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Newspaper Clipping Files

Three newspaper librarians described how they manage

the files of newspaper clippings which are a necessary part of their
collections. The development of a new subject classification systenm
for the clippings files was outlined. The new subject headings were
based on standard subject beading lists and on local need. It was
decided to use a computer printout format, since this was relatively
inexpensive and allowed for easy updates. The system began with the
newspapers of January 1, 1974, the o0ld clipping files being left as

they were.

The librarian at the Denver (Colorado) "Post" discussed

the problems of updating the subject headings of a clippings
file--headings which must change frequently to accommodate newvw names
and concepts as they appear in news stories. Under the supervision of
an index editor, a standard procedure was outlined for the daily
revision of the subject headings in the "Post!s" clipping files.
Day-to~day file revision and correction procedures from the Milwaukee

(Wisconsin)

"Journal and Sentinel" were described. The

question-and-answer period which followed these three presentations

is transcribed.
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The Uinmi Naee 1s on afterneon paper with 2 cirauwlalion of approxi-
matiely 75,000 and an eliterial ctall of 83.- The library staff consists
of three rull-time wu’ threc part-tive people.” Two of L)c full-tiwe

library scicuce,

The {irst- profess 3 i fan was hired in August of 1971 as part
of a reorgonivation plcn fcr the library. At that time the staff consisted
of one full-tine clerk and time summcr clerk.

For sor.e time th-libraiy had been unuble to meet the rcference
and research needs of the neuspaper staff. The library operated on a
sel f-service basis, ard 1reguently the reporters were unable to find the
information or the material they necded. In addition, the library was
chronically bchind en its daily work load; it was not unusual for weeks
of newspapers and photographs to be backlogged for clipping and filing.

T

In the fall of 1971, the library established two geals: the first
4 he “:&L’l’u} oi the librevy to process the-daily volume of
te reorgmize speciific areas of the librarywhich
lthQ areas included the clipping and photo files as
ap ond pemphlcel collectionsg.. Itewas decided that the
area vhich varranted high prierity znd imtediate attention was the subject
in f

I
77
¢
(2]
S
.
r‘
1)
A

The subject clip files consisted of two separate areas. The first
omprised 18 file cabinets, each f’ve drawers hiigh., The sccond file con-
sisted of about 20 cardboard trans-files located along the top of the 18
file ccbinets as well as on various tables around the library. In 1970,
the 1& file cabinets had become overcrowded, and the library staff had
started using trams—files. Eventuslly the trans-files became a miniature
self~contained file holding material less than two years old. In searching
for material, it was necessary to check in both the trans-files and in
the 18 file cabinets., .

Locating material in the 18 file cabinets was very difficult. The
last four cabinets consisted of special individual drawers of material
arbitrarily pulled out of the regular alphabetical file. There were
no cross references to indicate their special location. These special

cabinets contained individual drawers on "Ships," "Outer Space,' "Foreigh
Countriec,'" "Universities," "Sports,' “Airplanes," etc. Within the other
14 f£ile cabinets, the i lcs vere {requently not ‘n alphabetical order. =
Apparently this occurred as a result of Light space; a draver would be
rovad down two or threce drawers to a location that contained more room,
regardless of Lhe impact on the alphabetical order., -

"
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Perhaps the greatest problem was the manner in‘'which clippings were
assigned subject headings. There was no recorded list of headings. The
headings used were inconsistent, irrational and arbitrary, generally
reflecting years of neglect. Locating material required ingenuity, dedication
and a certain amount of Jluck.

Faced with this situation, the library had two alternatives: first,
it could attempt to reclassify and reorganize the old files; second, it
could abandon the old files in their disorganized state and start a new
system beginning with a pre-determined date in the future.

M

In studying the first alternative, the library considered making a

list of subject headings in the old files and reorganizing not only the

subject headings but also the clippings within the files. However, the

problems appeared overwhelming. The number of subject headings was esti-

mated at 30;000. To compile such a list and then reorganize it would have

been a mammoth task. Without reorganization, the headings were useless.

An even more difficult task would have been the reclassification of approxi-

mately 30 years of clippings according to a newly structured list of headings.

The newspaper could afford neither the time nor the manpower for its

accomplishment. Even with such an investment, it was questionable how

substantial the improvements would be. It was an unrealistic alternative.

