. Operate the Cenver and coordinate services in the Allied Libraries.

2. Provide infornation of a geacral intreductory nature to orient users of
the libraries.

3. Provide reference assistence. 0%

4. Maintain cacy access to collcctions. ‘Z@p

5. Obtain material not fn the libraries according to established policles. ﬁaaa?
6. Maintain security of collections. ' 4?

7. 1Issue library permits in accordance with established policies.

8. Assist in preparing and sontrolling budgets for the units of the Humanistic
and Historical Ceater and its Allied Libraries,

Key Workire Relationships

1. Other Centur Directors

2., Coordin:tor of Iiztructional Prograns

3. Chiel "nsoeurces LilLrovian for the Humanistic and Histerical Studies.
4., Catalegors of tho vumanistle and Historical Studies

2« A3 the need arisces, committeoes of faculity and stuaents

Reports
statistical and cvalustive reports as policy requires.

Pexforiance opd Funlearive P;jjprfa

]o u’!fT-a.. oL1en o) PR s"rt neee:d s

2., Protection of ruterials 7hu‘n?t loss.
3. Fhyeuieal condrtica of facilitics.

4, Reliobility and sprod of service,

4712173
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ACCESS SERVICESDEPARTMENT, HUMANISTIC AND
RISTORICAL STUDIES CENTER

Principal Administrator: Head, Access Services Departhent

Parent Unit: Humanistic and NHistorical Studies Center

Rolé: To provide easy access to materlals in this Department, general informa-
tion reparding their use and centralized interlibrary loan service.

Objectives
1. Aid clientele in making 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. TFoster close relations between the various units of the Access Services
Department,

5. Create an environment for, and a tradition of good service among the staff.

Fuuctlons

1. Adniaister the operation of the separate units that make up tha Access Services
Departrent of the Center.

2. Maintain easy access td the Department'’s collections.
3. Ensure that matefials are made available prowptly and efficiently.
4. Participate in davelopment of service capabilities in the Humanistic and

Historical Studies Ceater and in particular for the units of the Access
Services Department.

-

5. Enforce policies devcloped by the Services Group regarding use of libhrary
collections, services and facilities.

6. Act as liuson 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 niature to readers.,

10. Participate in planning budgets and administering funds allocated to the
Nepartment,

11. Ensure th~t precedure manuals are kept up to date by the sexvice units of
the Departmznt. '

12. Adwinister centralized Yntcrlibrary Loan.

13, Igsue library permits in aceordance with established policiecs.

411312
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Key Working Relationships

1. Personnel Uffice

2. Supervisors of units in the Access Services Department.

3. Catalosers of the Humanistic and Historical Studies Center.

4., Librarians of the Instructional and General Reference Libraries.
S. Students and Faculty.

6. Collection development librarians.

7. Building maintenance

8. Materials Processing Department. in the Technical Support Group,

Repores
Statistical and evaluative reports as policy requires.

Ferformance and Fvaluative Criteria

1. Satisfaction of readers' needs.

2. Reliability and speed of service.

3. Protection of materials against loss.
4. Physical condition of facilities.

« : | 4113173
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CIRCULATION SECTION
RITIANISTIC ANo HISTORICAL STUDIES CENTER

Principal Admindstratcr:  Head, Circulation Scction Humanistic and Historieal
) Studics Center.

Parent Unit: Access Servieces Department, Humunistic and Historical Studies Center.

Role: To provide circulation services to members of the acadenic comrunity.

Objectives
}. Facllitate use of library materials.,

2. Provide material promptly and efficicently.

3. Create an environmuent for and a tradition of good service uarong the staif,

Tunctions ' .
1. Enfoice policles reparding the use of library collections, scrvices, and
f30111CiC50

2. Assist ia the maintenance of ‘library facilities,

3. Enforce policies for safesuarding the collectiong and for the protection of
Librory and pergenal property, &

4. Control the circulation of nmaterials and maintain ths necessary recevds.
5. Maintain easy accras to the collections and assist in locating materials,

6. DProvide circulation sevvices such as personal reserve notices, recalls, and
overdae noticorn,

7. Providc repid and accurate shelving of mitorial ond nzcessary shelfl readivg
for the Centex's collections. (Central siacks only)

8. Provide for regular imventory and soarch for nissing ratcriuls,
9. Search and retricve requested interlibrary loan materials.

Fey Workis » Relationshing

Y. Faeculty, studcnts and staff,

2. Otherr units in Acc.as Services.

3. Refercrce Departtiut in the Center.

4. Circrlotion Units In other Ceuter.

5. Resource Croup in ratters of preservatica, replacenents and related activities.
6., Persommel Office.

™
A0p0rces
Circulatricn statistics. Other statistical and evaluative reports as policy requires.

Yerfornnue snd Feal:rrive Criterta
Sati.uaiion of vouders'! neods.

Reli-lality and creed of service.

Sveurity ol ecollections,. .
Cost oiiectivenearu,

Phyaical conditioan of fecilities,

5/2/73
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DOCUMENTS ROOM % %
Principal Admiq}stratér: Supervisor, Documents Roum

Parent Unft: Access Servicer I:opartment, Humanistic and Historical Studies Center.

Role: To make available to a wide variety of users, fncluding the general publie,
a linited number of documents.

Objcctivag .
1., Aidd readers 'n making the best possible use of the Docunents Room,

2. Create an atmosphere conducive te study and research.
3. TProvile materials and simple inforration promptly and officiently.

4. Assist in weeting the oblipations and responsiblities incumbent upon Columbiz
as a tedecral depository.

1. Arranne and maintain stacks and files of the Documents Hoom,

2. Preocess docuvaents for use in the Documents Rocom.

-

3. Sumply vequested materials to readers.

4, Answer slnple informational questions about documents; refer less simmle
questious to the Cenczal Reference Department or the appropriate wmit,

Rey Vorkiny Rel=tlonzhips

1. IPocuments Acouisitions

2, Cceneral Reference Department and other refercnce departments throughout the
gys tom.

Repoxts
Statintical and cvaluative reports as policy requires.

Performaace and Evalwative Criteria

1. Satisfoctico oi users! necds,

2. Protection of waterials apgainst less and deterioration.
3. Phyeical eondition of fueilities.

4. TPeliabllity and speed of service.

4/33/73
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INFORMATION AND LIBRARY PHIVILEGES. S£CTION

FPrincipal Administrator: WHead, Information and Library Privileges section.

Parent Ynft: Access Secvices Depariment, RBumarictic and litstorical Svudies Center

Role: To facilitate access to the University libraries by dieseminacine penercl
information and granting library privileges to qualifiled readers.

Objectilves
1. Provide a central source of general Informarlon whieh will aid rcndere 2n the
use of the libravies,

2, rrovide usn of the Universicy 1itcaries to those pot in the University
coinunity who are clipible to use its collections,

3. Maintatn on office where solutions to particuelar readers' problems way be
expaditeod,

4. Create an atmosphere of helpfulnass to the reader.

Functions .
1. Give geographical dircctions to users.

2. Fefor users to appropriate places, both in the librarice apd the Unicorsity,
which will satisfy their necds or answer their questions.

3. Produce publications uvhich will serve os policy statenents or guides to the
library collections.

4. Publicize services offered by the libraries.
3. Participate in the dovelopment and implementation of lilwary privilceecn poldley.
6. Issue readers and borrowers cards.

7. Coordinate and cortrol the assignment of carrels and cubicles, and icsue
cubicle keys.

8. Identify user problems and report them to appropriate staff éembers for
solution.

9. Coordinate and distritute library schedules.
10. Maintain and coordinate records for the F-Invoice operation.
Key torkine Relationships

l. Refercuce iud lnstrvctional Services Departments in all Conters
2, Access Services Decavtaents in all Centers.

Reports

Statistical ansd evaluative reports as policy requires.,
Perforene: and Fyalvative Criteria
1. Satizraceion of readein' needs.
2. Reliability and specd of sgervice.
3. Phyrical condition of facilitfes.

4/13/73
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INTERLIBRARY LOAN SECTION

Principal Administrator: Head, Interlibrary Loan Section
Parent Unit: Access Services Department, Humanistic and Historical Studies Center
Role: To increase library resources available for research by eonducting dovrvw-~

ing and lending transactions with other libraries, both on a national
and international scale.

.

Objectives
1. Make available to Columbia rescarchers material pot %ald by the Columbia
Libraries within established policies.

2. Lend as nuch material as possible to other libraries in accordunce twith
established policics.

3. Create an environment for and & tradition of good service smong the staf€.

Functions
1. Operate the Interlibrary Loan Office. f

2. Participate in establishing Intexlibrary Loan Policy.
3. Locate, obtain and deliver for wrapping all marerial to be seat to other librarics.

4. Search the card catalog and rerort Columbia locations to requesting libraries
in the City by telephone.

5. Photocopy or arrange for copying material to be sent {n this form iu liams of
loan or by special agraeement.

6. Locate and borrow mate-ial from other libracies.
7. Maintain a system to facilitate use of borrowed materials.
8. Maintain accurate and complete records of all transactious.

9. Ensure that all material borrowed or loaned is returned on time and in good
“ﬂdic‘on .

10. Make arrang;ements for reprography of materials borrewed acco:ding to established
policy.

11. Keep necessary statistics and other records, including those requived by the
New York Interlibrary Loan contract.

12. Search the Weckly List of Unlocated Research Items and report to tho National
Unjon Catalog.

13. Recommend acquisition of material to the appropriate unit of the Resources Group,

Workine Relatfonships

All Columbia Libcevics.

Reference Department, I8l Center. .
Circulation Department, H&H Center.

Reprogsraphy Unit, Techaical Support Group.

