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‘/ . INTRODUCTION . , -

- PUYRPOSE ‘ ' » "

t has long been recognized that a comprehensive manual .on reference setvice
would be beneficial in training new librarfians as well as familiarizing atll
staff with the functions of our reference service and the duties of the
‘reference sefvice staff. However, it was not until a move to a new library
imposed new demands on the reference service that_the need for a manual be- .
came imgerative. . g

Thus, it is hoped the following information will clarify for all staff the
function and scope of ourlrefegegce se¢rvice as well as define the duties of

. all referetice service personnel. Additionally, it will aid administ%ators
and city offi‘cials in understanding the function of: reference service and
enable 'other library administrators to make comparative' evaluations of their
own operations. A manual of this nature may also provide -useful infofmation
for case, studies in library school courses. - - ‘

i . . N } \‘ , 4 -~ - . . »
THEORY N ¥ , .

£ o r

"A library's reference service operates to meet the informational needs of its
- public and to assist the public in the tse ‘of the--dibrary's .resources. There
are two,types~g§bfeferenCQ service: direct service and instructional sérvice.

.”:

v

Althpugh the deRate continues as to which of these is preferabIe,'mos:‘liﬁrar-
- jes utilize both“types of service .to meet the requirements of each particular
situation. : ’ . ‘ '
\ .

” - . .

Direct service consists of providing the patron with the information requested,
without any attempt to teach the patron to utilize the library's resources 3;-
E dependently. Telephone inquiries are of necessity handled by.direct service. i
With in-person reques&s{mbny types, of questions are more readily answered S
N directly, although 'the. patron may be directed to a particular reference book,
v+ -« index, or-the public card catalog for information. However, once the reference
..+ " librarian:directs the patron ta the source of information the librarian is re-
. sponsible For insuring the patron knows how to use the reference source and_is
.-\ able to re{fT@Ve the information needed. This ‘is whereé instructional service

. - -+

: is.employed: . ) s . . ‘ :
T ' ‘" . - .
Instructional service. attempts to teach the library patron independent use ‘of
the varidus library resources such a3 the public card catalog, periodicals in- - )
dexes,” and Huslness services. This servige has as itskobjectivefthe emanci-
pation of the patron from dependence upon a reference service for all except
the most ‘¢omplex queries, and consequeiitly is grgatly favored by libraries
.with severely limited staff. Althoggh teaching the patron to use the various
reference too%s requires more time initially, in the long run it reduces the.

" . --public's demangs upon the reference staff for assistance.
;o A . ) , \
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‘enCe service/, .
affecting the type and quality of reference service a 1ibrary is able to give.

¢ . , oL N

In all cases the reference 11brarian should strive to provide the best materlals .
for the particular inquirer, and ‘this shguld also be a major goal of ‘all refer-
However, in addition to a ‘library's public there are other factors’

. / b4 .
These factprs, or limitatlons, include the size of the physical plant the siZe,
scope, and quality of the collection, staff, and budget. Most 11braries follow

.the basic/principles of reference service; however, each must- make adaptations

for its own unique situation. The type of reference service discussed here is

that service which is actually provided by the Inglewood Public Library.
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OBJECTIVES, -GOALS, AND ACTIVITIES

»

/ This section outlines the objective, goals, and activities of reference service
at the Inglewood Pubfic‘Library. It utilizes a listing of uniform headings .
(budget, personnel, resources, jfrv1ces), originaldy -developed for a larger
goals study of the entire Libra y, in order to assemble goals and activities of
a like nature under one heading. ‘In its use ‘of the uniform headings and of
some goals and activities (L g., budget preparation, attend meetings) applicable
to all sections of the lerary this study will be similar to e larger work.
However, these particular goals, and act1v1ties were developed ?augme’nt the
spec1f1c objyrtive of the Reference Service. ) }
| traa . v‘ ' [N
‘ " .Except where noted otherW1se the goals and activities relate to professional
| : staff. A few %ct1v1tles performed exclusively by non-professional staff are
! identified. However, “those activities performed- by both professional and non- -
professional staff (¢.g«, attend meetings, read _library procedural manuals, . -
fmemos) are slmpiy‘ltsted_as professional act1v1t1es, :

- R I3

L X t. ' - ‘ N . o o0
REFERENCE SERVICF OE?ECTIVE . - s ),’,; . e
The Reference Service will prov1de specialized service to _puﬁilc by ass1st1ng '

// them to locate and use adult ‘library materials, and will péffirm readers adviso- + -

/7 Ty serv1c§~emplov1ng reference ‘librarians, ¢
3 - N . ) ) ‘ . . . « ) . < s -
REFERENCE SERVICE GOALS - . . . "
. Budget B . : c R

b ’ M > ’ » > \ hd
Recommend funding to enable the Reference Service to perform its objgctlve.'

-t

RN . . v \ . * i
. Make ‘the most effective use of the Reference Seruvice budget allocation.

B
- . N
l

Personnel \' . ey R
- . \ e ’ ) .
. . ,

Select and trair.a staff competent to utilize the Library's resources in’
s answering the public' s ‘requedts for 1nformat10n.' i

-

] - o
Resources -
———————— — ! -

N .
, Provide adult printed materlals
communlty in accordance with the

.

h reflect the interests and needs of the

materials selection policy of the Library. ’ /
1L :

B
» -

‘5 - ¥

1Ingléwood Public Library. Library Matdrials Selection Policy. = 1975.
- - S A -

3
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’ ‘ ‘e o 4 ) ‘ ‘ " ) . /"
Serviees '
Provide thorough knowledgeable, apd accurate answers to patron requests
for information. . . ' B

e . . . //
‘Instruct the public in findingjand using library resources.

-t . -

.
Provide reiﬁers' advisory service,
. %

Keep abreast of current national and local developments and eveiits.

o . . . . AT
Keep ab?east of communiry»information"needs. P -
) + ~ Promote public awareness of library resogrces:and refegenceAservices. N
\] - . ‘ . ’ ) . ‘ . . . r £ ' .
* REFERENCE SERVICE ACTIVITIES ; ' o -0
s T - e . e .
Budget © oo . o e | ' - o . -
- " N o~ . “« . . s
~ ‘. &t - ¢ : | . - . R .
Prepire Reference Serv1ce budget Lol S ‘

ERIC-

Aruitoxt provided by Eic:

. . * -

' . ' P .
Review budget period{cally and adjust spending.,
Bersonnél .- T I S B

\ . 1 - - , (I

»

N Infergiew applicants for Réferernce Service positions. --

-~
» . . . ~ ~ R o
N co . _ A ~ U
P.Sypervise and train staff. pe s - S L R -
. 1 e 7 . - [
Prepare employee evaluations; counsel as necgssary. : o, )
- - . . . - . ). . S
L - . . ' L -
Conduct specialized inrservice training. N :
Schedule stafif; ‘maintain «¢ime worked records. '
Conduct staff meetings.«k - T ‘ _ : .

3

-

Read professional litefature. . e

" o ' ‘ ' i
.. - L ..
Read Library procedural-manuals, memos, and reports.

. ‘ - -
R .

‘ Resources L - ;
Resources Ly
- Q

JRecom?Pnd adylt materlals, review selection media regularly (publishe;a
1dg

cataldgs, vendors' lists, book revrews, etc.); cOnsult with vendors and
.publishers' representatives. ; . = .
Revlew new reference works as rece1ved in the Library. . »

Review and evalute resources-on a continuing basis to 1nsuﬁg\%he adult

¢

collectipn is ¢urrent’ ‘and comtinues to reflect the needs of ¢he community.

=



.

. File reference services. ' v,
/ . - A,.‘ . " '
( Perform bibliographic <hecking. o
/ . ’ . . 4 !
Evaluate gift books. . ’
. : P ‘ . - N
Observe and report on stack conditiens. K' R
b “ . .
Order and process information file materials (non-professienal).
_ ‘Maintain Library Service Collectidn (non-profeésional).
» Services, o . o . o =
o o - ' y K :
o Interprct resources, catalogs, and indexes to the public. o
Assist thc.publlc in the location of library materials- '
) Dlrect and explaln to the pub11c the use of the lerary facility.
- - X
UtlllZe the reference collectlon and other resources to answer
- y patrons' requests for 1nformat10n. - -
Assist the-public in the selection of approprlate flctlon ‘and subJect o .
' reading material. . : :
! Read daily newspapers.
(4 : - M .
‘ Visit other facilities ‘and information sources in the community.
. . . - 'y
Prepare bibliographieé and booklists.
- . - @
) : Attend Library staff meetlngs and read departmcntal communlcatlons
;7 concerning City and Library p011c1es and activities.
Give talks and demonstrations; conduct library orientations.
[ :arrange displays of library méterialé. . - ' S
-. ’ . t ) . e
Make studies and reportsv . o~ : L .
Compile statistics. T : R
¢ : /

ERIC ™ - A
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] V4 ORGANIZATION Y - / I'|
STRUCTURE ™ 77w e I
o The Referenc ~Service, as réflected in the. Library Debartment tabl¥ of«organi- .

. zatlon, is a qectlon of the Adult D1v1510n1 The Information Senvice ;is also a-
section of that/DlV}Slon. The Head — Adult Divisiop’ supervises ia stafﬁ of
~full-time and part-time librarians, berarlan Trainees, and. Senior lerary

Clefkqzz and _feports directly to the L1brary Dlreetot.

