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BRITTLE BOOKS PROGRAMS

by Jan Merrill-Oldham, Head, Preservation Dept., University of Connecticut Library,
and Gay Weolker, Head, Preservation Dept., Yale University Libraries.

ERI

In recent years, many constituencies have focused attention
un the deteriorating condition of research collections in
-{urth American libraries. While t. ubrary community has
played a key role in generating this growing awareness, it
also has been instrumental in developing programs to combat
what has come to be called the “bnttle book” problem
publications produced on acid paper that are now so dete-
riorated that th2y must be reproduced in some form or even-
tually be lost.

Library programs are being iaitiated on several fronts
nationally and locally There are the cooperative microfilm-
ing activities of the Research Libraries Group, the nativnwide
preservation program articulated by the Commission un
Preservation and Access, and the substantial growth in fund-
ing for the National Endowment for the Humanities, Office
of Preservation On a regional level, both well-established
and newly formed library consortia are actively engaged

in preservation projects.

Condition surveys repeatedly reveal that pres-
ervation problems exist not only in isolated
situations, but in all research libraries.

Most significant at the local level, the findings of condition
surveys repeatedly reveal that preservation problems exist
nut unly in 1volated situations, but in all research Libraries.
This kit focuses ,n the evaluation, biblivgraphic searching,
replacement, preservation phutocopying, and preservation
microfilming of buoks and seiials that have become tou brit-
tle to handle without nisking damage. To assess these activ-
ities, a SPEC survey was sent to inembers of the Assoctatiun
of Research Libraries in mid-1988. The following comments
arc based oni responses of 64 ARL members. More complete
survey results are available in the kit.

LIBRARY AWARENESS AND PROGRAMS. Over 90
percent of the responding libraries have sume mechanism

in place for systematically identifying brittle buoks. This

is a significant departure from practices common only
short while ago, when brittle books often remained unnoticed
in the stacks, urculated without resuniction, and ¢ me to

the attention of staff when they fell apart during use. Most
librarie. operate programs for replacing brittle materials

with hard or film copies and for fiting materials that cannot

be replaced with preective wrap, .is and buxes. More than
half the Libranies have developed conscrvation, preservation
photocopying, and microfilming capgabilities. Nearly half
of the libraries segregate brittle maienals from others.

DECISION-MAKING STAFFING AND PROCEDURES.
Most Libranes assign the responsibility of selecting approp-
riate preservation options for brttle matenals to professional
librarians. In institutions reporting on this activity, pro-
fessional librarians are involved more than 90 percent of

the time. In 70 percent of the libranes, libranans make the
decisions exclusively. Over 80 percent of the hibranes report
participation by selectors and bibliographers. In about half
the libraries, the bibliographic searching that supports
decision-making .uvolves professiunals either exclusively

or partly. These results suggest that Libraries have estabhished
the importance of preservation decision-making, and that
they have forged strong links between preservation and col-
lection development.

Libraries. . . have forged strong links between
preservation and collection development.

1t 1s commonly understood that the scope of the bnttic books
problem far exceeds current capabilities to address it. It ..
natural, then, that the matter of selecting titles for repro-
duction would become a major issue as reprographic activity
increases. While identifying brittle materials uuring the noi-
mal course of handling and use 15 inevitable, some hibrarans
advoucate that the preservation of all brittle items in impor-
tant subject collections is a more reliable way of ensuring
that 4 ¢ oherent body of information will be salvaged.

Of all vilumes filmed or photucopied by the responding
libraries, slightly more than two-th.ds are identified through
routine handling, and approximately one-third through sys-
tematic review. The effect of increased grant funding on
preservation selection mechanisms bears watching. o date,
funding has been commutted almost exclusively to projects
based un the subject approach to selection.

MICROFILMING AND PHOTOCOPYIN . POLICIES,
PRACTICES. Underlying the decision to microfin. v pho-
tucupy is the debate over whether film 15 an adequate rep’ we-
ment for the vniginal hardeopy of a text. Of all responding

The Systems and Procedures Exchange Center (SPEC) 1s operated by the
Association of Research Libranies, Office of Management Services,
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libraries, nearly half discard 90 percent or more of the vrnig-
inal copies of volumes after they have been reproduced. Coun-
versely, nearly 20 percent retain more than 90 percent of

all uriginals. Current practice ssems to suggest that retention
of the originals is often either impractical or not feasible.
Regarding the chuice between preseryation microfilming

and photocopying, about 40 peicent choose to film in 90
pereent or more of the cases. About 25 percent choose to
phutucopy 1in 90 percent ur moure cases. Only rarely are
volumes both filmed and photocopied.

These statisties say h.tle about the relative numbers of
volunies microfilmed and photocopied, rather, they reflect
institutional choices. Further, thuse chuices are based unly
partly va preference. Capability is a guverning factor. Pres-
ervation photocopying is within the reach of most librarics
because the technology is readily accessible. In contrast,
prescrvation maerofilming requires a greater degice o train-
ing, skill, and biblivgraphic documentation, ara, typically,
contracting for services frum a commerual vendor.

To some extent, increased involvemen: of
scholars in the preservation decisivn-making
proce. s is likely to affect the choice of refor-
matting media.

Regarding microfilming practices, 35-mm roll film s dearly
the medium of chuice, with 64 pereent of all respondents
using it exclusively, although modest use of microfiche is
icpurted. Among respordents, use of the step-and-repeat
vainula i the most common method of microfiche produe-
tion. The growing controversy regarding microfilm versus
microfiche for the production of master negatives is a dif-
ficult one to resolve. While in many cases microfiche provides
sapeniorf reader access, microfm offers a number of technical
advantages, including a lower reduction rat10, opportunities

to correct film errors by splicing, and better protection
against nusfiling. To some extent, increased involvement
of scholars in the preser, ation Cecision-making precess is
likely to affect the choice of reft rmatting media.

ISSUES. The management challenges .. herent in planning
and developing brittle books programs are great. Such pro-
grams are expensive, resources to mount them are inade-
quate, and the level of production that is currently contem-
plated is unprecedented. Many techmcal questions are not
as yet answered, and existing technologies fail to meet all
needs. As technical and resource problems are resolved, how-
ever, research libraries have established the entrality of
preservation progranis, and have developed strong connec-
tions between preservation and collection development
functions

At the individual library level, how to go about identifying
and selecting brittle materials for preservation rematins an
issue. grant funding favors projects based on the subject
approach to selection, yet many libraries are identifying
matenals as they are used. Regarding library users, ongoing
communication with faculty and scholars becomes important
when libraries are making choices concerning reformatting.
Libraries have a responsibility to keep their constituencies
informed regarding brittle books programs and to provide
for enhanced and open access to reformatted materials.

The SPEC Kt un Brutle Buuk Programs (#152, March 1989)
contains SPE. survey results, planning documents, organ
ization charts and job descriptions, selection and searching
procedures and forms, guidelines and work{low descriptions,
microfilming and photocopying procedures, and a selected
reading list.

* % x

This flyer, kit was prepared as part of the OMS Collaborative
Research/ Writing Program.
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Office of Management Services, Association of Research Librarles

July 1, 1988

TO: SPEC Liaisons

FROM: Maxine Sitts, SPEC Center
Jan Merrill-Oldham, Gay Walker - Collaborative Research Wriiors

RE: SPEC Kit on Brithtie Books

As intecest in the proplem of paper embrittlement grows, so too does the need

implemented and managed. To help meet this need, the ARL. Committee on
Preservation of Research I.ibrary Materials is working with SPEC to develop a
kit to be published in early 1989. We are secking documents on these topics:

* Identifying brittle monographs and serials

* Conducting bibliographic searches to determine the relationship of
brittle titles to the rest of a collection, and te identify available
s1ard copy and microform replacements

* Selecting options for dealing with brittle bocks (e.g.,
replacing,reproducing, placing in protective enclosures, conserving,
withdrawing)

* Implementing ¢ rvation decisions either in-house or by contracting
with commercic. .endors

The following types of cocuments will be considered for the kit

.Commilttee and planning reports Offlce memos, routing slips
.Declslon-making criterlia .Policles and procedures
.Departmental organization charts .Tralning guides

Floy charts and forms .Job descriptions

.Lists of searching tools

The brief survey is intended to supplement the data that will be collected by
means of the 1987-88 ARL Preservation Statistics Questionnaire, and
intentionally does not overlap the Questionnaire.

Send documents and responses by September 1, 1988 to Collabcrative Research

Writer Jan Merrill-Oldham; Preservation Department; Babbidge Library, Box
U-5P; university of Connecticut; Storrs, CT 06268.

1527 New Hampshire Avenue, NW.,, Washington, D.C. 20036 « 202.232-8656 .




edures Exchange Center

- BRITTLE BOOKS PROGRAMS -

(262) 232-8656

Respondent

Institution

felephone (A.C.)

1. which of the following options, if any, does the library exercise for
dealing with brittle monographs and serials? Check all applicable.

Systematic identification (e.g., during the course of cataloging,
shelf preparation, charging out, reshelving, repair) followed by one
or more of the actions listed below in this question

Maintenance of a cumulative list of volumes or titles that have been
returned to the shelf in their embrittled state

Segregation (e.g., in a restricted-access "brittle books collection")
Protective enclosure in wrappers and/or boxes
Replacement with cammercially available hard copy

Replacement with commercially available film or film produced by
another library

Fidming (in-house or commercial services)
Photocopying onto alkaline paper (in-house or cammercial services)
Conservacion (e.g., deacidification, encapsulation, and rebinding)

Other {specify)

2. Who (e.g., subject specialists, preservation librarians, conservators,
faaulty) is involved in selecting appropriate preservation options for
volumes identified as brittle ? Indicate job levels or titles.

3. Who is involved in bibliographic searching to determine the relationship of
a title to the collections, and to detemine whether hard or film copy can
be purchased? Indicate job levels or titles.

i 14




Paias 2

YOS,

QUESTIONS FOR LIBRARTES ENGAGED IN PRESERVATION MICROFTLMING

CHECK HERE IF THE LIBRARY IS NOT SO ENGAGED
AND RETURN SURVEY AND DOCUMENTS.

Answers should reflect all fliming or photoecopying of brittle books done by
the /lbrary, whether items are Identified as a resulit of routine handling by
staff and patrons or as part of a speclal project. We are iInterested In
statistics that most accurately refliect current policy. (Additional comments

. may be supplled on a separate sheet.)

4. Of all volumes that are filmed and/or photocopied, approximately
what percentage is initially identified through the course of
routine processing and handling, &s opposed to through a
systematic review of the maierials in a particule_ coliection or

subject?

5. Of all volumes that are filmed and/or photocopied, approximately
what percentage is retained in the original format after being
reproduced?

6. Of all volumes that are reproduced (either in-house or under contract):

_ Approximately what percentage is filmed?

Approximately what percentage is reproduced on alkaline paper?

Approximately what percentage is both filmed and reproduced on
alkaline paper?

7. Of all volumes that are filmed approximately what percentage of all service
(use, distribution) copies is produced on:

35 mm. roll film

Microfiche produced on a step-and-repeat camera
Microfiche by strip-up method

Microfiche made by jacketing roll film (non-standard)
Other (describe briefly)

8. Under what circumstances is more tlan cne title filmed on a single reel of
microfilm?
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BRITTLE BOOXS PROGRAMS

Survey Results: 64 responses fram 118 ARL member libraries (54%)

1.

2.

which of the follcwing options, if any, does the library exercise for dealing

wiCh brittle monogrephs and scrials?

# libs.
Systematic Identification: 57
Qumulative List: 18
Segregoation: 27
Protective Enclosures: 52
Replacement Hard Copy: 52
Replacement Film: 46
Preservation Microfilming: 37
Replacement Photocopy: 43
Conservation: 35

Other:
Planned deterioration; deselection; withdraw
No systematic program; identify by chance
Not done yet: making extensive studies of problem
Transfer to environmentally-controlled storage
Substitute worn stack copies with gift copies

Who is involved in selecting appropriate preservation options for volumes

identified as brittle?

# libs.
Only professional staff involved: 44
Only non-professional staff involved: 1
Both professional and non-profes- 14
sional staff involved:
Not Done: 1
Not Answered: 3

16

iv

% resp.
89%
28%
42%
81%
81%
72%
58%
67%

55%

% resp.

69%

2%




3.

Involved Staff Included:
Selection officers/biblicgraphers:
Faculty:
Special Collesctions Librarian:
Preservation Librarian:
Conservation &ibrarian:
Head of Binding:
Acquisitions Librarian:
Materials Processing paraprofessional:
Administrative Staff:
Serials Librarian:
Preservation paraprofessional:
Conservation Technician:
Circu..rtion & ILL paranrofessional:
Catalog Librarian:
Clerks:
Conservator:
Binding Unit Staff:
Anvy Staff Member:
Co! lection Development Librarian:
Circulation Librarian:
Branch Librarians:

(&)
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Who is involved in bibliographic searching to determine the
relationship of a title to the collections, and to deter-
mine whether hard or film copy can be purchased?

# liks. % resp.

Only Professionals: 17 27%
Only Non-Professionals: 26 41%
Both Professionals and Non-

Professionals: 17 27%
Not Done: 3 5%
Not Answered: 3 5%

Involved Staff Included:
Preservation Librarian:
Acquisition Librarian:
Bibliographers: 1
Conservation Librarian:
cataloqg Librarian:

Collections Development Librarian:
Serials Librarian:

Librarians:

Special Collections Librarian:
Circulation Librarian:

Library Assistants:

DR RERWEREANRE OO
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Clerks:

Senior Library Specialist:
Pre-order Searchers:

Collection Develcpment Asst.:
Materials Processing Head:
Bibliographic Searchers:

Technical Assistant:

Conservation Technician:
Preservaticn Specialist Para-prof.:
Student Assistance:

FH NN WONND

Preservation Microfilming Involvement

4.

5.

0.

Involved: 37 libraries (58% of the response)

Of all filmed/photocopied volumes, what percentage is
intially identified through routine processing ratnexr than
through systematic review. (% given of 37 involved.)

# libs. % resp.

100%: 14 38%
Between 90% and 99%: 6 16%
Between 76% and 89%: 5 14%
Between 51% and 75%: 0 0%
Between 26% and 50%: 1 3%
Between 11% and 25%: 6 16%
Between 1% and 10%: 4 11%
0%: 1 3%
Not Answered: 2 5%
Of all filmed/photocopied volumes, what

percentage is retained in the original

format after reproduction?
100%: 2 5%
Between 90% and 99%: 4 11%
Between 7v% and 89%: 3 8%
Between 51% and 75%: 1 3%
Between 26% and 50%: 6 16%
Between 11% and 25%: 2 5%
Between 1% and 10%: 6 16%
0%: 9 24%
Not Answered: 2 5%

Of all volumes that are reproduced

(either in-house or under contract):

Percentage filmed?
100%: 7 19%
Between 90% and 99%: 9 24%
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Between 76% and 89%:
Between 51% and 75%:

Between 26% and 50%:
Between 11% and 25%:
Between 1% and 10%:
0%:

Not Answered:

Percentage photocopied (alkaline paper)?

100%: 6 16%
Between 90% and 99%: 4 11%
Between 76% and 89%: 2 5%
Between 51% and 75%: 1 3%
Between 26% and 50%: 2 5%
Between 11% and 25%: 4 11%
Between 1% and 10%: 11 30%
0%: 6 16%
Not Answered: 2 5%

Percentage both filmed and reproduced

on alkaline paper?
100%: 0 -
Between 90% and 99%: 0 -
Between 76% and 89%: 0 -
Between 51% and 75%: 0 -
Between 26% and 50%: 1 3%
Between 11% and 25%: 0 -
Between 1% and 10%: 8 22%
0%: 28 76%
Not Answered: 2 5%

7. Of all volumes filmed approximately

what percentage of all service copies

is produced on:

35 mm roll film:
100%: 22 59%
Between 90% and 99%: 4 11%
Between 76% and 89%: 0 -
Between 51% and 75%: 0 -
Between 26% and 50%: 1 3%
Between 11% and 25%: 3 8%
Between 1% and 10%: 1 3%
0%: 3 8%
Not Answered: 4 11%
Used but no % given: 1 3%
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Microfiche (step-and-repeat camera):

# libs. % resp.

100%: 1 3%
Between 90% and 99%: 1 3%
Between 76% and 89%: 1 3%
Between 51% and 75%: 1 3%
Between 26% and 50%: 0 -
Between 11% and 25%: 0 -
Between 1% and 10%: 0 -
0%: 27 73%
Not Answered: 6 16%
Used but no % given: 1 3%
Microfiche (strip-up method):
100%: 0 -
Between 90% and 99%: 0 -
Between 76% and 89%: 0 -
Between 51% and 75%: 0 -
Between 26% and 50%: 0 -
Between 11% and 25%: 0 -
Between 1% and 10%: 1 3%
0%: 30 81%
Not Answered: 5 16%
Microfiche (jacketing roll film):
100%: 0 -
Between 90% and 99%: 0 -
Between 76% and 89%: 0 -
Between 51% and 75%: 1 3%
Between 26% and 50%: 0 -
Between 11% and 25%: 1 3%
Between 1% and 10%: 2 5%
0%: 27 73%
Not Answered: 6 16%

Other:
Policy under development
16mm roll film unjacketed (to record integrity of
archival materials before conservation)
5% in Copyflo from negative

8. Under what circumstances is more than one title filmed on a
single reel of microfilm?

Not Answered: 13 libraries (36% of response)

20
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Other Answers:

For master negatives of short volumes only.

Master negative storage:; selected microfilming grants and
projects, not foi materials generated by Circulation.

Master negatives only, not for copies.

Multiple titles of monographs put on same reel; serials
filmed one title per resl.

Not currently done

No application.

Monographs are only one pe - reel; serial titles and ceased
or part of special coliections are filmed together.

Monographs are put together multiple titles; serials are
kept one per reel.

Rarely multiple titles per reel, only special subject
groups of pamphlets, clippings, etc.

Only if titles are part of the same collection.

Almost never done.

if titles are part of a series, or have intrinsic subject
relationships.

Not done.

Only one title per reel.

Never done (filmed together but cut up).

Normal practice is to put one title on a reel:;
occasionally multiple titles are put on masters to
save space; also with service copies of sets.

Short works are filmed together to save space, later cut
before cataloging.

Routinely film multiple titles per reel for all generations.

Only when using jackets for fiche or with pamphlet sets or
short volumes from the same subject or collection.

Only short pamphlets.

Never done; filmed together and cut up.

All monographs, broad subjects together (serials separ-
ately) for space and cost reasons.

Comments:

Very few special files filmed; no formal program. These
projects have been done by a private firm under conticact.