4/13/73
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5. Shippina/Receivine Unit, Technical Support Group. jkmr :

6, Lilrarias tivouphout the countxy and abroad. ‘ahr

7. iational Union Cataloz, Library of Cungress. AQQZQ?
Repoxte 4€
1. Intorlibrary loan statistiecs

2. NYCILL Stati.tics

3.

Statistiecal and other evaluative reports as policy requires.

Porforrmince and Jvaluagdve Criteria

1.
2.
3.
4.
3.
6.

TActuracy uf secrching ane reporting on material requested from Columbia,
Siccess in ootaining material from other libraries.

Reltability sad speed of nervice.

Accuracy and cawplatepess of records.

Contition of wugerial recurned to acnder.

ful{i{llmane ©f New Yorl: State Interlibrary Loan comtract.

4/13/73
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MICROFORM SECTION .
HUMANISTIC AND HISTORICAL STUDIES CENTER

Principal Administrator: geag.rnicrofom Section Humauistic and Historical Studies
- enter.

Parent Unit: Access Services Department, Humanistic and Historfcal Studies Ceater.

Role: To provide prompt, accurate, and efficienf access to the Center's
nicroform resources.,

Objectives

1. Aid clientele in making the best possible use of the microform resources
and services, '

2. Create anfenvi:onment for and a tradition of good service among staff.
3. Create an atmosphere conducive to study and resesrch.,
4. Provide materials promptly, accurately and efficiently.

Funetions
1. Make available promptly, accurately and efficiently the Center's colleetion
of microforms. . ’

2. ‘Maintain the microform collections and their storege facilities in good
physical order. .

3. Inplement the Center's program of maintzining the security of collections
as they relate to the Section. :

4. Make available the machinery needed for reasding microforus 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. (B) Replacement of paper and minor
parts. (C) Securing outside tochnical maintenance assistance promptly
for larger repairs.

6. Provide directional assistance-and general informatfon about the unit and
its collcctions. ) *

7. Maintain bibliographical records for the collections and assist patrons
in the use and interpretation of these records.

8. Prepare prints from microforms.

9. Participate in formulation of policies governing the servicing and main~
tenance of the microfoim collections and cquipment.

10. Participate in consultations leading to the acquisition of new equipnent.

Key Working Relationships

1. The catalozer's responsible for original catalezing of microforms 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 vwell as the individuals
and/or units in charge of microforms in the various librarfes.




v 2l

4. Outside maintenarce personnel called in for repairs. -

S. The inter Library Loan Ofifice.

6. The Monograph Ordar/Receipt Unit and the Serials Ordex/Receipt Units of the .
Support Croup. -

7. The Financial Sarvices Unit, Planning Office. I

8. The Genaral Reference Department, &

Statistical and evaluative reports as policy requires. . -

Performance and Evaluative Criteria

1. Satisfaction of readers' nceds.

2. Reliability and speed of service.

3. Protection of the collection against deterioration and loss. B

~ 5. Physical condition of the facilities, especially the state of repair of e
' the wachinery.
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PATERNO LIBRARY

Princiszal S .. curotocs  llead, FPaterno Library .

Parcnt Unft: Access Services Department, Humanfstic and Historical Studies center

Rele: To provide easy access to materials located in the Pstermo Library.

Objectives

1.

2,

Establish procedures which emphasize simplicity and ease of access to the
collections.

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 circulstion system.

2. Enforce policies regarding the use of library collections, scrvices, and facilities.

3. Provide rcserve book services for courses in Italian literature,

4., Provide information of a general intreoductory mature to orient users of the library.

5. Maintain cacy access to the collections by providing systems of rapid and accurate
shelviug.and by developing on-going stack maintainance programs.

6. Maintain security of collections.

7. Act as liaison between the clientele and the Resources Group for collection
development.

&.

Keep the collection in good condition.

Key Working Relattonships

1.
2.
3.

Resources Librarians for collectfon development.
Resources Librarians for cataloging.
Ri{ndine Section, Technicnl Sunnore Grovp,

Reports
Statistical and evaluative reports as policy requires.

Pexformance and Evaluative Criteria

1.
2.
3.
4.

User satisfaction

Reliahility and speed of service
Protection of materials against loss
Physical condicion of facilities.

4/13/73
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Principal Administrator: Supervisor, Periodicals Reading Room

Parent vnit: Access Services Deparxtment, Numanistic and Historical Studies Center

"'Role: To provide for easy access to current periodicals and newspapers for the
Humanistic and Historical Studies Center.

Oblectiven
1. Establish procedures which cmphasize simplicity and ease of access to the
coliection.

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,

Funetions

1. Maintain easy access to the collections by providing systeus of rapid and
accurate shelving.

2. Participate in the selection of pericdicals housed in the Perlodicals
Reading Room, '

3. Participate in development and inplementation of security procedures.
4. Prepare materials for binding following established guidelines.

5, Forward replacenent 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 phétocopiea.

8. Maintain telephone directory collection and leisure reading room.

" .",‘.! L O .-.10\04,-.(.'._
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1. Technical Support Group, especially:

Serials Acquisitions Section

Binding fection
2. Resource personnel engaged in collection development
3. Reference Groups

Reports
Statistical and evaluative reports as policy requires.

Perforrance ar ' Fv.luatlve Criteria

1. Satisfaction of user's necds.

2. Protection of materials against loss.
3, Physical condition of facilities.

4. Reliability and spead of servicc.

4/13/73
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AL RTTUATUCE DEPARTMENT "%“.

. Principal Adoinfatrator: lead, Ceneral Reference_nébartment'

' Parent Unite Buranistic and Nisterical Studies Center

Role: To provide a wide range of reference services to the University

~ comnunity, with emphasis on the humanities and social sciences.

Objectives

1. Prouote in the aceademic community incrcased 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 effcctive utilization of library personnel in providing
reference service to the academic community.

S. Foster close relations between the library and the academic cormunity.

6. Create an eanvironment 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 informition 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.

6. DTarticlipate In the develepuint and impletentation of collection and
preservation 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.

9, Verify and locate materials not available in the University libraries.

10. Maintain a cumulative bibliographic file of Columbia University doctoral

Ke
1.

dissertations.

Working Relationships
Members of the University community.

4/24/73



BEST COPY AVMLE vV 2,20

2. (VR :... 2 s s e Veletd Gl..p..i' NERTIC) RO 3

3. Recourncs Croup:
a. catalogers
b. Resource Utilization Office
c. collection developors

Reports
- Statistical and evaluative reports as poliey requires

Perfoxmance and Evaluative Criteria
1. Satisfaction of readers' needs.
2. Reliability and speed of service.
‘3. Security of collections.

4, Physical condition of facilities.

4124713
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INSTRUCTIONAL LIERARY 4”%@

Principal Aduinistrator: lead, Instructional Library

Parcrt unit: HNuuanistic 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.

Objcetives
1. kstablish procedures which emphasize simplicity and ease of access to the
collections,

2. Aid clientcle in making the best possible use of 1library resources and services.
3. Create an atmosphere conducive to study.

4, Deliver materials promptly and efficiently.

5. Create an environtent 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. i'rov:lde information of a general f{ntroductory nature toorient users of the
1library.

4. Maintain easy access to the collections by providing systems of rapid and
accurate shelving, and by developing onzoine stack maintenance proprams,

5. Maintain security of the collection.

6. Work with the Resources Group 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 funds allocated to
the library.

8. Iulist the cid of faculiy, studeats, and stuff in suggesting new titles and
titles to be withdrawn.

9.. Create files of course and departirental reading lists for use in book
selection.

10. Determine necds of the library's users.

Key Working Relationships
1. Coordinator of Instructional Programs. .
2. Resources librarians for collection development and cataloging.
3. Support Group:
a. llead, nhibliegraphic Records Production Department.
b. Heads of the Binding, Facilities and Supplies and Data Control sections.
Systems Office for autcmation programs.

4/13/73



S. 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.

4, Responsiveness to university's changing curricular needs.

v 2,22
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Principal Administrator: Head, Music Library

Parcat Unit: Huranistic and Historical Studies Center

Role: To provide library services to the academic community in the areas of
S Musicology, Ethnomusicology, Theory and 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.

#2, Create and maintain a bibliographic control apparatus which permits the
full use of the Music Library's resources in the most economic and
efficfent wmanner.

*3., Establish policies and standards for bibliographic contrel for the Music
Library.

4. Establish procedures which emphasize simplicity and easa 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. CIRCUILATION

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.

5/11/13



2)

3)
4)

5)
6)
)

8)
9)

BEST COPY AVAILABLE Vv 2.24

Provide circulation services such as recalls, reader
request nolds and overdues notices.

Prepare and process F-invoices.

Provids rapid and accurate shelving of materials and necessary
shelfreading of the collections.

Pravide for regular invéntory and searches for missing materials.

Search and retrieve internbrary loan requests.

Place requested titles on Reserve, marking volumes and catalog
cards according to established guidelines.

Collect and process fines accounts.
Service phonorecords and tapes to authorized users, snd report

faulty listening equipment to the 0ffice of the Department
Of' Music. 1

b. MATERIALS PROCESSING

1)
2)
3)

4)
5)
6)

%*7)

8)

9)

Type, file and forward serial and monograph orders.
Search all orders prior to submitting to Acquisitions :"vec:'::l.ou.2

Prepare phonorecord orders for processing through the Music
Department and University Purchasing Offices.

Accession all materials forwarded by the above units.
Approve invoices for payment.

Review check-in and order files periodically for claiming
nissing material,

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, phonorecords and phonotapes in all
languages except oriental.

Process all of the above materials for use including letter-
ing, plating, pocketing and stamping.