The second alternative had a number of advantages. Various sources

had indicated that in newspaper libraries 90 percent of the requests for
- subject clips are for material less than two years old. These figures
were verified in a two-week survey at The Miami News library. According
to these statistics, if the library started with an entirely new system,
in two years the new system would be handling 90 percent of the requests.
With the staff resources of the library, it would not be possible to
effectively reorganize the old files, but by starting d new system the
library had reason to hope for achieving a major improvement in its service
to the editorial staff. The library decided on the second alternative.

o

The first project was to build the structure of a new subject classifi-
cation system with established written procedures prior to its implementa-
tion. This model system would consist of a list of subject headings_.
incorporating the structure and rules of the new'system as well as a written

~-guide detailing the procedure of its operation, in order to insure its
consistency and continuity. This model would be the source for assigning
headings to stories in the newspaper beginning on the first day of implemen-
tation and from that day forward.

The new system.developed by the library was based upon a number of
important factors. First, it was developed from the subject material
used in the library's own clipping files. The library was fortunate in
that it had a unique subject file consisting of clippings less than two
years old. These headings were contained in’the cardboard trans-files
mentioned earlier. The 20 boxes consisted of approximately 4,000 headings.
These headings were tape-recorded and typed onto three by five cards.
It was basically from these headings that the new model system evolved.

4
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Second, the library acquired as many other newspaper library subject
heading lists as possible and used them as a comparison in determining i
not only the underlying structure of the new system but also for determin-
ing word usage and phraseology.

Third, the library consulted standard national library lists and )
procedures. Thesc included the Library of Congress ‘List of Subject Headings,
the Sears List of Subject Headings, the headings used in the Reader's
Guide to Periodical Literature, the subject headings used by Facts on
File, as well as those in the New York Times Thesaurus of Descriptors .
and other nationally accepted library subject heading lists and indexing _
lists. - . . -

Fourth, heavy consideration was given to the scope and orientation
of The Miami News. The News can be regarded as primarily a local newspaper
interested in the events of Dade County. National and international
news are supplied by wire and syndicated sources.

Fifth, and very important, the general needs of the reporters (the
- kind and the form of information requested) played a major role in deter-
mining the structure of the new system. The needs of the reporters are
reflected in the unique way in which the editorial staff requires local
events to be classified. Another newspaper in the same town might prefer
information on local events to be filed differently. Even the local public
library handles current events differently than the News library. A critical
factor is the library clientele.

The most important criteria in determining the new classification
system were the first, fourth, and fifth factors listed above. The system
was designed to meet the needs of The Miami News editorial staff. The
second and third factors were critical for insuring the professional quality
of the system and for insuring its long-term success based on an under-
lying rational structure consistent with established rules and procedures. °

Creating the model system comprised the main portion of the manhours
involved in developing the new system. It consisted of two parts: first,
the model 1ist of Proposed Subject Headings, 90 pages long; and second,

a Guide to the Use of the Proposed List of Subject Headings. This guide
is the heart of the entire classification system. It explains its basic
structure and orientation and is intended to insure its consistency.and
_ continuity. The table of contents lists the following topics:

N

1. Introduction ‘ 1
A. The need for a guide 1

B. Basis for size and scope of list 2

C. Basis for filing rules 3

- 2. Subject vs. Geographic Orientation ) 3

3. Government Structure
A. Dade
B. TFlorida
C. United States

W
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6.

9.

10.
11.

12.

and updating the list of subject headings used on a daily basis,

.

Geographic Treatment 5
A, Within Dade . 5
B. Outside of Dade+: . 6
C. Foreign countries (lj
Types and Wording of Subject Heading 8-10
(Single Word vs. Running Phrase vs. Classified)

Organizations: Method of Determining the Main Ent:y Word 10
A. National associations 10
B. Local community groups _ 11
C. Government departments__ ._ = _ C11
D. Business corporations 11
Rule of specificity: Choice Between Alternate Headings 12
References @ 13
A. Cross references 13
B. Tracings - 14
C. Notes 15
Ethnic, Cultural and Special Interest Groups 17 .
Acronyms and Abbreviations N 17
Treatment of Special.Series Stories 18

Duplicate Filing

p/s
The next major project involved determining the form for maiitaining”
The library

considered a number of different forms in use in other libraries across
the country but decided on a relatively 1nnovative form--the computer
printout.

1)

2)

3)

4)

markers and one that is used by reporters and library users.

There are numerous advantages-to this format:

Multiple cross references can easily be added without overburdening the
list, unlike a Linedex, wh1ch has a limited capacity.

Changes can easily be made to parts of the list.
Multiple copies are easily made. The Miami News has one copy for the
Also, at

various times extra copies have been made for the managing editor and
the metro editor.