- OO
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Universily ol Washinglon Correspondence

INTERDEPARTMEN TAL

May 26, 1988

T0: Collection Development and Management Council

FROM: Gary L. Menges, Chair } \/
oV

Brittle Book Task Force

SUBJECT: BRITTLE BOOKS

Kristina Starkus and 1 gave five brittle book presentations on January 26,
27, and 28. They were attended by 165 library staff members. There was
considerable discussion and comment at all of the sessions. These
discussions reinforced our feelings that the brittle book problem must be
tackled internally through establishing a brittle book program, and
externally through building support for the allocation of the necessary
resources to "solve" the problem 2nd for converting to the use of permanent
paper for library materials.

Establishment of a formal brittle Look program in the Libraries requires
resources for replacement of britile materials and for staff to implement
this replacement. Last year the Resources Budget Committee recommended the
allocation of $10,000 for a Brittle Books Fund. The Director of Libraries
approved the use of $10,000 of the Libraries' frozen funds, if and when
these funds are released. The Council has also authorized the use of the
Multiple Copy Reserve Fund for the repiacement of brittile materials needed
for reserve. The Librariec budget proposal for £989-91 includes a funding
request for a preservation program which would include funding a brittle
book program. The elements of a brittle book program are listed in the
attached outline.

With the pending closure of the Department of Printing's microfilming
operation, the establishment of a Preservation Replacement Program
responsible for brittle books and preservation microfilming is a
posiibility. This program would utilize commercial microfilming services
and preservalion photocopying services such as that available through the
Library Binding Service.

Many actions are being taken nationally to increase awareness of the
brittle book problem and to build support for the use of permanent paper.
Starting in July, as part of the GEAC acquisitions subsystem, the Libraries
will begin to use a purchase order form that includes the following
statement as part of the conditions of purchase:

"The Universily of Washington Libraries prefers
publications printed on paper which meets the minimum
requirements of American National Standard for Information
Sciences - Permanence of Paper for Printed Library
Materials. ANSI 739.48-1984."
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An article in University Week on the brittle book problem also was
suggested. At the Pacific Northwest Library Association in August, a
resolution will be introduced to urge regional publishers to use permanent
paper. A PNLA effort might include contacting regional authors to build
support for the use of permanent paper and contacting regional paper mills
to urge them to produce ~cid-free paper for library materials.

As a Libraries brittle book program evolves, we need to continue our
efforts to bujld support for finding solutions to the problem; to searcn
for library photocopiers that are less damaging to library materials; to
assure that only non-acidic materials are used in conjunction with Tibrary
materials (binding, bookplates, photocopy replacement pages); etc.

There are several areas relating to britti= books where further Council
discussion would be profitable. These are:

1) Funding

Are there ways to fund the replacement of brittle books that we have
not discussed? For example, the use of revenue from library book sales
or the use of fine money. Since we now have authorization to have boon
sales, 1 assume we will have a book sale at some point in the near
future. A1l revenues from MIT Library's book sales go into a
preservation endowment. Should the Council recommend such a action

for us?

1086/87 the Libraries collected $90,916 in fines. This money goes
tu the University general funds. Although it has been argued that the
Libraries can collect fine money without charges of self-interest if it
does not retain fine money, the use of fine money for brittlie book
replacement was suggested several times during the Jantarv brittle book
presentations. We would, of course, need to convince t, University
Administration to give up this revenue which has been earmarked for

other purposes.

Are there other sources for brittle book fundirg that ﬁe have not
discussed?

2) Priorities

Funding for a brittle book program will probably be inadequate to meet
all replacement needs. How should available funding be prioritized?
Should priority be given to replacing individual items as they are
iaentified or to systematically reviewing areas of the colliection?

If individual items, give priority to:

a) high use items, e.g., reserve
b) unique items

c) reference works

d) other?
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If collections, give priority to:

a) Areas known to be in poor condition, e.g., newsprint
collections such as newspaper backfiles, newspaper
clippings in the Pacific Northwest pamphlet file, World
War Il era Chinese newsprint books in East Asia, Slavic
materials printed on poor quality paper, etc.

b) The strongest areas of the collection.

c) The heaviest-used areas of the collection.

d) Other?

3) Guidelines

Can we develop any general guidelines for the use of brittle hook
funds? For example, purchase reprints rather than microforms when both
are available, use photocopy replacement instead of microfilm for
monographs, etc.

Hdow much time should be devoted to searching? Should preservation
staff verify the condition of other copies and editions or rely on
"availability checks"? Should sources other than OCLC and NUC be
checked to establish locations of other copies?

4) Brittle Book Area

Many libraries that have brittle book programs have established
separate brittle book areas, either as a holding area until funding to
replace them is available, or as a shelving location for brittle
material that is to be retained but not replaced. Should we establish
such an area, e.g, in the Auxiliary Stacks? Although this would mean
some user inconvenience, it would increase awareness of the problem and
allow us to maintain some control over the handling and use of these
items.

5) Handling and Use of Brittle Books

Should books identified as brittle be designated non-circulating?
Should photocopying be allowed?

The Council might want to add other discussion items to this 1ist.

/jp
attachment

cc: Nancy Baker
Kristina Starkus
Preservation Conmittee
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UNIVERSITY OF WASHIKG™ON “IBRARIES

ELEMENTS IN A BRUTTLE BOOK PRCGRAM

I. Identificalion

Identification of brittle material may occur at various points:

A. Selection. Condition should always be a factor in making a
seleciion decision. Although a decision to add a brittle item to
the collections may be made, the special handling and care
required of brittle jtems stiould be considered. A decision c¢n how
a brittle item is to be treated should be made at this stage. (See
111.B. below)

3

. Bibliographic Control. Brittle jtems may be identified during
processing.

C. Circulation. Brittle jtems may be identified when'circulated or
shelved.

D. Binding and repair. Items may be identified as brittle when sent
for binding or rapair.

€. Users may bring brittle items to the attention of a libra staff
member, .

Items initially identified as brittle sheculd be refevred to
preservation replacement staff.

II. Preservation Replacement 5taff

A. Staff verify that the material is in fact brittle and should be’
handled through brittle book procedures.

B. Lzavching:
1. Are there other copies, editions, other volumes in a
monographic set or serial 1ua in the iibrary system? ldeally,

conditions of these copies are also assessed.

2. Other libraries - OCLC, NUC, etc., are searched to establish
locations of other copies.

3. Availability of reprints or microform copies is checked.




I11. Selector decision in consultation with preservation staff:

A. Selector decisions are made within the context of the Libraries'
collection and collection management policies, e.g., Replacement -
Collection Development (Operations Manual v.4 c.7, June 24, 1981,
rev. June 1987) aad Relocation of Library Materials (Operations
Manual v.4 c.4 rev. Feb. 1984)

B. Options

Among the options foy treating brittle materials are the
following:

1. Withdraw
2. Do nothing, return to shelf - planned deterioration

3. Relocale, e.g., Special Collections, Auxiliary stacks, or a
brittle book area

4. Make protective enclosure and return to shelf
5. Replace with a) another copy
b) another edition
c) a reprint
d) microform available commercially or from
another institution
6. Reproduce (library-initiated)
a) microform
b) preservation photocopy
7. Disbind and encapsulate individual pages (very rarely used
option)
C. Factors Lo be considered in selecting specific options
1. Physical condition (paper and binding)
2. Cost of the option

3. Value of the item in terms of scarcity and availability of
copies at other libraries

4. Significance or importance of the author, subject, and/or title
for our collections

5. Freguency of use
6. Kind of use (e.g., reference)
7. Artifactural value (bindings, printing, significant

inscriptions or marginalia, illustrations including those that
cannot be adequately reproduced, etc.)
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V. Implementation Considerations

Standard procedures are followed for withdrawal, relocation, repair,
and replacement. Special considerations for brittle materials may
include the following:

A. Because of cundition, a brittle item may be hald in a brittle book
area until decisions are made or implemented or until funding is
available to implement a decision.

B. Retention decisions:

1. If a copy is replaced, should the original be discarded? If
retained, where?

2. If a copy is replaced or withdrawn, should significant graphic
material be retained? How should this material be kept, e.g.,
photocopy textual material and bind photocopy and original
graphic material together, locate graphic material in Special
Collections and note in online catalog, etc.

C. Repr nction decisions:
1. How is the item to be reproduced - preservation photocopy,
microfiim, microfiche, etc. Is any original material to be
retained (See IV.B.2 above)

2. Reproduction should follow national standards.

3. Reproductions should be inspected for quality (good resolution
and density) and completeness.

4. If reproduced in microform, information regarding the existence
of a master negative should be recorded in a national data
base.

5. Proper storage of master negatives must be arranged.




UNIVERSITY OF CONNECTICUT LIBRARIES

September 18, 1987

TO: David Kapp, Acting Head, Government Publications Department

FROM: Jan Merrill-Oldham ?:jyyo
RE: Brittle G.P.D. materials

As you know, we currently have no systematic approach to preserving the large
numvers of brittle zovernment publications that are regularly identified by our
sta f and patrons. As a rosult, we are daily faced with a dilemma in
Conse-vation, where brittle items are routed for treatment Our specific
concerns are as follows:

Concerns

1. We have not developed a policy for dealing with brittle government
publications once they have been identified, and are accumulating
materials in the Preservation Office and the Government Publications
Office. We don't search for microform replacements on a routine basis,
nor are we documenting problem titles in a systematic way.

2. In cases where we have boxed or wrapped brittle volumes and returned
them to the open stacks we have made no record of that fact, nor have we
inserted a cautionary note in the volume for readers.

The development of a policy statement and associated procedures is essential if
the Preservation and Government Publications Departments are to communicate in

a common language and move materials through the conservation and binding work
flows expeditiously.

Options

We have several options for handling brittle government publications--even
given that we cannot microfilm them at present. While some nf the following
suggestions require staff time that is not available, there are probably steps
that we could take to improve our current practices. For example, we might:

1. Search for microform replacements of certain titles. Perhaps searching
could be done selectively, e.g., for large sets of very brittle
materials.

2. Develop a file containing bibliographic information for titles that have
been identified as brittle.

3. Construct protective enclosures for selected brittle materials using
high quality paper and board, but structures that are as simple and
inexpensive to execute as possible; label enclosures with zare and
handling instructions; and maintain a file containing bibliographic
information for all br’ .tle items that have been placed in an




enclosure. (For successfully housing larger volumes, a phase box is
often the least expensive enclosure--although we could consider wrapping
seldom-used items in alkaline paper and labeling wrappers.)

4. We could reproduce selected brittle items having fewer than a designated
number of pages (perhaps 100) onto alkaline paper, and make appropriate
annotetions on bibliographic records.

Perhaps the follow.ug scenario and series of questions will serve as a useful
focus for our upcoming meeting on this topic:

Scenario for Handling Brittle Government Publications
1 Brittle government documents are identified by patrons and staff.

2. Materials are sent to appropriate bibliographers to determine whether
they should be retained.

* What information is gathereo preliminary to making the decision to
retain or withdraw?

3. If a title is to be retained, an attempt is made to identify an
available replacement copy (film, paper, or other medjum).

* what types of materials are worth searching for, based upon what
G.P.D. librarians kncv about reprinting activity? Can guidelines be
developed?

* what sources should be searched for materials in the various
collections (state, federal, foreign, and international) within the
Department? Can searching guidelines be developed?

4. If a title is to be retained and a replacement has been identified, a
decision is made as to: a) whether to purchase the replacement and b)
if the replacement is purchased, whether to also retain the original
copy. Assuming that we can't always afford to purchase available
replacements:

* what are the criteria for immediate purchase (e.g., heavy use, severe
embrittlement of the original, replacement costs under a certain
dollar amount)}? Can guidelines be developed?

* If a replacement is purchased, under what circumstances will the
original also be retained? Can guidelines be developed?

* If purchase of a replacement must be delayed, how will the embrittled
original be treated, and what records will be kept?

5. If a title is to be retained and no replacement is available:

* How will the embrittled original be treated, and what records will be
kept?

Ju
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Pos{tion:

Dutees-

A a-
WAL atcatoons .

Salaty and Leave -

Retinement PLain:
Al to:

Aoplicaticn
Deadline:

UNIVERSITY LIBRARY ANNOUNCEMENT OF VACANCY
ANN ARBOR, MI 48109-1205

Associate Preservation Librarian

Responsible .or the management of the Brittle Book Replacement
Office which includes procedures for grant-based projects and
for the planning, implementation, and supervision of ongoing
improvements in the brittle books program. In addition, the
Associate Preservation Librarian is responsible for monitoring
workflow, hiring and evaluating full-time staff, preparing unit
plans and monthly reports, assessing budget and staffing needs,
and managing materials funds for reprints and commercial
microforms. Will also be responsible for preservation staff
and user education program, for disaster planning and training
in disaster recovery techniques and for advising selectors on
replacement decisions. Assists the Head, Preservation Office,
in writing reports and grant proposals and will manage the
funds for presrvation supplies and equipment.

Required: MLS Minimum of 2 years relevant experience in a large
academic or research likrary. Successful supervisory
experience including training and budgec responsibilities;
broad knowledge of preservation based on work experience,
equivalent coursework, or related training; ability to plan and
implement projects and to work independently; strong oral and
written communication skills, demonstrated ability to v rk
effectively with staff at all levels, representatives of other
institutions, and the public.

Desired: Reading knowledge of at least two Western European
languages; familiarity with RUIN or OCLC database.

Minimum salary of $23,C00 dependent on previous relevant
experience. 24 working days of vacation a year; 15 days of
sick leave a year with provisions for extended benefits.

TIAA/CREF Retirement Plan

Lucy R. Cohen

Library Personnel znd Payroll Services
404 Hatcher Gracduate Library

The Univercity of Michigan

Ann Arbor, M7 48109-1205

Applications received by July 15, 1988 will be given first
consideration.

THE UNTVERSITY OF MICHIGAN 1S A NON-DISCRIMINAT(CRY, AFFIRMATIVE ACTION EMPLCVER

12 35




TITLE:

SALARY:
DUTIES:

UNIVERSITY OF MICHIGAN LIBRARIES

JOB DESCRIPTION/POSTING

Coorrinator of Technical Operations (T, 0S5
$16,000 - $28, 000

Responsible for the coordination and daily operation of the
Preservation replacement operation which includes the RLG
Cooperativa Pruservation Microfilming Project, the in-house
brittle book replacement Program for circulating materials,
gr t-based filming projects, Interlidbrary Loan and other
out de requesats for microfilm copies of ownad materials,
Dut: s incluo2 hiring, training, and evaluating the work of
2.5 FTE staff and 2.0 FTE student hourly employees. Unit
staff are responsible for: searching trade bibliographies,
card catalogs and databases (RLIN ard OCLC); brittle book
disposition decisions; commercial replacement ordering;
Preparing cost estimates for in~housa microfilming and photo-
cCopying; preparation of materials for in-house microfilming;
fulfilling of ILL/outside Patron microfilm requests;
inspectivn, labeling and storage of master negatives;
ordering of supplies an equipment. Prepares monthly and
quarterly narrative and statisticail reports, budget
estimates, unit plans, and other documents related to unit
operations and expenditures, monitors the student hourly
budget, replacement book funds, revises and streamlines
Procedures and warkflows, ensures that microfilm produced
meets national quality standards. Reports to the Associate
Preservation Librarian, represents the unit at regular
meetings of Technical Services Unit Heads, assists in the

Preparation of surveys and samples as needed., Other duties as
assignead.

QUAL IFICATIONS:

Required: Succes«é:! supervisory esgerience required. Some
library experierce required, preferably with bibliographic
searching, acquisitions or cataloging in a large resesrch
library. Demonastrated oral and written communication skiilsg,
ability to perform detailed work with accuracy and working
}nowledge of one European language required.

Desirqd: Bachelors degree desirable.
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Posting Week Of:
Qoen Posgition Number:

position:

pate of Vacancy:

puties:

Qualifications.

Salarv and Leave:

Retirement Provisions:

A pply to:

Aoplication Deadline:

Vice:

THE UNIVERSITY OF MICHIGAN

UNIVERSITY LIBRARY
Announcement of vacancy

June 20, 1988

A068-044B-P

Technical Library Assistant I, P&A 03, Preservation/Technical Services
Immediately

Responsible for ¢i,e daily management and coordination of the "brittle
book replacement program." Woxking with another project TLA, hire, train,
assign and evaluate student assistants who condw:t bibliographic
searches, collate books, prepare bibliographic targets, and inspect
microform replacements. Using technical knowledge of complex Library

of Congress microfilming and targeting specifications, examine the work
of student assistants and prepare £ilming instructions before sending
books to the Microfilm Lab and insure that standards established by

the Library of Congress are met. If necessary, order replacements for
missing/mutilated pages through Interlibrary lLoan. Oversee and coor-
dinate the labelling and storage of first-, second-, and third-generation
microfilins to previously established practices. Supervise or conduct
RLIN searches for replacements, respond to patron inquiries, set realis~
tic monthly workflow projections, prepare monthly reports and ensure

that the program proceeds in a smooth and orderly fashion. Evaluate
condition and use of books in making independent disposition decision..
Perform miscellaneous tasks as assigned, lncluding creating training
documentation. Responsible for carrying out Interlibrar: Loan Depart-
ment requests for microfilming.

Required: Previous library experience, preferably in a research library.
Previous supervisory experience. Associate's degree or equivalent
combination of education and experience. Demonstrated interpersonal
skills and the ability to work and communjicate effectively with others.
Demonstrated ability to perform detailad work with accuracy.

Desired: Experience in searching "»ibliographic databases (i.e., OCLC,
RLIN); experience in bibliograr'ic searching or acquisitions; knowledge
of at least one Western European language; Pachelor's degree.

$13,300 minimum yearly salary; 5 day work week of 40 hours, 96 working
hours of vacation a year; 15 days of sick leave a year, with provisions
for extended benefits.

TIAAN/CREF Retirement Plan

Employment and Staff Development Office
1020 LSA Building, 500 S. State

5:00 p.m., Friday, June 24, 1988

Goldstein

THE UNIVERSITY OF MICAIGAN IS A NON-DISCRIMINATORY, ArFIRMATIVE ACTION EMPLOYER

ERIC

Aruitoxt provided by Eic:
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National Library of Medicine
Preservation Section

Library Technician 63-14i1-5
I. INTRODUCTION:

The incumbent of this position serves as a library technician in
the Preservation Section, Puclic Services Division, Library
Operations, National Library of Medicine. The function of the
Section is to direct the implementation of and to provide a
focal point for the Natioral Library of Medicine's Preservation
Plan. This includes in-house and contract activities relating
to the preservation of NLM's collection: staff and user training
in careful handling of materials; and recommending needed
research projects to NLM senior management for approval.

Liaison is maintained with involved library community
organizations, and with the Na:ional Library of Medicine's
History of Medicine Divisicn's specialized preservation
activities, as well as with the appropriate research staff cf
the Lister Hill National Center for Biomedical Communications.