Prepare and file catalog cards for the Music lLibrary catalogs
and prepare sets of cards for the General Library catalog.
(Done in conjunction with the Card Produccion Unit.)

| \lll

1. Recordings are purchased on funds from the Music Departuent wvhich 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.

$/11/73
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10) Maintain departmental catalogs and shelflist, including
notification to the Catalog Department of additions, changes
and withdrawals.

11) Preparc natecials for binding follcwiné established guidelines.

12) Accept orders and collect fees for photocopying work.'3

13) Maintain and make available the library's collgctions of
microforms,

14) Maintain the microforu reading equipment in good working
condition.

¢. REFERENCE AND INSTRUCTION
1) Answer reference questions in person and by telephone and mail.

2) Ansver 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 inclusiom in the Music Library's
collections and reporting same whea requested to the Resources

Group: monographs and serials, documents, music scores and librettos,
microfilm and miecrocards, phonorecords and phonotapes.

Key Working Relationships

[

2.
3.
4.
S

Personnecl Office

Library Technical Support Group

Interlibrary Loan Unit

Resources Group, especially the Music Cataloging Department.
Library Committee of the Department of Music.

Reports
Statistical and evaluative reports as policy requires.

Performance and Fvaluative Criteria

1.
2.
3.
4.

Academic community's satisfaction with gervices.
Reliability and speed of services.

Protection of materials against loss and deterioration.
Physical condition of the facilities.

* The library has no photocepying equipment. Requests for such are handled

by an employee of the Music Department on a machine in the School of Arts
vhich sends monthly invoices to the Music Department. Fees collected

in the library are turned cver to the Munic Lepartment at the end of

each nonth. This service is availuble during the Winter and Spring

teras only.

5/11/73
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SCHOOL OF LIBRARY SFRVECE LIBRAKY . 4%@y:

Principal Adninistrator: lead, School of Library Service Library

Parent lnit: Humanistic and Historical Studies Center

. Role: To attempt to serve e a library of record in the field of

library and inforuation scicence. To service the zescarch and
inatroctionsl necds of the etwients, faculey, and aluweni of the School
of Libravy Service as well os ogher menbors of the acadeaic conmunity
requiving uaterials heused in the Library.

Obicct ives

1.

Z.
3.
4.
3.

Colleoet (:Lev“IVQIV in &4ll wester. lunpuases materiols rezardless of format
in the arco of libravy and inforvacican science.,

vovide library services and resoucees in the rost efficient way pouscslble,
Create an atvosphere cenduclve to affective stedy and rescacch,
Foster the provision of geod service by all meibers of the staf€,

Encourage ccrdlal relations end peod comtrunicaticus betweon the Library and
the acadenmic comunity.

Funct fons

1.

2.

Gonaral

a, Participate in the formulation of library poliey,

b. intervprct and enforce rules and repulations regarding llhrnrv use,

¢c. HNaintsin the security of the collections.

d. Enforco policies for the protection of library and pursonal propeorty
and sceurity of library staif and patrens.

e. Act as linison Fetwoen the School of Library Scrvice and the Libraries
as a wvhole,

f. Compile departmental statistics.

Access Services
a. Circulation

1) Monitor the use and circulation of materiuls and maintain
appropriate records. '

2) Provide circviation scrvices such as recalls, reader. requesc
notifications, and overdue notices.

3) Pregare F-iuvoices

4) Gearch missing materiale regularly.

$) Collect fines arnd urite receipts.

6) Procegs interlibrary loun requests ond review materials for
lendability.

b. Reserves

1) 0nistribute resexve request forms to faculty members prior to
each senmectar, .

2) Cather reoquested rescvve naterfals.

) Mo roeodde Cor voseosve sl clvevtarion filen,

4) ark oana rade avidlahae aov peblic rederonce sytlabi aad vending
lists,

%) TPrenare recerve waterials phyescally,

5118773
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gﬁsss 6) Provide cervice and instruction for special groups of audlo-
. o visual equipmont put on reserve for short—-term projects.
@6 7) Maintain permanent, archival £ile of old syllabl and readings
lists.
8) Review reserve collections regularly in order to remove materials
and records no longer needed.

3, Collection Maintenante (dome in conjunction with Resources and Support
Personncl) .

a. Shelve materials rapidly and correctly.
b. Shelf read the collections regularly.
¢. Take inventery of the collections periodically.
d. Select materials systematically for binding and repair.
e. Creute approprinte records for those materials sent for binding and
: repair.
f. Order replacements for wissing or damaged materials.
¢, Participate In eliminating problems concerning materials and their
records with the aid of Processing and Technical Services.
h. Weed and reassign parts of the collections when necessary.
i. Physlecally prepare children's books and added copies for eireulatiomn.
j. Porforn minor repairs on materials and provide boards for leose serials.
k. Approve serials involces for payment.

4. Reforence and Instruction

a. Collection Development (done in conjunction with Resources Group)

1) Scan appropriate litcrature for citations of new publications
for possible ordering.

2) Search suck citatious against existing records and holdinps to
avoid cduplication.

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 acquisitlions.

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 ond received files.
2) Maintain up-to-date holdings records of bound and unbound serials.
3) Sort and review for completencss all new permanent catalog records.
4) Request copies of missing or dawaged cards.
$) 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 reports.
10) Assiza headings to VoF, materials prior to filing.




S

.

BesY Cop " v 2.29
c. Reference and Reader Services AMU"HE

1) Provide Inatrvction and dnforanation in cooperation vith the
wsourees Group on iibrory vse, collections, and focilicies
thirouph orientation tou.s,classroom lecture:, and coasultovions,

2) Provide informurion ahout the Librowy threush ¢h. yroduction
and distribution of information sheots and flyers,

3) Provide telephone, mail, snd personal reference sarvice.

4) Arrange displays appropriats to the cwiricalum of the Labrary Scheol.

5) Maintain a notebeok containing snnouncements of curvent jaofessional
meetings.

6) Assist in the maintenance of the photocenv machiuc,

7) Page macerinle from storare arceas not opcn to thc publle.

8) Provide chanpe for the copviae rechine,

9) Retriove materlals from Mrecessins or Tochnical Services whea

. nected dmnediately by Yeaders or ioy ¢ourse roselrve,
10) Distribute MARC printouts to the SLS Faculty vhon availabhile,
. 11) Purchase NHow York Times daily, Monday through Felday, for librory usc.

bnsincns Services/Fnaeilities and Supplies

a. 4sglst in preparing and controlling budgets Ln coopzration with tha
Resourxces Group 10or the various SLS colleetion e.n. 1ibrary science and
graphic aris including reference and clifldrvea’s materiais, serials, aac
continuatiens.

b. Order supplice weekly,

¢, leke anmual recomrendations for the acquisition of majoer equipmont,

€. Count oud tohulate fine and copying nachine receipts belore sradine them
to the appropriate otiize,

e. Dolivery and pickup of nail from the Shipniuy Roow and other Library
departnents.,

Personnel
a. Review and mrintain copies of persomnel racerds such en timeshoets and
GA payroll invoices.
b. Interpret and enforce personnel policies.
¢. Scek solutious for day-to-day personnel problems.

Key Workins Relationchins

1. Faculty, staif, end students of the School of Library Serviec.
2. Library Teehnical Support Group.

3. Catalogers for the SLS Library.

4. Interlibrary Loan Office.

5. Persomel Off ice.

6. Resourcc Deveiopnent Division,

Reports

1. Ammual Report to the Head of the Humanistic and Hictoriecal Studies Center.
2. Periodic reports to the SLS faculty and Library Comsittee.

3. Other reports as needed.

Performance and kvaluative Criteria

1, Satinfaction of readers' nueais,

2. Reliability and speed of service.

3. Protrection of niterinlg fouleat loss and deteviors! {on.

4o Piiysieod ccamlivion of Caefiitieg,

d. Cocdiaticy of librury atmooph.oce,
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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 arvea of
the sciences.

Objectives
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. A4d clientele in making the best possible use of library resources and services.
4. Create an atmosphere conducive to study and research.

S. 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. Opcrate the Science and Engineering Information Center and coordimate the

activities of the allied libraries.

2. Participate in develcpment of service capabilities in the Services Group, and
in particular for the Science and Engineerivg Information Center and its
allied libraries.

3. Develop, coordinate and enforce policies regarding use of library collections,
services and facilities. N

4. Serve the readers on a daily basis and act as liaison between them and the
Resources unit for the sciences.

5. Develop and ccordinate 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 collectionms.

8. Assist in making and controlling budgets for the staff and units in the
Information Center and allied libraries.

Key Workine Relationchips
1., Humanisiic and Historical Studies Center and Social Science Center on matters

relating to policy. .
2. Chief Resources Librarian for the Sciences regarding such matters as collection
development and instructlional programs.

4/12/73
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3. Heads of appropriate support units.

&. Representatives of the faculty and student body on improving and refining
services to library users.

S Medical Sciences Information Center.

Réports .
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria -
Satisfaction of readers' needs.

2. Protection of materials against loss.
3. Physical condition of facilities.
4, Reliability and speed of service.

4/12/713
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ACCESS SERVICES DEPARTMENT
SCIENCE AND ENGINEERING INFORMATION CENTER

Principal Administrator: Head, Access Services Department, Science and Engineer~
, ing Information Center. :

FParent Unit: Science and Engineering Information Center.

+—---Rolet To provide easy access to materials in thi.'bupartment and the Allied
Libraries.

Objectives _
1. Aid clientele in making the best possible use of library resources and

. services, .
2. Maiatain an atmosphere counducive to study and research.
3. Deliver materials promptly and efficiently.