Individual sections can easily be printed‘separately; for example, a
separate listing can be made of those headings pertaining to the Republi-~
can National Convention or any other desired subject.
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5) It is portable and compact. As you can see, it was easy to bring a
* copy to the convention here today. This would have been impossible
with a Linedex,

6) It is flexible enough to incorporate major changes and improvements
in the entire format. In other words, it has long-range :apabilities
for reprograming to utilize machine-readable type or teo generate machine-
produced key word listings. Hopefully, it could provide the groundwork
for developing a computerized index or list of subject headings which
could be interfaced with a microfilm retrieval unit containing clippings.

7) The cost is relatively inexpensive and when compared to the abve¢ bene---
fits is sufficiently worth it.

" After the decision was made.to use the computer printout, t! raxt
project involved determining the details of the format and workin: on the
actual programing with the data processing department. This included such
problems as recording new headings to be added to the list and maintain-
ing an updated list of subject headings betweer computer printouts. It -
was the library's intention to minimize any additional work required.
Through careful planning the additional work load equaled, or was perhaps

. less than, that required for maintaining a Linedex. Any increase in the

work load was determined more by the difference between having and .not
having a list of subject headings than by the use of a computer printout
format. ‘

The next step was one of implementation. The date was set at January 1,
1974. Newspapers dated January 1, 1974 were to be marked according to the
rules and regulations set down in the Guide to the List of Subject Headings
and according to the model list of Proposed Subject Headings. 1In preparation
for the implementation, filing cabinets; as well as file folders, labels
and other miscellaneous supplies, were ordered..

) Coincidentally, January 1, 1974 was also the date chosen to implement

a new system for classifying subfect pictures. Prior to that time, subject
Pictures had been filed in the same folders as the subject clips. This had

not been an entirely satisfactory arrangement. The new photo file would
parallel as closely as possible the headings used for the new subject clip file,

On January 1, 1974, the new system began. The first day there were
perhaps as many as 40 subject headings; the secord day, the total was
approximately 70. The list grew daily from that point; the printout last
week totaled almost 4,000 subject headings. These headings include names
of businesses as well as those of community organizations and groups.

Initially the list was printed every week, due to the high quantity
of new headings added each day. After a couple of months, as fewer new
headings were generated, the list was printed every two weeks. After three
months, the list was printed about every two weeks. Then, beginning iqs
April, it was printed once a month, on a permanent basis, as anticipate
in the original planning.
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The computer printout list is updated daily by making carbons of the
labels that are typed for the new file folders. Thus, the original typed
label is for the new felder, and-2 carbon of the label is put into the
computer printout list in the correct alphabetical position. The printout
list is formulated so that it is of sufficicnt width to irncorporate the’
carbon labels on the right margin of the listings. When a new subject
heading is crcated, the marker records the heading on a special sheet
used later for keypunching. It is from this shecet that the labels and
carbons are typed for the file folders and for the printout list. It is
also from this sheet that the keypuncher in the data processing department
punches the card to be used in the computer program. So the labor consump-
tion consists of the marker recording the subject heading only once and the
typist typing the label only once. From this, the daily updating of the
printout list and keypunching for the computer is accomplished.

The keypunch cards are used as a means of feeding the information
into the computer run; however, the actual merging and sorting is done by
a combinationm of both disk and tape. In other words, the keypunched
cards are only a temporary step in the entire program. After a run has
been made incorporating whatever changes are desired, the newly generated
list is stored on magnetic tape.

The following steps are involved in having a new printout made:

1. The keypunch forms are taken to the data processing department
on Friday afternoon.

2. Friday afternoon and evening the cards are punched. ___ _ .

3. On Saturday the cards are run through the computer and the changes
to the list are incorporated through a sort and merge process using =
-both disk and tape.

4. On Saturday the new lists are printed.

5. Monday morning, when the lf§¥ary staff reports to work, the computer
printout lists are ready.

The new system has been in effect for approximately five months. The
impact on the library and the ncwspaper has been significant. First, -the
library users have experienced. a major difference. It was mentioned
above that the library is a self-service one. For the reporters, acces-
sibility to the files and clips is much improved. For them the inconveni-
ence of having two separate sets of files (pre-1974 and post-1974) is in-
significant compared to the improvement in retrieval of current 1974 informa-
tion. And surprisingly, the reporters like to use the list. Rather than
automatically use the marker as their "retriever,' as frequently occurred
before, now the reporters generally go first to the list, which is located
right on top of the subject clip file cabinets. They use the list with
its many cross references to locate a specific heading before referring
to the actual clip files. There are still instances when the library
staff is called upon to assist reporters in locating the information they
require, but tliese have been reduced substantially.