II.  MAJOR DUTIES AND RESPONSIBILITIES:

Based on knowledge of the standardized rules. procedures, and
operations established for the clerical processes in the
Preservation Section, skill in quality control procedures for
for microfilm, skill in using computer terminals to input or
retrieve database items, and skill in recognizing bibliographic
information on documents in one or more foreign languages, the
incumbent serves as a Library Technician in the Preservation
Section. PSD, Library Operations, National Library of Medicine,
NIH. As such. applies a knowledge of the full range of
technical support work to the performance of day-to-day tasks in
the Preservation Section. Typical tasks include. as examples,
the following:

1. Performs quality control inspection of microfilm produced
on contract or purchased from commercial dealers. Uses
densitometer, microscope and microfilm reader to check microfilm
to verify correct title, series, edition, and to ensure film
completeness and acceptable technical quality. Recommends
unacceptable materials to supervising librarian for rejection.

2. Assists in the maintenance of the physical collections by
determining missing items through systematic gapping.

3. Locates and examines serials, monographs and other items
required for preservation activities and/or condition studies:
such searches being complicated by such thing as unidentified
title changes, or foreign language citations. Performs simple
brittleness tests and notes the condition of the binding, pages,
etc., of items requiring repair or treatment.




4. Performs searching and other duties which require a
knowledge of the Library's holdings and bibliographic search
techniques, both manual and on-line.

5. Processes, inputs and maintains records in the manual and
automated files for which the Preservation Section is
responsible.

6. Maintains statistics and prepares reports.
7. Performs other duties as assigned.

The dec’sions regarding what needs to be done require the
incumbent to use judgment in applying regulations and procedures
or referring a problem to the supervisor. There are numerous
clerical steps to be followed to carry through an assignment,
many steps involving skill in using computer terminals to input
or retrieve information, as weil. The work preduct and services
support the needs of clientele and affect the accuracy and
reliability of further services or products provided by the
Library.

Personal contacts may be with contractor personnel and with
professional and technical library information services staff.
both within various areas of Library Operations or in outside
organizations. The purpose of the contacts is to provide,
obtain, exchange, clarify, or relay information, from simple
directions tc explanations of Library rules and complox
procedures.

. SUPERVISION AND GUIDANCE

Works under the general guidance of the Special Project Officer,
Preservation Section. The supervisor makes Assignments by
providing general direction as to objectives, priorities and
deadlines; detailed instructions are provided for new
procedures. The supervisor assists the incumbent with difficult
problems. The incumbent is expected to carry through on
day-to-day tasks according to established procedures, working
within quantitative, as well as qualitative performance
standards as applicable. Comp: ted work i3 reviewed for
technical soundness and confurmance to procedural and policy
requirements. Library Operacions policies, rules, procedures,
and instructions have been established. Tnhe incumbent is
expected to use judgment in recognizing and referring tc the
supervisor such matters as significant deviations or instances
in which reguiar procedures car~ot be used.

OTHER SiGNI. "CANT FACTS

Incumbent should be experienced with automated library retrieval
systems. Experience locating and shelving material in the NLM
or equivalent library collection is desirable. [ncumbent should
have experience inputting data into an automated system.




‘- 7 1 ' ’ : ~ Labsary Personnel Othee Compus address
a C lllvel Sl t >‘ 1" O. Box 16034 Yale Station Sterling Memonal Librory
New Haren, Connedticut 0652007429 120 High Street

Telephone:
203 4321810

CATALOG LIBRARIAN, Preservation Division, Sterling Memorial
Library
Minimum rank: Uibrarian I

THREE-YEAR TERM APPOINTMLNT

20 _n*RS PER WEEK

Responsibilities: Under the general direction of the Head Librarian,
Preservation Depactment, and tl.~ Head, Preservation Division, manages the
recoxrd conversion activities of a staff of 7.5 support staff in monographs and
serials in Western European languages. Oversees the creation of machine
readable cataloging records for monographs and serials based upon existing
catalog records, editing them as necessary tc conform with local anc national
cataloging standards. Trains staff in recora creation usihg the RLIN or other
automated system and the encoding of data for both catalog and preservation
needs. Initiates the resolution of cataloging problems directly or in
consultation with appropriate Catalog Department staff. Revises the record
conversion work of the support staff. Devises training aids. Proposes
routines or revision to streamline processing of titles in the database. Acts
ar liaison with the Catalog Department. May oversee the transition frm one
automated system to another. Participates in discussions with the Deparament
and Division heads and the project implementor on the progress of the work.
Helps monitor progress of the project work. May write reports on the reccrd
conversion portion of the project. Directs the work of a part-time cataloging
assistant for the project. Perfomms similar cduties as assigned or as required.
Participates on comnittees and in other professional activities.

Qualifications: MLS degree from an AlA-accredited library schoc .. Preference
will be given to candidates with same knowledge of one or more Western Europe. 2
languages; !mowledge of current cataloging corle; familiarity with Library of
Congress ruvle interpretations, subject heading and classification practices;
cataloging experience in RLIN; familiarity with preservation microfilmirn.




YALE UNIVERSITY LIBRARIES

THIS IS A TEMPORARY THREE YEAR POSITION
Req. #L01584

Catalog Assistant V (Level B)
Preservation

Normal Work Schedule: Monday - Friday, 8:30 a.m. - 12:30 p.m.
20.0 hours per week

Under the general supervision of the Catalog Librarian, corrects cards aad
recosds, both manually and online.

1. Inputs and updates records in the cataloging database for
monographic and serial records for bocks and microfilms in
Western European languages.

Files catalog cards.

File search and assign shelf-list numbers.

May search and correct headings that are incorrect.

Pull cards and do other cataloging tasks.

Searches headings and do authority work.

. Revises cataloging work.

NV S W
.

QUALIFICATIONS:

Required:
1. High School daploma.

2. Two years experience in a library or equivalent combination of
expereince and training.
3. Wworking knowledge of one or more Western European languages.

Preferred:

1. Familiaraity with database and/or Cataloging at Yale.

2. Ability to perform tasks accurately and consistently.

3. Ability to work independently and select tasks appropriately and
logically.

4. Ability to interact well with others.

5. Familiaraty with RLIN database and caialoging.
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PLEASE NOTE: THIS IS A TEMPORARY 3 Yr'AR FOSITION

101591

Aoquisitions Assistant VII (grade 08)

Preservation Division

Nopral Work Schedule: Monday - Friday 8:30 a.m. - 5:00 p.m.

- 37.5 hours per week

Under the moderate supervision of the Head, Preservation Pepartment searches,
catalogs on RLIN, prepares books for microfilming, inspects film, designs forms
and dixects the work of students.

1. Searches in library catalogs, the RLIN database, current and
mﬁpective trade bibliographies, and microfilm listings in
English.

2. Prepares volumes for microfilming by checking for
carpletencss, producing bibliographic targets on the carputer,
and typing fooms. Miay request Interlibrary Loans to carplete
incamplete titles.

3. Inputs and updates records in RLIN and interacts with the
Cataloging Department.

4. Packs boocks for shipment to the filmers. Delivers books and
retrieves books and film from the Microfilming unit.

5. Inspects films for quality and carpleteness.

6. Checks the shelflist and reproduces cards for specific titles.
May pull cards. Assigns nurbers to microfilm reels. Iabels
film boxes.

7. Checks volumes in the stacks and retrieves them for filming.
Charges in books and updates the records on the GEAC temminal.

8. Fills out foors and maintains statistics on the project.

9. Directs students 1n carTy1ng out work assigmrnts,

10. Designs forms and other aids; may use the compter for these

p— activities.
w 11 Diructs and schedules work of other C&T staff 1n grant
project.

12. Answers questions and may problem solve for umit

13. Schedules work on canputers.

4. Interacts as point person with microfilmung umt axd vendor,
other Preservation projects and stoff.

15. Performs additional related duties as 1xapined

QUALIFICATIONS :
.g;g_ixed:
. High school diplam
2. Three years experiens « with lilaary wolk au ¥ stern Lutopean

O

RIC

Aruitoxt provided by Eic:

lanquage materialy or «quivalent cambinataon of gelevant
experience and tim g

101591

hoquisitions Assistant VI1 {(grade 08)
Preservation Division

3. Light typing.

4. Demonstrated ability to work effectively and efficiently with
colleagues in a close enviromment and proven ability to work
independently.

5. Previous work experience must demonstrate accuracy,
consistency and dependability in perfomming work assigmments
and in following detailed prucedures.

6. Bibliographic searching experience.

7. Knowledga of RLIN and cataloging.

8. Working knowledge Of one or more Western BEuropean languages.

Prefern
1. Sti. J reading knowledge of French, with Spanish and Italian

SANUVEAIT ALISY3AINN 3VA




YALE UNIVERSITY LIBRARIES

PLEASE NOTE: TEMPORARY 3 YEAR POSITIONS
THERE ARE 6 POSITIONS AVAILABLE

Req. #L01505/#L0158/#L01587/#L01588/#L01589/#L015%0

Acquisitions Assistant ¥ (grade 06)
Preservation Division

Normal Work Schedule. Monday - Friday 8:30 a.m. -~ 5:00 p.m.
37.5 hours per week

Under the moderate supervision of the Head, Preservation Department,

searches, catalogs on RLIN, prepares books for microfilming, inspects filnm,
and directs the work of students.

1. Searches in library catalogs, the RLIN database, current and
retrospective trade bibliographies, and microfilm listings in
English.

2. Prepares volumes for microfilming by checking for completeness,
producing biblicgraphic targets on the computer, and typing forms.
May request Interlibrary Loans to complete incomplete titles.

3. Inputs and updates records in RLIN and interacts with the Cataloging
Department.

4, Packs books for shipment to the filmers. Delivers oooks and
retrieves books and film from tpue Microfilming Unit.

5. Inspeccs films for quality aitd completeness.

6 Checks the shelflist and reproduces cards for specific titles. May
pull cards. Assigns numbers to microfilm reels. Labels film boxes.

7. Checks volumes in the stacks and retrieves them for filming. Charges
in books and updates the records on the GEAC terminzl.

8. Fills out torms and maintains svatistics on the project.

9. Performs additional related duties 2s required.

QUALIFLCATIONS :

Required:

1. High school diploma.

2. Two years of library experience, or equivalent combination of
relevant experience and training.

3. Ability to push heavy book trucks, pull books from stacks, and pack
books in boxes.

Preferred:

1. College training.

2. Familiarity with microfilm and book preparation for filming.
. Bibliographic searching experience.

I, Knowledge of RLIN and cataloging.

5. ‘orking knowledge of one or more Western European languages.
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Public Health Service
National Institutes of Health

National Library of Medicine

Memorandum

(" DEPARTMENT OF HEALTH & HUMAN SERVICES

"""uu“
Date ) December 31, 1986
From Head, Preservation Section mmR
Subject Preservation Microfilming Priorities
To Chief, Public Services Division

As agreed during our meeting on 12/16/86 with the Associate Director,
Library Operations, the Preservation Section will proceed to film braittle
materials in the following general order of priority:

Brittle serials indexed in Index Medicus

1)
Brittle serials in NLM cora subjects currently indexed i1n other NLM data

2)
bases.
Brittle serials in NLM core subjects currently indexed :n other major

3)
abstracts (e.qg., Excerpta Medica, BIOSIS, Chem Abstracts, Psych Abstracts).

Core subject brittle cerials keld in the U.S. only by NLM.

4)
Rer-ining brittle NLM serials in core subjects.

5)
Brittle monographs in NLM core subjects. The Collection Development

Gfficer and Chief, History of Medicine Division will ass'st in determining
the order in which subjects will be filmed and the types of materials to be

6)

erc luded.

Associate Director, LO

Chief, TSD
Chief, HMD

[of g
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APPROVED AUGUST 1988

NATIONAL LIBRARY OF MEDICINE
PROPOSED PRIORITIES FOR PRESERVATION MICROFILMING OF MONOGRAPHS

"The National Library of Medicine monograph collection numbers in excess of
575,000. Of that number, preservation surveys indicate that some 12.8%,
representing about 73,000 volumes or 22,080,000 pages, is embrittled and in
need of preservation microfilming. The current preservation microfilming
contract provides for the microfilming of 35,000,000 pages over a four-year
period. The majority of those pages will be devoted “o serials.
Consequently, a more detailed priority schedule has been developed to
provide a structure within which to queue embrittled monographs in the NLM
collection for preservation microfilming. As part of NLM’s regular
preservation program, approximately 4,000 brittle monographs have already
been filmed.

Underlying the priority scheme are the following assumptions:

* all embrittled monographs published between 1800 and 1950 in all
core collecting areas, as defined in the Collection Development
Manual, will be filmed; in addition, embrittled monographs which
are historically important . t in disciplines which, under modern
definitions, may no longer pe vonsidered "core" biomedicine, will
be filmed;

* the age and condition of the item govern its priority in the
microfilming queuej

* item-by-1tem preservation microfilming decisions will not be made
for monographs, except as noted in 2c below;

* monographs in the following categories will not be filmed:

{1] materials which are heavily illustrated in color, pending
development of more effective color microfilming or other
preservation technology; these titles will, however, be
identified and bibliographic records annotated;

(2] theses and pamphlets, which together include approximately
450,000 1tems, will not be queued for microfilming unt:il item-
level biblingraphic control is available;

(31 multiple copies of the same item; only the "best" copy
avatlable in the collection will be filmed;

{43 titles for which preservation quality microfilm is already
available, either commercially or from another institution.

N.B. Items i1n categories [1] and (2] which are in such poor
condition that immediate attention is warranted may be queued
for preservation microfilming.

* funding to continue the preservation microfilming program at NLM
will be included in future budget requests.

|
ERIC 2
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Given the above assum,tions, monographs will be f med in the following

-order:

Priority 1: Embrittled Monoqraphs Published Between 1801 and 1914.

la. monographs published in the United St 's_between 1801 and 1900 1i1n W2
270 of the Naticnal Library of Medic ne cl:c sification schedule;

1b. all other monographs published between 1801 and 1914.

Materiale in this category have been selected for 1imitial microfilm queuing
for the follox ng reasons:

* this category contains the highest percentage (48.5%) of briitle
monographs within a readily identiflable collection category;

# this category contains the oldest brittle items in the
collection;

* these monographs are physically tngether, allowing for the most
efficient personnel and work flow.

Priority 2: Embrittled Monographs Published Between 1914 and 1950.

Modern monographs will be filmed in the following order:

2a. monographs in Medicine and Related Subjects in classification numbers W

through WZ;

2b. monoqraphs in Preclinical Sciences in cla-sification number QS thruugh
02;
Wey

2c. monographs in Librasry of Congress classification numbers which fre
renarded, currently or historically, as_important to core biomedicine.
Within category 2cy the initial filming effort will focus on those
aspects of these subjects which are collected comprehensively.

Queuing for preservation microfilming using a priority scheme based on the
NLM and LC classification schedules is proposed for the following reasons:

* embrittled modern monographs in core biomedicine will be fi’med
first;
# the number of core biomedical titles diminishes with eact

category, maximizing the number of large segments of the
collection which can be identified for preservation microfilming.
and minimizing the number of items for which item-by-item
decisions must be made;

* filmed titles will be grouped by subject, facilitating subject
access by users,

23 15




COLLECTION DEVELOPMENT DEPARTMENT
CB# 3918, DAVIS LIBRARY
THE UNIVERSITY OF NORTH CAROLINA AT CHAPEL HILL
CHAPEL HILL, NORTH CAROLINA 27£39Y

July 6, 1988
MEMO TO: Jack Shipman
FROM: The .ibliographers
RE: RECOMMENDED STRATEGIES AND P. _ITIES FOR PRESERVATION

Preservation is a central collection management responsibility.
Within the expanded preservation program, the bibliographers have
developed the following strategies and priorities to enable them
to review all the collections in Davis Library and the humanities
and social sciences collecticns in Wilson Annex as part of a
systematic preservation effort for the Academic Affairs Library.

I. Long-term preservation projects

The bibliographers will examine books and serials in their
subject and geographical areas in all Library of Congress
and Dewey classes for which they are responsible. This is
part of a decade-long project to review all collections in
the main stacks of Davis Library and the social sciences and
humanities collections in Wilson Annex in terms of
preservation, transfer or discard. (They began this review
in the fall of 1987.)

Schedule of review of humanities collections for

preservation

LC Class Subject

Z bibliography

E, F American history

C, D world history

P literature

B (except for BF) philosophy and religion
A generalities

Schedule of review of social sciences collections for

preservation

LC ass Subjezt

R medicine

, Vv military and naval sciences
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II.

I1I1.

bibliography

education

law

political science

business and social sciences

anthropology and geography
13 psychology

generalities

>wWwama RN

Intermediate preservation projects

The bibliographers will begin with the Dewey collections,
based on the likelihood that these classes will have a high
proportion of titles published between 1860 and 192(C on
acidic paper. Within these areas they will concentrate on
identifying serials and multi-volume sets titles that meet
continued curricular and research needs.

Schedule of review of humanities collections for
preservation

Dewey Class Subject

800-899 literature

900-999 history

400-499 language

200-299 religion

100-129, 140-149, 160-199 philosophy

000-099 seneralities and journalism

Schedule of review of social sciences collections for
preservation

Dewey Class Subject

300-399 social sciences

650-689 business and industry
130-139, 150-159 psychology

640-649 domestic arts and sciences

Immediate preservation projects

During the month of July, 1988, all the bibliographers will

be involved in a project to identify serials, multi-volume’

sets and monographs in need of preservation in the Dewey 800
class (language and literature). The responsibilities are
assigne as follows:

Dewey Class Bibliographer
800-809 Dominguez
810-819 Dominguez
820-829 Dominguez




Iv.

830-339 Rutledge

840-849 Rutled-e
850-859 Rutled .
860-869 Ilgen
870-879 Ilgen
880-889 . Ilgen

890 Rutledge
891 Zilper
892-895 Martini ,ae
896 Swindler
897 Dominguez

Library-wide Identification of Items for Preservation

The bibliographers will continue to preserve or replace

damaged or lost items as they are called to their attention
by staff and users.

In order to increase the range of library-wide participation
in preservation, the bibliographers have asked staff in
Technical Services to jidentify new and reclassed titles in
need of preservation. The book inspector in Acquisitions,
the copy catalogers, the serials catalogers and the reclass
staff have all expressed their willingness to perform a fold
test on titles at risk and inform the appropriate
bibliographer of volumes in need of preservation. In Public
Services the Inter-Library Borrowing office and the
Circulation Department are also identifying brittle or
fragile items for preservation review.

Preservation Database

Given the sheer magnitude of these preservation projects,
the Collection Development Department needs to develop a
microcomputer database to keep track of them. This database
would iist titles requiring preservation, record decisions
taken regarding them, and generate collection management
reports. It would allow staff to enter the bibliographic
citation only once and to produce search forms from the
database.