’ g i
T

‘l “\

¢~ Since, the budget limitations do not allow for a sufficient number of librarians
*assigned exelusxvely to the Referencd Serv1ce, additional stafflng is supplied
by other. Library divisions. Various- division head$’ (generally Senior Librarians)
_and librarians from the branch libraries are'assigned'several hours a week on the
" reference desk.- They ®re under the supervisiorn of the Head = Adult Division when
fudetioning~aévre£erence librarians. - Understandably, additional,librarians on .
- the Reference Service staf\f would be preferable and would allow for some expanded
. - services. TA benefit’, however, is that reference desk work allows 11brar1ans from .
other d1v131ons to ma1nta1n contact w1th ‘the publlc

[y

L1brar1an Trainees (i.u., students who are currentLy enrolled in 11brary sihool)
may -also be utilized to btaff the reference desk. Theqe are part-time p051t10ns.

LY e J

*Part-time Senior Library Clerks functlon as.Information A551stants, while one ° -
full-time Senior Library Clerk divides time between Informatlon A551stant and
Reference Clerk dutles. . ; : =

v

1 ORMATION SEﬁVICEl -

» - -
. . . 4

The Informatlon Service was or1g1na11y establlshed as a separate section of thg

Reference 'Service to meet .the publlc s need for a source of general informatiom’
s within the Library. Previously, reference librarians had been meeting this need:
by taking initial, phone calls, giving directional assistance, etc. However, when ¥ -
the pub11c demands increased and this service began to impinge upon the reference N
function, an Information Service was lnltiated to reduce“these demands upon the
reference librarians, thereby a110w1ng more time .for in- depth reference service.
The Information Service is, in effect, an extension of the Reference-Service. )
The Ipformation Service staff is also supervised by the Head — Adult Division.

- The Infeormation Service, which is staffed by Sénior Library Clerks rather than
. professional 11brar1ans, reduces ‘the workload of the reference librarians. . The
Information Service" ‘staff is respon31b1e for screening all initial inquiries,
prov1d1ng\d$rect10na1 information, and - referrlqg ‘all requests for interpretive
information to the reference librarians. It serves the Referernce Service staff
further by handling selected ready- reference questions and requé%ts for searches

of the author t1tle card catalog.‘ : - : .

”

R _ T " g -—

11ng1ewo9d,Publfc Library. Library Idformation'Servi%e, 1974,
‘ s - . :

o = T i ! o
.

. ‘ - -9- v  ' .
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There are two separate,relationships between Reference and InformatLpn Serv1ces

Jpersonnel public desk and information mater1als process1ng (a’ fbn-public’
funetion). . - : o

.
* .
W

/ " . At public desks, 1ntercommunlcat10n between Informatlon Assistants and refer-
ence librarians consists mainly in the referral of telephone calls and patrons
from Information to Reference when more than directional-. or 11brary holdlngs
information is required. Additional intercommunication betweefi the two sections
is necessary whenever back-up help from one section to the other is needed or a
decision is called for regarding policy matters, emergency situations, or ~
Library operations when the Library Administrative Office is closed. (The senior
‘ reference librarian on duty is in charge of the L1brary when the Library Adminis-
. trative Office is closed ) o . . '
Information materials, processing by Informatlon Assistants is malnly regulated/
-and - superv1sed off desk by.the Head — Adulst D1v151on through the Reference C1erk..

.. L . ~

i ' RELATIONSHIPS ‘WITH 'OTHER LIBRARY SERV'ICES. o7

AN Coordination with other Library divisions and' activities is importarnt.  Reference
and Iinformation services and resourcés are interrelated in a variety of ways to
the entire Library s function. Indicated below are those d1v151ons and ‘principal
“arédas of cooperatlon and, liaison: , ° .
s Library ‘Administrdtive Office. The Reference Service and Information Service
budgets are prepared as part of the L1brary s Adult Division budget in consulta-.
- tion- w1th the Library Administrative Office. Supplies and maintenance needs are
- ‘ requested from the Office. The Reference  and Information Services work. closely
with the Office cgncerning”personnel: selection, evaluation, personnel trang-
actions, and payrgll. Publicity releases.and matetial to be printed must pe sub=-
mitted to the'Off ce, Various statistics for the Library's quarterly report are
‘also submitted. ! ' ; © '

' -

o ]

. Technical~Services Division. Constant liaison is required in ordering and pro-
cessing new titles, transfers, and withdrawal of reference books. Reference
librarians make recommendations concerning the-public ‘card catalog. The Head —
Adult Division consults with the Head — Technical Services and Technical Services
‘Librarian regardlné scheduling on the reference desk. Between 9 a.m. and 5:30 p.m.
the, Technicsl Services staff assists the reference librarians by’ searching the

"deposrtoryiholdlngs for patron requests, ’

: . Y i , :

Serial Publlcatlons!and Documents. The Serial Publications and Documents Section
works closely with the Reference Service in the selectior and perlodlc evaluation
‘of serial pub11cat16ns and reference services. (Many of the Librar 's reference

‘ works are serial pubdlcatlons — yearbooks, indexes, etc.). The Head - = Adult s

' Division is also head of the/éerlal Publications and Documents Sectlon .of the

Adult Division. . e . >,

. _ st - . :
: Audio:visua;,Div%ﬁfGﬁT//gf/”e;;e libraxians assist in interpreting audio-visual
ol

d ¢ § to the public when, required. The Head — Adult D1v131on
consul fth the Head — Aud10-v1sua1 D1v151on regardyég scheduling on the )

fice’ desk. .
/ . . i ) *

.; - /'/ ‘ . ‘ ) . "10" ‘ : ‘ .
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Young Adult Service. ' RLerﬁnCO 11brar1ans a551st in interpreting yourig adult

rasources wheh roqulrcd ' L . , .

Circulation and Circulation Control. A refierence librarian is in charge of the .

facility when. the Library Administrative Office is closed amd may be required to’

make policy decisions Concornxng the 01rcu1at10n function in the absence of the
Head - Clrculatton Division. Decisions on the 'circulation of reference materials
will bg made by reference librarians. .Library Aides assigned to the Circulation
Division search the shelves for- patron book requests 1n1t1ated by reference .ot

11brar1ans : C ‘ : o ' '
,,»’f ) : L o

-
v

Community_StrviCLS. Reference librarians assist in interpreting Community

Services resources and services whun required, The Head = Adult Division con-
sults with the Community Services Librarian regardlng schedullng on the referencef
dLSk . . ‘ N y _ ‘ .
Children's Division. Reference librarians and children's: librarians cooperate in
giving library tours to school classes. Reference librarians should be aware of
materials available in the:Children's Division. The Head — Adult Division con-
sults with the Head — Children's D1v151on regarding schedullng on the reference

v

-desk. ) o - g . N

» “

Branch libraries. Branch librarians may request the assistance of the reference

-11brarlans in utilizing the adult collection at the main libgary to answer branch

referencg questions. Reference’ librarians may also make author, title, and sub-. ~

ject searches in' the public card catalog for branch library patrons. Coordlnatlon

of branch and pain-library reference collections and information ‘files is required.
The Head — Adult Division consults w1th hranch librarians regardlng schedullng ‘on

the reference desk. ‘ ,

\ e \13//7%\<:;;45 . v _f

POSIIIOVJDESCRIPTIONS . ' -

]
P051t10n descrlptlons are given for the f0110w1ng positions in the Reference n .

Service: Head — Reféerenee and Information Services, Reference Librarian II,

Reference Librarian I, and Reference Clerk. -Although Informatiog, Assistant -is a '
position which works. closely with the-Reference Service, thi's position descriptiom '
is not 1ncluded here since it has been “covered an a separate manual, Library.
Information Serv1cc. '

N
»

The four positions noted in thls—study follow the standard pattern of listing the

‘various duties required 1n the position. ‘'In order to give a fuller picture of

\
the position, the percentage of time spent on each’ duty is indicated and the. T
duties ranked by this percentage, which indicates only "time spent' and has J;ﬁ\\ ' !
direct relatlonshlp to the Smportance of the duty. - ) |
. ‘o \ . B ‘ B i L
Listed und r dutles (if they apply) are resppnsrblllty re1at10nsh1ps — that 12( oL
the relatltnshlp to another aréa of activity such as the._Children's D1v1s;on r
Administrative Offlct. "Each duty has, therefére, been analyzed with . - -
respect to personneL in anot{kr area of activity who (1) must be ‘consulted,, (2)
may ‘be consulted, ard (3). mu be notlfled These respon51b111ty relationships
do not include (1) the person (1n-t¥ gpference Service) to whom the employee
reports, (2) those the employee mayxéupervise, or (3) aryone else in the Reference
Service. : S , o : ‘ _ L.
- B . . - ‘\ ) ‘a . .

* o ) -11- L -
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Job Title . . HEAD ~ REFERENCE AND INFORMATION ‘SERVICES!
Classrlitle Senior Librarian C -
Reports to* Library Director . ' )
Superviges . Reference” librarians, Reference Clerks,
’ - -Information Assistants
Location ° Main library
. g BERN . —
Summary. The Head — Reference and Information Services directs ‘the Reference

and I'mformation Sérvices, including selection of reference library ‘materials,

coordination of the adult book collection, and supervision of reference and

information personnel . . . N
N 4 o ) S
Duties- ’ o
] .
1) Reviews and coordinates seléction of adult books and .
fnformation file materials.
May consult branch librarians. C
2) Supervises veference librarians, Reference Clerk, and
Information Wssistants; makes assignments and work
schedules, cpordinates reference schedules with other
- divisions .-
j : . RN
- Must' consult division heads.® oo
» o ) o Sk e ‘
3) ‘Selects, evaluates, and counsels personngl
Must noﬁlfz Library Administrative Offlce -
4) Assists and recommends to the Library Directd% policies
and procednres relating to theé reference and 1nformation
services. : _ - '
Must consult’Library Administrative Office.
By Repordﬁ on Qroblem areas and reEommends prqcedural
changes. - ]
- ’ May consult Library Administrative office. .
6) ‘Works regular assignments at the reference desk.
7) - Attends conferences and meetings, reads prcfessional*

\
“
—

lit@réture is aware of new library resodrces' trends,
and practices _ . . ~F

*

1This’Bosition is one of the functions of the Head{— Adult Division.