Second, the library staff, tvhich has operated both without a list of
subject headings and with a list of subject headings, feels that the
benefits of the list outweigh the resulting inconvenience of having separate
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clip files, i.e., the "old" and the "new."

Third, the new system insures consistency and continuity in the as-
signment of subject headings to news stories. This is important whether there
is one marker or several. Different individuals-vary in how they "mark"
the paper. Even the same individual marker contradicts himself over a
period of time. Having a list with specific guidelinés and procedures
minimizes this problem,

Fourth, the library clerks are able to use the list, to become familiar
with it, and to provide assistance to reporters without constantly inter-
rupting the marker for assistance.

Fifth, the newv system also insures continuity in the entire library
file and prevents the development of those problems which exist in the
"old" Miami News files. Because of them, approximately 30 years of vital
history are almost inaccessible. : S

~ Sixth, the library service provided to the reporters has been improved
substantially. This has enabled the reporters to more effectively research
and report information in the stories they write. And this in turn enabdes
The Miami News to improve the quality of the news product read by the public
each day. A survey performed by the library some time ago indicated that
42 percent of the locally produced hard copy news in the "A" Section util-
ized library information or materials. Hopefully, any major improvement
in the capability to retrieve information from the library should have
a significant impact on that 42 percent of the "A" Section of the newspaper,

" In reviewing the project undertaken by The Miami News library, a
nunber of conments can be made. To operate effectively, a newspaper library.
must have a list of subject headings both to process and classify incoming
new material and to retrieve stored material. Ideally, this list should
reflect all the subject headings used for the entire clipping file. However,
if a library does not have a list of those headings, the important factors
to consider are how much elapsed tiie and how many man-hours would be required
to record those headings. Another important factor is how bad the situation
is in the subject files. In some cases very little revision work is necessary,
and perhaps all that is needed is a typed list of those headings which already
exist in the files. The situation at The Miami News was such that a great
deal of effort would have been required. The Miami News chose: its course
of action becuase, with a minimum of man-hours, a minimum of elapsed calendar
time and minimum of expense, it was able to arrive at an entirely new,
effective, modernized subject classification system.

For those newspaper libraries which are considering undertaking a
similar project or revising their headings, The Miami News would like to
mention that it will make available copies of The Proposed List of Subject
Headings, The Guide to the Use of the Proposed List of Subject Headings and
the most recent computer printout of The List of Subject leadings Used
in the Files.
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The Stress and Strain of Streaking
Through Subject Headings

by

Leslie Parsley

!

One of the definitions for streaking is "to rush swiftly," but Webster
doesn't say anything about rushing swiftly minus.one's clothes. In the
unlikely event 1 were to streak through this convention, would you put me
under STREAKING, or NUDES & NUDITY, or FADS? Because Denver has had some
interesting occurrcnces in this area, we would use:STREAKING to haandle the
here and now, but we'd also use NUDES & NUDITY for a reference in 10 years
when people won't necessarily remember the popular term.

This is an example of why I don't think an index exists which applies
to the neceds of the newspaper library. None of them deal to the extent
that we do with everyday affairs within the framework of a constantly
changing language. What index would have STREAKING the first time the term
appeared in a stery? This is only one of our problems,

Another problem we have is of the opposite extreme: headings which
remain fairly stable over the years i.e., city, county, state and federal
government, crime, accidents, etc.

I hope that by briefly outlining what we-.do at the Denver (Colo.) Post
I may give you some ideas regarding subject headings~—or you may give me
some ideas--or we may just all get together and cry for lack of the perfect
system, First, I'11l illustratc bow t.e routinely update our headings and
then I'1l1l bricfly describe our present revising project. I1've made flow
charts to help you understand our sectup.

Daily Routine of Updating leadings

We have an index editor who is responsible for the revision and coordina-
tiop of subject headings in the authority, clip and index files. As they
come up, obsolete and irrelevant headings are weeded, new headings are
created, and current headings are re-evaluated. All new headings and
major changes are subject to the approval of the librarian.

Vhen the filers can't find envelopes for new clips and when the
indexers can't find corresponding index cards for new entries, the clips
and cards are eventually sent to the index editor. Thé flow charts will
help you sec the actual route. If a heading is considered valid and the
index editor decides to make it .new, she stamps the clips "NEW." The
clips then go back to the filers who type new envelopess The index cards
are returned to the indexers who file them in the master file. The index_
editor then types and files the authority cards with all the new headings.