(@]
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Systems and Procedures Exchange Center

PROCEDURAL GUIDELINES

WORKFLOW




UNIVERSITY OF MICHIGAN LI1BRARIES

MANUAL
BRITTLE BOOK REPLACEMENT PROGRAM

Table of Contents

Intraduction
Generx]l Policy Statement
Performing the corner—fold test

stacks Offi1ce Rew:

O

W

Cataxloging Department Review
brittle an arrival
non~brittie 1tems

Labelling Department Revizsw

Charging bouks on GEAC
wi th barcodes
without barcodes

Sending books to Book Repair
Referring books to Conservation
teferring books to Rare Book Room
Creating search forms

Searching
public catalog
MRR catalog
NLUC
QcLc
RUIN
trade bibliographies
fc~eign bibliographies
condition ratings

Reviewing and summarizing search forms
Selecticn

by TLA

by subject selectors
Do not replace dectsions
Order commercta! replacement decizians
Order commerctal replacement procedure

sending for price quotes
desiderata 1:st

o
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placing orders
undesirable publishers
agproval plan reprints

1. Produce frchival Reprint decisions
ordering procedure
receiving and inspection

19. Produce Preservation photocopy decision
binding

20. Send for filming dzcisions
que.sing

collation
collation review
preparing catalnag card target
preparing bibliographic target
preparing special credit targzt
monogr aph procedure
preparing list of i1rregularities
preparing inspection sheet
separating mcnographs
serial procedure
calculating volumes per re=l
preparing cont2nts sheet
preparing inspection sheets
preparing volume targets
preparing number targets
in-house filming desiderata list
sending volumes for filming

21. MaKing interlibrary loan requects

22. Receiving commercial orders
f11m and reprint inspection

23. Receiving completed in—house filming
checking in bookKs
film .nspection

24. Disposition decisions
commercially replaced volumes
in—house filmed volumes

25. Carrying out disposivion decisions
return to stacks
transfar to Buhr
wi thdr aw
send to Book Repair

26. Discharging broks from GEAC
Gl stacks volumes
Buhr holdings
book< returned from Bosk Repatir ‘Conservat.on
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33.

34,

Other uses for GEAC
checking on circulating 1 tems
placing heolds
cancelling halds
renewing 1 tems

rKer21ving overdue notices

Handl ing emergencv 1 tems

Handltng patron requests

Handling referrals from other library departments

Student assistants
hiring
time cards
college work—study
payroll worksheets
hourly spreadsheet
rules & regulations

Statistics
what we record
when we record 1t
statistics from other departments
monthly report

Handling Preservation emergency situations

Appendices & lllustrations:
brittie book work#flow
Rare Book Room guidelines
organizatior=1 ~hart
anatomy of a search form
sample forms of all sorts
sample spreadsheets
policv statements
glossary ~+ common abbreviaticnz, acronrms,
guide to searching sources

2
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confusing terms
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1. INTRODUCTION

The Br.ttle Book Replacement Program i1s an on—Qoing progect funded b. the
University Library of the University af Michigan. The goal of the proaram i1s
to replace, in a Preservation gquelity, durable format, all brittle valumes
deemed of importance to the Univers'ty of Michigan Collection.

The P am i€ a circulation—based one, This means tha. only tems with

demc ted evidence of Juse will be considered. Demonstrated evidence of use
means _hat an i1tem has circulated, been recently shelved, been recentl,
photocopied, used by a patron, used by a faculty member, used br a subyect
selector or purchased. The current znurces of such matertals are, stacks
office, labelling department, cataloging department, interl.:brary loan, book
repair unit, and walk—in patron and staff referrals,

Replacement decis;ons are made by the Preservation Office staff, and subgect
selectors from various areas of he library. The Univers:ity of Michigan
subgyect selectors are all librariars on staff 1n the Graduate or divisional
libraries. In selecting 1tems for replacement, a great effort i1s made to
constder the availability and quality of commercial replacements, the
avatlabitlity and qual:ity of replacements produced by other academic
institutions, the national importance of the i1tem, the local importance of the
item (to the U of M collection), the conditiorn of the i1tem, the artifactual
impor tance of the item, and the recommendation of the subgect selector. Thicz
rnformation is gathered 1n searching commercial and academic bibliographic
sources, naticnal on-line databases, local card catalogs, and 1n review b-
subgect selectors and Preservation Office staff. Disposition decisions on
replaced 1tems are also made by careful!l, considering the above informat.on.

This manual 1s designed to be a step-by—step procedures manua!. Each sect on
describes the context of the task, who will perform the task, what tooisz are
needed, and refers the user to Appendices that provide add:tional
information. Samples of forms used will be included 1n the sections as
appropriate. This manual i1s intended primarsily for the use of the Proyect
Technical Library Assistant, as a training tool and for reference «n da!.
workK.
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Preservation Decision=Making
A Descriptive Model

The Preservation Division is responsible for the preservation of mate-
rials or their intellectual content in the research collections. Titles
handled by this Divi:tion are identified primarily through the Circulation
process. Materials returned from circulaticn with physical problems or those
screened out at the point of circulation are sent to the Division several
times a week. Division staff screen these materials for any that may be
sent to a library binder; the rest are charged out to the Division, are
searched, decided upon, and processed, all to provide either the books or
the reformatted information back to the readers as soon as possible. While
the books are in the Division, readers have continuous access to these high-
use titles, and agreements are made from time to time to allow items to be
used within the building at night or on weekends and, in very unusual
circumstances, to be taken out briefly for a specific purpose.

The Options

A deteriorat .d book from the Yale collections represents only a small
part of the information needed to make an educated decision about that beok
in relation to the rest of the collections and the larger academic context.
At least ten options exist at present with regard to any book in the system,
and it is the subject specialist's responsibility to make the most appro-
priate decision to deal v'** *he physical problems associated with that book
while still maintaining ent access to the information contained
within the text and, in me - cases, the original item {to retain its bind-
ing, marginalia, deccrations, bibliographic make-up. clues to its printing,
and so on). The ten options available to the subject specialist are the
following:

1. Replacement with a commercially available reprint or new edition.

2. Replacement with a commercially available microform (usually with

the same edition).

3. Reproduction and subsequent replacement with a preservation photo-

copy produced in-house by Preservation.

4. Reproduction and subsequent replacement with a microfilm produced
in-house in the Microfilming Unit.

5. Withdrawal from the collection without replacement.

. Transfer to anothter collection within the system.

7. Commercial binding/rebinding by an external binder.

8. Minor repair or placemert in a wrap-around or new storage con-

tainer, usuallr by Conservction.
9. Major repair by Conservation.
10. Reshelve as is.
The variations cn these ten options include retaining the original volume
with any of the decisions #1-4 and either sending it to a colle’ ‘on with
restricted use or adding the replacement and maintaining the oriyinal tied
up or in a wraparound for as long as poss.ble.

The arch

The information gathered during the search phase to facil.tate deci-
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sion-making on each item includes the following:

Fro the Card Catalog Secarch:

'. The correct catalog entry if this is not available from the
title-page of the book in hand.

2. The dates of the author so that posthumous editicns may be
identified if necessary.

3. Whether or not there are other titles by this author,

4. Whether there are collected works by this aathor that include
the individual title in hand.

5. Whether there are other editions of this work held in the Yale
system; if so, their locations, call numbers, dates cf publication, numbers
of volumes, and differences from the work in hand (i.e., edition numbers,
illustrators if the one in hand is an illustrated work, and imprint informa-
tion).

From the Bibliography Search:
1. Whether or rot this exact =dition has been reprinted; if so,
all the ordering information is noted--if not, other editions with their
ordering information are listed. Sources checked include Guide to Reprints,

Books in Print, Books on Demand, Forthco~ing Books if need be, and the

national trade bibliographies for the appropriate countries,
2. If the work is not available in hard copy, information con-
cerning microforms is obtained with their ordering specifics. Sources

checked include Guide to Microforms in Print, Serials in Microfilm, National
Register of Microform Masters, the New York Public Negative Master shelflist
on fiche, and the RLG Un*~n Catalog of Microform Masters on fiche.

From the Stack Check:

1. The physical condition is noted of all other editions,
volumes, and/or copies of the title; those that are in poor condition are
pulled, charged, and placed with the one in hand.

2. A scholarly edition in good shape may also be pulled to show
an example of what would remain if any of the deteriorated editions were
withdrawn.

From the Review Session:

1. Information from the book in hand that is apparent to the
subject specialist, including such things as the use according to the date
due slip at the back, the extent of the deterioration based largely on paper
quality (folding a corner of the paper might be used as a test), the size of
the work, and those areas where the expertise of the subject specialist is
exercised, 2.g., the importance of the author and this work to the collec~
tion and to the scholarly community, and whether this particular edition 1s
of special significance (including the significance of any illustrations,
notes, marginalia, ownership marks, the printer, maps, binding, and so on).

2, Cost of the in-house reproduction options from the Preserva-
tion staff member aiding in the review; time estimates.

3. Whether repair is 1ppropriate and the difficulties and general
cost estimates for that repair from the Preservatinn staff.

4. A brief, general discussion of options possible, usually
initiated by the <ubject specialist.

w1
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Considerations in Making Decisions

The decision must take into account the following considerations:

1. The quality of the paper, whether brittle or flexible.

2. The -elationship of the deteriorated items to the rest of the
Library's holdings of that title (is it the first? most recent? are all its
contents contained in other editions? does it have unique information/illus-
trations of importance tc the collection? is another copy held in the rare
book collection?).

3. Is the itew valuable/rare/scarce/unique/significant nough,
even though deteriorated, to merit offering to a rare book collection?

4., W- ther the item must bec tained at all or may be withdrawn
outright.

5. 7 it is to be withdrawn, is the library book sale an accep-
table disposal rovte or is the item worthwhile enough to be offered to a
dealer?

6. If to be retained, shoulsd che item be maintained in the origi-
nal format (given the cost for the appropriate repair for that item) or
replaced to retain the intellectual cor.tent only?

7. If to be maintained in the original format, does it deserve a
full repair or a minor repair/wrap-around protection { e., bow valuable is
it and what would be a reasonable limit to place on repair costs? This
question is obviously tied together with the paper quality; the more brittle
the paper, the more valuable the item must be to justify full repair and
maintenance as an object.)

8. If it may be replaced, should the item be maintained in hard
copy or :cplaced in microform?

9. 1If it is to be retained in hard copy, is a reprint available
and, if so, is it an acceptable reprint/edition? (Some reprinters are to be
avoided; sometimes newer editions are acceptable replacements for vlder but
undistinguished editions.) Is the price reasonable?

10, If an acceptable reprint is not available, is a preservation
photocopy acceptable? (Would loose plates resulting from in-house repro-
duction require the new work to be cataloged for Zeta? Is the quality cf
reproduced illustrations acceptable? Will the page size work with phot ,-
copying?)

11. If the work may be replaced with a microform, is one available
commercially of the same edition? Would another edition suffice? 1Is the
format of the microform acceptztle for Yale Microtext equipment and our
standards? [s the price reasonable?

12, T1f a commercially available microform is not available, is
the cost of an in-house microfilm acceptable?

Underlying Assumptions

The following assumptions underlie these decisions:

1. A decision should pe made on an entire title at once to avoid duplica-
tion of searching effort when other deteriorated editicns are used and
then sent to Preservation.

2. The subject specialist should attempt to make a permanent decision
whenever possible so that the same deteriorated items do not keep
reappearing in yet worse condition (and finally as fragments on the
floor).

3. Unique informatinn is generally maintained 1n the collection,
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4. Ttems valuable primarily as objects should be protected from use when
they become deteriorated, either by transfer to a rare book collection
or by restricting use in a locked cage area.

5. The quality of the paper is of paramount importance wher deciding
whether a volume may be repaired or not.

6. Microform replacement is often acceptable for deteriorated newspapers
originally published on newsprint paper, unillustrated periodicals,
long runs of published government documents, and little-used materials
in all fields.

7. There are many reasons for retaining library materials in their original
format, and the considerations listed in the RLG "Bock as Object"
document, immediately following this paper, should be }=2pt in mind when
making decisions.

Option Implementation

anfter decision-meking, the option chosen is carried out by the Preser-
vation Division personnel. Those options entail the following:

1. Replacement by commercially-available reprint or microform: original
volumes are placed on the "Replacement Shelves" in Preservation; cost
escimates are obtained where necessary (this may entail checking with
the suoject specialist when the price is known); order cards are typed
marking all the appropriate boxes, including an indication of the fund
account; order cards are checked on the IPL to ensure that no other
order has bcen placed that does not yet appear in the card catalog;
expensive orders (over $500) are annotated as to the rationale for thc
order; completed orders are sent to the Head of Collection Development
for review, checked with the Library Director where necessary, and
sent on to the Head of Acquisitions for place.ent; cataloged reprints
received are compared against the originals to ensure the presence of
all information/illustrations (microfurms of exactly the same item are
not checked); volumes being replaced are “iscarded by removing or
marking out ownership marks and date due slips and by stamping each
with a "discard" note before their trasfer to the Gifts and Exchanges
unit; each shelf list card, which should have been b»ounced upon the
cataloging of the reprint/microform, is checked approximately six
months later and again in a vear, when it is pulled, annotated, and
sent Lo Cat:loging if it is still there.

2. Reproduction by .n-house preservation photccopy: books are placed on
the photocopy shelves (rush items w.»'l1d be placed on special shelves
for immediate copying); books with an opening measuring more than 9"
from one outer text margin to the other are photocopied double-sided
on acidfree paper witi: a binding margin and a bottom trim margin so
that the final product shows normal pagination; books measuring less
than 9" between the outer text margins of an opening are copied
single-sided, two pages at a time, so that the binding margin is along
the top edge with trim margins to left and right; the copies are
collated twice, once by the photocopy machine operator and once by
another staff member to ensure accurate positioning and perfect pagi-
nation; photocopies are sent out to a commercial library binder to be
double-~fan adhesive bound with a large enough margin to allow future
photocopying; bound photocopies are sent to the shelves labeled with
the original call number, the ginal is withdrawn (unless it goes to
another collection or is maint..ned for some reason), and the cards
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are not changed or annotated unless the book is a transfer from CCL or
needs recataloging for some other reason.

Reproduction by in-house microfilming: books are prepared for filming
by inserting a photocopied copr of its catalog card for filming, by
checking it for completeness and other problems (e.g., pencil marks
within the text area are erased), and by including instructinns as to
whether it may be cut or not; the book is filmed and returned with
both the master negative and the positive service film copy (a page-
by-page check of all such titles filmed is about to be instituted that
will complement the bibliographic/technical inspection now carried
out); the film with the card copies and the information abcut title
sequence on the reel is sent to the Microform Coordinatcr for cata-
loging; the originals are withdrawn (or transferred/retained if the
sub ject specialist so directed).

Withdrawal: the items have all ownership marks removed or marked out
and a "discard" stamp applied to the inside front flyleaf and the
inside back cover as well as the title page; the shelflist card is
pulled and sent to the Card Processing Unit for removal of the com-
plete set; items are sent to the Gifts and Exchanges Unit when a
truckload has accumulated.

I'ransfer to another collection: items recommended for transfer to
another collection usually require a note requesting permission to be
sent to the D puty University Librarian; upon receipt of this permis-
sion, the item is sent to the correct cataloging unit for the change
of records. The Beinecke Library bibliographer review books regularly
and transfer many directly there.

Commercial binding/rebinding: books identified for library binding are
charged and sent directly to the Preparatinns Division for processing;
barcodes are removed and retained with the charge record in the Pre-
servation Division and readhered upon receipt of the bound volume.

Minor repai:s or wrap-arounds: items requiring only minor repairs or
wrap-arounds are so marked, charged in, and placed on the Conservation
shelves (some tip-ins are done by Preservation personnel).

Major repairs: items requiring major repairs are so marked and placed
on the Conservation shelves for their selection.

Reshelve as is: these may include items with cosmetic dumage only; a
record for it may or may not be kept on it for future examination.

RGW 4/86
Preservation Dept.
Yale University

35 D




o

A

w

STRAET )

P ESTRVATION DIUtSton | Qvirivie w

6 ( FINISH )
i -

ERIC

Aruitoxt provided by Eic:

CUSTICye
NEGS

REWIVE
PFITRIGRA*
1D HookS
® J
C HE(KS N
$are PREPARE
G-
au?lb BiNdING-
N ®
CARY
CATALOG
SenReH COMMBTLIA
AL
SEMRCH A VA LCABLTY
©) senrah
Sk
CONDMTION
- l senRei
GE€T DEU-
S 10N MADE|
WN
@ l
T
| @l [@+ [al L @l
KM REPLACE RerRoouckl | |0 icred  |eeshenve] | piscagy
Qe O oy PHOTBOPY
EilHR
®
prane || Taom Rerupuce
REVACEAT Foem MICLOF L
N T A R
o QL.Luam:.: .
REEN B )
CRINEYK. @ a’)’ @
1e 5 Cvs (AT
crmp f 1 MING {iwm, wes
Of Corvene)

Cel T
REP!L

i

———— A ——n e a8,

D-|

Prrsr EVATION |

( STRART )

Pull sensy
CARDS FREA
1 NS 3

SenrcH Y
| SHeLF
Lasr
N
SeEnRH
< av subseer
(FRAGMENT)
ALPRASETIZE
BY MAW
e er
sunJiecr)
San RCH
CATALCG
N cHeck
([

LOMPLETE
B1O LCGRAT
PFHIC [NFD

¥
NETE enueRr

eories/uzis)
&5 of TIME
Uk Puf (AT

7.

— |

Cace Catpias Ssuneciune 1

SIHVEEIT ALISHIAIHA 3TVA




D-2 Prititvanon: Caep CatAtenr Searcting 2 E-1 PrEsecvATIioOn. Keraiadeamen - Avauasiny Senrciane

U g

TAKES_‘
ANY CALL FrEX LALL ] CARDS
bave mutSt X o 16 fy- B1BL. TOOLS
STARH (Rl
S REPRINT L N\pw
S

Remove
SearLH
CALD

il
viFs

-
‘ FLusa
SEARLA

eonDUCT

ACPLACE MY

PVAILABIITY
CALLH

Le

| 65
| |
J

O

ERIC ‘

Aruitoxt provided by Eic:




E-2 PreservaTion ' Leriaccment AVAaiLagiLty SearcHing 2

]

F-1 PRESERVATION: Srack Sgncciune

‘Rerove
SCALLH
CALDS

START

ORPER ¢S
Of eeiAnIcN
o™ OTH
[CTCN TRVY/ S -

ERIC

Aruitoxt provided by Eic:

CoNbuxr
STNCK

JENLL

)

(Go To Go “To GO To
SML STRUS SML Lo cen
‘Tion
4 J
A
CHECK
Conpmon
NIA

(Foe inat voe Jeorv/en or 1M r)

OrpIN
eF Loy

—

6




.2  PRrESERVATION . STAC SERRCHING 2

11

ANNOTATE
CARD WTH
CoMDTION

J

CHARSE
At ZouwnT]
VI Peps.

|

@__) GATHER
AL vOLS
OF TITLE

TOCATHER,

PlAw ins
on SEATLH
SHEWF

ARNOTRTE
S AR

“|as wesr

il

DATHUAME
supjuLT ¢
smtkcrod

6¢
i
:

(‘thSH )

ERIC

Aruitoxt provided by Eic:

& PrESERVATION |

DEUSI1on - MAKING

STRART

Pule TRUK
cF VelS.SoR
STVECTIR

REVIEW
WITH
SewexIoe.