El

'12“{ ) l‘ ' ’\
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. . '\‘ t - . R
+ ! :
Duties ' T . Percent .
- 8) Directs in¥service reference and informatjon trai ng . o
' of new librarians, Librarian Trainees, Reference ’ ’ s
Clerks, and Information Assistants. 3
- . . ' . : s N . P ’
9) Supervises maintepance of the ‘adult book collecfion. 3
Must consult Technical Services Division personnel. °
! ' ’ S S .
. 10) Prepares budget; reyiews ang.reports on budget ' ' .
periodically. b ‘ 3 |
. per; , ‘ : ‘ .
Must .consult Fibrary Administrative Office. : T
' : »\q&
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Job Title'

Llass Title

E)

" REFERENCE LIBRARIAN I1I

L~ ' ’

'Associate Librarian

R%portq to "+ Head — Reference and Information Services
- Supervises . -- ’ '
Location Main library:

! . . @
' ~ Summary. The Referenge Librarign II assists the public in the interpretation
a of library resourtes; evaluate$d and develops the adult’subject[collection; »
cponducts reference training

/ .

Dutips : T ) ' » - Percent

) A551sts the»publlc in lgqcating and 1nterpret1ng * -
llbrary resources. > o 45
-t '!' . L X7 -
AP Maz'cbnSult children's librarians, young adult

‘ liBrarians, anq other. specialized librarians, "

2 2) Instructs the public, in the use of the card catalog,

i . 1ndexcs .and other finding aids. - 10
3) Evaluated the adglfksubject collectipn gnd,recommends‘ : S
" withdrawal, replacement, orlubdafing;$\\;\ : o 10 -
o . , . _\_\.\7\“‘ B v - . g s
4) Provides rcaders' advisory service. 7 o

.

May consult children's llbrarlans, young adult’ 11brar1ans

and other specialized staff members, L _ . .
3) Instructs librarians in the reference function. 5
' 6) Makes recommendations for acquisition of Jlibrary materials. 4
| o #y s ' ~
7) ' Interpret? Library policies and procedures to the public, 3 )
v ‘ - -
. May coneult sp001a112ed staff ‘members. g‘
- - Nem . .
.8) ~ Attends conferences and meetings; reads professional - ' S
literature; is aware of new resource materials and
technological developtents. = . 3
9) Assists the public in the use of library equipment. 3 .
, .
10) Prepares studies ands reports as assigned. : 3
X . . .
11) Performs, or assists in projects as required.*~ . 3
~ . ’ ‘ . s ¢ »
L N R . - . . - -
s o -14- s
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- ‘ ’ ‘ -
v . , » .
L Duties v Percent
\ K » - -
12 Recommends andypefers llhrary users to addltional sources . .
‘ s ¢ .
for library materials. . _ .2 \
13) Prepares bibljographies. » N <1 .
: . ‘ ot N
.\
14) « Reporcs_ on problem areas and recommends procedural changes. 1 .
. t . . . -
15) Is in charge of. the~maln librory in the absence of a ' R
. ‘reference llbrarlan senior in rank. .=
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. Job Tible ‘REFERENCE LIBRARIAN I S
k B l \ . .‘ .
U - Cl SS 'ﬁiile Librariad R
e Reports L} Head = Reference and Information Services
Superyises - - ‘
Location ‘.- -Main l-ibrary - ¢ )

Summ arz.; The Reference Librarian I assists the public in the interpretation
Qf libraTy reSOurces. .

uties! ? - Percent
- - - ) : &
1) A351sts the public in 1ocating and 1nterpreting 11brary “
° resources. N 40’
‘ May consult children s Jibrarians, young adult librarians, T
' : . and othgr specialized librarians. . o
. 2) Instruct& the’ pdb&ic in the use’ of the card catalog,
. 1ndexes, énd other finding aids. ) - . - 12
" 3) ‘ Performs.off-desk functions-as agsigned. o : B 10 -
. o 4) . - Assists 1n proJects~as required o 710
5) Makes recommendations for acquisition of library materials. 5
. * L i -
i - ~ .
S 6) .Attends conferences and meetings; reads professional -
literature; is aware of new resource materials and » .
e . technological developments. o ~-£2 4
7y Prepares, studies' and reports as_assigned. ) 3
8) , Interprets Library poliqies,add prqcedureé to thespublic. '3
} May consult specialized staff members. .
9) - Prepares ‘bihliographies. ¢ ' I
: 10) . Supervises maintenance of public~builetin boards. 3
11) Assists the public in the use of.lihrary equipment. . 3
L 12) Prov1des readers advi%orykserviee. o . . 2

- - May qpnsult chi dren ] 11brar1ans, young adult 11brar1ans, .
» -, and other speci lized staff members. . . i

» -
Y. ’
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13) Reports on problem areds’and recommends procedurgl
L. A . Y
, changes. % \
. “ - ‘; LN 3
14) Revjkws reference collq‘ections/and makes recommendations.
: ‘ i . 1
- 15) Is in charge of the main library in the absencg of a X
reference librarian ser*ior in rank. ~
. . \ ) N : -> . . L 3
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. . Job Titl€ { ~ * | "REFERENCE CLERK -. ] '
- 2 °
Class Title - Senidr lerary Clerk-
Reports to -1¥. Head — Reference and Inf rmatlon Services
¥ , Supervises ~ Temporary personnel as assigned
. Location = | Maid library BN - . 1 ’
\ - P SN o i j : ., 3
. \ ’.' = A 7 -: \ . T o~ g T * --h R R v N
\ Summary The'Reference Clerk provides general cterical assistance.to fthe
\f professional re%erence staff and malntalns reference records and filesr} N
\ Duties | . I oo, " | Percent -
\ —_— ‘ . . o o . ————— ]
;\ Y Malntalns informhtion flles for the main llbr@r» and- A -
\ e branches, which includes requestfhg or ordering, re- o ° :
A * ceiving, classifylng, prdeessipng, editing, routing, and
\ . filing of - adult, children's, ‘and Spanish informatlon‘ . ..
. o materials. »;/ ‘5\40 ' i
Lot \ .2} Initiates, c0nsolldates gnd types corresp@ndence main- D N
. .higﬁﬁﬁf%a tains reference Bffife f iles; records statlstlcs ‘does - !
b ": \ { -~ related clerical wark. R Se \ . r2 - L
o *-F) Séheduyes71nformatibn‘Assistants. 10
k] \\ ’ . | ) ' . - . ° .
| . | : ‘ - .
\V. ‘May consult othér division heads and staff. ' - -
‘ T - T - v ) B
! '&Q“ «Conducts in~gervice training of Informatton Assistants in
! ~ public desk, duties and information files. ' 0. - -
*5) ' SuperVisesﬂandAtrains‘hEmporary personnexlés ssigned. 8
B 6) »Recelves and Toutes materlals sent to Referen e and .o :
’ - Information Services. . : _ ie T 5.
' 7 Provides clerical assistance ‘to other library ivisi;ns. 4
. R o ‘ :
8) -Maintains_the Library §er!fce Collection. C Y3
) 9y Prepares and types Informaﬁron A551stants pay pll
- 1nformat10n. . i » 2 & »
May consult Library AdminiSrrative Office. i
. ) Co R . “ Ve ~
i.i.IO) Requests Reference and Information Services supplies. T2
' S Must consult Library AdminisfratiVe Office.-
. ’ - . Sn———

‘the amount of tlme spent as Informatlon Asslstants is notjlincluded in the per-

centage account of -the position. % S .
; { :
S~ ) - -18- o ‘ ‘-




.

he public in the use of photocopiers and typef B s
makes service requests, and changes paper and

sult Library Administrative Office. . . . T -

o

s the reference and information areas to determine

- .
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.REFERENCE ACTIVITIES .

In the previous discussion of pogition descriptions, a‘summary of the duties
required was included with each position in an _effort to delineate furtlier the
respective positions. ;Those dutfiies identify various end résults which the
person filling the position is esponsible for achieving. Here, fhe focus is

on the activities or methods by 'which the end-results are to be achieved.
'Activities are listed for the four positions previously identified: "Head -

. Reference and Information Setvices, Reference Librarian LI, Reference Librarian
I, and Reference C1erk ‘ . M

\ v

}/

There are both public activities and non-public activities,” The non-public
activities are further identified according to the positions they comprise.
.Public activities are performed by the librarian at the reference desk regard-
less of the position £illed by that person within the Library system.
Non-public activities .are those tasks, performed by the Reference ands Infofma-
(tion Services staffs when functioning in their respectiwe positions within the
Iibrary systent and not staffing a public desk. Theé% are generally referred to
as "of f5 de;k" activities. ‘ Coe

3 . .
’ - "
.o

a’l

General reference activ1ties" The folhgving activ1ties will be perfqrmed bm all
librarians‘vhile serv1ng at the reference deske.

L

R

= 1) Angwer te%gphone. : ~

- N

2) As51st and ‘instruct the public in the use of periodicals indexes
‘) Assist and instruct the public in the use of special reference services -
business, consuméy, Ftc. ' '

. - .v\‘j Y . -
. 3
' .) Assist and instruct the public in the use of the public card catalog,
both ‘author-title add"subject. | tLo N - L ’

«

N N g -
5% Assist the public in the use of reference materials.
VR - M
A\ . - B

6) Assist the public in the use of specialized library equipment.