When we make a revision, the index editor must coordinate the headings
between the clip, index and authority files. She does the following:
1) Moves the old clips to their new place in the files and types new
envelopes; 2) Types a "SEE" card to be put in place of the old heading;

10
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3) Puts a rubber band aroumd the index cards with the old heading, placing
a bluc card in front saying what the old heading has been changed to and
the date of the change; 4) Puts the old index cards in their nevw place

in the files; 5) Discards the old heading in the authority file and types
a new one, including the dite of change.

e didn't do all this until I was put in charge, but I think it's
most important to take the time to move the old clips and index cards to
the new places because, te me, it's only logical to have the same information
in one place. Over the yerrs a heading might get changed two ox three tines.

We now change wost--not all--headings when the comwonly uscd words
for a subject chanze. This is siwply because when I first started at the
Post, 1 was horrificed to find ? xy Lai lassacre under PINKVILLE MASSACRE,
the term used whea the story was first breaking., I then could fully appreciate
the frustrations a reporter might expevience when trying te find something
in our library, especially if he wonted the Pueblo clips, which were under
UeSo==NAVY~-VESSELS-=INTELLIGENCE SHIYS--PUEBLO, not simply under PUEBLO
INCIDENT. I'm a firm belicver in creating popular headings. Maybe in 10
years a lot of these terms will be forgotten, but our job is to make informa-
tion available to reporters who are mostly concerned with current events
and who usually know the subject by its popular title.

To help with headings that remain fairly stable, we have what we call
standard subdivisjons, and I've wade copies of some of them for you. These
are used for cities, counties, states, countries, universitics and other
large general headings. These standard subdivisions are the same for

“every file within a generic hecading, although we do have what we call
urnique headings, i.e. subheadings wiich are used for one city but not for
any other cities,

Our large class headings, i.e. auto accidents, fires, murder, construction,
etc., are always brolen dowm with geographical aubheadlngs. Colorado,
Denver, Foreign, lMetropolitan Area, U.S.

¥ Present Revising Project

As I've said, we're constantly revising our headings as they come up.
But right now my assistant and I have gone on a revising rampage that in-
volves a tremendous amount of vork and which won't be completed for a few
months, j4lthough we work on it every day. Vhile we arc revising the clips,
we're also weeding and realphabetizing them.

Working alphabetically we start by taking a batch of authority cards
and checking through them to be sure they are alphabetized correctly under
the newv system. Then we go to the corresponding scction in the clip files.
Using the authority cards, we rcalphabetize the c¢lips, weed out ones that
are hopefully to be microfiched at a later date and toss those that ve
feel are of no value, UWhile we are doing this, we type new envelopes for
those subjects which are too thick or too worn and we type new "SEE" cards
wheit necessary. We also make sure that the neadings on the envelopes and
the authority cards are worded exactly the same; if not, we give them to
the index editor to correct. Finally we look out for headings which nced

11
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revising and for a heading vl:ich mipht duplicate another, i.e., procery
stores and supercarkets.,  Thesc are also riven to the index editor with
instructions on vhat changes Lo make,

This is a tirccome and agenizingly slov job--it takes two or thirce
days to get through ore cabin.t--and every single clip is handled at least
once, if not morc. But I feel it's 2t job that should be done every three
or four years, at least {or thuse of us vbo aren't as yet automated., With
32,000 headings in current use, it doesa't hurt to double-check every
now and then for the cake of petving rid of duplication, increasing
consistency and corvecting the few errors we ever make.

OQur next project will be to tackle tlie indess cards. It takes -bout
two days just to get threugh heli a drawer and we have well over a million
cards. In 10 ycars or so, when the job ls finished, 1I'll let you know
how it cones out,

This jis only a sketchy outline of 2ll that is involved in creating
and revising our headings. If any of you are interested in more detail,
1'11 be glad to send you copies of the manuals for the parkers, indexers,
filers and index editoxs, That way you might get a clearer picturc of the
actual opcration. . )
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Revision and Correction of
Subject Headings

by

John Franklin

Anne has asked me to describe briefly our day-to-day revision and
correction process at the Journal, but I have to preface this a little
bit by describing how, our system differs from most of the systems that
I've seen in operatlon about the country.

In our clipping file we use a heading such as SHOPPING CENTERS and
for every specific news instaznce or shopping centers we type a new en-
velope. I don't mean every clipping is all by itself in an envelope.
But if a group of developers in Miluaukee decide they are going to build
a huge new shopping center on the northwest side, we type a separate
envelope for this and put a summary on the outside of the envelope de-
scribing the project. All clippings that relate to that project will go
into that envelope.