CaTHeR
/DL
INEO,

SILCTON,
MAKES
DEUSION

& 1 J ¥ o+
Rertucenme| ﬁ‘p“;‘z’“‘ %’:‘5 resnewe| |Transrer] | rerar
T CEfrunT VAT
R MCDEREA PHovocery

v

S

ANNOTATE DISLARD
GARCH

DISCHATGE ,(
oM GEAC Genc (
L

LETURN
BeocTO
cLrC

T 6Y




9/2/88 Reviscd Draft

UNIVERSITY OF CHICAGO LIBRARY
PRESERVATION DEPARTMENT

PRESERVATION TREATMENT GUIDELINES

Generai Assum ions:

1. The materials for preservation review has been identified as they were
returned through circulation. Most items have circulated at least once since 1985.

5 Materials for review are either brittle and. s beyond the kind of physical
treatment that can be justified for general collections materials.

3. A treatment option must be sclected for each of the items reviewed.

4. If replacements for reviewed items are available, they should be the
preferred option over new reformatting options.

5. All trcatment options telow, with the exception of "Retain - Phase Box”
assnmes the original item will be withdrawn at the e¢nd of the process.

Summary of Treatment Options:

WITHDRAW: This may be sclecteu for any items reviewed. Onc may also note
whether other copics and editions in poor condition should be withdrawn.

REPLACE: An existing replacement should always be selected ovaer the production
of a newly reformatted item. It is assumed that an availablc papcr copy will te

the 1st choic ,and a microform will be the 2nd choice. No micro-opagucs,
microprint copice or other extinct formats will be purchased.

When there arc numerous replacement che ces available, the preferred for.nat
should be indi.ated (cither paper Of mic-~form.) Unless a preference 1ndicated,
the Acquisitions Department will sclect the most appropriate rcplacement within
cach format.

REFORMAT/PAPER: The form of a paper replacement is usually a preservation
photocopy. Another alternative may be paper copy made from a microform. The
advantage of a item reformatted in paper is easc of use. The disadvantage of the
format is the the need to recopy the item each time another copy is requueste

it is most appropriate for heavily uscd, standard works, for itcms used as quick
reference, and for small pamphlet items.

REFORMAT/MICROFORM: A microform copy can bc in the form of either 35mm
roll microfilm or microfiche. At present, the Un ersity of Chicago
Photoduplication Laboratory is prepared to produce only 35mm roll film. The
advantages of microformats arc their efficicnt usc of storage <nace and tit¢ casc
with which they <an be copiced and distributed to other institutions Disadvantage,
are the inconvenience of using a read. ig machine and limitations 0. circulation.

o
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It is most appropriate for low use items, materials consulied for historical purposes,
and for longer works such as multi-volume works and ser als.

PROTECTIVE ENCLOSURES: This is usually a phas¢ box custom made for cach
item  "he advantage is they do provide protection and support that may extend
the useful life of an original item. The disadvantags is that a box is only a
temporary solution for items nceding treatment, and fragile items remain
vuinerable while in use and as they circulate.

It is most appropriatc for items that that arc not suited to reproduction in paper or
microform (c.g. color illustrations), for matecrials that must be rctained in their
original format, for items that cannot be rebound but are still intact and usable,
and for some isolated volumes within long series or periodical runs,

Summary of Information Accompanying Each Item:

1. A catalog record (usually from the shelf list) is for cach item.

2. The shelf list entrics for other editions are stapled beneath the catalog
record.

3. A list of other duplicate copies is provided. A condition statement is
provided for all duplicate copics that were located on the shelf and a status report
for thosc that arc unavailable.

The condition of the item in hand has not been described. All duplicate
copics that arc in very poor condition and deemed unusable by the preservation
staff will be pulled and included in the review session along with the original
volume in hand.

4. Whenever an item is part of a multi-volume set, the complete set will be
puiled for review.

5. Scarching information indicates what e¢xact and related copies or editions
arc available. All appropriate reprint sources were secarched. Microform sources
were scarched only until the first exact match was found. [The use of the symbol
X, XX, and xxx corresnonds to its use in Acquisitions, relating to how closely
replacements match the original item.]) Citations from OCLC and selected other
sources arc attached behind the worksheet. A summary 2t the bottom of the
worksheet indicates which formats were available.

6. Whenever UMI (University Mic.ofilms, Inc.) is listed as a replacement
source, one should assume that we can obtain a copyt'lo copy (paper made from a
microfilm master) from this source.

7. Questions, requests for more information, or other instructions should be
notcd at the bottom of the decision form under the "Comments" section.




THE NEW YORK PUBLIC LIBRARY TECHNICAL ORDER 80-4-0y23 (Revised)

PREPARATION SERVICES JANUARY 2, 1980

PKESERVATION_OK REPLACEMEN OF
MATERIAL TIAT 1S TOO POOR TO BE
REBOUND

This revises Technical Order 73-4-0023, issued October 31, 1973.

Material for rcbinding is sent uvnce 3 month to the Custom Bindiny &
Repair Section (the Bindery), Room 60. See Administrative Order

75-4~0134, “Routing of Materials for Rebinding", and Administrative
Order 79-4-0211, "Rebind Quotas”. )

Material sent for rebinding is examined vace 3 month by tae Hend of
the Custom Binding & Repair Section.

Material too poor for full rebinding will be set aside for review by
the Conservation Reprecentative or Division Chief and recommendation
for slteradative form of preservation treatment. D visivns will be
informed when material has actumulated that should bhe reviewed; 4
representative of the Conservdtion Division will be available to
discuss alternatives.

Optians for slternative treatment 1include the following:

S.1 Repair and/or strengthen existing binding (new spine strip,
reinforce hinges, etc.)

5.2 Make protective paper wrappers. This option is appropriate
‘for li*tle-used materials or material that is not of permadnent
rese. . value.

an
.
W

Make 8lipcase, box, or portfolio (Se Technical Order 72-4-0005,
"Slipcases, boxes, and portfolios.'}

5.4 Consider for full restoration (decide whether work should be
done in the Bindery or by outside congervation workshop.) NOTE:
if preservation treatment is deferred, material will be double-
wrapped in acid-free paper and returned to the Division. Keep
a desiderata list of titles needing outside preservation/
restoration treatment so that material can be reddily identitied
+hen funding becomes available.

5.5 Weplace with purchased hard copy repring or microturm
(See "echnical Order 73-2-0059, "Ordering Repldcement on
Form 756p.")

“onservaton DIvisfon

FIAY © 3 1988
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Consider for in-house microlilming on an immediste ot
deferred basis. Procedures outlined in 5.4 above wili
be followed. Add title to desideryta list tor future
microfilming. bYefore adding title, it should be
scarched in the Natioral Register of Microform Masters
and other appropriate tools to determine whether 1t 1is
available from 2utside sources.

JPB:DW

Digtribution Code: 1 & 2
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UNIVERSITY OF FLORIDA LIBRARIES

MEMORANDUM
TQ: Sam Go .an, Asceripie IN
Coilection Mau{‘c)emf} ¢ Dicector
FROM: Erich J. Kesse,
Precervdbicnm oficer.
PE : Brittle Boo«ts Program
CATE: 10 August 1987

Enclosed vou will find something of a wo~king propos.: for
a Brittle Books Program. I want to get your feed-back
before developing a manual.

A Brittle Books Program 1s multipart. This 1s not vet
clear in the working proposal before you. So, let me
cescribe work-flow.

1. Brittle books are identi1~ied primarily through
C:~culation, gifts and exchange, and stack surveys; andg
secondarily, through reference, curators, bibliographers/
selectors, acquisitions, and cataloging. Procedures for
1centification have been detailed in the Newsletter.

2. rtems receive & Brittle Books Flyer which
inciudes a patron advisory and record of double fold tezt
result. The latter isg completed by the staff member
tdenti1fying the book as "brittle".

3. A Brittle Bools Worksheet 13 then partially

filled out, with call no., vol. no., copy mo., and author
cr title, as well as the double fold tes*t resuit. “his

worksheet 1s the Program’s recorc of the i1tem.

G T St ISR PO S 2 B . 3

. B N B PR T L
with the Flyer 1n place =- until it can be attended to.
"te worksheet 1s rcuted to the Brittle Books Pragra= aof
"' 2 Preservat on Office.
EXCEPTICN: If the double fold toct TUABLTE 1,
"Ter tbut nat ecusi to) twr. the hHooo iralld te roLeed
‘oG with the worlsheet ts the Prog- ~., Tl=ze 1t
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Je oermanently lost or severely damaged with one more use.
They reguire 1mmediate attention.

NOTE: The double fold test result of five 1s used as a
cut-off for binding. A volume with a double fold test
result less than or equal to five should not be bound.
These 1tems are defined as “brittle"”. "Brittleress" is
considered an advanced state of chemical and physical
detericration such that the item is ro longer durable,
1.e., able to withstand continued norial use.

S. The Trittle Fooks Program files worksheets
according to double fold test (dft, result and,
secondarily, by call number. Items with lower dft will
command greater attention —-- they are more at risk.

6. For each worksheet, Brittle Books Program sta?v
p form a bibliographic search. Program staff complete
the Bibliographic Information and Institutional Holdings
sections of the worksheet. This information will inform
the Bibliographer/selector/curator’s disposition decision.
Information 1s supplied from the 1tem in hand, as well as
the LUIS bibliographic record.

NOTE: 1In order to complete these sections, Program
staff will be required to determine the physical condition
of copies and editions held by the UFL. Of these cipies
and editions, those which are also brittle enter the
Brittle Books Program process. —-— The original, copies and
editions considered simultaneously, saving both the
Program staf. and bibliographers some time.

7. The Bibliograpnic .Availability section is then
filled out by ei1ther Progam staff or A-quisitions Dept.
staff., (Responsibility for filling this section out has
vet t. be determined. Neither has the staff to carry this
opperation forward at this time.) Th.s section requires
the unit filling it out and the b:blioyrapher
Iinterpretting 1t to have or develope knowledge of the
USMARC 007 field and 1ts codes. Bibliographers must begin
to think 1n terms of material longevity and to recognize
the universal codes used to 1dent:fy materials.

a. The completed form 1s then sent to the
approrriate bibliographer who authorize, dispocsiticn of
the 1ten, If the original is to be retained, the
bibliographer should be encouraged to inform the .
Preservation Office, using the note area of the wor'isheet,
of the retained 1tem’s expected use. This 1nformation
will allow the Comservation Unit to decide upon physical
dispos.tion of the retained 1t>m: reshelving,; boxing,
encapsulation, etc. Bibliographers shou.d be encouraged
to retain the original. They shou'd also be encouraged io
dupl - te the 1tem through purchase of micro-/photo-
dupi.cation to prevent potential loss i1nsuare against major
damage to the biraittle 1tem. Items marted for retention
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crlv will be gu2ued 1n the Precservation Office’s database
or on LUIS 10r review at (ne or two year intervals.

9. The auxhorized form 1s then returned to the
Brittle Books Program-which routes the item to the
appropriate unit withir the Preservation Office: the
Resrographics Unit or the Conservation Unit.

NOTE Sam, as you might have g :issed no : " will be
guillotined to make the microphotographer’'s 2 easier.
...Unless, the 1tem 15 marked for either withdrawl or for
retention but will be encapsulated.

RE: Presentation to B:bliographers.

Conceptual review of plans for the Preservation Office
will include:

1. Dverview of Preservation Office :+ 5 year plan.

2. Brief discussion of inter-relation of Programs
and Units. (How the Office works.)

3. Conceptual review of Programs, «and riquirements
for interaction with Bibliographers, etc.

4. Work—-flow considerations thrcugh critique of

Brittle Books Program woc kxing proposal.

\}
~~
A
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- UNIVERSITY OF CONNECTICUT LIBRARIES -
PRESERVATION DEPARTMENT
BRITTLE BOOKS WORK FLOW FOR GENERAL COLLECTIONS

The Library Conservator inspects each damaged and worn volume that is
routed to Conservation f-r treatment. The first step in the examination
is to assess the condition of the paper. If it is brittle, the required
treatment falls outside the scope of the Preservation Department's
commercial binding program--and in %ost cases, its conservation

program. Brittle volumes are set aside for review by an appropriate
selector.

Each week a se'ector for the general .ollections reviews a certain
nur'er of br le volumes (the veekly quota varies) to determine whether
the, -and re! ~d volumes--should be retained in some form as part of
the Libraries' permanent collections. Titles that are out of scope are
processed for withdrawal. (The number of items withdrawn and not
replaced is small; the collections do not contain a significant
percentage of duplicate copies, outdated text books, or other categories
of aterials that are considered superfluous to the University's
research and teaching objectives.)

Titles that a~= to be retained are sent to bibliographic searchers in
(he Acquisit. .s Department to drtermine whether a copy, reprint, or
acceptable new edition is available for purchase.

If an acceptable replacement is identified it js usvally ordered (cost
being a limiting factor). The britcle copy is usually withdrawn when
the replacement copy arrives. In some ases, however, the brittle copy
is retained because of important iflustrative, introductory,
interpretive, or other material; or because significant marginalia, an
important binding, or some other characteristic or combination of
charecteristics impart artifactual value to the item.

If a suitable replacement is not available, or if the original brittle
copy is to be retained in addition to acquiring a new copy, the jtem or
items are processed for the "Brictle Books Collection,"” which is housed
in a restricted access area. Processing involves charging each item out
to that collection, stamping its book pocket "Brittle Storage: Not to
Leave the CPR" (i.e., Current Periodicals Room), and tipping in this
notice:

This bsok paper is highly acidic due to the
methods and ingredients used in its manufac-
«dre. As a result it has become brittle with age
Please handle with care so that information
will 1,0t be lost to future readers.

A long-range goal of the Library 1s to pur-
chase an acid-free reprint or microform copy
to replace this volume, or 10 reproduce 1t in-
house on acid-free paper

Thank you for helping to preserve the Univer-
sity's research collections

e e e e o p——




Brittle Books Work Flow for fGeneral Collections, p. 2

Fatrons who want to use a brittle volume will discover, by consulting
the Circulation data base, that it is charged out to the Brittle Books
Collectior: and will be diracted to the Current Periodicals Room where a
desk attendant will retrieve the volume. Because items in the Brittle
Books Collection are fragile, they do not circulate outside the

Library. They can be used in-house; the loan period is 3 hours and is
renewable.

6. A small percentage of the volumes that are identified as brittle, and
for which a suitable replacement is not avajlable, are returned to
Conservation for preservation photocopying. This decision is most often
made when heavy use can be predicted.

An additional small percentage of the volumes that are identified as
brittle will eventually he treated in Conservation as appropriate (e.g.,
a volume may be disbound, each leaf encapsulated in polyester film, and
the volume rebound).

Rev. 11/88




University «~f Nebrasla-Lincoln
Grittle Baals Faolicies
13 Nowv., 1237

DEFINITION: Erittle bools are boahs with brattle paper. The

. 4per has become embrittled due to envircnmental conditileons or
due to chemical brealdown of the paper 1 sel .  The purpose of
the brittle boole policies 1s to i1dentify passible alternatives
for treating brittle materials found 1n the University Libraries!?
rollections.

DISCUSSIQN: Once a bool has been identified as brittle, there
are bas.cal'y si1+ alternatives for treat ng it. These are:

1. Withdraw--based ugon the value, significance
anag boldings of other libraries;

2. Fepiace with a new or used copy;
3. HWrap the piece and retain 1t;
4. Fhatocopy--1n-house or purchased thracagh a

commercial source;

2. Micrafilm-—1n-house or purchased through a
commevcial vendor

L. Festare,

The decision and fiscal responsibility far brittle book o
deci1sions rests with public services librarians. ‘nfarmation on
the banl wi1ll be provided by technical zervices Ff 10 arder to
ass15t the public services librarian 1n making the bect poczible
cholrce. After the rhoace 13 made, technical services staff will
follow through with the deci1cian.

The lLibrary of Congress hae published some criteria for mal 1nq
decisions relating to brittle materials which may be helpful.
These have been adapted slightly to male them meaningful to UNL's
operaltions:

1. Fhysical conditicn:  How much time 1s left
befare the bowxl 15 no longer usable 1n 1ts
present condition™

Z. Secarcity: How many copies ewist 1n the UNL
Librariecs™ How many coples ewlst 1n ather
lybraries™ Has the title a preservaticn
mrcrafil s macter™

S. Cranifircance: If thiz 13 the last DT VT
earth, and 1t will ditaintearate teomor--w,
15 1t woe th saving”™

Fleaze leep thece questiornz on mind when coasider sng v Jho f fan
31+ optione tao mhaose.

W1 THDEAW

Withdy awal may b pprapresate whoen the Vo Lot 0 ihrea o
B
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have ~ther ~“oaples or editions of the same woarl. It may alsa be
app "oraate 1f the wort 1s unlitely to be used for re -earch any
longery due to turnover of faculty or due to changes 1n
Ccurriculum. For thie ontion, the public services librarion
hould apply the gquestion of si1gnificance.

FEELACCMENT

Feplacini an 1tem with +the same editiocn may nat be ar opt:
1f the paper 1z brittle. Feplaring with another editron ar wath
a reprint may be worthwhile when the item 1% ‘nown to he used
frequently because of 1ts caontent. This aption may be more caost
effective thar i1n—-house micrafilming, or than preservation
photocopylng.

When requesting & replacement, the subject librarian must
spec1fy x fund numbor. In these cases, Acquisitions will perfarm
the searching nececssary to 'wder a replacement. If a replacement
1s desi1rad, but funds are not available, the decision will be
maintained 1n a file by tha Chair =t the Freservation Committee
unti1l monles are avallable.

While wairting ‘ar the replaccment, the brittle volume will be
wrapped by Binding staff, and will be returned to the stac! s.
Once the -eplaccement 15 receilved, the brittle volume will be
withdrawn and the replacement ~op 0 w1ll be cataloged.

2EAR_AnD TETATN

Thae wpticr may bz appropriate vhen the material 1s 1mpartant
to retsan i 0o original state. If fragile, 1t wil. be wrapperd
1N & acard free pon bt folic and a brattle boods ct:cler warning
against phatocopying will be attached to the ewtericr of the
wrap.