7) Explain Lﬁbrary'ppiicies and procgdures to the public. %;_ .
8) File reference services. o~ ‘ _ . »; bt j
:9) Giv ‘Qirectional information as requiredy ‘»; o
10) Identify libriiy materiais frum telephuneisequests. o ‘ﬁQM ¢ .
115'4Qbs£rVe, report'on or correcf\stack conditions and. ma%eriaas. o
12) Per orm reader§$'advisor; serv1ce: N a - ¥ ' ‘i‘g
i3) Pr videzmcference_seyvice to teﬂephone inquiries. ) bi' A wv%.
S | ey | o <
‘ [A ‘ . ‘.'. V"‘ snO-. . b | ' Tﬂ - ‘
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y . ’
e A ' : i L 1 h
; ’ . 4;!]. . :
voT 3 - ” 4
. - . N » - .
. - v g




ey

RS

_14) Receive, edit, ang'complete materials reqnests.
15) = Report any mglfunctioning equipment to fhe Library Administrative Oﬁfice. . v
16) Review new reference books. ) ; - .

17) ®Supervisé the closing of the library.

ggeeific activities — Head — Reference and Information Services. The following
‘activities are performeg by the Head - Reﬁerence and Information Services as an
1ntegra1 part of this p051t10n.

AN . - fﬁj - .
1) Attend ﬁeetings and conferences. ‘ : i N A - 3
AR ) . ; -

2) Conduct and. arrdnée library, tours. 'f' ’ K ) - .

3) h(onfer w1th Library staff/Clty employeeﬂi t - i ’
4) Confer w1th representatives of organizgfions (including vendors), ‘
5) C05¥dinate adult book selection. . - ) _ . - . w%i

:’ " 6) Coordinate reference_seryice with‘ogher inisibns;_‘ ;i : ‘ S °

"'7). Give taikg and demonétrations. L . /' ’ ‘; _ ET Yoo
;8) Perform activ1t1es related to profeSSIOnalmaffiliatﬂons. i{ }

-9) Plan overalltoneration of_theVReference and;Ihfqrmaiidn Sefviees.'” o { . :

"10)‘ Prepare and review tne Refefenee\and‘Informacibn Servfces;bndéetT - '!\4 ' -
11)" Preparefstudies and repnrte.e-l _~f%‘ ' N
i2) IRead correspnndence{ ..‘% . .' Lo ; . - .
| ' ‘Read professional literat re. ' . . ; _ -

14) kediew and initiate corre pondence; . .  fﬂ  v J,

\155 Review and select referenge materlels. . . T s . -
16) Select, evaluate,';nd counsel pereonnel -' ‘ : “ -": ﬁkf . ‘:1
‘17) Supervise and train refe née 11;;;?1ansngeference C1e£§’ Libiarlan -

f. .\Trainees, and Informatlo A551stanes. 4'-“ o \\\\%

18) Superviee prepérdtion.oﬁjschednles and payroll. i' - ) .

. ‘19) Visit libﬁaries, schoolé, androther'facilieiesu . . o AR
— . ’ ‘ . Ty T ,;' . - ; . .
ff\r - . '-‘ P _zi- o - ' . N 1 = ?

-
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« Specifiefactivities‘— Referencé Librarian I and II1. The following duties are an
v integral, part of these’ Reference Librarians' positions and would be performed by
anyone otcupylng these positlons on a fu11—t1me b851s.’

<

a .
f\l) ASSlSt t'he Head — Reference -and Information Services in the selection

‘and evaluatiOn of adult/books and informatidn file materlals. - .j%
"2) Attend'meetings~and conferences. ' ' . ‘ . /
o . E o ‘7 o M \

3) Compile blbllographles. o - N

&) , Conduct library tours and school class Visita.ﬂ,o¢ -
QSS'PCdnfer with Library staff/City‘emnloyees: Bl ’. | -
o . 6) Oversee the operation of the’ d1v131on in the absence of the Head -
Reference and Informatlon Services.
7) Perfdrm activities‘rela;ed'to professional affiliatipns;
‘ . ,

’

8). ."Prepare studies and reportss: 5 ' S e
9) Read plofe551onaL\11terature. ’ o L

. '10)1 Rev1ew and initiate correspondence. =~ - g

- : . BPER S ': A !
11) . Review and up-date reference collection,, ; o N
12) Superv}se the.Library Service Collection.} ’ : .

Specific activities — Reference Clerk. These activities comprise the off~ des
work of a Senlor Library Clerk whose on- -desk time is spent. as an Informatlon
A551stant L ) L . /

T EAR

° o i

1) ﬁnswer telephcne. '
2) . Attend/meetingsg, . .

3) Compile statistics on public information files.

4) Confer with Library staff/City employees.’ v

5) <Coordinate and schedule non~professional personnel.

6) Maintain and operate photocopiers, including making service requests
and changing paper and masters.
. '
7) Maintain public information files, including requesting or ordering,
. “receiving, classifying, processing, editing, routing, and filing of
' ~ pamphlets, ~college catalogs, commercial catalogs, occupations matgrials,
. annual reports, travel materla?s, geograph1ca1 and topographlcal #aps, ’

prganizations information, Caljfornia cities and counties materlqls, v
and telephone d1recth1es. o N N ; N
. y ! ’i
. -22- . e » i
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3 . .

S : . >
’

8) Maintain reference office files and perform related clerical work.
9) Maintain the Library Service Collection. '
10) observe, report-on, or correct stack conditions. .

.
4 . . ~

. 11) Peérform bibliographic checking.

.

\

12) Prepare payroll information.

- .

13) Receive, edit, ahd gcomplete book requests. - . ‘ ',/;; v
B . . B . a 4
. 14) Receive, .process, and route -mail. ' ) . :
. . ] . - . . v N . —
- 15) Request Reference and Information Services supplies. ' i
. .7 : . R
- 16) Route materials.. . T " .-
o 'l7)~lSupervise and train'temporary personnel. - B PR

x

» R } + ) . . ] N -
18) Survey the“reference area to determine maintenance requirements.

19) Train Information Assistants on public desk duties and‘publich
I T 1nformation ﬁgdes. » . o . -

209 Traim personnel in telephone Usage.
. . ‘ :)
21) Type correspondence, memos, schedules time-sheets, Yeports, etc. .

I PHYSICAL FACILITY ° PR . Voo - .
Two major factors ‘affecting the organization of ‘the Reference and Information
Serv1ce at the Inglewood main library are the design of the building and a

* change ‘in population with many patrons generally having little prior experlence
in the use of a library or lacking facility in the: English language. -

. The building is large and spacious, encompassing three public' 1évels. "An infor-
mation desk is on the f1rst level with thé fiction collection, large print
collection, and children's library. Another information desk 'and the reference

_service-area are on the second level along with the public card catalog, serials
area,and the first half of the subject collection covering the Library of Congress
classification system from A through H. The last half ‘of the subject collection
“covering J through Z, fthe foreign language and young adult collections, and the
audio-visual drea arejon the third level. o~

~ : L
Effective referehce getvice depends upon “the TUser securing the information needed.
Frequently, with pattons who are not familiar with library classification schemes, -
the reference librarian must assist thé user in-locating the material needed from
the subject gollection. However, w1th the adult. subject collection located gn two

. separate -leypls, the reference librarian has limited access to 'this collection,

' especially at: part of it located on the #hird level. fonsequently, the~effective-

.ness of the'reference service will be- reduced to the ‘degree -that a portion of the

v Iy -

.

. . e
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- help overcome 'this problem.

Also, it is more difficult for_the patr rf%xperienced library user
o utilize fully all a library's services W are spread over three levels. -
Recogpizing this problem, the Library has organ its reference«service to pro-

wvide directional service as well as informational assistance. A separate. settion;
Information Service,1 was ‘established within the Adult Division to handle all
ipitial contacts with. the public.. While the reference desk is staffed by librarians,
Information Assistants- (Seni-or Library Clerks) staff the information desks. Their
~function is,primarily to provide directional information as opposed to the inter- .
pretive or problem sblving information provided by the lihrariaus. . ) .

r . . . ~

STAFFING S R L .

=y

The Inglewood main 11brary is _open Monday through Saturday from 9 -a.m. to 9 p.m.

and Sunday from noon to 6 p. m, A reference librarian and an Information Assistant »
- » are on duty and available to the _public at all times the library is open — 78 hours v
.- weekly. This is possible on a limited budget with the judicious use of part- ~time’
‘personnel. The utilization of part-time’staff allows gveater flexibility in |-

scheduling and broader’ coverage. B 4

L4 -
_ . Because of tEe éxacting demands of being c%nstantly alert to the public's needs,
interpreting réquests, and physically - locating resources, these positions’ are
. ‘scheduled on a shift basis. While full-time librarians and Information Assistants
- are generally scheduled oﬁ\the desk for two hour shifts, the part- -time staff may .
' be scheduled on the desk for longer periods of time,.up to four hout shifts,. :
additional staffing is scheduled for especially busy periods. The’ latter occur
weekdays between 2 and 4 p.m. and Monday through Thursday evenings. At these times
there will be two ‘librarians on duty in the reference service area as well as two
- Information Assistants on duty at their respective desks.