4. ‘Fbster 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. Adninister 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.

3. 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
Departuent.

11. Ensure that procedure manuals are kept up to date by the service units of
the Department.

Key Workina Relationships
* 1. Personnel Office.
2. Supervicors of Access Services Sections.

03. Catalogoers of the Science Information Center.

5/2/73
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&. Librarians of the other Departments of the Center.

5. Students and faculty.

6. Collection development librarisuns.

7. Bullding 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.
&. Physical condition of facilities.
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CIRCULATION SECTION

Yrinelsal Administrator: Head, Science and Eagineering Information Cemnter.

Parent Unit: Access Services Department, Science and Engincering Information Center

Role: To provide circulation services to members of the academic comaunity,

- Objectives . ' : )
1. Facilitate use of library materinls.

2. Provide material promptly and efficiently.

3. Create an environment for and a tradition of good sexvice among the staff.

'ﬁhnctions ' .
1. Enforce policies regarding the use of library collections, services, and
facilities.

2. Assist in the maintenance of library facilities.

3. Enforce policies for safeguvarding the collections and for the protestion 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 resarve 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 rcgular inventory and search for nirsing materials.

9. Search and retrieve requested interlibrary loan materials.
Rey Uorking Relationships

1. Faculty, students and staff.

2, Othex units in Accoess Servicas.

3. Reference Department in the Conter.

4., Circulation Units in other Center.

5. Resource Group in natters of preservation, replacements and related activities.
6. Personnel Office.

Rovorts
Circulation statistics., Other statistical and evaluative reports as policy requires,

Performance and Fvaluative Criteria

1. Satisfaztion of readers' neods,

2. Reliabllity and speed of szrvice.
3. Sccurity of collectioas.

% Cost cffcetivonoss,

4. Piysical conlitions of faciliides.

4113713
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MATERIALS PROCESSING SECTION, SCIENCE ASD ENGINEERING
INFORMATION CENTER

Principal Administrator: Head, Materials Processing Section, Science and Engineering
Information Center.

Parent 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 thé 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,

S. 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 advisatility 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 ccordinate the disposal of those péper copies
for which microfilm copies are received,

11. Maintain records reflecting the receipt of bound serfals 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. '

512113
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15. Requlsition library supplies.

ey Working Relationshins
l. Uaits responsible Lor materials processing in other centers,
2. All public service units
3. Catalogars
4. Collaction developers
5. Appropriate units of the Technical Support Croup.

Revorts
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.

4716113
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RESERVE SECTION, SCIENCE AND ENGINEERINC INFORMATION CENTER

Principal Administrator: geag.rkesme Section, Science and Engineering Information
enter.

Parent Unit: Access Services Department, Science and Engineering Information Center.
_Role: To provide reserve services to members of the academic community.

Objectives
1. Facilitate the use of reserve mtel_:iala.

2. Provide materials promptly and efficiently.
- 3, Create an enviromment for and a tradition of good service among the staff.

Functiong
1. Enforce policies regarding the use of reserve collection . and services.

2. Control the circulation of reserve materials snd maintain tho necessary
Tecords.

3. Solicit reserve lists from the faculty and process them.
4. Obtain and process materials for reserve.

5. Maintain and 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 professor's lists, axd 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, Reliabilit’ and speed of gervice.

3. Security of reserve collection.

5/2/13
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REFERENCE AND INSTRUCTIONAL SERVICES DERAR&MENT,
SCIENCE AND ENGINEERING INFORMATION CENTER

Principal Administrator: Head, Reference and Instructional Services Department,

Science and Engineering Information Center.

Parent Uni*: Science and Enginecering Information Center.

‘Role: To provide a wide ro~ ;¢ of reference setvices to the University community

with emphasis o.. :.: Sciences and Engineering.

Objectives

1.

2.

Promote in the academic community increased awareness of the available
library resources.

Provide accurate and efficient reference service.

3. Relate library resources in the Center to imstructional and reseaxch activities.

&. Promote the effective utilization of library personuel in providing reference
service to the acadenic community.

5. Creste 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 emabling readers to locate and effectively use library
materials.

4. Develop and maintain the referemce collection, including the Current
Documentation Section, with recommendations from colleetion developers in
the Resources Group.

5. Perticipate in deveIOping 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.
2.
3.

Members of the University community.
Other Reference Departments.
Resources Group:

a., Catalogers

b. Resources Utilization Office.

¢. Collection developers.

9273
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Reports :
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria .
1. Satisfaction of recaders' needs.
2. Reliability and speed of service. s
3. Security of collections.
4. Physical condition of facilities.

ERIC 4/16/13
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CURRENT DOCUMENTATION AND TECHNICAL REPORTSSECTION

Principal Administrator: Head, Current Documentation and Technical Reports Section

Parent Unit: Reference and Instructional Sexvices Department, Science and
se——————===" Engineering Information Center.

Role: To make available a variety of current documentary sources in the sciences
including technical reports. .

Objectives

l. Provide easy access to a collection of current documentary sources in the
sciences not accessible through the Center's card catalog.

2, Make available current scientific documentation which would not otherwise de

' 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 Meetings, 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 recorde.

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 1nformation about the unit and its collection.

11. Maintain contact with members: of the academic community and solicit donmnations
of current documentation Srom them.

Working Relatiorshing
Collection Developer for Science and Engincering im the Resources Group.,
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 Procecssing Unit, Science and Engineering Information Center.

Reports
Statistical and evaluative reports as policy requires.

 Performance and Evalustive Criteria
1. Satisfaction of readets' nceds.
2. Reliability and speed of service.
3. Currency and scope of the collectiom.
4. Proteciion of materials against loss and deterioration.
S. Physical condition of the facilities.

EB@S; | 4/16/73
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BIOLOGICAL SCIENCES LIBRARY

Principal Administrator: Head, Biological Sciences Library
Parent Unit: Science and Engineering Information Center.

Role: To provide library services ‘to the academic commmity in the area of
biolosical 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.

é; 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 1ibrary 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 eventuzl 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 liaisen between
them and the Science Information Center and other components of the library
systen,

3. Ansver informational and referemce 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. MNeintain interlibrary loan relations between the biology uait and the New
York Botanical Garden, Arcrican Muscum of Natural History, the nedical
libraries of New York as well as with the Interlibrary Loan Section in
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the Bumanistic and RHistorical 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 unsol icited materials to the Collection
Development unit for appropriate recommendations.

Key Working Relationships
1. Faculty, researchers, students.

2. Chicf 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 Inforuation Center.

5. Columbia Medical, Lamont, New York Botanical Garden, American Museun of
Natural History, Medical Libraries of New York concerning inter-
1ibrary loan matters.

6. Alliecd Science Libraries.

Reports
Statistical acd evaluative reports as policy requires.

Performance and Evoluative Criteria

1. Sotisfactjon of rcaders needs,

2. Protection of materials againgt loss.
3. Physical conditions of facilities.
4., Reliability and speed of service.

5. Staff attitude and development.
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CHEMISTRY LIBRARY

Principal Administrator: Head, Chemistry Library
Parent Unit: Science and Engineering Information Center.

- Role: To provide library services to the academic community in the avea of

chenistry. .
Objectives
1, Aid clientele in making the best possible use of library resources and
scrvices.

2. Create an atmosphere conducive to study and research.
3. Provide materials promptly and efficiently.

4, Foster close relations batween the allied library unit and the academic
conmunity.

.-

5. Create an environment for and a tradition of good service.

é. Integrate unic goals with overall library and faculty goals as well as
with those of the Science Information Center.

1. 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.

Punctions
1. Enforce all policies of the Sclence Information Center and Services Group.

2. Serve the acadenmic coumunity on a daily basis and act as a liaison hetween
then 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.

3. Acknowledge gifts to the library from faculty and others, and forward these
as well as other ungsolicited materials to the Collection Development
unit for appropriate recommendations.

6. Provide interlibrary loam services to other institutions in cooperation and
through the Interslibrary Loan Section of the Humanistic and Historical
Center. —_—

7. Provide circulation and rescrve services and maintain necessary records.

8. Maintain the security of the collectiown.

9. Participate in maintaining appropriate and accurate departmental bibliographic
records.
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10. Participate in the preservation of l1ibrary 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. .

Kiy Working Relationships

1. Faculty, researchers, students.

2, Chief Resources Librarian for the Sciences regarding such matters as
collection development and instructional prograus,

3. General Reference Department and Interlibrary Loan Section.

4. Access services, Reference, and Materials Processing Departnents in Science
Information Center.

3. Allied Science Libraries

Reports
Statistical and evaluative reports as policy requires.,

Performance and Evaluative Criteria

l. Satisfaction of readers needs.

2. Protection of wmaterials against loss.
3. Physical conditions of facilities.

4. Reliabilicy and speed of gervice.

3. 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 ares of

the geological sciences.

Objective-
1. Aid clfentele 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 Bnd the acadeﬁuc
community. '

3. 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 Engineeiing Information Center.

7. Participate as an allied library in the ccnsolidation of appropriate
functions of the Science and Engineering Center and eventual geographical.
consolidation of the on-campus science libraries.

Functions '

l. 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 1iaison between
them and the Science and Engineering Information Center and other
components of the library system.

3. Angwer information and reference questions.

4. Participate in collection development in coordination with the Resource
Development Division.

. 3¢ 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
inconsisiencies or potemntial ~rrors that may be discovered in the regular
operation of the allied library. -

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.

YA YA
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10. Maintain interlibrary loan relations between the Geology Library, the
American Museum of Natural History, American Geographical Society and
others. :

.11. Maintain interlibrary lcan relations between the Geology Library, other
allied libraries withia the University library system, and non-Columbia
1ibraries through the Interlibrary Loan Section of the Humanistic and
Historical Studies Center.