FHOTQUOR Y

If neather mycrafiim nor 2 veprint or ot hor aultabls
edition 15 availible, ang the use of the valume by patrons
warrants ;t, preservation pactocopres may be ordered thraugh
acceptoole sourzes 3uch as the LIS Archival Froducts Braittle
Bools Feplacement Tervice, ar through some other approved verdaor .
At thhc time, precervation phatocopying will not be donec in-how e
at UNL.

MI_&0rILm

20T ie g avacloble fiinr Micecforms ool prefore o4 o
pPrirt Ccopy o3 replacements for hBrattle 1ttoems at SHL, Yhoanh coe t
o apderation: may influence the  haaes ot format., ™Smam 1)l ver
halide film 1¢ pre ferred. If the ~ubject librari1n 1tndicatec a
fund number for 1mmediate coplac nent, coarthing will Lo done by

Acquisitions for a commercral mocofilm ooopy.

Ceciecwat:on Mic__oriming: Trararaty for procecsation

ERIC 9.
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srIrafilming in-house 15 grven te warls unigue to o
<ollections, ind nat available elsewhere eviept at qreat cozt.
Nowspaper runz of the Dairly Nebrastan and other zeri1ale on
newsprirt that are pact of gpeci1al collections mast be concidered
foar preservation mecrofilming.  Space may 1so be a cencideration
1n some 1nstances where the materials are 1n poor physical
condition, tale up a areat deal of shelf space, and vet are
1mpartant to the cajlections.

While .~-houce micrafilming 1s an cption for materyal:s ~-t
commerci1ally available 1n micrafarmat, 1t is currently
diszauraged due Lo staff limitaticns. Any decision to microt:
a title 1n-house may require support of arant funds or e.press
approval by a committee consisting of the head of
Archives/Special Lallections, the chair of the Mreservation
Committee and the LCallection Management Cocordinator. The
committee will not apprave 1tems for 1n-house mcrafilaming 1f a
preservatizn muorafilm master olready evwists 1n the .9, If no
zuch master 1¢ availlable and the decisicon t ricrafilm the plece
12 made, the preservation microfilm master will bLe catalogoed on
OCLC to pravide biblicgraphic access to other 1nstitalions.

Freservation microfilm masters filmed 1n-house wil! he
checlted fuor guality by the Nebrasla Fecords Management Division,
and will be stored 1n the vault at the Nebrasta State thstorical
Saciety. N servicoe copy will be . ctained for UNL' 2 esil t1an,

For materials of groat Scarclty ar value, resto, a*i1on by a
conservator may be an cption. Approval 13 required by "he
committee mentioned above-—-the head of Archivecs/Spec: al
Collections, the chair of the Frecervation Committee and the
Collection Management Coaordinatesr.  Due tao furding l:imitat: .n5,
any piec2 sppraved for restoration warl mav simply fall inte a
queue [or rectoration a8 monies be.ome . siable.

WOFKFLOW AND FROCEDURES:

Graittle boals are generally found by, 1ol ation e
Eindiny. - HWhen located these can be sent Yo Tiading, hor
1n-hause bindinn staff will perform a Lttt boots to-t. v
brattle, .« brittle bools foam will be tyvped (30 cach ti1tla,
supplying the autaie, Fitle, call numb 'r and 1 date (oo aopended
evamplel.

Finding staff w1l then ~earcti the
shelf li<t *o see 1f thzre are duplicate coples of the title 1n
the systam, Wien there are additicnal copres, the 1nfrvrmatian
w1l e noted on th bBrattle basls farm. When theve aro
widditiona’ Coplee of the came edibtion .6 OVE, Y Lavh L sares
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will be aathered together for reviow.

Vxlumes with forms will then be sent ta Acque s1t1ons Dept.
Azquisitions staff will search OCLE to see 1f “here 15 a
cataloged preservation microfilm master and to zee 1f ather
libraries haold the same vaolume. They will provide a printout of
the biblimgraphic vecord and of holding libraries’ symbals when
they locate a record. Volumes then will be arranged i1n cal?
number order with Dewey boals first, followed by materials
zlassified by Labrary of Congress call number, on the Rrattle
Boobs Shelves 1n Acquisitions. Rranch boaols will L2 inter filed
with LOVE bols by zall number.

Fuablic services librarians review the materials and coamplete
the brittle bools form, usually within 4 weebls of the date on the
form. A fund pumber must be provided :f the valume 1s to be
replaced or reformatted in szome way. After a decisicn has been
made, the volume and all paperwoc! should be shi fted to the chel f
marted "Dacision made". Toechnics!l Sorvices ztaff will clear the
shelf weelly, and will follow thircuagh with the Aec:ci1ons neted.

] FAeibltlo worl s Tound by Caxbalaging 25aff in Cataloagring Dept.
; “erralz Nept. sraior b catalhg ag o1l ke cEnt Lo the chelves
direttl, b, L. - 2 aralagor, Tho catzalages 13 vezpon anle for
completing the brattle hood o oo ond for taling Bl aaterrals ta

=,
'
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Emory Umversily

REPLACEMENT FOR BR:1TLE ITEMS DRAPT PROCEDURE

| bab record & discand volume

PRESERVATION {00 Quauc for pres mucrufitmung byl
<c;;y sdding pres sbetract to DOBIS

beb record, insent nate in volumd
reflectng decinca; discharge &

retam Lo stucks
yes
Produce tion
pho(ocop‘;«m,:: ong [Onder procuies & Create new bib record Route
) emen for . scament
::::: :: &pu: Dcp(: 0 C.utl?h copies dclanj org copy ov:cpgm o?l;»y ::m
chasge onx on DOBIS alld & discard bnule Procesnine
10 "Withdraw® volume for tanding |

rev 11/2/88
] ]
PROCESSING ,  COLLECTION - ORDER DEPARTMENT + CATALOGING
DEPT ' MANAGEMENT ! ;
1 ! 1
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: ! :
1
; ! :
| - : :
! 1 yes ‘ Create new copy recard andfor
: ] : ™ :n: record fcx, replacament,
LLECTION " e 5. record
| MARAGEMENT- U e e e ek senct o : X & dicard copnst valume
1 | suidethe Order Dept : :
]
! p{ “7enenste order ship; charge; , :
! on DOBIS to “Replace/ ' '
! On Order™; route 1tem and 1 1
: forms 10 Order Depe ' '
1 1
: ! !
v ! ] 1
N : 1 —LT Ty source(s) rocommended by zdecux—] '
1 1
T ' | Add toSearch Lust (1360-1920 cacluded), charge '
' nczz : on DOBIS 10 *Replace/Scuich List® :
: ¥ ' Inutiste preservation replscement: 1
' no ' charge to "Replsce/Preservation” [
1 | Charge on DOBIS to “Withdraw~ ! - - !
| e oy e :
] 1
: _ : l : | Delete onginal copy record andfor
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1
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UNIVERSITY OF ROCHES.®i LIBRARIES

RUSH RHEES LIBRARY BRITTLE BOOKS PROGRAM PROCEDURES
I. COLLECTION AND INITIAL REVIEW BY PRESERVATION TECHNICIAN

Rush Rhees books which have circulated and are in need ¢f repair will be
identified as they are discharged by circulation staff and ueld on designated
shelves in the Circulation Department. On !ednesday ai*ernoon the accumulated
books will be placed on a truck and evaluated by the pr..ervation trechnician. He
will ceparate them into two categories: those which can “e re¢naired or rebound
and those which are too brittle or too ser:ously damaged to be repaired or
rebound.

REPAIRS - Th:e  books which can be repaired or rebound will have "R" streamers
inserted. Th. technician may return some books from this category to the stacks
if the backlog of =wpaire in the Preservation Unit has grown to an unacceptable
level.

BRITTLE BOOKS - Thos. bocks which cannot be repaired will have "Treatment Option
Forms" irserted with the call number noted on the form.

II. REVIEW BY COLLECTION DEVELOPMENT OFFICER

Unce the initial review is complete the truck will be markcd for the
attention of the collection development officer. On Thursday morning he will
review the books with treatment option forms. He will not r iew books
designated for repairs. He will decide if the books: 1) s: J be withdrawn,

2) should be replaced, reformatted, or rehoused or 3) should be referred to a
bibliographer for a deci<ion. If his decision is to withdraw, replace, rehouse,
" or rveformat he will check the appropriate option on the form, indicate the fund
to be charged, init’al the form, and return the book and form to the truck. If
his decision is to refer the book to a bibliographer, he will wri.e the
individual's name on the form.

When the collection development officer has completed the review, he will
notify circulaticn staff.

I11. CHARGE ON GEAC BY CIRCULA!LON STAFF
Circulation staff will charge out all books from the brittle books truck.

RE'AIRS - Books designated *or reprir ("R" streamers) will be charged to the
Preservation Unit for 56 days. Wwithin that period repairs will be made und the
books will be returned to the Circulation Department to be discharged and
reshelved. If the backlog of books .in the Preservation Unit has grown tov a point
where books car 't be repaired in 56 days, it will be necessary to discontinue
accepting new o.vuks tenporarily. .

5 sy




WITHDRAWALS - Books designated to be wiiiiddrawn will not be charged out but will
be left on the truck for the preservation technician who will take these books
directly to the Catalog Department.

REPLACE, REHOUSE, REFOKMAT - Books designated for aay of these:options will be
charged ou* to the Preservation Unit for 36 days.

FOR BIBLIOGRAPHER'S ATTENTION - Books to be referred to a bibliographer will be
charged out on Geac to Preservation/Bibliographer for 56 days. Circulatiocn staff
will note the due date on the treatment option form and insert the form in the
book. There will be a separate Geac charge card for each biblicgrapher so it
will be possible to trace the book.

IV. TFORWARDING BO" KS AFTER CHARGED
The truck will be taken by Circulation staff to Tecnrniczl Services.

Books charged to the Preservation Unit will be given to the preservation
technician.

Books charged to a bibliographer will be placed on the appropriate tub
shelves .or pickup or delivery to the departme-.t.

V. REVIEW BY BIBLIOGRAPHERS

Bibliographers will examine each bcok they receive and indicate their
decisions on the treatment option form. They will return all books and fcrms to
the Preservation Unit within FIVE (5) WORKING DAYS. Prompt review by
bibliographers is crucial since books will not be recalled for patrons during . hn
first ten cdays after they are charged »ut.

- e hm e e ek am am e e e e mm e e e e e e e em m e am o em W Em am et em o e e e e o = em -

V1. PRESERVATION TREATMENT

When brittle books program items are recei d in the Preservation Unit after
having been checked by the preservation technician, the collection developmen:
officer, and bibliographers they will be processed as follows:

WITHDRAWALS -~ The preservation technician will take books designated for
withdrawal to the Catalog Maintenance Unit after having them dis:harged.




REPLACEMENTS - Preservation Unit staff will mark CAGE above the call number, take
each book to the Catalog Department for a change in location code (preservation
cage) and material type (RJCIRC), and insert streamer “retu.n to ~reservation”.
When returned, Preservation Unit staff will photocopy the title page and other
pertinent informatlon and forward it to Acquisiticas with a photocopy of the
treatment option form which has the bibliograpbers' signature or initials and the
book fund to be charged. The original treatment option form will be annotated to
show the date a replacement was requested and the book and form will be shelved
in the Preservation Cage. If a replacement cannot be ohtained Acquisit._.as will
notify the technician who will then proceed to the next treatment option
designated. If a replacement is obtained -he new copy will be given to the
technician who will recrieve the old copy and forward both old and new copy to
the Catalog Department. Catalog Department staff witl withdraw the old copy and
catalog the new one. .

REHOUSING - Books to be ‘laced in enclosures will be shelved in call number order

. in the Preservation Unit until an cclosure ¢ .n be made. When the enclosure has
been made preservation unit staff will have 2 call number added to the enclosure,
mark CAGE above the call number, take each book to the Catalog Department for a
change in location code (rreservation cage) and material type (RJCIRC), and
insert streamer '"return to preservation'. When returned, Preservacion Unit staff
will take each book to Circulation to be discharged and shelved in the cage.

FEFORMATTING - Preservation Unit staff will mark CAGE above the call number, take
ecch book to be reformatted to the Catalog Department for a change in location
code (preservation cage) and material type (RJCIRC), and insert streamer "return
‘0 preservation”. When rcoturned, Preservation Unit staff will take each book to
circulation to be discharged and shelved ia the cage.

VII. PRESERVATION CAGE

Books shelved in the cage will be ir one single call number sequence fo.
easy retrieval. They may circulate on . .est for building use only.
Circulation staff will page the books on.e a day and charge them out but not
desensitize them. Staff will insert a streamer giving instructions for special
cave to be given &~ the book because of its brittle nature.

If 2 book that has been rehoused is requested for a patron, it wi'l be sent
to the preservation technician after it is returned. He will then mark it f.r
reformatting and h. . it returned to the cage. If a book with the cage location
code cannot be fouud there, Circulation staff should check with the presec.vation
technician because it is either in the process of being withdrawn due to the
receipt of the replucement copy or is in the Preservation Unit ‘or collatin, in
preparation for retormatting. Books which have been collatel and are shelved in
the preservation cage will have streamers inserted indicating that the
preservation technician should bhe notified to monitor their use.

Aruitoxt provided by Eic:
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VIII. REFORMATTING

When funds are made available for reformatting, books will be retrieved
from the cage,charged to the Preservation Unit for 56 days and brought to the
Preservation Unit where they will be collated and prepared for shipment. The
Preservation Unit will keep a record of all volumes out of the Library for

reformatting. When the old books and new copies are received back

vendor they will bLe sent together for processing. For books ‘hich
photocopied, Preservation Unit staff will insert streamers "return

preservation" and take books to Serials and
and pockets pasted, and have security tapes
returned, Preservation Unit staff will take
the Catalog Department. Catalog Department
it to be shelved, anrd withdraw the old copy.

Binding to be stamped,
and barcodes attached.
books to be'discharged
staff will catalog the

For books which have

from the

have been

to

have plates
When

and then to
new copy, seud
been filmed,

Preservation Unit staff will take books to Circulation to be discharged and then

take the film and book to the Catalog Department.

catalog the film, send it to microtext, and

JNK: kb
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withdraw the old copy.

Catalog Department staff will




URIVERSITY OF TORONTO LIBRARIES

Brittle book procedures — Monographs.

These procedures apply to monographs which are rejected from the
rebinding/mending stream as being too brittle or damaged to be rebound or
mended. Serials are excluded and Canadian imprints.

A. Books already in system. (i.e. already catalogued and entered in data-base)

1. All material in this category should be charged oit to the Preservation
Services Department and sent separately from rebinds or mends to the
Bindery. The shipment should be clearly labelled 'brittle books'.

Instead of an.ordinary charge slip a three-part slip or triplicate should be
used and two parts sent with the item. (Robarts materials will be examined in
the Circulation Department by PSD: Go to no.3 below)

2. In the Bindery the books will be examined to determine if they really cannot
be rebound or mended. Any material judged able to be rebound or mended
will be rut into those streams at this point by the Bindery.

3. The Rare Books Department will review this material weekly for any items
"which they should have. If tl.ey find ~uch material they will remove it and
deal wi'n the cancellation of the old record and the recataloguing. The
charge <lip will be sent by R3D to the original location with a notation that
the item is now in RBD. Materiai ieft on the shelf at the end ot the week
will be assumed to be of no interest to RBD and will be removed by the PSD
searcher.

1. This material ! then be searched by the FSD searcher. If there is a reprint
or a replacement microfo. available, the PSD searcher will photocopy the
title page xnd send 1t with the PSD flier containing ordering information to
the Head, BSD. The PSD searcher will stamp the material 'Seen by PSD' and
return it to the location

[(#))
.

If there is no reprint or cominiercial micrviorm available, the inaterial will be
microformed by P'SD if over 50 pages or photacopied if under 50 pages.
(general rule)

6. After the replacement has been nade and checked by PSD the original will be
stamped 'Photocopied by PSD)' or "Microformed by PSD' and
a) if new class seiit back to the location. The PSD replacement will be sent
to the Cataloguing Department for cataloguing. See Appendix 1.
h) if oid class or new material sent with the PSD replacement to the
Cataloguing Department for cataloguing. See Appendix 1. See B.

-3

If there sre multiple copies of an 1item or reprints of that exaect edition the

PSD searcher should gather all of these together in PSD (except for RBD

materialk If a reprint or m:croform replacement is available this should

follow 4 above. If not the Head of PSD or designate will examine this

material and

a) 10 all copies are brittle the best copy will be filmed or photocopied All
material wil’ be stamped by PSD and will then follow proc¢edures
according to whether it is old class (Appendix 2) or new class.

58 8y
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10.

N.B.

)

11.

H) If some copies are not brittle the brittle copies only will be stainped
'Seen by PSD' and all material returned to ihe stacks. If the copies in
good condition are in storare and the brittle copies in the location the
items will be referred to the Collections librarian for transfer.

If at any point material is identified as totally unuseable it should be brought
to the attertion of the Head, PSD. It will then be examined by the Head,
PSD, Head, BSD and/or the Associate librariail for Collection Development
and Preservation and a decision made according to Appendix 3. If the
decision is to discard, the material will be incorporated into the Gifts stream
and will not be stamped with any Preservation stamp.

If at any time material which .5 in PSD is required by a student procedures in
Appendix 4 will be foilowed.

Newly acquired material in brittle condition.

Order Department and Gifts.

All books to be processed will be checked by a processor to see if the paper is
in good condition.

If the -aper is not in good condition, the processor should refer the item to
the appropriate book selector, who will make a decision as to whether the
material shoulu be processed as is, or whether a photocopy or microform
shouid be made.

If the selcctor thinks the inaterial should be reproduced ip ™ ‘roform or
xeroxed, he/she will insert a flier (see form 038 attached) inu...ting what
should be done, and return the material to the processor.

If the material is to be reproduced in microform or xeroxed, the processor
will stamp both R-card and index card "PRESERVATION/M" (mieroform) or
"PRESERVATION/X" (xerox). Cards should be inarhed with the date proces-
sed when they are stamped, i.e. after material is returned from the selector.
Material *o be reproduced in microform or xeroxed will be put on a special
truck in tne cage. The R-card should be clipped to the flier from Book
Selection Department and should be left in.

Once a week, or when the truck is full, the material will be stamped and
taken to Preservation Services Department (Reprographics) to be worked on.
Vaterial will not be returned to the Order Department, but will te sent
directly to be catalogued from Preservation Rep:iographies.