, . |

. . .
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Inglewood Public Library. Library Informatign Service, 1974.
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S : ~ REFERENCE SERVICE' ¢

-«

M The Reference Service is a’'public service .established to meet public needs. . ®
Generally, these consist of information requests, interpretation of llbrary
\ resources, and instruction in the use of the Library's resources. Although
requests for directional informationm will usually be answered by ‘Informatign
- Assistants, it is not unlikely some of these queries will be directed at the
reference dibrarian. Consequently, ;eference_liBrarians'should be familiar
with the physical structfre of the building,including the location of other 4
divisions, public restrooms; public telephones, coriference and study rooms, ‘
typing rooms, etc.. ’ h ’ o

~
-

While on desk duty, service to the public, takes precedence over any other ~
duties, and service to the patron in the library takes precedence over tele-
phene inquiries, Frequently,g}t is not sufficdient for the reference 11brar1an -
to wait for a patron to reque t assistance. Since many patrons are reluctant

_ to request aid, it’'is the redponsibility -of thé reference librarian'to antici-

pate public needs and offer service when it appears needed.

Attentlveﬂgg to the public is of utmost importance,and any work of a personal
. or distracting nature should be avoided whi'le serving at the reference desk.
Ihls would include reading, knitting, doing homework, ete.: Personal phone
calls should not be made from the refergnce desk,.and personal calls received
should be kept to a.minimum. When work%ng with the public it is helpful to
remember to always be courteous, polite, and sensitive to eaeh patron's request
and the problem the patron may have had in formulatlng‘fn 1hqu1ry. )

. . ,- . 3

A large part of reference service consiste of interpreting the-library's re- _
eouré%% to the user. This includes the general collection as well as the refer-
ence works. The depth to which a reference librarian will be able to interpret,
the lerary s holdlngs in any spe01flc subject area will depend upon the

d" librarian's knowledge of the Subjeci The more knowledgeable a librarian-is in -
a subject area the more extensive the” assistance should be. However, the . X

librarian should use discieiigg(when interpreting the meaning of a woqk to the .
patron. - , : .

T .
- -

/’/;Egg/gzeeiﬂg*fhé¢;211ectlon, in this respect,_ means advising the user of -the
_ ibrary!s holdings ih a subject area and assessing an individual work in re-
lationship to the other works available in the same area. This will include
~difecting the patron to the most appropriate format for -the information he seeks,
‘'whether this is a monograph, periodicaly encyclopedia, etc.; assessing the
difficulty and comprehen51veness of a work and comparing it to other works on
the same subject for ease of ‘'use and ipformation pravid and determining the -
locatlon within the collect1on of a specif1c type of ingormatlon. . :
~ »
. __.uWhen information is prov1ded on any SubJeCt includlng the most sommon know-
ledge, the reference source for this information should always be cited. The T
reference librarian should never provide information '"off the top pf hlS head"'

w1thaut citing an authorlty. . . - o
. . ) -
- * '
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/Although every effort should be made to answer all questions, there are some,
areas which are better left to the experts in the field, Generally, these are
conSidered to be questions requesting legal, medical, or consumer advice.  Under
no circumstances should a reference librarian offer advice in these areas no
matter how commonplace the knowledge seems to be. .The patron should be directed
to the appropriate Teference sources and assisted in'the use of these, if neces-

-sary, until the needed information is secured. If this, is not available within
the Library's coﬁlectlon the patron should be directed to a more spegialized,.
library in the area or advised to consult a, profegsignal in the field, e.g., &
lawyer’ or doctor. Again, no recommendation for a speC1f1c person should be given
in this referral, but rather, a %/peral suggestion should be made.

Consistency in answers is also important. While many factors.may affect the
amount of information required to answer a patron's inquiry, every effort should
be made to be as consistent as possible in the quality and quantity of the“service
given.- Understandably, dur1ng Busy periods the reference-librarian will not be
able to spend as much time with each patron, and. the information given may not be
as extensive as it might be at another time. However the information should be
accurate, agd the appropriate sources cited. It i3 also helpful for the-reference

llbrarlan to_suggest the patron return at a less busy time for additional 1nforma-

) tlon.

0f course, any business not included at the end of a reference librarian's tour of
duty at the reference desk is passed on to the librarian coming on to serve-at the
desk,. The patron should never be. abandoned in the midst of a search for informa-
tion because the-reference 11brar1§n is going off duty. If there®is to be a change
of librarians assisting a patron, the patron should be advised of this by the f1rst
11brarlan. :

‘In answerlng a patron s redquest for information as many resources within the

Library as needed .should. be utilized, as should resources‘w1thin the larger’ communi-
ty when necessary. - '

-

- ~

The reference area consists of the reference desk, which contains a limipéd ready
reference collection within immediate reach for answering those questiofis most fre-

1y from the general\book collectlon-

L

quently asked, and\\ie adjacent reference collectlons which are ma1nta1ned<separate~

,Also,uithln the reference area is the public card cat log. 'An understanding of the
public card catalog is. probably the most’necessary point of information required by
the reference librarian. Knowing the reference works and area is not sufficient to
aid the public knowledgeably. Tq tap the total resources\of thé library one must
rely upon the pub11c catalog, and more importantly, thg/su ject index to the

collection. . P \\\\
o . P
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RESOURCES * N

. The complete holdimgs of the Inglewood Public Library - a multi-media collection —

- serve as a resource. for the reference librarian,who has access to the collection
through the public card catglog. Whenever the reference collection is not suffi-
cient’ to provide the informagion required, it is necessary for the reference-

. librgrian to utilize the pub ic card catalog to gain access to the total library’
~ -collection.” The Library. of Congress list of subject-headings used in thehglassi- -

vailable in_the reference area to assist the irefer-
. 4

fxcation of the collection is
© énce librarian in u51ng the suljject qatalog.

= In addition to the subject\hatal‘g and its companion manual of subject headings,
the reference collection cohsists of several categories: ready reference, general
reference, newspaper and periodicéls indexes, business services, tax services,’ s
* consumer information, telephone di*ectories, college catalogs, and information
files. - v | . . . L
\'\ » * s .
\

READY REFERENCE S 2\ ' o

This collection is located on a two-tier revolving wheel at the reference desk and
is used to give.quick,short anSWers, usually to telephone inquiries. “Although he
collection listed here contains many of the basic reference works one finds in m st
reference collections, it is not a ﬁixed collection and may be changed as circum
stances require. The’ works listed here c mprised sthe collection at the time this
manual was prepared ' : « . .o - o
: & \ ‘ T W
Baer's agricultural almanac | \ o - |
Bartlett's-familiar guotations ‘ s o I E ol o
Califotmia blue'book\\ . [ \' ) L ' ] \\
The California handbook-. \ B - ' !
. Califdornia information almanac . |
California legislature handbook " ’
‘California roster . . e - £ ’ . o
Chase's calendar of annual events = | S ' ‘ 1
‘Z”Ihefgplumbia Lippincott gazetteer of] the world . * =
* — YGongressional directory ) ' ' )
. Congressional index ' P
-~ Congressional pictorial directory |
- Congressional staff directory
Directory of post offices
Emily Pogt's etiquette ’ o4
First aid manual - A J

*y

“ LA

Granger's index to. poet i

| A Guide to the use of~ Etlett s fami liar'nuotations \\}‘ . ' ' /1
' Guinness' Qook of world records | L S
‘Guinness' sporfs record book:- V\. . L )/ .
S Home reference books in print’ : o # , ; o
IR ‘“—Infnrmat1on please almanac 1 . —”j”’—ﬂ .
Kelley bluebaak oiwaucomobilé prices : g v ' R o
[ Ol g , . \ . : . - . A
- = . " - = s . L " ——— ~ N i
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" Los Angeles County alms&nac 7 _
Los Angeles handbgok ‘ ) » S s
‘ Modern English wsage - " "

National zip code directory
The Official Associated Press almanac
The 0ld .farmer's almanac . , - ,
. " Pocket data book, U.S.A. I ) , -
* Random House dictionary : '
. Reader's Digest almanac and yearbook
o The Reader's encyclopedia
Reference handbook of -grammar and usage

Robert’s rules of order B v
Statesman's yearbook - ‘ ‘ S . -
s ,Statistical abstract of the United States ’ . ,
Supplement to the U.S. Government Printing Office style manual
Thomas guide to Los Angeles County - . ’

U.S. Govermment Printing Office style manual®
Union list-of periodicals
Union ligt’ of periodicals in Southern California
. United States Government. organization manual
Webster's biographical dictionary C
Webster's co}legiate dictionary - B T n e /
Webster's geographical dictionary ) o '
Whitaker's almanac - _
World almanac - - . . o ' - - .
' The World in figures ‘~R, . oo
i In addition, the ready'reference collection contains the following uncataloged
material \

v Elestion literature (ephemera pertaining to curﬂggt elegctions) = ) § . L

* T < : ) R - ﬁ‘ _ -

Federal, state, and local miscellaneous information S e T

. Have /'f*"’
Inglewdod Public Library's periodicals holdlngs list — g
" Lécal telephone directories T L - TS A
"“Pegiodlcals ‘directories for- the surrounding area 77 < § _ -
Sources for personal statistical information - birth deatﬁ‘\marriage,,
and divorce records - s~ o
Subject\guide to the Inglewood Public” Library s periodicals holdings’ ..
o Sl [ -_w__..-»*-—-——"‘-“'“—‘—ﬂ'ﬁ'-*—\ : . T
- GENERAL:ﬁEEERENCE . gjiwnfk—»———-““““f - L -/ , )

~This collection is maintajined separately from the circulating book collection and
+is located clese to the reference desk. It scontains standard.reference works, such
as general and subject encyclopedias, almamacs, Who!s-Who and biographical diregto-
ries, Inglewood Municipal Code, California State Codes, tHp United States Code,
building codes, dictignaries in English and foreign languages, medical, scientific

~ and other specialized dictionaries, handbooks, directories, literary and other g

- specialized indexes, atlases, gazetteers, eté. However, many works commonly found
in reference collections elsewhere are inc]uded in the circulating collection at.