12, Keep procedur¢ 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 forward
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 Relationships
1. Faculty, students, and researchers.

2.. Chief Resources Librarian for the Sciences regarding such matters as collection
development.
3. GCeneral Reference and Interlibrary Loan Units.

4. Access Services, Reference, and Mhtertals Processing Departments in the
Science and Enginecring Ynformation 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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GEOSCIENCES LIBRARY

Principal Administrator: Head, Geosciences Library
Parent Unit: Science and Engineering Information Center

Role: To provide library services to the academic community in the ares of
the geosciences.

Objectives
1. Aid clientele in making the best possible use of library resocurces and

sexvices.
' 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
conmunity.

S. Create an environment for and a tradition of good gervice.

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 lanformation Center and eventual gecgraphical
consolidation of the science libraries; at the same time retaining those
1ibrary functions dictated by the problems of geographic isolation from
the main campus.

Functions -
i. Enforce all policies of the Science Information Center and Services Group.

2. Serve the academic comuunity on a daily basis and act as a liaison
between them and the Science Information Center.

3. Answver 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.

Se Acknowledge 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
Developmer: ...vision.

7e Provide cic.usation and reserve services and maintain necessary records.
8. Miintain the security of the collection.
9. farticipate in maintaining appropriate and accurate departwental biblic-

graphic records.

5/10/73
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Participate in the preservation of library materials according to
procedures established by the support group.

Keep procedure manuals up to date.

Maiataln interlibrary loan relations between the Geoscience Library, other
allied 1libraries within the University library system and non-Columbia
1ibraries through the Interlibrary Loan Sectiom of the Humanistic nad
Historical Studies Center.

Haintaﬁn interlibrary loan relations between the Geoscience Library and
the American Museum of Natural History, American Geographical Society,
aad other institutions.

Cooperate with the geology unit on the common problems of two libraries
gserving the same clientele. )

Handle loans of Lamont marine science films and maintain correspondence
and records thereof.

Key Working Relationships

2.

3.
4,

5.
6.

Faculty, students, researchers and staff.

Chief Resources Librarian for the Sciences regarding such matters as
collection development.

General Reference, Interlibrary Loan departmemts.

Access Services, Reference and Material Processing Departments in the
Science Information Center.

Alliad Science Libraries. - '

American Museum of Natural History, American Geographical Society concern-
ing interlibrary loans.

Reports
Statistical and evaluative reports as policy requires.

Performance and Fvaluative Criteria

1,
2.
3.
be

Satistaction of faculty, student, research staff needs.
Protection of materials against loas.
Paysical conditions of facilities.
Reliability and speed of service.

[ ]
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MATHEMATICS/SCIENCE 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, gemeral science, history and
philosophy of science, and agriculture.

Objectives
1. Aid clientele in making the best use of 1library resources and services.

2. Create an atmosphere conducive to study and regearch.
3. Provide naterials promptly and efficiently.

4. PFoster close relations between the allied library unit and the acad;mic
eomnity. .

5. Create an environment for and a tradition of good service.

6. Integrate unit goals with overall library a.. 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.

3. Answer information and reference questions.

4. Report to Collection Development unit on changes in the collection due
to loss, irreparable damage, etc, through periodic and selective
inventory of the collection.

S. Kknovledge 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
1library.

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 1loan relations between the Mathematies/Secience
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, FKeep procedure manuals up to date.

Key Working Relationships :

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. Mathematics and Mathematical Statistics 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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PHYSICS LIBRARY

Principal Administrator: Head, Physics Library
Parent Unit: Science and Engineering Information Cenmter

_ BRole: To provide library services to the academic community in the areas of
Physics and astronony.

Objectives
l. Aid clientele in making the best use of library rescurces 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.

3. 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. Eanforce all policies of the Science Informntton 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 componente of
the library system.

3, Answer information and reference questions.

4. Participate in maintaining appropriate and accurate departmental biblio-
graphic records.

3. 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 1ﬂventory
of the collection.

7. Acknowledge gifts to the library from faculty and others, and forward
these as well as other ungolicited 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 recorde.

5/10/73
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10. Msintain interlibrary loan relations between the Physics Library, other
allied 1ibraries within the University library system and non-Columbia
libraries through the Interlibrary Loan Section of the Humanistic and Bistorical
Studies Center. :

11. Keep procedure manuals up to date.

Key Working Relationships

1. PFaculty, students, rescarchers, staff and other users.

2. Chief Resources Librarian for tlie sciences.

3. General Reference and Interlibrary loan Departments.

4., Reference, Access Services, and Materials Processing units of the Science
Information Center. S

5. 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., FPhysical condition of facilities.
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PSYCHOLOGY LIBRARY

Principal Admninistrator: Head, Psychology Library
Parent Unit: Science and Engineering Information Center.

Role: To provide library services to the academic community
T in the area of paychology.

ectives
1. Aid clientele in making the best possible use of 1library resources and
sorvices.

2. Create sn atmosphers conducive to study and research.
3. Provide materials promptly and efficiently.

&. Foster close relations between the allied library unit and the academic
comunity.

3. 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
f. 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
then and the Science and Engineering Information Center and other com=
ponents of the library systenm.

3. Answver 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 in coordination 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. Perticipate 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 1ibraries within the University library system and non-
Columbia libraries through the Interlibrary Loan Section of the Humam-
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
issuegs are received.

15. Make arrangements as required during the semester for additional study
areas for users, due to limited space in the Psycl ‘ogy 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 Procesaing 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 Sectiom.

Reports
1. Statistical and evaluative reports concerning library operations as
policy may require.

Performance and Evaluative Criteria

1. Satisfaction of faculty and rtudent needs.
2. Protection of materials against loss.

3. Physical conditions of the facilities.

4. Reliability and speed of service.

ERIC 10/22/73
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SOCIAL SCIENCE CENTER

Principal Administrator: Chief, Social Science Center

Parent Unit: Library Service Group

noles To provide library services to the academic community in the areas of

the social sciances.

Objectives

1.

2.
3.
4.
5.

Aid clientele in making the best possible use of library resources and
services.

Create an atmosphere conducive to study and research. . :
Provide materials promptly and efficiently.
Foster close relations between the Center and students and faculty. .

Create the environment for and a tradition of good service smong the staff.

Functions

1.

2.

3.
4.
3.
6.

7.
8.

K
1.
2.
3.
4.
3.

Operate the Social Science Center and coordinate services with the Allied
Libraries.

Maintain easy access to the Center's collections, including books, periodicals,

newspapers, microforms, and the University Map Room:.
Make these materials available promptly aﬁd efficiently.
Provide directional assistance and general information.
Provide advanced reference service.

Maintain liason with the members of the Resources Group involved with the
development of the social science collections.

Develop and enforce a program for maintaining security of the collections.

Assist in making and controlling budgets in the Center and the Alljed Libraries.

ey Working Relationships

Directors of the other subject centers.

Members of the Resources Group concerned with social sciences.

Appropriate members of the Technical Support Group.

Allied Libraries.

Members of the academic community concerned with the study of the social Sciences.

rts

Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria

1.
2.
3.
4.

Satisfaction of readers' needs,
Reliability and speed of scrvice.
Security of collectlons.
Physical condition of facilities.

4/12/13
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ACCESS SERVICES DEPARTMENT, SOCIAL SCIENCE CENTER

Principal Administrator: Head, Access Services Department, Socisl Science Center
Parcnt Unit: Sccial Science Center

Role: To provide easy access to materials in the Social Science Center

" Objectives y "
1. Aid clientele in waking the best poesible use of 1ibrary resources and services.

2. Maintain an atmosphere conducive to study and research.
3. Deliver materials promptly and efficiently.

4. TFoster close relations between the Department and the other Departments in
the Center and between the Access Service units.

5. Create an environment for, and a tradition of good gervice among the staff.

Functions

l. Administer operations of the separate units that make up the Access Services -
Department of the Center.

2. Maintain eagy access to the Department's collections.
3. Ensure that collection materials are available promptly and efficiencly.

-4, Participate in development of ser--ice capabilities in the Social Science
Center and in particular for the units of the Access Services Depariment.

5. Enforce policies developed by Services Croup 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 ptogtams of the various gervice units in the Departwent 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.

ey Working Relationships

1. Personnel Office

2. Supervisors of units,

3. Other Departments of the Center.

4. Academic community.

5. Catalopers of the Social Science Center.
6. Collection development librarians.

7. Buildivg maintenance Supervisor.

Q

4/13/13
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8. Materials Processing Nepartnent in the Technical Support Group.

Reports
Statistical and evaluative reports as policy requires.

Parformance and evaluative eriteria

1. Satisfaction of readers' meeds. .
2. Reliability and speed of service.

e .. 3¢ Protection of materials against loss.

4. Physiwl condition of facilities.

4/13/13
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CIRCULATION SECTION, SOCIAL SCIENCE CENTER

Principal Administrator: Head, Circulation Sectionm, Social Science Center
Paxent Unit: Access Services Department, Social Science Center
Role: 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 envircnment for and & tradition of good scervice among the staff.

Funetiong
1. Enforce policies regarding the use of library collections, services, and
fu:llit:les. . ' ‘

2. Assist in the maintenance of 1ibrary facilities.

3. BEnforce policies for safeguarding the collections and for the protection
of library and personal property.

4. Comtrol the circulation of materials and maintain the necessary raecords.
3. Maintain easy access to the collections and assist in locating materials.

6. Provide circulation sexvices 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 collecctions. ~

8. Provide for regular inventory and search for nissing materials,
9. Search and retrieve requested interlibrary loan materials,

Key Working Relationships

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 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.