When projects like this are first proposed, we may have as many as
50 or 60 clippings in that envelope before a name is given to the project.
One of the revisions that we handle on_a day-to-day basis is moving these
-clippings to the name of the project ouce the name is finally announced.
I just wanted to let you know that we do have the type of filing system
where every news event is filed separately; we find it very convenient for
retrievel. It is also convenient for the day-to-day revision process.

We'kandlc our revisions and corrections as follows:

We assign one person practically'full—time to revisions and corrections.
She handles requests from reporters and telephone requests as they come
up during the day, but she probably spends from four to six hours a day
on revisions and corrections. Most of these are initiated by our markers;
I believe six people are involved in marking at one time or another during
the week. As the markers go through the paper and find stories that involve
some sort of file revision or correction, they mark a separate clipping
. with an "R" for revision. This will be clipped out by clippers and filed
in a separate stack: These clippings end up on the girl's desk in the
morning. She usually follows up on these revisions by checking with the
marker. But in some cases they are so obvious that she just goes ahead.

We ggiback through the clipping file on these revisions and change
everything that is applicable to the new heading or to the subdivision
of the old heading. We also follow up in reference books on many of these
things. If an elected official resigns or dies, for 1nstance, %Pd a new
official is appointed, we make the change in various reference books in
case a reporter comes in and just grabs a book off the shelf to see who
holds this office at this time. . ¢

ek
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A lot of the revisions that we have are for corporations which eicher
merge or chauge their names or deceantralize in some way and establish half
a dezen new divisions. These can be quite a problem at times. Many of
these stories .rc confusing even when you have the accompanying explanations.
We usually erd up checking with the business editor, who Is familiar
with the situation.

We also have a policy of changing 2 woman's file from her maiden name’
to her married name when she marrice. Ke do have cxceptions to this.
If the woman is famous in her own wight and is still going to use her maiden
name professionally, we will leave the file where it is and usec a cross
reference card from her married name.

1 think that it is very important in our business to keep up these day- ,
to-day revisions. It you do have a {ile that indicates that a corporation
or an institution has a certain name and you've got your envelopes typed
with this heading on it, a reporter will come in just to check the spelling.
He'll look at the envelope, take the nawme off and now you've got not only
a revision, but a correction, to do.

We get quite a number of correction memos. Some of these are very
picayunish. A story will run on something, and the next day you will get
a phone call from tlre public relations man of a firm saying something was .
not exactly correct. If it's a minor detail and we don't want to run a
corrected stor:, what we do is attach the memo to the story. If we run
a printed correction, we physically attach the corrected story to the
one that was in error. We glue the two together so that there is very
little chance of a reporter using a story that was in error and not
seeing the correction.

We correct the papers as much as possible before they are sent out
for microfilming. If the correction appears too late, about the only
recourse we have is to put some sort of flag on the microfilm box itself. -
I don't really think this is too effective. If you go to the microfilm
cabinet and pick out a reel of film and there's some writing on the box,
you aren't going to stand there and study the writing before you put the
reel on the reader. But at least it's there for anyone who does want
to use it,

I think that I am going to pass at this point. If anyone has any

specific questions about any of this, I'll be perfectly willing to try
to defend our policies or to discuss yours on any of these points.

16




~13~

Question and Answer Period

Mary Lou Lathrop, Bell & Hovell Micrephoto Division: ; -
I have a counle of questiions. One, vhen you decide to shift a clipping
file, do you rcview all the previous clips? From what you said, it sounds
like you are getting more syecific when you create a heading. Do you
review all your previocus clips? Or do you simply move them en wmasse?

o

Leslie Yarsiey, Penver (Colo .) Post:
-t depends.

Lathrop: So you might split a file?

——

rd

arsleyv: Yes.

e A

Lathrop: Would you describe your process of validating new headings?
Waat do you do when your marker suggests that a new heading be created
or when something comes down the pipe that was not a heading before?

Parsley: That's the problem when you don't have a standard procedure.

The irdex editor is not too great on alphabetizing but she has an incredible
memoxy. She is very good at this, and she will check the more than 32,000
“headings in our index files--we have every heading that's ever been used

in our paper. We clip both nation 22l and international, so she leoks under
every possible heading that a suggested new heading wight have been put
wnder at one time. It may be that the heading hasn't been used for 10 years,
but it hzs been used. If she can't find the heading, we go ahead and create
a new one. I think for human beings this is pretty goed.

Carol Lindscv, Toronto (Ont.) Star:

My question is directed to Gayle. 1 agrce wholeheartedly with your
approach. The vast majority of requests deal with material that is less
than two years old. Have you ever -thought about what you are going to do
with that old material? As the years go by, will you eventually throw
it out, or retain it, or what?