4
the Inglewood Public Library . The actual reference collectiOn is purposely kept

_ small to facilitate its use, <‘\c ) ’. : ; .
o ‘ 7 > — -~ o . .
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‘ . . ' . |- .
- . NEWSPAPER AND PERTODICALS INDEXES | ' | Y
The Library\subsprlbes to the ‘New York Times Index, Los Apgele Times Index, -and
. California News Index (which indexes six newspapers and seven magazines). The

) Jﬁbrary also subscribes to the following major standard.period cals. indexes:

' _Access, Applied Science and Technology Index, Art Index,. Busitelss Periodicals
Index, Education Index, Humanities Index, Index to Government Periodicals, Popular
Periodicals Index, Public Affairs Information Service, Reader' S\Guide to Periodical

" Literature and Social Sciences Index.

. LA
M - . . - -

BUSINESS SERVICES - S » A TR .
~ . . 1 . . .

o 4

, {lection has been separated from the general reference co lectlon since it
.is mpre usefully handled as.a separate collection. Most of the tems contained
“are sprial publications. Included are: v ‘

‘Almanac of busipess and 1ndustrLa1 financial ratios ‘ ‘ . . '
. American encyclopedla of i‘nternational information . . e
Annual syrvey of manufactures ,
Arizona directory of manufacturers > ’
Arizona economic indicators T
Barclay s overseas survey .o '
T Best's key rating guide, property=liability
Best's recommended life insurance companies . , =~ = . ' .
Business conditions digest .
Business service checklist . - ) : -
Business’ statistics ) o S _ .
California export service and guide - ‘ 7 .
Callfornla international business directory ' )
Cala;ornla matufacturers register
Census of agriculture o ‘ "
- -{ensus of business (Califorania) ' ‘
' Census of manufactures . ,
o "Census of retail trade (Californla) ' s
"r Censud of wholesile trade (California). '
" Containers and packaging _ ' : N
- ~ Copper, quarterly rtport, ' ’ ‘ '
©- -Corporate affiliations.
County business patterns B .
Current business reports: Annual retail trade
Current bu51ness reporté: Monthly retail txade
Customs regulatlons of the U.S. ¢
Dictionary of &tock market terms =
Directory of Américan. firms operating in foreign countTies
Directory of American importers and exporters
' Directory, of companies filing annual reports with the Securities and
Exchange Commission « -
. Directory of foreign firms operating in the United States
- EIA guide ® S - ' |
) Economic indicators & - ) . e
Economic prospects ' ' ' ‘
Electronics buyers'

o

~

-

guide _
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~ Ljfe insurance faét book o v o cy , - |
g..Lerm .economic growth 1860~1965 - ’

- Moody!s bond record P
- Moody's bond survey " = . ‘

‘aoody's handbook of common” stocks

DR y - . 0 <

Electronic News financial. fact book and directory. \ o g
Federal Reéserve historical chart book : : - N
Federal Reserve statistigal release , \
Federal Trade Coundssion news T

Federal Trade Commission news summary

Finance facts ‘ e : ,
Financial tactics and terms for the sophisticated internationa investor S
Foreign commerce and navigation of the,United States e . s
Foreign econdmic trends and their implications for the U.S. T ' -
Importers and exporters trade promotion guide ) §

The Inger letter : , L —
Inglewood business - ' )
International petroleum encyclopedia A ' : I . o
Investment analyzer : d '
Investment companies: mutd%l funds and other types
Jane's major companies of Europe . ; _
. Kelly's manufactuEers and merchants d1rectory o T R

@

"Kiplinger Califorhialetter - . . : :

. - Y
Kiplinger Washington letter -

thly summary of business conditions in the ¢ ﬁbrdl valley of California .
Monthly summary of busifess. conditions in Southérn California o v o
Monthly summary of business conditions in the orthern coastal counties off ‘

California' o, o ! ! ) o
Monthly wholesale- trade sales and 1nventories o o _ ' /o
Moody's bank and finance manual R / : : _ .

-

AR

Moody's convertible-bonds . ~t- oo oo
Moody's dividend ‘record

oody's industrial manual ' .
Moody's municipal and government manual
Moody's OTC industrial manual -
Moody's public utility manual
Moody's transportation manug
"Mutual fund fact boog

Mutual fund i tment planni g N '
Na:i;ng};?ﬁodggfj rs Association directory of members -
Nasétnal fr ise directory MA/’ . - S

“official ummary of security transactions and holdings . .

Overseasg business reports v =0 :
PErformanﬁe profiles, private electric utilities in the United States, 1963~ 19 ‘
Pulp; paper and board : 7 o,
:Quarterly financial report for manufacturing cooperations ' . \//// ’

.The R,H.M. warrant and stock survey : ' ,
Regional Plannlng Commission. County of Los Angeles. 'Quarterly bdlietin/wtéé-

Savings and loan fact book + .- o ot

~Securities and Exchange Commission docket ‘ B - -
Securities /and Exchange Conmission news digest - : . - -
Securities and Exchange Commission’statistical bulletin ‘ : S

¥ .
< , , . ‘ ,
! Al .




Small business bibliography\ S S, .
« Small business publicétiona . : ’ \\‘NNA . .
) Souzﬁern California business directory and buyers guide , . .
Southern California repart i ° T . '
Standard afd Poor's industry surveys R ‘ i %

Standard apd ‘Poor's outloek

. Standard and Popr's ‘register of corporations, directors and executives
Standard and Poor's security owners stock guide -
Standard and Poor's stock reporty . i
Survey. of curréent business !

. Tariff schedules of the United States, annotated, - .
. " Technical aids for small manufacturers- '
Television sponsors directory :
. Thomas register of American manufacturers
" frendline daily basic stock charts ' .
Tuesday spot market price indexes and prices
25,000 leading U.S. corporationSt . E : .

. U.C.L.A. business forecast for® the nation and.California )
{0.S. Bureau of the Census ‘current.industrial reports"

" U.S. direct investments abroad * . ' - T
Y.S. government security yields;and prices ' ' . ‘
U.S. industrial outlook ' [ ) . |
The Value Line investment surve& ‘ R . Y

+Walker's manual of western corporations and sechrities . \
The Wall Street thesaurus = . J . C
Who's who in finance and industry 7/” ' . L

\ World aviaqion directory . ' N e
\World monetary donditioms +in relation toétfricultural tra%E*“

4

P Yearbook: of international trade statisti & . e N

-

TA SERVICES “yl“'i“‘ ' "’”“1 o ' 1 .‘".. : . ‘ } -

" . . . . - . B - Iy
ThiS«mateqial is maintained sepgrately from the general reference collection,
‘since\it, too, 4% "hore readily accessible to thé public as a separate collection. R

Included #re: g L <"

\- ) L .4 - ’ . o
‘Califiornia personal income thx~ law 7 oL N R
Califdrnia property tax laws . ' - .ot : ' T

atalogue of forms, form letters, notices (U.S. Internal Revenue Service) T,
. \ Qpde of Federal regulations, Title 26, Internal Kevenue I ‘ .
- - L caunty of Los Angeles tax payer's guide , e ’ ‘;lrf’;,w‘”T;.
. \De ring's California codesd: revenue and taxation - o :
“ Fe dbook, (Prentice-Hall) EA . b B A
. o supplement system (U.S. Internal Revenue Service) P
-~ ~Stat local taxes (PrentiCe-Hall) T .
Tax e for small-businesses (u. S.vInternal Revenue ServiCe)
Tax review (Tax Foundation) ., ‘' : R -
U.S. Internal Revenue Service publications T ' ) T
B Your Fe eral 1ncome tax for individuals ' , ¢> 2 »
} \ ' . ‘ ,
\ ! b, . .
. - _‘- \ ,/ , . . & Vi
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" CONSUMER INFORMATION . L - -
.This material like the busihess services and the tax services, is mainta1ned as
a separate collection. It‘contains the following items: v

. CPI detailed_repo;t ' C : . . . .
Caveat emptor e L B LT
Consumer affairs B . o .
Consumer aid series . . « - ) ;
Consumer digest : ™~ Ty . L . - /
Consumer information v T e /
Consumer legislative monthly peport _ ‘

_ Consumer iews. - . S S . T

. "ansumer,newsletter . A~ ‘/

Consumer pricg index — Pacific cit%es and u.s. %vergge'i“i<:w
Consumer reports _ " . T Tl L

.ConSumer s research » e T e e A
Diréctory of state, eéunty and *city government consumer offices -

o Estimated average retail food pr1c§§/~/f§cific’region : -
‘. Estimated retail food prices by ¢f . )
N FDA consumer yd B Y