3. Physical conditions of facilities.
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MAP ROOM
Principal Administrator: Supervisor, Map Room
Parént Unit: Access Services Department, Social Science Center.
gg;gi' To identify, locate, and supply maps and atlases to a wide variety of users.

Objectives
1. Aid readers in making the best possible use of the map resources.

.2. Develop avareness among the academic community of resources available in the
Map Roon.

3. Establish procedures which emphasize simplicity and ease of access to the
collection.

4. Maintain accurate and complete bibliographic records.
S. Providé materials and information promptly and efficiently.
6. Encourage the development and implementation of new ideas for improving service.

7. Participate in building map resources to support present and future nceds 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 Hap Room in conjunction with the
collection developers.

3. Catalog new maps.
4., Process maps for use.

5. Maintain easy access to the collection by providing systems of rapid and
accurate shelving.

6. Participate in developing and implewenting 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 inveices for payment.

10. Weed the wmap collection as new editions are received.

Key Working Relationships
. Academic Conmunity.

2. Reference Departments
3. Collection Developers

. 4, Materials Processing Section, Social Science Center

4/13/13
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Reports
Statistical and evaluative reports az policy requires.

Perforaance and Evaluative Criteria
1. Satistaction of user's needs.

2. Physical condition of facilitics.
3. Raliability and speed of service.

4. Procection of materials against loss.

4113773
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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 cénter.

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. TFacilitate 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.

Functiong :

l. 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.

3. Process new materials - both monographs aud 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 awere 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 coples
for which microfilm copies are received.

11. Maiztain 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 receciving, mail, and delivery services to and fro

sexrvice center.

4/16/13
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15. Requisition library supplies.
Key Workine Relationships

1. Units responsible for materials processing in other centers.
2. All public service units

3. Catalogers

4. Collection developers

5. Appropriate units of the Technical Support Group.

Reports .
Statistical and evaluative reports as policy requires.

Performarnce 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.

&/16/73
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MICROFORM SECTION
SOCIAL SCIENCE CENTER

Principal Administrator: Head, Microform ' Section, Socfial Science Center
Parent Unit: Access Services Department, Sccial Science Center.

Role: To provide prompt, accurate, and efficient access to the Center's
microform resources.

Objactives
1. Aid clientele in making the best possible use of the microform resources
and services.

2. Create an cnvironment for and a tradition of good service among staff.,
3. Create an agmosphere conducive to study and research.
4. Provide macerta}s promptly, accurately and efficieantly.

Functions
1. Make available promptiy, accurately and efficiently the Center's collection
of micraforms.

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. Msake 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 maintcnance 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 ifuterpretation of these records.

8. Prepare prints from microforms.

9. Participate in formulation of policies governing the gervicing and main-
tenance of the microform collections and equipment.

10. Participate in consultations leading to the acquisition of new equipment.

!gg;ﬂbrking_xelationsh;ps

1. The cataloger's responsible for original catsloging of microforms in the
Bibliographic Control Division,

2. The Reproaraphy Unit nf the Peeservation Department, Support Group.

3. The Microform Unit in the Soelal Scicunce Center,us well as the individuals
and/or unics in charge of microforms in the various libraries.
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4. Outside maintenance persomnnel called in for repairs.

S. 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 Referemce Department.

Reports .
Statistical and evaluative reports as policy requires.

Performance and Evaluative Criteria

1, Satisfaction of readers' needs.

2. Reliability and specd of service.

3. Protection of the collection against deterioration and loss.

S. Physical condition of the facilities, especially the state of repair of
the machinery.
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RESERVE SLCTION, SOCIAL SCIENCE CENTER

Principal Administrator: Head, Reserve Section, Social Science Center

Parent Unit: Access Services Department, Social Science Center.

Role: To provide veserve cervices to members of the academic community.

Objcctives
1. Facilitate the use of reserve materials.

2. Provide materials prouptly and efficiently.
3. Create an environment for and a traditicm of good service among the staff,

Functions

1. FEnforce policies regarding the use of reserve collections and services.

2. Control the circulation qf reserve cmaterials and maintain the necessary records.
3. Solicit reserve lists from the faculty and process them. |

4. Obtain and process materials for reserve,

5. Maintain anl inventory the veserve collection.

6. Deprocess reserve materials. .

7. Prepare information on the status of reserve materials in machine-readable form.

8. Provide course syllabi. computer-generated proiessor’s lists, and a public
- listing. .

et

Key Working Relationships
1. Faculty and students.

2. Access Services Units.
3. Systems Office.
4. Data Control Urit. -

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.
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REFERENCE AND INSTRUCTIONAL SERVICES DEPARTMENT, SOCIAL SCIEKCE CENTLR

Principal Administrator: Nead, Reference and Instructional Services Departnent,
Social Secience Coenter.

Paient Unit: SocialScience Center.

Role: To provice a wide ranse of reference scrvices to the University community
with uaphasis oa the social sciences.

- Objeetives

1. Promote in the acadcuwic conmunity inereased awaremess of the avatladle library
resources.

2. Provide accurate and efficient refcerence service,
3. Relate library rescurces in the Center to instructional and research activities,

4. FPromote the effective utilization of library personnel in providing reference
service to the academic community. :

5. Create an environment for and a tradition of food service among the staff.

6. Create and maintain reference resources to support present and future newuds
of the University. .

Functions
l. 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 enadbling readers to locate and effectively use library
materials.

4. Develop and maintain the reference collcetion, including the Current Ducumenta=
tion Section, with recommendations from cocllection 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 inclusicn in the library collection,

8. Provide consultations on specific research projects, and act as a liaison
between clientele and resources perscnnel, when necessary.

Rey Working Relationshing

1, Members of the University community.
2, Other Reference Departments.,
3. Resources Group:
a, Cataluners
be Renourees Melilantion Office,
c. Collection deviiopurs,

4/16/73
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Reports
Statistical and cvaluative reports as policy requires,

Performance and Fvaluative Criteria

1. Satisfaction of readers' needs.

2. Reliability and speed of seivice. )
3. Security of collections.

4. Physical condition of facilities.

"ERIC 4116173
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CURRENT DOCUMENTATION SECTTON Gy 4741[43“.

Principal Admintstrator: Nead, Current Ducumentation Section

Parent Unit: Refercnce and Instructional Department, Social Science Center.

Role: To naka available within o short time of publication current documentation
in the soclal scilences.

Chjectives
1., Provide ready access to current social science documentation not accessible
through the Center's card catalogpue. .

2, Make availablae current sovclzl science documentation not available through
normal publishing channels.

Tunctionn
1., Haintalu the Center's vertical files of psmphlets, lecaflets and other
uncatalogued cphemera.

2. Maintain tha Center's sexrials vertical files, consisting of newsletters and
similar uncataloguced serials.

3. Acquire divectly matexiale [or the vertlcal files.

4., Procurc papers and proceedinss of sholarly conferences, by: (a) Continucusly
swveying the relevant literature for impending and future conferences.
(b) Soliciting popexs and proceedings {rom the organizers. (€) Carxying on
any subsequent correspondence as necded.

5. Make conference pzpers and proceedings available.

6. Participate in the preparation and malntenance of computer based access to
current documentation.

7, Implement the Center's program of maintaining security of the collections,

8. Provide directional agsistance and general information about thc unit and
its collections.

Key Workinn Relationshins

J. Colleclion Developer for sccial sciences in the Resource Development Division
o’ the Resourcesa Grnup.

2. Materlals Processing Unit, Social Science Center.

3. Curreat bocumentation Unit, Incineering and Scilence Infermation Center.

4. GCencral Reference Depactment.

5 TFaculty mcubers,

6. Systems Office and Cemputer Center.

Reports
Statistical and cvalvative reports as policy requires.

Performrnce and Fvaluative Ceiteria
1. Satiuietion ob readors poads,

.26 Curriacy cad seone of nater inls,
3. Relionitiir wad anood ol forvice,
4. Trotection of tha collecudons againgt luss aad deterloration,

5. Phaysinal conditicn of the fucilitiea,
Yy

4/16/13



Vv 4.14

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,

Objectives

1. Build and maintain library services and resources to support the instirue-
tional and rescarch nceds of the University, especially the gcaduate
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 reseurch.

Functions
l. General

a. Participate in establishing policies regarding the use of library
collcctions, services and facilities.

b. Enforce establiched libdbrary policies.

c. Maintain easy access to the collections and assist in locating
matericls.

d. Enforce policies for safeguarding the collections and for the
protection of library and perscnal propcrty.

2. Access Services Department
a., Circulation Unit

1) Control the circulation of materials and maintain the neressary
records.

2) Provide rapid and accurate shelving of material and necescary
shelfreading of the lihrary's collections.

3) Provide for rcgular inventory and scarches for missing materials,
4) Scarch and reotzieve requested interlibrary lcan watarials,

§8) Yroovide clriulatica norvices such o8 roaclls, veader reqguest
Wolds, ona 9tz oet icss,

6) TI'rzepare and yprnses. IF-livoices.

5/11/73
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b. Materials Frocessing Unlit
1) Maintain the departmental c¢ard catalog, serials catolog, and
shelflist with the assistance of Suppoct and Resource Group
personnel; includes making corrections and additions, with-
drawving cards, ectc.

2) Process new wmonographic 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.

‘Qi 4) Search titles in the IPL, card catalog and certain biblio-
qssﬁb graphic tools before ordering.
gisgs S) Type, file and forwsrd serial aad monograph orders.

6) Prepare monographs and sevials for binding following established
guidelines.

7) Maintain newspaper files and coordimate the disposal of the
paper copies for which microfilm is received.