Gayle Thompson, Miami (Fla.) News: :

The solution that we thought of seemed like the logical one to us,
but it requires staff. I don't know when we will ever take care of those
files. We thought of going through and weeding them out first because
there's so much in there that we don't really need. We thought of just
going through and throwing out the nationmal and international news- first,
and then microfilming what was left and putting the microfilm on jackets
in the files. These jackets yould have to 'have hcadings on them representing
what's on the folders. When we file all these jackets, we thought it would
be easy to combine some of the files. But as far as reworking all the clips,
we decided we will never do that; we should just weed it and film it. When
we microfilm, we will inevitably produce a list of headings for the Jackets.
But at the present time I have no idea if we will ever do all this—-we don't
have the staff,




-14-

—t

Janice Lewis, Chiicage (3111.) bailv Ilews and Sun Times:

T (Inavdible but asks: Would vou cxplain what you mentioned about
shopping conters and their clip [iles?) ’

e have 4n our {il¢ som=th 3
centers.  Luch of these covelepes QO”ls ‘'with the gcneral subject of shopping
centers in one way or ancther. Ior cxoample, sowsone has done a survey and
has found that there is a shopping conter for every three million people.
This survey wouid be filed in a scpuarate envelope.  The envelope woulu
have a surmary stating that the coutcnts concerned statistics on shopping
centers and that” related storics ought to be filed there.

Joha “rnnhligi HMilwaukee (Wisc. ) Journal & Sertinels
i lzne 50 or QU cnvelopes on shopping
Q.

We also have envelopes that relate to specific shopping center projects
that are unaened for some reason or other. The material may have to-do
with crine in that shopping center, with the actual construction of it
or with a zoning problewm. But each envelope will have a summary on the
outside and all related stories will be filed together. There are tires
when we way have to file one clipping in two of three different places
under SHOPPLIG CEWTERS because it touches on a number of thlvgs. But at
the same time when a reporter comes in with a request “he can pull out
a speylflc cnvelope and everything that he wants is in that envelope.
That's the philosophy behind the system. It's also the reason we have a
staff that varies fron 22 to 26 when most papers our size have half that
rany. We put a lot more work into getting clippings into the files and wve
just enjoy the fact that it takes a lot less effort to get them out.

Does that answer your questien?

Unidentified cuestioner: (Inaudible but asks: Why did you go to computer
printout rather than some visible listing for subject headings?)

Thompson: One of the reasous we decided on a computer printout list is
that we felt it wouldn't reaL]y be any morc expensive then a Linedex. The
computer time is minimal; you're talking about seconds and freetions of
seconds. The initial programming cost for us would have been between

$50 and $100, but we were in a really big rush and I wanted the program-—
ming ‘done by January 1. We put some people on overtime and the program-—
ming cost was $200. Our biggest expense right now is keypunch; computer
time is miniwal. I would like to go to using optical scanners so we wouldn't
have to keypunch any more.

Initlally we made printouts weekly. March's bill was $86. DBut last
month's bill was about $40. That includes all the computer time and all the
keypunch. So it's not very much.

~ From what I understand, the computer printout lists that are being
used in other libraries present a problem maintaining files of the key-
punch cards. The minute you have a tracing,-you nust link the following
keypunch card with the preceding keypunch card. There's no way of keeping
the two together, so it involves z tremendous filing and formating problem.
Our cards are punched but they're processed through a combination of both
magnetic tape and disk drive and they're kept in the computer. After a
period of time specified by the data processing department, the cards

"
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are thrown away. So we don't have anything at all to do with keeping
the punched cards.

Ernest Pere:, Houston (Tex.) Chroaicle:
(Inaudibie, but asks about problems of determining word filing oxder
in the computer list.)

o

Thompson: I'm pot sure if I'm answering your question--if I'm not, tell

me.  Right nov vz have to dectermine manually where in the lisy an addition -
or deletdon is going to be. We do have Lie capability of having the list
self-alphubetized; it's just a matter of my sitting down with data process—

ing to work up a program fer this. I plan on doing this as soon as possible

so that we won't have to add im the number manually for each new heading.