The above procedure does not include m erial received on DSO or Shastri
DSO. -

Serials

Brittle serials pose imore of a problem than m .aographs. In the case of
monographs we are dealing with material returning from being circulated.
The use patterns of serials are in general more difficult to ascertain. In
many cases these brittle serials would be available in microform commercial-
ly, and we would be obliged because of copyright problems to buy these
rather than filming them in-house. To examine and deal with brittle serials
involves many volumes per tiie in many cases, which is not the case with
monographs. It is the intention of the Preservaion Services Department to
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compile a list of all brittle serials in the library so that these can be replaced
by microform or reprints as maney is available. Any serjal which appears to
be in brittle condition, therefore, should be brought to the attention of the
Preservation Services Department, who will examine the ro~ If it is found to
be brittle it will be added to the list being compiled to be replaced by
microform as funding permits.




APPENDIX 6

STAMPS USED IN BRITTLE BOOKS PROCEDURES

PHOTOCOPIED BY
PRESERVATION
SERVICES

......................

MICROFORMED BY
PRESERVATION
SERVICES

SEEN BY
PRESERVATION
SERVICES

Original has been photocopied and returned to
stacks.

Original has been microformed and returned to
stacks.

This applies to material which is joing back to
stacks in a phase box and which is not being
replaced.
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APPENDIX 3

Desccessioning Unusable Books

Within the University of Toronto Library's preservation
program, material considered is retained in its original format if
it is at all usable in that format. Those few items that are
unusatle will be displayed for at least one full month before being

removed from the collection.

Since the actual physical item must be examined, members of
the University are welecome to review these items any time during
regular working hours. They will be on display in the "caged" area
(where new acquisitions can also be viewed) in the Book Selection
Department on the sixth floor of the Robarts Library 9:00 to 5:00
p.m. Monday through Friday on all regular work days.




WII SON LIBRARY

COLLECTION DEVELOPMENT DIVISION
PRESERVATION SECTION .
WITHDRAWAL /REPL.ACEMENT PROCEDURES

II.

I111I.

Iv.

UNIVERSITY OF MINNESOTA LIBRARIES

Bibliographer peruses the shelves of unbindable materials
in the Preservation Section and flags items chosen to
designate:

a. withdraw
b. condition check
c. replace

If a. is selected, Preservation staff will carry out with-

drawal procedure, route item to CTS and clear Circulation
records.

If b. 1s selected, Preservation staff will:

-chec™ shelf list and record all copies, volumes, and
editions.

-check shelves and record condition (binding, paper,
likely length of life of each) of all copies,
editions, ana volumes. Any circulating
materials will be recalled and inspected.

-indicate type and frequency of use of all copies,
volumes, and editions.

-predict usable length of life based on above.

-check PUC and record volumes, copies, and editions
in other University of Minnesota Library
locations.

-check when possible on condition and use of items in
other le~ations, record this information;
determine whether these are indeed extant.

when condition check has been cnmpleted, the i1tem will
be plarced on an in-process shelf design:ted with the bihli-
ographer's name and the bibiiographer will be notified hy
Preservation Section staff. The bibliographer will then
decide on withdrawal or replacement according t¢ the
information provided.

I1f c. 1s designated, Preservation Section staff will select
the appropriate procedure from the following alternatives:

1. Route to CTS for xeroxing.

2. Route to CT"” for purchase ¢f replacemunt copy,
reprint, or later edition which will be ordered
on the replacement fund. ‘he original copy will
be retained in CTS awaiting arr val of replace-
ment. After replacement arrives, original will
be withdrawn.
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WITHDKAWAL/REPLACEMENT »ROCEDURES
Page Two

10/84

Ki:nt

Identification of titles currently in print will be
carried out by Preserve-ion Section staff. Add~13

editions will be orde' " only after coasultation with
bibliographer.

If there are no reprints or later editions availiable
and the physical ~coalition of the book precludes
xeroxing, one of the folilowing procedures will b=
selected:

3. Missing or mutilated pages will be replaced
by obtaining another ~oupy of the book through
ILL and xeroxing the necessary pages. The
1tem will then be routed to CTS for xeroxing
of the whole.

4. All other alternatives failing, the book .ill
be retained, repaired and protected to the
extent possible, and returned to the stacks.

If 1tems remain unchecked on shelf, Preservation Scctaon
staff will approach bibliographer(s) responsible for

subject area(s) and request withdrawal/raplacement
decisaion.




TS

Preservation Unit
Wilson Library
U. of Minnesota

PRESERVATION FLOW CHART

Camaged/Deteriorating Materials
are routed to Preeervation

Each item is evaluated to determine
condition and appropriate treatment

Bindable

Method and style
of rebind aselected
and indicated

|

Delivered to Uind-
ery Preparations

Sent to U. of M.

]
Unbindable

f
Materials that are
not irreparably dam-
aged or deteriorated

In House Treatment

All treatments perforued by Pres-
ervation staff

Aruitoxt provided by Eic:

(3]
(S} Bindery
| 1
Water damaged mat¢- Missing pages Materials
erfals; materials with broken
suffe ing fungal or bindings,
insec.t attack Another copy torn pages,
obtained. Us- damaged or de-
ually through tached casings
Salvage Treatment ILL. I
Repair
Following treatment, Relevant pages
reevaluated. photocopied
Returned to
I T 1 stacks

Satisfactory  Further Damaged beyond

condition treatment rvepalr
indicated

Returmed to

Stac:, To Replacemr=nt
to bindery shelves
or to
repairs

Hacerials'chac are Hn:erigla with
80 brittle or so bad- potential

ly mutilated that the, artifactual
cannot or should not value

be repaired

Special Col-~

Replace/Withdrawal lections check

shelves

Bibliographers review.
Choose one of three opt-—

icns.
¥ 1
Withdraw Condition Replace
l l check | I
Delivered Replacement
to CTS. format chosen.
Item withdrawn
I 1
Reprint, Xervx
later edition, '
or other
Delivered
to Bindery
Delivered Preparatio
Original to Acquisi-
withdrawn  tioms
I Sent to U.
of M. Bind
New copy ordered ery
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UNIVERSITY OF NORTH CAROLINA LIBRARIES

BRITTLE BOOKS PROCEDURE Page 1
SEPTEMBER 25, 1986

Circulation/

Brittle Books

Coordinator 1. Selects bock(s) to be replaced, places on truck
and brings to Circulation Department.

Circulation 2. Photocopies shelf-list card, notes "to replace"
and holdings on back of photocopy, and inserts in
book.

3. Checks out book for 6 months to Brittle Books
Coordinator.

4. Routes book to Brittle Books Coordinator for
review.

Brittle Books

Coordinator 5. Inserts a Preservation form inside each book,
noting in-print tools, etc., to be searched for
tbat book (see example).

Student 6. Searches in-print tools and catalogs as indicated,
marking results on preservation form, and returns
beok to Coordinator.

Coordinato¢ 7. Reviews search results and indicates decision
regarding replacement and disposition of original
book on back of preservation form.

a. If in-house microfilm or copyflow chosen,
estimates price at $60.

b. For in-house filming, indicates whether spine
of original may be cut.

Student 8. Uses photocopy of shelf-list card for order card.

9. Reprints and commercial microforms:

a. Stamps "Repl." (or designated fund), "“JSS",
and "Brittle Books" along left-band edge.

b. Indicates format below collation (i.e., 35mm
positive silver-halide microfilm, reprint,
etc.).

c. Modifies place, publisher and date of item as
needed.

d. Adds price at bottom left-center.

e, Returns book with order card and preservation
slip to Coordinator.

Coordinator f. Reviews orders and forwards to Order File
Supervisor, Order Section, Acquisitions for
placement.
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BRITTLE BOOKS PROCEDURE
SEPTEMBER 25, 1986

Coordinator 9,

Circulation
Order File
Supervisor

Book Inspector

10.

Student

Order Expediter 11.

12.

13.

14.

15.

Page 2

g. Holds book until notification received from
Order Section, Acquisitions via goldenrod
slip that replacement has arrived, then
routes to Head of Circulation.

h. Renews book, if necessary.

i. Adds routing to order slip.

Je Assigns dealer and places with other orders,
to be treated from this point on in the usual
manner.

k. When material is received, pulls goldenrod
frem pack and forwards to Brittle Books
Coordinater.

In-house microfilms or copyflow {to be filmed at

UNC Photolab):

a. Stamps "Repl.” (or other fund as designated
by Head of Collection Development), "JSS",
and "Brittle Books" along left-hana edge of
shelflist photocopy.

b. Notes "ed. positive microfilm copy" or "ed.
copyflow--archival bond" beneath the
collation.

c. Writes "UNC Photolab"™ along lower right-hand
edge.

d. Writes ®"Mon Cat®™ above author's name, but not
in area needed for order number.

e. Adds "Attn. Sarah Stubbs" on back of order
siip. (See example)

f. Notes title and call number of book on the
preservation slip.

g. Brings book with preservation slip and
shelf-1list photocopy inserted to Order
Expediter in Acquisitions, Order Section.
Book is placed on shelves near Order
Expediter's desk.

Uses shelf-list photocopy as order card, numbers
and plates it aud nas a full pack made.

Types two forms for Photolab: Invoice and
Microfilm/Copyflow Request form.

Attaches white order slip to forms and places thenm
in book along with preservation form.

Sends pack to Accounting Department for
encumbrance (Fund: Overhead P for 1986/7 FY),
then holds remainder of pack at desk until
microfilm copy grrives.

Take:. or sends bbok to Photolab.
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BRITTLE BOOKS PROCEDURE
SEPTEMBER 25, 1986

Photolab 16.
17.

18.

Order Expediter 19.

20.
21.
Assistant
Invoice
Expediter 22.
Circulation 23.
24.

Page 3

Makes microfilm or copyflow copy of book.
Preserves negative copy of book in negative file.
Notifies Order Expediter that copy is ready.

Collects copy, white order slip, and blue copy of
invoice.

Returns or mails book with preservation sliip to
Head of Circulation Department.

Processes order pack:

a. Stamps date in lower left-hand corner of all
copies.

b. Removes green copy for filing in order file.

C. Removes pink copy. attaches to invoice copy
and gives to Assistant Invoice Expediter.

d. Removes goldenrod copy and routes to Brittle
Books Coordinator.

e. Counts number of films and notes on Book
Inspector's tally sheet.

f. Takes films with remainder of order pack
(white, yellow, and blue packing slip) to
mrcroforms cataloger in Monographic
Cataloging Section.

Sends pink copy of order pack with invoice to
Accounting Department.

Checks in returned book.

Makes note on book pocket to conform with

disposition d.rection on preservation form:

a. Withdraw (forwards book to Catalog Management
for withdrawal),

b. Transfer to designated location (forwards
book to Added Copy Section),

C. Microfilm made (date),

d. Copyflow made (date), or

e. Replacement (format) acquired (date).

J—d OO
~
e~




ITEM PULLED
FRom vrne

SHELF

MICROF ™ »8Ts

UsT, eTC.

HRBSI 4N TION
ACTrony +a=

wE CHED &
ONRQ_E mANE
Fu2 pew
CaN ol
TN

<+-nNo YEs—D

send Boo« 7 Seno Oroee For

FILaynG

Book € ORCE4 1540

'S
o Gs Boo. ORI /ML Book
mw> <
2 PiSen (66D G SeanT T cike

q_,_., U TLmiING
o CYRx%ITAN 20

S Copy v

cHbK Bookc
ovr TO
MENDING

A v 4

ROTI®Y CAY
MOT Tu
wITH)RLw

Adc@r st Toamy
For POocesSING

VisenaR e Soap ®O DIScAAD Poct l
1TEn WiDN P ABROING ped  PoLaey 1
RE 7TV ‘

|
1
69

101

O

ERIC

Aruitoxt provided by Eic:




CORNELL UNIVERSITY LIBRARIES

PRESERVATION PHOTOCOPY

To: Acquisitions/Cataloging
From: Conservation

This is a Preservation Photocopy
from:

LBS Archival Products
(DesMoines, Iowa)

Cornell Photocopy Service

Create a new catalog record
(original imprint in 260 & 533
photocopy note).

Original cataloged and now
being withdrawn. (If a
card is available from

the pulled card set, it
should be attached).

Original never cataloged.
Copy identified in
Cataloging Department and
being discarded.

RLIN ID for original

Indicate "preservation
photocopy" in SHNT=s (RLIN) or
copyY level NOTES (NOTIS)




Collection Management Procedures, NEW YORK UNIVERSITY, Bobst Library, 1987.

VI. Brittle Books Review

A. Deteriorated books (i.e. books with damaged bindings, lcose,
torn or missing pages, brittle paper) are identified by Circulation
staff and sent to the Preservation Department. They are reviewed
and separated into three streams:

1. Books which can be rebound commercially are sent to the
library's binder.

2. Books requiring minor repairs are treated by staff in-house.

3. Books that are too deteriorated or mutilated for ir~house
repairs and are not suitable for commercial binding are placed
in the brittle books backlog.

4. Textbooks and low-use multiple copies; may be withdrawn.

B. The circulation system is used to charge books in and out of the
Preservation Department, as well as into various locations within
the department. Circulation staff can place a hold for books at the
commercial binder that are requested by patrons. When patrons
request a book from the brittle books backlog, preservation staff
will attempt to locate and supply the volume as quickly as possible.

C. Preservation staff searches books fram the brittle books backlog
in order to supply selectors with information necessary to make a
retention decision (see appendix for search procedures). Information
provided to the selectors includes:

1. 1Inventory of other copies and/or editions owned by the
library, including condition and use of the copies on the shelf.

2. In print replacement information from US and foreign BIPs.

D. The oooks are then distributed to the selectors for decisions.
Selectors may choose to withdraw, replace or retain the materials.
Tf the decision is to retain the book, a brief justification should
be written on the slip. Books chosen for retention will be returned
to the Preservation Librarian for consideration for reformatting,
searching for the availability of microfilm replacement, etc. The
final preservation decision is made by the bibliogragher.
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YALE UNIVERSITY LIBRARIES

NEH EUROPEAN HISTORY MICROFILMING PROJECT:

INSTRUCTIONS
3/6/88
Revised 7/6/88

Overview

The European History Microfilming Project (EHMP. will encompass the
microfilming of approximately 14,000 volumes within the old Yale Bf-i, m—q,
$-u, w-x classes that have imprinc dates of 1850 through 1910. Although
implementation procedures will be undertaken at different rates and diffe-
rent times (e.g., the identification step may be completed in large portions

at a few points throughout the grant period), the procedural sequence is
given here.

Step-by-Step Instructions

IDENTIFICATION= === e e

1. Identify target volumes in the shelflist (SL) for each classification,

leaving "Bo" (French history) until the end, by standing the cards up
on end.

2. Photocopy target SL cards for monographs S at a time unto blank paper.
Try to place them in the same position on each sheet.
2a. Cut cards apart with the paper cutter.
2b. Photocopy the copies of the cards onto worksheets.
2c. Paperclip copies of cards to appropriate worksheets.
2d. Set pamphlets aside (all items of 100 pages or less).
2e. Alphabetize remaining titles by main entry to facilitate searching.

3. Photocopy serial titles onto separate sheets, cut them up, and
alphabetize for searching in the Serials Catalog.
3a. Photocopy serials statement and history cards from the Serials
Catalog.
3b. Copy the history cards onto worksheets.
3c. Staple statement card copies to worksheet.

SEARCHING =~ = e e e e o

4. Search batches of worksheets by main entry in bibliographic tools to
determine commercial availability in both reprint and microform for
all editions of the title. Do not search pamphlets. Begin by search~
irg for microforms. If microfilm is found for the exact edition, do
nct search that item any further. (N.B.: this step may be skipped for
a few selected classifications.) If the exact edition in reprint is

found, do rot search further. Use the appropriate search tools for
serials.

PRE AT AL NG e e e e
5. Search batches of primary worksheets by miin entry in the official
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RETRIEVAL

6.

7.

catalog (OC) and photocopy OC cards for all »ther editions of each
target title onto new worksheets. Note the call numbers of each edi-
tion on the primary worksheet. (N.B.: this step may be skipped for a
few selected classifications.) Add your initials at the bottom right
corner of the worksheet. Check off and date any call numbers called
from Mudd.

Organize all searched books and serials and unsearched pamphlets into a
single call number order sequence.

Check each edition in the SML stacks and indicate the coadition on the
worksheet. Pull all target volumes, and any other editions in poor
condition. (Relevant editions in CCL or special collections within SML
will not be checked.)

CIRCULATION I -

8.

Charge out all pulled volumes on Geac/Orbis ~»nd lisr the location in the
Geac POORBK field as EIMP.

BIBLIOGRAPHIC REVIEW .

9.

Set aside all protlem titles to be rcviewed by the bibliographer for
decisions. Books in goed conditicn will be automatically kept (circle
"keep" on search card), and these are not reviewed by the biblio-
grapher. Titles are veviewed if they are deteriorated (extremely
brittle, or with broken pages, or somewhat brittle with a broken bind-
ing), would be damaged by filming, or have a complicated search record
with multiple editions.

CATALOGING I -

10. Input a film record on RLIN for all vnlumes to be filmed. Add the Queue
Date line to the film record. If the book is to be retained, also
input the book record. If a Copyflo hard copy is to be nade, input a
record for it (it will always be made dooble-sided so pagination is the
same as that of the original).

TARGETS - -

11. Produce a bibliographic target and temporary (:emp) slips on the PC.

PREPARATION

12. Prepare the target volumes for filming:

a. Thumb through for completeness (a reasonable effort should be made
to complete it if incomplete, through borrowing from another Yale
library or ILL loan);

b. Add "Cut" or "Do Not Cut" instructions;

c. Fold the target once and place in book;

d. Measure for Quality E Index value and enter on workform;

e. Make sure nne copy of the card in placed in book;

f. Place workform with required targets marked in book.

13. Prepare ~n order for cach box:

a. Ti+ volume together for which a Copyflo copy is ordered and marx;
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b. Order the film, cine (2A) mode, for:
1 negative master
1 duplicate negative
2 positive service copies (1 for Center for Research Libraries -
CRL).

PACKING I
14. Pack volumes in boxes with order slips in each box. Pack and label
materials separately for the following categories:
1. Do not cut monographs and pamphlets;
2. May cut monographs and pamphlets;
3. Do not cut serials;
4, May cut serials;
5. Books that need Copyflo copies made .
Take boxes to Shipping for Micrographic Systems of Cennecticut (MSC),
who will film the materials according to RLG specifications.

HARD COPIES I
15. Place orders for reprints where specified. Catalog when received and
dispose of original volume.

PACKING II -

16. Unpack filmed volumes with f£ilm copies. (Books designated as "keep",
but which return from microfilming ia poor conditon, should be seen
again by the bibliographer.) Process invoices.

17. Enter materials by storage number (SN) equivalent on log.

18. Assign SL numbers to master and duplicate negatives and one positive.

INSPECTION -

16. Inspect 10% of the reels (at least 1 irn each batch) for page-by-page
completeness and bibliographic accuracy. If any error is found, return
the entire batch to MCS (ignore duplicated pages; a missing page ic a
major error).

20. Return errors or ILL~completed reels for correction.

CATALOGING IIX
21. Update the RLIN/Orbis record with film number (SN equivalent) and erase
the Queue Date line.