8) Approv: serial invoices for payment.
9) Open and route mail.

10) Maintzin photocopy wachines (two for the public and one for
internal use).

11) Work with collection developers and the head of Preservation
Department to astablish and carry out preservation policles.

12) Requisition library supplies.

13) Account for money received through fines, photocopying wmachines,
etc., record pctty cash expenditures.

. Mtcroform Unit

1) Maintain and make available promptly and efficiently the Businecss
Library's collection of microforms.

2) Maintain in good working order the machinery needed for reading
and printing the microfoms,

3) Prepare prints from microforms as needed.
d. Financial Collection 1

1) Acquire material for the collcction according to established
guldelines (usually through solicitation).

1. This 1is an uncataloged collection; i¢ includes the Matvvyn Scudder Collection
of Anuual Reports, 10K reports, listing statements, etc.

ERIC | 5/11/73
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2) Create and maintain bibliographic records for this collection.

3) Control tie use of materials in the collection.

4) Provide rapid and accurate shelving and refiling of watcrials.

5) Provide for regular iuventory amd searches for missing waterials.

6) Arrange for the disposal of paper copies (of annual repcrts)
after microfiche copics are received.

3. Reserves Department
4. Materials Processing Unit

1) Solicit reserve lists from the faculty and process them by

searching the titles i{n the Business and Butler card cataloge
§' and certain bibliographic tools. .
§ 2) OLtain materials for reserve by either:
& a. Ordering “"rush" through acquisitions.
& b. Intra-library loan
$ ¢. Making photocopies
Q d. Checking~out of a Business book to Rescrves for an indefinite
loan. *

3) Request permission to photocopy from the publishers as i.ccessary,
and maintain a file of requests and rcsponses.

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 "worklist" for the
reserves staff, etc.

5) Keypunch and submit cards as nccesssry in order to keep the
printouts accurate and current.

6) Plate, pocket, tape and mark reserve materials accordiug to
eytablished guidelines.,

7) "Deprocess" reserve materials according to established guide-
lines; includes forwarding uncataloged matcrial to Data Control
for subsequent cataloging.

8) Maintain prblic files of course syllabi and exams.

b. Circulation Unit
1) Page requested items for veaders.

2) Control the circulatioa of reserve materials and maintain the
necessary vecords.

ERIC 5/11/73
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3) Provide rapid and accurate shelving and f1ling of reserve
materials.

4) Provide circulation services such as overdue and fine due notices.
5) Prepare and process F-Invoices.

6) Inventory and shelfread the reserve stacks as needed.

4. Reference and Instructional Department

a. Ansver reference questions, asked either in person, by mail or on
the phone.

b. Ansver general and informational questions.
¢. Prepare bibliographies and instructional aids.

d. Provide consultations on specific topics, chiefly with graduate
students and faculty members.

2

g e. Provide tours and classroom instruction, chiefly for graduate students.
§ £, Participate in producing the Social Science Union List of Serials.

4§; g. Revizw interlibrary loans before they are sent out.

5. Collection Develepment (Business Library personnel when performing the
functions listed would report to appropriate individuals in the Resources
Group . )

a. Select materials for inclusion in the Business reference and general
collections including monographs, serials, documents, and services.

b. Resad book reviews, scan MARC printouts, etc. for selection purposes.

Rey Working Relationships

1. Personnel Office

2. Planning Office

3. Acquisitions: Bocks and Serials and Documents

4., Bibliographic Control Division

5. Computer Center

6. Guneral Reference Department

7. Other departments and libraries in the Social Science Center
8. General Services Unit

9. Resource Utilization Office and Resource Utilization Division

Reporting Relationshins
Director of the Social Science Center

Reports
Statisticnl and evaluative reports as policy requires.

2. This is a conputer-produced 1ist covering the following librarjes: bisiness,
International Affairs, Social Work, International Law and Journalism.

5/11/73



Performance and Evaluative Criteria

1.
2.
3.
4.

Satisfaction of readers' needs

Reliability and speed of service

Protection of materials against loss and deterioration
Physical condition of facilities
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JOURNALISM LIBRARY (ARTHUR HAYS SULZBFRGER MEMORIAL LIBRARY)

Principal Administrator: Head, Journalism Library

Parent Unit: Socilal Science Center.

Role: To provide library service to the academic community in the areas of
Journalisw (broadcast and print), Mass Communications.and currenc
oevents.

Objectives ‘
1. Build and maintain library services end resources to support the instructional
and rescarch needs of the lniversity, eupecially the School of Journalilcia,.

2. Aid clientele in making the test ponsible use of the Journalisnm Librery's
resources anc scrvices, and to direct them to other resources and services
of the Columbiz Library system when appropriate.l .

3. PFoster close reistions batusen the Library and the academie couanunity.,
4. Create an acmosphere for. and a tradition of good service among the staff,

5. Provide matesials and scrvices as lumedlately as possible concistent with
efficiency.

Functions
1. Gencial
a. JPaorticipate in esteblishing policics regarding the vse of library
collections, services, and focilities.
b. Maintain eucy access te the colicctions and assist in locating matertals
and iniornation.
c. Enforce policies for safeguarding the collections and for tha protec-
tion of library and persocaal propcrty.
d. Act as a lixzison betwvecn the Schcol of Journalism and the Libraries
&8 & whole.

2, Access Services
a, Circulation
1) Control the circulation of materials and maintain the necessary
recoyds.
2) Provide rapid and a2ccurate shelving of material and shelf-
reading of the library's collections.
3) Provide for renular iwventory and searches for missing material.
4) Search and retrieve regqun~stod interlibrary loan materials.
5) Provide circulatioa services such &8 recalls, reader Tequest
holds and overdue nctices.
6) Preparc and process F-invoices.
7) Placc requested and heavily used materizls on reserve for room
tse and short term loanit. 1In connection with this mark 9
miteriaas and catajog cords and provide necessary lists,

D e S

1 Intexlibrary Loan, Microform Readin: Roor, Photopraphic Services, and indced
alucnt every library unit ot Colaahia at tiwes. Our studeats write on almost

5/29/13
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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 orxder
to claim missing waterials.

4) Type, file and forwsrd serial and monograph orders.

5) Search titles in IPL card catalog, and certain bibliographic
tools before ordering.

6) Process gift materials, selecting those items vwhich are needed
in the Journalism Library and forward remainder to Gifts and
Exchenges Unit, 2ccording to guidelines established with the
Resources Group.

7) Buy or otherwise obtain materials, such as newspapers, current
magazines, etc., that are too quickly needed, cphemeral or
otherwise unsuited to the normal order routine.

8) Send materials that are acquired directly (through purchase or
as gifts) to the Bibliographic Control Division for catalering,
etc.) ' .

9) Prepore materials for binding fellowing astablished guidelincs.

10) Approve serial invoices for payrent.

11) Mainrain newspaper £iles aad coordinate the disposal of paper
cuples which a2re no longer neceded.

12) Open snd voute nail.

13) Maintain photocopy machine ond three microfilu readers.

14) Esteblish and catry out preaervation policiea in conjunction
with the head eof Yreservation.

15) Requistition supplies for the library.

3. Reference and Instructiorn
a. Yaview interlibrary loans before they are gent out.
b. Prepare bhiblicgraphies and other instructicnal ajds.
e¢. Answer refcrence questions In person and by telephone and mail.
d. Provide cousultations on specific topics.
e. Provice tours aand orientation instruction.

4. Collection Development (with a reporting relatiorship to Resources)
a. Select materials for inclusion in the Journalism collection.
b. Read book reviews, scan MARC priatouts, etc. for selection purposes.

5. Newspaper Ciipping Tile (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
cf journals or locse material in envelopes. More often it is notebooks
or foiders the faculty member himself has prepared or gathered.

3 Sources for gifts which come dirvectly to the Journalism Library are Columbia
Journalism Revicw, Public Opinion Quarterly and the Pulitzer Prize Committee.
There are also occasional personal giits. A high percentage of the matcrial
from CIR is added to our permanent collection.
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Select and clip irems to be added to the clipping file.

Identify each clipping with name of newspaper and date of publicaticn.

Assign topizal and biographical subject headings to clippings and
file In folders.

Maintain a file of these folders in the electrical-mechanical filing
cabinets.

Maintain a topical subject heading 1list for the file. (This includes
making, expanding and deleting subject headings).

Provide information and folders from the file to library users.
(This ineludes helping them decide which folders. they necd to see).

Mark folders with subjeet headings, beginning of file date and miforma-
tion os to laut filing or use activity.

Weed folders ard clippings no longer needed, according to established
guidrlincs,

Assist in the dncumentarion of the history of Columbiz Universicy by
sending clippings dealing with Columbia to Columtiana.

Pulltzer Prize Collectiom

d.

b.

Ce
d.

C.
f.
L
h.

Receive pvire winming exhibits from the Pulitzer Prize Comsittee.
(These are given to the library each May, immediately after the
prizes are avarded).

Provide c¢lass muirk for each exhibit. This class mark indicates the
sategouy (repoviing, drams, ete.) for which the prize wae riven,
and toi'cthber with the dote of the prize provides a ey to the
locntion of vha oxnibit.

Work with Seriais Cacaloging to catalog each exhibit brielly.

Daplicate catalop cards so that oae catalog czn be kepi. with the
Puiitzer Prize Coilection and another in the main librory quartoers.

Mairtain & sheliiint and lecation list for the exhihits,

Shelve the exhilbiig dn the Pulitzer Prize Foom.

Provide controll~d sczess to the exhibite.

Argwer questienz (in person, telephone, mail) about the exhibits.