We use numbers to determine the file location for the headings in the®list. .
However, the computér (oecs the alphabetizing for us. The computer will
alphabetize a word the vay the librzry decides to enter it. If "The Jones
Company" is a heading, we decide whether it should go under T or J. When

the computer self-alphabetizes, it will use the first letter entered by

the library staff. -

The subject heading list is a sequential number list and we just inSert
. it anto the numbers. Ve do-this once a wonth just bcfore we take the list
. dovm for keypunch. This takes about an hour. And this hour is what I
want to elimirate by having the computer arrange the list itself.
When we vork out & program for seli-alphabetizing we will have to
consider filing problems. Dr. Hines from the Columbia University Library
Science School has vritten @ nunber of publications on computer filing
rules and we plan to study his publications.

Unidentified questioner: (Inaudibie but asks about remarking the headings
on old clips in the process of changing the subject headings.)

Parsley: Do you mean on the clip itself? It depends on how extensive--and
popular--the file is. If it's a huge file, say WATERGATE, and we wanted

to change the name from something else to WATERGATE, we wouldn't remark
every clip. The file is too big. And besides everybody would be familiar
with the newv heading because it's so popular. If it's a small file and
also very popular, we will take the time to change the heading on every
clip. It depends on the circumstances; there's no set rule.

Unidentified questioner: (Inaudible but asked about breaking up large
files.)

Thompson: We had subjects in 18 cabinets of old files. The "M" files

for MIAMI, the "D" files for DADE and the "F" files for FLORIDA took up
almost the entire file. But the reporters would try to locate material

by the general subject first rather than by the geographic or governmental
jurisdiction. When they come in, they want the file on THE POLICE DEPART-~
MENT oxr THE FIRE DEPARTMEIT or-THE POLLUTION CONTROL BOARD. We decided

that if that's what they want, if that's the way they think, why not arrange
the material that way rather thaen making them go first to MIAMI or FLORIDA
or DADE COURTY? This has worked a lot better for us.

.
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So we have TOLLCE DEPARTMLNT - MTALT and POLICL DUPARTHIT - DADE.
Of coursa, ve have curtain proe-dures.  Ue aluvays bieel doun by svbjects
before we po to o gecervadhic breakdouvn, Ve would use ATE POILLSIGN -

Latls Ao
LAUS Al
geographi

Tthe

subjects

Anug Sau

e put tu

are notes

JLOLSLATLION = 1TORIPA.  Wo don®t use AIR TOLITITON - TICKIDS -
subject fivst au

LLGLSLALI 0N, Ko put the vhole Jd thes we put the
ic leca il} 1.
1e are, hLovever, tires vhen we put the geographic locatio. Jirst,
2 burinias of rvnnanﬂ z city or state oi county under FTONILA -

GOV Ty, Loy Drstarce, o TAIL = GOVLUTHINT = CTTY COMMTISSIOT oy
MIANE COVTLI L - (TR i}:o runniry of the governsent iteclf gees
uinder the uare ﬁi ti.o municisralicy,  But ony subjeot operation of the
goveracent like the olice Duya LLranL oy the Pollution Control Leand

goes under Lb '*:Cif;c subject, rot the nawme of the nunicipality. There

in the pri
, etc.

ntout list which refer the user frowm governments to

scde, Lachincton (D.C, ) P D0‘

Are

there any nore questions

{ALJ gyeaticucr: (Inaudible, but apparently guestioned what sources

.
al

is usu
1 don

.-
t

Sanay B

hen determining the vording aund c orrect phrasing of

¢ The uier York
Le like the Pers ::_"‘
iy toe brond. ‘lhe

use abt a@ll anyaore.

Tipes | !

-
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aurus of Descriptors was totally worthless
to ?9“10H4Lh3 Literature. TFacts on Tile
Liby. T; of Conorc~s List oF Cubjects 1 guess
Qur subject approach, that is, subject versus

[ULER®

geography, I think is [airly different from most.

*, Tucson (Ariz.) Daily Suax:

1 said t

computer

that $8¢,
in nmy nind you're
Since it's

Homer Martin, Bergen Co.

(In.wlible, but apparently asked about the cost involved in computer
printout.)
Thompson: Saady, when I gave you those coct figures for the month of March,

hey uere $86, but we had made a lot of printouts that month. Of
$52 was keypunch expeuse. So our major cost is keypunching and
zoing to have the same cost typing up Linedex cards.

the zame labor cost, really very little of it could be called

cost.,

(N.J.) Record:

think
in-tiouse
computer

Sausedo:

O

LRI

Gayle,
she had to go to a
of you have

could 7 come in on that? Gayle has a unique situation., I
separate corporation to get this work done. Many
your oun data processing departments and computer facilities

. If you krow the man in charge and if it's a marginal operation,

you could get him to do the keypunching for'you on the side and run the

late at night.

Thank you very much,