Guide to Federa.l consumer sefvices T : ' ‘

& B ,"”— N = AN ’

i | ' . ‘ .
TEL PHONE DIRECTORIES,' o . , : : 1
B D‘ .j . ‘

‘This'collection is very comprehensive. The Library has telephone d1rectories
- frbm all gérgalifornia, most c1t1es in the' other states, ‘and {mportant .cities in
foreign c rids, A o L R . .-

b . . . o © w . ‘ o
COLLEGE CATALOGS ’ T ' _ B v

. A_ °
- . . A e e e B e

-

o ~ The college catalog collection consrsts of catalogs of (l) general univer51t1es
. and colleges bn microform, apd - ) spec1alized colleges and correspondence schools.
Microforms are available at the reference desk-for use on the ‘micéroform-reader-
printers located in the serials area, while the’ spec1alized college and corres-'".
pondence ‘school catalogs are shelved fn the reference area for non-sﬁpervised uSe

within the library » . » , :

o

J".,,'
N

~

. ‘NFORMATION FILES ey T o P
. . B
Information files -are’ a most important adjunct of- reference serv1ce and ate lotated
adjacent to the r&ference desk. State and Federal government documents comprise a
large percentage of the material in these fil€s. The fileg are subdivided into
. several areas; subject'material ‘annual reports (Eederal state,-and ‘non-governs
mental), California citjes and'counties (general aha historical 1nformatiqp), v
~ occupations or careers, travel .(foreign, . United Statesy, California ~ maps ﬁnd‘pamq
‘phlets), commercial- scatalogs »organizations infprmation, and geographical and topo-
- graphjc map file. In contrast to- the resE of the reference collection, the material
_in the information files does circulate. . » o ' - L
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"'.v3librarian with one additional\librarian and several clerical assistants. JAs

B : ) - } . . T . . N ,‘c/ . .
N .. - - S
L.t BRANGH LIBRARY REFERENCE SERVICE. = r -
: ) A . . S
ORGANIZATION e o . o

Y

Branch libraries are mainfained ‘to .provide a first level of libraky service to. a
community. - ALthough the branch llbrary collection is tailored.to meet the needs’
of the surrounding community, it will generally be duplicated in the holdings of
. the main library. A branch library is organijzed under the direction of a'branch

-

staffing is limiz/d 'mafhy areds, of responsibility are not. maintained: within _ . AN
stri¢t lim but-tend to overlap. A high degree of cooperation’ among the staff
is necessary £ the smooth func;ioning of a branch library.

) Lo « ?
‘The librarian on ty, whether this is the branch librarian or .an assistant, is ot
responsible for: the\reference function at the branch library. In the absence of o .
a librarian, ‘which do - occur occasdonally during lunch hours and emergencies,’ N

——the Cfrhulation Supervi or or next-highest clerical person on duty is responsi-
ble for assisting the/pa ns with their requests as much as possible. If addi-’
" tienal service is required,\the person on duty will contact the reference degk
at the main library for assistance. The reference librarian at the main library -
will then either provide the infor ion requested over the telephone or, advise ‘
the patron to come to the main.library re nce desk for further assistance. '3 '

-,

DUTIES’_N\\\ : x

'The branch libr;riaﬁftsrre 91ble for the overall operation 0 ’ ) S
- 1ib c§

1
%

and superv1sion of the library in the absence of the branch librarian.
branch libraries do not have Information Assistants, their géneral functiog is
performed by both librarians arnd clerical staff at the branch library.
~ librarians have more responsibility for- answeringadirectional questiFns, com-
pleting title searches, answering the telephones, etc., than their cdounterparts
at the main library. : ) : .
- o » . - t '
Another service shared by the librarians and - clerical -staff is the jéaders' ad- ,
‘ visory service. Due to the intimacy of a branch library, the'cleridal staff,
especially the Circulation ‘Supervisor, has regular contact -with the [patrons and

¢ . comes to know ‘their read1ng interests. — Increasingly, the clerical staff will

- asgisg, the patrons with their reading selections, especially in the jarea® of
w;Ef:.tion and new books on the best seller’ lists. . » . ’ .,

3
— N o . ) ] . [

Branch library reference service (assisting patrons\Ig their Te ést or,rﬁf;:-
maEdon and their use of the library's resources) is\simiiar to that iroyided at

main—tibrary, wi'th the major limitation being phe limited collextionfand re-

ources of a branch library. As a result pof these limitations the b anch TR
' libra;i;n’E;ka at times, call on the reference service/at” e mdin library/po/ )
‘- assist™in answering a patron 'S inquiry. . T : u‘,//// :
M ) . * - - v - ”,/ g\\ D N
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Also, in a branch library the separation of adult and cHildren's services is not

<« - as clearly defined as at the main library. Although children's librarians do
serve in branch libraries on-a regular basig” (several times a week);-there'are ;
no children's librarians assigned to the branch libraries on a-full-time basis.
Consequently, branch librarians will frequently provide ‘reference service and -
reading guidance to children as well as adults. f

- . T < e -

. RESOURCES ' R , 0 e L ) :
’ . BN V - » o 3 ~ . ‘ i )
Brinch referance service is perhaps more dep dent upon-the total. library col-
) lection than is reference service at the main ibra;y This is due primarfly .to ¢

‘limited funds and spaee which impose-restrictions upon the size of -the reference .

N collection.
&t X

As at the main library, the public cafd catalog is a major resource in providing
- reference service to the public, .and familiarity with_ the card catalog is es~

sential for good reference service. , The reference: desk is located adjacent to R
the public card catalog, thereby facilitating -the use of the catalog in aSSist- L I
ing the patrqns., , . AP

Reference collection. The reference co}lection'consists primarily of the basic
reference toqls general encyclopedias), several-special encycbopedi@s and
a% dictionaries; almanacs, biographical dictionaries directories and indexes

' several foreign Aanguage dictionaries, 'atlases and gazetteers, etc. .

PR

: Communiﬁy information réﬁpurcés. Since the branch liprarie§ do not have an
Information Service to maintain information om community activities' and resourcesh
this is done by the reference librarian.. ‘This information constitutes an impor-
tant resource. Information comes, in from many sources within tle community. A

' major source is the City of. InglewpodL which provides,bogh the main library_.and. ... = ...

the branch lxbxaIIESIWIEh information it wishes disseminated to the public. I
_( o oL .
7 elephone drrectories.' Branch- libraries have limited collections of telephone
‘ directories for the Southern California arba. Inquiries for other areas are re-
ferred to the main library. P o RO . ‘ . AU .
. ad . }.- \"*i b‘ . N .
. * College catalogs* This collection«is also more limited. LIt is generally ‘re- By .

..strictedhto colleges universities, and vocatdional schools in California nd
neighboring sfates: However, due'to the large, number. of Black patrons seEved by
the branch libraries, an-exception is made to include catalogs from formerly all-

Black schools regardless of- their location within the United States. Ly ' .
v v - N \"
Information'files. The branch libraries also maintain information files of -pam- -

phlet material,. ‘These’ are»_onsidered.an important resource .for réference service. N
Although the files at 'the bran libraries. are not as comprehensive as those at °
the main_ libragy, the‘Same genera eas. are covered: Subject material Califor-s
- “nia eities and, counties (general 4nd historical information)\\\ cupations or .-
”///careersé travel (foreign United States, Cgl‘ ia — maps and pamphlets). The
one area mot covefed at the branch. libraries is .the -annual reports. " As af the T

. ~main library, the material in Ehe information files does circulate.® .o }
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‘ " EVALUATION AND fFFECTIVENESS OF REFERENCE'SERVICE' . i o
Lo . » . oo . : . : / - . . _
- REFERENCE LIBRARIANS . - o P o o
-~ ! ' \u
“ As with other positioﬁs within the Library, some evaluation of the performance‘ _
of the reference 1ibrar1an is. ;equired All referénce librarians serfe a pro- - -
bationary period of up to one yéar, and it is necessary to evaluate their- per=-

' ance during this period Also, if a 1ibrary is to maintain an effective ° :

f'refer nce service, the staff constantly be alert tp.the needs ‘of the T
public and aware of the libr ry ‘s regources, » Periodic evaluations and review . . --
of each reference librarian'pg performance will help to maintain an awgreness o

. among the staff members of their responsibilities and functioning -on the job.. - .

Since the major aspect of. efegen service does not 1end itself to quantitative -
measurement, it was diffiqult to éstablish an effectiye set of criteria for o/
eyaluation; However, .it 'is" t that th format final

ects of the job

by “the Inglewood Public Libra does- _ -
! The empldyee is evaluated pr marily. accor: the Library's re- -

- ' ‘" sources,:.especially the reference collection, and forts to piqyide good refer-
" ence service. The reference librarian's re1ationship with ”mploxé s and
performance of referencé ma1nten§hce dutiestare also’ 1nc1ude ~in the evafluation,

- /“ l hd

To date the: Inglewood Public Library\has not developed‘an accurate mea
measuring the effectivenessfof reference service.either by indiv1dua1 referenc
librarians or the division® as a whole, To do so would 1nevitab1y require some
megsurement of user satisfaction. _However, much that 1is measured is related EO, . .. e
serving the public.- It must be assumed, that thoro knowledge of the library o ’ '
<“cg;}ections will affect the reference 1ibrar1 ] ability to provide effective
referefice- serv1ce.’ The same may be sa1d out the reference 11brarLan 8 ability
to understand and 1nterpret users' quegtions and. the librarian's wrllingnessoto
as31st the patron in the use,of the 'brary s res0urces. - -

” . w
.