Key Workine Relationzhips

Personnel Orijce

Library Technical Support Croup

Geaeral Services Uait

Library Coamittee of the School of Journalism
Puiitzer Prize Committec

Microforms Unit

Bibliographic Control Division

Special Collections (ColumLizna).

Resource Utili~ation Office

10. Other departments and libvaries of the Socia) Science Center.

1.,

9.

Reporting Relationship
Director of the Social Science Center

Reports
Statistical and evaluative reports as needed.

Perfornanse and Evaluative Criteria

1.
2.
3.
4.

O - et e £ S 4 WA AP

Satisfaction of readers’ nocas,
Speed and reliability of tervice
Physical condition of facilities.
Collection maintenance and neecurity.



SOCIAL WORK LIBRARY 453y

Principal Administrator: Head, Social Work Library
Parent Unit: Social Science Center.

Role: To provide library service to the acadenic community in the area of
social work. .

.0h19ct1ves
1. Build and maintain library services and resources to support the instructional

and research needs of the academic community, especially the Scheol of
Social Work.

2. Aid users in making the best possibie use of the Social Work Library's
regsources and services.

3. Provide library services and resources in the most efficient way pussible,
4. Provide an environment conducive to effective study and research,

5. Maintain mutually helpful relationships with faculty, students, alumni and a1l
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 regerding use
of the Social Work Library and its collections, services and fecilities.
b. In conjunction trith the Resources Group, particlpate in budgeting and
adninister funds allocated to the Social Work Library, monitoring
accounts aad calling attention to adjustments as needed.
¢. Establish and maintain routines for ordering materials, requisitioning
supplies, handling mail and processing.

2, Reference and reader services:

8. Answer information and reference questions.

b. Help recaders to take maximum advautage of the library's resources in deal-
ing with specific instructional and research problems,

¢. Provide consultations cn 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 lista for current courses.

3. Access services:

a. Control the circulation of materials by maintaining necessary reccords.

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 F~invoices.

@. 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 arecas not open to readers.

h. Provide rapid and accurate shelving of materials.

i. Search for miscing materials.

J. Maintain interiibrary loan services.
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4. Bibliographic Control:
8. Maintain the Social Work Library catalog, serials catalog, reserves card
file and deportmental shelflist with the assistance of Support and
Resource personnel.
b. Maintain such auxiliary aids a3 a checklist of soeial agency publications
and a card file of alternate locations for journal and other articles.
¢. 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 refemnce tools,
monographs, serials, documents, agency publicaticns 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 oxder
files, rel:vant 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 wonographs and serials,
including such operations as adjusting records, taping, plating, pucket-
ing, stamping.

c. Systematically review order files and other records and claim missing
nmaterials.

d. Following regularly scheduled inventories, forward orders for rcplaccments

"~ as needed.
. Identify and recommend materials for preservatiom.

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 Dcan 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. Jnter-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.

orts
Statistical and evaluative reports as policy requires.

Performance &nd Fvaluative Criteria

1. Satisfaction of users' needs.

2. Reliability and speed of service.

3. Protectioun of maierials apainst loss and deterioration.
4., Physical condition of facilities.

6/7/13
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PROFESSIORAL ADVISORY COMMITYERE

Trircinal Administrator: Chairperson, Professifonal Advizory Comrittuaa

Parent Unft: O0Office of the Vice Prosident for Information Services & University
Libcarian,
Role: To provide comprohonsive professional advice and counsel, often basad
on spocific studies, to the Vice President and University Librarian
and the Piamming Office.

hiactives
1. Provade professional advice and recommendationrs to
the Univarecity Librarian and the Planning Offlce.

2. Provide an effective mechauisn for the study and sclution of probleas and
aceas of difficulty.

3. Bring che akills and experience of Library staff me-bers into che decision-
zaking process.

4. Heep the Iibravy staff awvare of and intercsced e poals and activities
of thn Cermittee as appropriate,

Jrvaecions
i. Jtva} awd distuss problems and areas of difficulty as requcstced by the
University Librarian er the Plaauning Offlcea.

2. ideatify problems and aceas of difficulty, iucluding areas suggeszed by
other mucbers of tha staff, which need to be studied,

J. Orgenize and particlpate in Task Foreces which coenduct specific stuules in
nuSAsSLUry atTuas,

4, Make recomnandations for action to the Univaraity Librarian and the
Placniny O0f£fice,

5. liatntaln coumunicotion with the Library staff regarding the Cerrittee'e
goalas nnd activities,

Ker Working ¢olationshipg
Lo Planning 2{tdice
2. Ottice of tha Vice President for Information Services ard Univocsicy Libearian,

3. Professiumal Advisory Committec Task Torce Mcwbers,

E: norts

duposcts as desired to:

1, Office of the Univecsity Librarian

?. Planning Office

3. Library Staff, often throvgh tha Representative Committce of Librarians.

Pocformenes and ¥valuativs Criteria

L. osountness ct racetmendations

2. Effectivenuss of Tuck Forces

3. 2rocedural efiiciency

4. Scope of staff particivation in decision-making,
5. »auccessful identification of problem areas.

5/30/13
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STAFr DEVELOPMENT COMMITTEE

Principal Administrator: Chasrperson, Staff Development Committee.

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

Role: To advise the Vice President for Informatfon Services ad University
Libraerian on promotion of professional staff members within levels of
librarianship and to advise the Assistant University Librarian for
Persomnel on evaluation procedures and developmental propnums for all
categories of library staff,

Obiectives

1. Evaluate and recowmend action regarding promotion of members of the pro-
fessional staff from Librarian 1 to Librarian 2 and from Librarian 3 to
Librorian 4.

2, Advise the University Librarian and the Personnel otfice on all matters
concerning staff development,

3. Asgist the aprropriate officers in the continuous training and developuent
of the entire library staff.

4. Prowmote the development of individual careér plans for professional staff
members.

5. Aid the staff in Lkecping 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 exemine 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 bools pertinent to professional development,

9, Estalllish guidelines for professional, cducational, and research leaves.

Key Workina Relationchips o
1. Assistont Undversity Librarian for Personnel | / /

5/30/73
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2. Staff Development Officer.

3. Assistant University Librarian for planning.
4., Professional Advisory Committee.

5. Representative Committee of Librarians.

Reports: Minutes and advisory reports to the Personnel Officer and the
Vice President for Information Services and University Librarian.
Performance and Evaluative Criteria

1. Impartial evaiuation for promotion of professional staff members.

2. Training pregrams relevant to necessary staff development.

3. Effective orientation programs.

4. Administrative awareness of staff development uceds and programs.
5. Staff awareness of pertinent literature.
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ORCANIZATION TASK FORCE AEM?
Chairman: George Lowy* Librarian, International Affairs 4ﬁ@z‘t?
Administration: ‘ c
Frederick Duda, Assistant University Librarjan for
Persomnel .
Warren J. Haas, Vice President for Information Services and University
Librarian

Joel Karp, Operations Analyst, Planning Office
Jerome Yavarkovsky*, Assistant Univeraity Libraerian for Planning

Services Group:
Grace Bermingham, Librarfan, Social Work Library :
Mary Ann Bourke*, Assistant Librarian, Business Library’
Frederick Byrne*, Librarianr, Instructional Library
Edith Crockett, Librariam, Ceolopgy Library
Wade Doares, Librarioan, Journalism Library
Jane Dortuan, Librarian, Biological Sciences Library
Ben Driver, Librarian, Business Library .
Diane Goon, Reference Librarian, Butler Library :
Harriet lloptner, Reference Liorarian, Social Vork Library
Kurt Karlssen, Librarian, Mathematics Library
Mary Lou Lucy, Librarian, Butler Library
Claire Mayers, Librarian, Geoscience Library
Eileen McIlvaine, Reference Librariam, Butler Library
Adolph Placzek, Librarian, Avery Library
Janet Schneider*, Reference Librarian, Internatiounal Affairs Library
Ellen Schwartz*, Reference Librarien, Medical Library
Charlotte Smith, Head, Reader's Service, East Asian Libracy
Yoram Szckely, Circulation Librarien, International Affairs Library
Thomas Watkins, Librarian, Music Library

Support Group:
Donald Anthony, Associate Director of Libracies
George Boinay, Head, Serials and Docuuents Acquisitions
Ruth Bussert#®, Head, Circulation Depactment, Butler Library
Martin Colverd, Assistant to the Associate Director for Technical Services
James E. ¥all, Mead, Processing Department
Evelyn Lauer, Librarian, School of Library Service Library
Carol Mandcl*, Cataloger
J. Bryan May, Documents Librarian, Documents Acquisitions
Gail Persky, Cataluger, Processing Section
Theodore Rauch, Serials Librarian, Serials Acquisitions

* Professional Advisory Comuittec
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o ORGANIZATION TASK FORCE
(page 2)

Resources Group: '
Walter Baraard, Bibliographer, Butler Library
Ilonec Bicselk, Cataloger
Ann Borsuk®, Refevence Librarian, Business Library
Laura Cummiags®, Head. Serials Catalopirng
Georg~ Gidbs, Assiscant to the lead, Urigioal Cataloging
Joan Jacksom, licad, Searching DRepartaent
Erle Kawp, Assoclate Divector for Technical Services
Cregory Loster, Scrials Cataloger
George lLowy*, Librarian, Interaational Mfsirs Library
Ellis Meount, Librarian, Engineering Library
Fugene Cheehy, Head, Refercnce Dopartment, Builer Librasy
Frarl: Unlandherm, Bibiiogrepher, interracioral Affairs Lidbrary
Elizadeth Widenmann®, Catalogor and kidlicarapher, Internatiounal
Affairs Librevy.

* Yeeilessional Advisory Scrmulttee.