=y Also, no measurement of 'the efficiency of reference service .at the_ Inglewood .- ,*
‘~\ Public"Library is included in thié\evaTuation. This would require the estab- o
Iishment of fixed criteria for measuring reférence service, such as: how many’.- -
questions are answered per hour, how many title’ searches, Completed how~many R

items filed, etc. Although this -type of measurement has its pufposes and could .
be used effectively by the Library administration, it only measures the quanti- "
tative faétors of Teference service and- fails to consider the qhalitative aspects.
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//REFERENCE CO,LLECTION . _— - . S
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In addition to evaluating é;rsonnel it {s also important ta evaluate the refer- *

ence collection periodical y.. Since referernice service is &ependent upon the
resources availgble), thesevmust be: maintained at’ anteffective level. s the
responsibi.lity of the,Head — "Reference anmd Informatiogn Seruices to evaluate and
matntain the ref rence collection. However, every reference librarian is esponsi-

Br.maklng s ggestions and recommendations for updating the collection
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If a reference collection is to be of uge- to the reference staff and ‘the publié
it must meet the informatlonal needs of the publlc. This ‘should be a major con~

sideration in deOeloping and maintaining.the reference collection., Before works
can, be selected and areas .of the collect&on evaluated, the Head — Reference and’ -

ELs

Informatlon Services must kriow the kinds of. information the public is requesting e

and shou1d then attempt to develop the. reference collection to satisfy those e

requests. T . L ) ‘ . B
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There are several tools utilized in evaluating and developing the reference
~collection. Major sources for recommendations ape the lists. of significant o

reference works published in Library Journal: and by the Callfornia State Library
and publlshers announcements.. Subject Guide to.Books in Print is. a ufeful
source for lists of works 1n a particular subject area which may ‘need 'to, be “de-

/ veloped or expanded } L. T S Co e . o a

It is also helpful for the Head — Referenee and Informatlon Serviqes to be’ awaz
of the holdings of other libraries in the area. ! This can be done. by perlodica ly ©. -
v181ting these libraries and inspectlng their cpllections.ai’?””

* : ~ L ~ {\ ' .' o M-- ‘.\.— . . L

ests, itlis also necessary to keep the reference collection darrent.: Much of °

this is Jc;g?“&\&}:;g:uatically with-subscriptions to annual phblications. However, ST

there -are many ks which are updatéd: 1rregu;arly and#‘eonsequently, will not be ‘_/}/
+'ipcluded tn the annual subscrlptions' I order  to 1n&ure*that the Library has-

the latest’ igsue of tbese works, ehe sference collection must,be rev1ewed peri-- S

odically with thls purpose in m1nd : :

In additlon to expanding ‘the referenhe collecté%n to meet new requests,and inter- .
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“The ef iciency of referenEE\Qegzlce cén be greatl? Enhanced by the arrangement

: of the. reference area. The' réferénce desk.should. be 81tuated in a prom1nent lo-. f‘/

;‘rainntona551s
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ain "library the.reference area is located. on the second level
at the east-end of the bu1ld1ng. An 1nformat10n desk"is .in’ the center .of the\\

. fléor, easily accessiblg to the pdblic. The reference desk is also prominently N
lopated within the,refe ce‘area/ﬁnear the publlc card catalog;and the refer-" f;y-

ence colleét\on. o _ AT N ““é;ﬁ' P et N
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The ready reference collectlon is

N ated on a revblv:\ wheel at the reference -
Y desk sh the reference librarian can use without havingn%b\leaV~.the degk. This 7

ne especlally .us ful when anSWering teleprone 1nqu1r1es.
o o
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| REFERENCE DESK WORK EVALUATION -
i / * - i
' ‘Datg e : . S Employee's name- ’ »
. & . . : ) ,
oo : ~
i . "Employee's class. title
L - L . - . e o '\
T , OUTSTANDING |  GOOD » FAIR "UNSATISFACTORY |
. 1. Knowledge of the ) ' v .
~ . circulating collections _ ’ -// .
g : ‘ - ' = "
. Rhowledge of the v ' ) . . ;f' p
reference collections - . N . - .
4 ¢ ¢ - ’ / ;
3l * Effort to inctease : ( - e . )
knowledge of collections “ .
~ — 7
4, Ability to interpret ° . ’
L user's questions ? . -;<
5. Willingness to help 11brary B /h - |
; users; enthus1asm 4 : ' . /fr
- .
. . B . : » - - N -
6_." Effogt to recommend I . . i
" additions to collections '
SRR , . ) ' o
- 7. Willingnesq to file - * ) - v
" reference services- : v ¢ ‘ ,
o b . R ' . - \ ' ‘
{ “ .~ ! o - ' .
. : e - ! s e
8. Punctuality :ié, ; - ‘
! V. . TR » g . . ; I
9, Courtesy” ’ o i .
3 ) ) A4 " . N - r o \
/ . . . - .
.10, Appearance . . .
; 11. Att1tude toward other . _
, employées ' j " . S o .
. . . £ . n |
> 12, Con51der1ng abi reference ' ‘
- librarians that you have ™
v known, ‘what is your qver- .
\\\ _ all rating of this employee'7 : ) ' :

- co—mm\'f. "'\_ ",




these forms and a'brief explanation of their use.
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Sévéraf%forms may be used at,theiféferenée desk. Thosé most used include:
(1).Call slip, (2) Postal reserve, (3) Book order suggestbon, (4) Special use
slip, -and (5) Request for free informational materials.. The Reference Librarian

should know their functiom and use. The following section prdvides examples of

. * .
CALL SLIP o /" . L . , :
A - ‘ )
. Y'a . R -
e .- . 1)
. ’ CALL .SLIP . B

- .\ ’\ L. ' - \. . {’

[ ] . . . o B

Depositioty [D Op% shelf S , Magazine D

I 1B ke evaila‘blp Aaf:te:r’ am 11 am @ S\pm 8 pm_—|J ‘
o (circle tige) , , ) : / .

13
Materials cannot always
When paging is necessary, the call
filled out as above. and the patron is askedxto call back at the time
. *If the book is in, it is reserved for the named patron;.if not avail-
ablef ‘the patron will be sa 1pformed by }he Circulation‘Dlesign.
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POSTAL RESERVE
POSTAL RESERVE
' used for books listed in the Public Catolog .
PRINT YOUR NAME AND ADDRESS ON REVEQSE SIDE, You Phone 6 HY-#257
Not Requited afrer
Call Neo. BJ ‘&5 1 K 33 " Today's Date —_27/76& e .
L | Author - Lasl Name. Fist K E E Howarp C, .
C O Ttle _MAMN_G__ELHJ_QAJ_QEQMNL
" : o Matenal s being held at Library on'seturn | [ Not Avatlatﬂe

- address until :
. ' e » ' /"'

~‘.,‘:¢ due whe materiy s ate claimed

, . N

INGLEWOQD PUBLIC LIBRARY

|01 West Manchester Bivd. ’
" inglewood, California 90301
- 649-7380 A1
e~ ’ ’ .
< Ms, JaNe RicH ‘2 '~
YOUR NAME ‘ ‘ '
wooonsss P 200 HINDRY AvE.
__INGLEWooD .Ca. 90301 )
’ 4 » ¥ ) 1 b
! - .
This postcard—ﬁdﬁn is used for reserving books listed in the public catalog. It:
may be filled in from a telephone request:, or in the li-.brary by a .patron. If
the request is filled out by a patron, the card should be checked:for gccuracy
. and initialed by the librarian or cIerk receiving it. | N .
| T U - =
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BOOK ORDER SUGGEﬁTION
.
- CALL WO, Au‘:)m Lieet newe firax’
DE_HAAN:; RICHARD M. .
T — - J .
_ART oF SrAY:NG Off DEAP END STREETS_ .
. PUBLISHER . HO. YEAR . s ke, °
'e P *
M 495 | Vietom BKks. @74 R
.o N/ QUANTITY —[vERDOM . ‘ 1888
v . ) - . A
‘ ! - . ’ 0-88207-709-0"
cacee @ 0 oo YA aooL . e owo.
. e © state. - ror X oor . e //eYV/76
. Lo aTE” /27 - NO  {un ' mn TP
. A sounce:  rs e Coir) sf cir  om
< e amms  rue - NAME & ADDRESS RN
, I Bt ro— V) Birnés . e
i Lo | 228 15is AvE
e ING. Ch F0300 - ~

The book order suggestion form is used when there is no card in the public catalog’

" for a requested item. Complete bibliographic information is needed, source of in-
formation must be indicated, and whether or not a State request is desired (box
marked "State' ") should be shown. The call number is/Ghown if a newer edition is
requested or a book is to be replaced. Generally, the public catalog (PC) and
bibliographic source are the only files that .can be checked from the jpublic area.
All forms shou]d be initialed when complete for furthe processing.

SPECIAI:’US“E sup )

N
- SPECIAL USE ,
; L MUST BE RETURNED BY 1f0/76
: REFERENCE DS
- | [CALL No. E 176.1 TZ22¢ AutHOR TAYLOR ,TIM )

nne_ BOOK of PRESIDENTS '

.

NAME JAME§_5ROAZN.“-' ,. 2
LIBRARY CARD NUMBER /- ,3062,52
aporess_J3//9 4t 13 ?M ST AﬁwrﬁM

\\ 4 TELEPHONE_€ 67‘7—‘/-77é “DATE_ (/27 /76
.‘\Aumonztn\ __ , ' e

‘1J§<_ "The special::ge&alip is @ means, of alioying reference materials to circulate.
- Since such materials are not pocketed to.receive transaction cards, this slip can
. be photographed and the book ‘charged out at the discretion of the librarian -on

e .reference duty. ‘ ’ \\\' L — N
PO ' 3 : . . \ ‘ . e
_ ~43- N
- ’ \ -
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+ REQUEST FOR FREE INFORMATIONAL ﬂATERIALS\ i .
Lo ] ~
oo 'c"quy.‘ : » 3 " i
b -n‘d ('-'Jal‘ .
. ' ’
- -
. - . i . ot , ‘ \;‘
] - . . A /
] PLEASE SEND'US - FREE COPIES OF i N
, » ———— ) M . ,
M- ~ ' ‘
. P . - — /1
L ' T/
, ' - J-
v . - «
. v v
SOURCE: o
If these items are not free, please let us know as
~we cannot pay on receipt without prior purchase
. -order. :

This postcard. form may be completed B§ reference librérians and routed to the
Reference Clerk,who coordinates reque§ts'for'informational materials. .
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