PACKING III
22. Check labels for accuracy. Pack up reels with temps and send off:
Master negative to Mudd Central Storage (N & NS — negative and
regative serial)
Dyplicate negative to Mudd Central Storage (ND & NSD -- negative
duplicate and negative serial duplicate)
Positive service copy to Microtext Reading Room (B & S — bo k and
serial)
Positive service copy to Center for Research Libraries (no temps
but include the RLIN storage and identification number)




23.

24,

25.

26.

HARD COPIES II

VOLUME DISPOSAL—-

CTRCULATION II

Mark reels as finished on the log for NEH records.

For Copyflos, place the call number of the original (non-standard
coding: 9614; REP; 533: for Copyflo; 260: fur original) on the back of
the title page in pencil. Have Copyflo copies bound and labeled
through Preparations.

Process the volumes according to the bibliographer's decision:

a. Repl RQ. shelf with duplicate of worksheet for reprints;

b. Repr ¢ shelf in special NEH area with duplicate of worksheet;
c. Transfer with duplicate of worksheet:

d. Discard with duplicate of workshzet;

e. Reshelve books to be kept.

Discharge or change location records in Geac/Orbis as necessary.

Assvaptions:
1.

A worksheet is retained in 2 main entry file for all target volumes
processed in the Project.

Storage numbers starting with 1500 are used by MSC tor this project.

Preservation will ask for a large baich of SL N and NS aumbers so that
assipnment can be made in Room 40.

The Yroject staff carry out ALL the processing and catnloging for the
reprints and Copyflo copies ordered.

The Project staff carry out ALL processes connected with any part of
these routines and will be closely connected tc Cataloging for qualiy
control of all records. There will be a formal liaison, probably
through the Recon Management Team of the Database Management
Department. We must follow all policies in use in Yale's central
cataloging system.

15
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UNIVERSITY OF CHICAGO LIBRARY
PRESERVATION DEPARTMENT

Selector Review Process

The Preservation Drpartment staff will assemble bibliographic informaiion and
information about condition to support the preservation review process.

1) Bibliographic Searchit 2: For item verification, searchers will provide:

.a copy of the shelflist and general catalog record for each item to be
reviewed (Catalogs in Regenstein will be used whenever possible)

.copies of catalog records for other editions in the Library system

.a circulation record for the item listing other copies in LDMS

2) Condition Report: Searchers will go to the shelf and provide a brief condition
report fer other copies and editions as listed avove. Items charged out to patrons
will be omitted.

3) Replacement Scarching: Staff will search:

.the bibliographic utilities (OCLC and RLIN) for replacements

.replacement catalogs (reprint first, then microform catalogs) for available
replacements

.for the exact edition and other editions and provide reports on availability

Searching Tools: The following standard set of replacement tools will be
scarched for all titles:

. Bibliographic Utilities: OCLC, RLIN

. Reprint Sources: BIP, Forcign BIP, GTR,

. Microform Sources: NRMM, GMIP, NYPL Microform Register

Other catalogs may be added as apprepriate for specific languages and subject
arcas.
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UNIVERSITY OF MICHIGAN LIBRARIES
LIST OF SOURCES FOR SEARCHING

TITLE LOCATION ABBR, OF TITLE!
Books in Print Reference BIP

Books in Print Supplement Reference BIP Suppl,
Books in Series Room 7 BIS

British Books in Print (fiche) Reference BBIP

Center for Research Libraries (fiche) Room 7 CRL
Forthcoming Books in Print Reference Fortuconing
Guide to Microforms in Print Room 7 GMIP

Guide to Reprints Reference GTR
International Books in Print Room 7 IBIP
Microform Reading Room Catalog MRR MRR

Nat'l Register of Mi-roform ‘.asters Room 7 NI
National Union Catalog Reference NUZ

New Series Titles Reference NST

New York Public Library Room 7 NYPL
Newspapers in Microform Reference NIM
OQut—of-Print Books (fiche) Room 7 OPBC

RLIN datz base Room 1; Serials RLIN
Serials in Microform Room 7 SIM

Additional sources for foreign imprints in Room 7:
Catalogo dei Libri in Commercio (Italian)

Les Livres Disponsibles (French)

Verzeichnis Lieferbarer Buch (German)
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NEW YORK UNIVERSITY LIBRARIES

SEARCHING PROCEDURES FOR BRITTLE BCOKS

I. Fill out the search slip with the author or editor's name, title,
oublisher, place and dat: of publicatiort, bar code, call number and
ccpy numcer. Copy nu'hers can be found in three places in this order
of preference 1) verso of title page, 2} spine, 3) lower right-hand
correr of irside of back cover. Also record any special. informaticn
suc.: a3 translator, series name, etc,

II. PDetermine what otuier editions the library owns.

A. Search Bobcat and/or the public catalog and the shelf 1ist
as approoriate (see flow chart). If there are other editions
copy their call numbers in the "other editions" columns. If
more than two other editions are owned make a note such as "many
other editions in pc". Make notes as necessary to show if the
editions are earlier or later and/or hcw they differ from the
bock in hand, i.e. 3rAd edition, latin edition, different
translator, special forward, etc. Also make note of locations
other than Bobst. Record the number of ccpies owned.

When searching the shelf list record the copy information foun.
there exactly as it appears, e.c. ¢ 1, ¢ 2, ¢ 1H, not 3 ccpies.

If the bock is part of a multi-volume set, record this
informaticn for all volumes.

B. Search the stacks if all copies owned are rot in hand (se=
flow chert).

1. If no copies are on the shelf record MOS.
2. If ccpies are loccted:

a. examine them in order to determine their condition
and their circulation history:

b. pull any books that are so deteriorated that they
cannot be used; books in this catecory would not have
brittle papver alcne but weuld also have loose or missing
vaces, detache” novers, etc.

c. pull anv books that can be weeded because of low
use tut leave at least one copy of the title on the
shelf;

d. copy the bar codes and copy numbers of any books
remaining on the shelf; if there are duplicate copy
numper or a copy with no copy number and a copvy marked
c.l, bring them to Cztalog Maintenance:; if a copy is
found on the shelf without a zebra label, assign one and
record the bar code number and the ccpy number on the
search slip; do this step for the book in hand only, not

for other editicns:




Brittle Bcoks
Page 2

e. 1if a sufficient number of copies are on the shelf
put all books now in hand on the discard truck: the
search is now completed for this title:

f. if replacement or reformatting is indicated record
c.rculation history of the books remaining on the shelf
and go on to the next step;

MOTE: If a large set of books is in bad condition,
bring down a couple of volumes representative of the
sct's condition and make a note on the search slip that
the selector should consicder the entire set when making
a decision. Any book taken from the stacks must be
checked into a search and review patrcn on circ.

C. Search the circulation system for any copies that have not
already been accounteé for (i.e. in hand or on shelf). Record
any information (for book in hand cnlv, not for other
ed:tions) fourd in circ in the following format:

Location Bar Code Local Cy Mo. Status LAD

000791890 0 IL 81-08-09
011723491 3 Due 26-06-09
010934214 0 RET 86-01-04
BRESRV 009224115 1 IL 84-10-01
008423666 0 SR 82-05-0¢
000047652 2 Due 99-12-31%*

*Copies with a cue date of 99-12-31 are checked out to brittle
books or search and review. Retrieve those copies and search
all copies tocether.
III. Search for replacements.
A. Search the follewing in print tcols as arpropriate:
1. Fecr monographs search these tcols in the order given:
a. U.S. Books in Print or foreiqn BIP
b. Cuicde to Peprints
Cc. DBocks On Derand
d. Guide to Microforms In Print
2. For serials search:
a. Serials In Microform

b. Cuide Lo Reprints
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Brittle Bcoks
Page 3

c. Guide to Microforms in Print

3. Record publisher, price, edition, LC or ISEBN numb-r,
date and series, if any, etc.

4. Note sources searched unsuccessfully, e.g. BIP - 0.

B. If a replacement is found that costs less than $40.00 and is
the same edition as the book in hand, assign a fund code with
the suffix D, ccpy erase (do copy delete if there are
outstanding transactions on the record) the bar code from the
circulation system and send the order with the book to Catalog
Maintenance. Record the date, price and fund code on the
statistics sheet.

IV. Distribute bxoks requiring a replacement decision to the subject
specialists for decisions. The books will be returned to Collection
Management after the selectors have reviewed them.

A. Those marked withdraw or replace should be distributed to
the discard or Catalog Maintenance trucks as appropriate. All
books to be discarded will be copv erased frcm the circulation
system before being sent to Acquisitions or Cataloging.

B. Those books marked retain should be given to the
Preservation Librarian and will be replaced, discarded, sent
back to the bindery for treatment or considered for
microfilming.

V. Brittle bocks to be replaced

A. Replacement order slips: Collection Management will generate
replacement order slips and pass them along to Acquisitions.
Collection Management will indicate the following replacement
categories on the slip and Acquisitions will enter the
information in the catalog note field in the RLIN bibliocgraphic
record:

1. O.3er is to be cancelled ard item is to be withdrawn if a
replacenent cannot be found (CINT = Repl/disc: <call
nuricer>); or,

2. Order is t be returned to Collection Management if a
replacement cannot be found (CINT = Repl/disc/retain: <call
nuricer>). NOTE: This Option will be chosen when we wish to
preserve the original on film.

B. In both of the above cases, Collection Management will charge

books out to a Repiacement patron, with a 12/31/99 due date, and
shelve books in a separate section of the third floor brittle
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Brittle Bocks
Page 4

books area. These books will be held in this area until
notification of the final replacement status of each title.

C. When a replacement order cannot be found the title will fall
into one of the following two categories (also listed above):

1. Replacement not found/withdraw original (CINT =

Repl/disc: <call number>) Acquisitions will send to Catalog
Maintenance a printout of the PARtial screen of the RLIN
record with a note (CPST = CAN) indicating that a replacement
is not available. Catalog Maintenance will retrieve the item
from the third floor storage area, discharge the item from
circulation and discard it from the collection.

2. Replacement not found/retain original (CINT =
Repl/disc/retain <call number>): Acquisitions will send to
Collection }anagement a printout of the PARtial screen of the
RLIN record with a note indicating that a replacement is not
available. The item must be sent to Catalog Maintenance if
Collection Management decides to withdraw it.

D. When a replacement order is filled (CINT = Repl/disc or
Repl/disc/retain <call number>) Acquisitions will send to Catalog
Maintenance the item received and a printout of the PAR:tial
screen of the RLIN reoord. Catalcg Maintenance will retrieve the
item from the third floor storage area, discard the item from
circulation and discard it from the collection. The new item
will be added to the collection as an "add" or "new title" as
appropr iate.

revised 6/88
col093
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Systerps and Procedures Exchange Center |

SEARCHING FORMS




Ty {3

SERIAL-
FRONT

Copy of shethéi'

4 15 not bnttle ;
5 s exiremely /
brtde. Paper ~
conditions of 3,4,

and 5 are / .

Considered brittle

, card \ Catalog card:
SWMG Of' hOlél.'\ﬂs MIT Boldings Sunmary:
(copies of holdings
cards will be
attached )
cond.d'ion Ya'h;\ﬂ O‘F m?;:*?ﬁ::/:ou:b“:::/ﬁ:‘m condition)
set. The op
Wumber IS
COHdlhm £. Condition of originals:

enovah Replacenents Availabla:
mpmm The

bottom Number

refers o the

Condthin of the

blhd(nj.

UNIVERSITY OF MICHIGAN LIBRARIES

ANATOMY OF A SEARCH FORM

BRITTLE BOOK KEPIACHMERT FOINM: SEPIALS

Sesrching results:

MRR catalog
¢ -~
BLIN
Regrints AT we wne leager pun’lm »®
GIR — fepnnﬁ ag. replnu.w»
1P — .
BIP suppl — for  Seviels
Porthconing —_— . .
15 ——Borisn-Sesies
Microforrs A T
NRO! (65-75) .

1912 T

1w

19 —

w80

w0

B —— , :
s T =—Serials tn Microform (UMI
MA/MTHC T
MA/H Microforms Annual (Pagan-

Press )

Internstionsl catalogs:

inlp
(sl1 non-v.8.J~ —
1D (Pranch)
V18 (Cerman)
CDLIC (Itsl.) —
BBIP (British)

Uls:

Wil st 4otal # holding
]bbfrp.n'os, and tist sm
with complete. runs.
Used for disposttion

and ILL purposes

Same aS on manogmph search form. If St/mmnx\{ lv'\ red Stales
“partial fim”, partal reprint” or " parhal film owned by library " then

all brite vols. n

our collectton are not avaiable

in' replacement

We can purchase pax*hai veplacemerTs and fum remilmn"’lg britHe

volumes .
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ANATOMY OF A SEARCH FORM

—wo bastc choices f—

Questons | rgqu.csfs
for nformahon con be
written here, Book-
and form should then

be placed o 'Problems’

shelé

BacK

(saME For MONOGRAPH 4 SERIAL)

Selactct 's Recomsandation:

RXPLACE ORIGIMAL!

orésr scamarcitl sisrefers
Créder scamervial reprint
sand for filming

( Jowact edition
( Jsxaet editien ( )other edition

( Yothar editicn

Froducs Preseration photocop

withdrew
Raturn to stacks
Trensfer to Whr

(
(
(
00 BT BEPLACE ORIGINAL:
{
(
(

Trensfer toH Whr

Dispoaition of original sftar replacsasnt:

Queations/comnents/acre inforsution meedad?

8alector’s initisle:

Date:!

ror Freservetion 0ftice Uoe Only:
Sesrching cooplets
Cousercisl replecesent:

Reprint evrdered received

Ricrafora ex recsived

Arch.s/el reprint ordered received
Ir-house film:

ILL pages ordersd received

sont for filming received

Pressrvetion ph~tooopy preduced
sant fer cataloging

Dlsposition of orijinal:
Cant for vithdravel
Baturned te stacks
Transferred to Buhr
Sant €0 book repeir

asspacted
inspectad
imspecty

trom
inspectsd
sent for binding

only for orl'gt'm\s

Under (SO pages.

 |&;me¢»\¢@&0¥\5

for disposition

Preservation
Offiwce records
of achons and
dmposﬁhon .




S

ANATOMY OF A SEARCH FORM

MONOGRAPH
ONT
FRON wtll mdlcaTc W we own
. o fim for Same o~
copy of Shelfhst /ot‘her editon . Copies of
card MRR cards wu be

attached.

BRITTIX 200K REFLACTXENT JOIT: HOWCGIAPRS Wil Lst total ¥F holdmﬂ

Catalog oard: : Searching results; Ilbmﬂec Prmfoul" FOf'
| MR catalog film , fiche o
%ocu: f'EPflﬂ‘f'd"ou"d wiill be
attache
All mone graph pLIN will hawe RLIN code for
volumes searthed ]ohc exact copy. Print.
) ! outs will be attached.
are bri | Reprints A T
\ : o _ __—Guide to 2&PrmT$
| :g . — —Beoks (n Print
Foriowaing - - 8'° :m‘:gmg;
A others copres Micreforns A T
edrhons heid by Hre Condition of original: oot (62-73) __ _—=Natona | Register of
Grad. o any other LM ) 11 — — Mitrform Masters
Wrary lisTed 14 the O nete Call muaber, cate and condition)  ——
public cafatog Corrss g::g o
for other ediions will 1 i
- _—'C'i de fo MICM n Pant
aﬂﬂd‘\Cd M g:x'r“ch. = —-O:tl' it Bootmrore.
mpansan nYPL — fiene (UmI)

bra
Intarnational cata.ogs New Yorke Public 4 ry

233 4 "a "
LT sou.a— T ITeggmal Bons
m((;: )) —— L\vrtt DlSpMIHCS

—Werzeichnic Ueferbaree

CDLIIC (3Ital, ni [ 4 a

3 (l(n-n.u;) =N\ Bicher
Codn(ogo del Librg In

oy CtEer Works wuc: . Cominercio
= British Books in Prirt
To mdicdle i hora /‘b <
coltects awvthor ; or Replacenents Available:
f outhor & of wnote. wm hst tetal TE holding

fbraries . Used for
dlspos'l'wn and ILL
purposes .

will Iist “all replacements found i Sovrtes on ngkf Number next to
Sovrce  will corvespond o humber next o replacerment Summar\{d—
replacemenTs avatlable  will be wniten n red i this Sechon
(eq.; evoct film, exact reprint lnbmr\/ owns film & , etc. D
Ttems that are not clearly Veplacemevﬂ's havmg amblﬂu,ous
imformahon ) o avallable from ?ubush&rs of dubioug qualily or
rewfu,fwn will not pe inclvded In +Has 5ummarv
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ANATOMY OF A SEARCH FORM

BACK
{34ME For MONOGRAPH 4 SE&\RL>

. . Salector's Recommensationt
—Two basic chowces

REPLACE ORIGIMAL: "

( )ordar scmmercial micreferm ( Jemmct edltisxa ( )ether edition

{ )ordar ocmmercisl reprint ( Jexaet aditien ( )ethar editi/m
( Ysend for filming

( )rroduce Preservatien photocopy

Dispesition eof eriginsl efter replacement:
( )uithdrav
( )heturn to etacks
( JTransfer to Buhr
00 90T REPILALCE OGRIGINAL:
( )uithdrav

( )Raturn to stacks
f )Transfer to Buhr

Que_sho'ns ) r?quagfg \:“tinﬂ/wm inforsation needed?
for informahon con be

written here.. Book.
and form should then

be. ptaccd on 'Problzms' ¥or rresarvation oftice e omly:
sheH:- Ssarching eceplete

Selactor'e initiela: Date:

Conaarciel replecesent:
l:prlnt erdared received inspected
Nicrofora received faspected
Archival reprint erwared Teceived inspectsd

"a-house fiim:
ILL pages ordered

received
sant for filming

roosived

trom
tnspected
Preasrvation photocopy produced

sant for binding
Sant for cataloging

Dispositien o2 ariginal:
Sant fer vithdraval
Returned to etacks
Transterred to Buhr
Sant to book repair
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only for originals
Under IS0 pages.
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[NOTE:

YALE UNIVERSITY LIBRARIES

Search form is a half-sheot, double-sided]

Jlr

BIP __BIP GIR_ PB_ Gii_
RIN N _ SIM_ M NM_
NRWM 75 76 77 78 79 80 81 82 83

NXf 83 84 8y 86 87  OIHER

SELECTOR/DATE Keep To Pres.| EDITIONS Only c. CtY Others Works
Discard Reject
DECISION/DATE
DONE/DAYE
STORAGE #
CQOSTS:MASTER EXFOSURES
QOSTS:IUPS DENSITY
RRATIO
NO. VLS. C/D RLIN ID#1
NO. FEHS C/D RLIN ID#2

QATE




UNIVERSITY OF FLORIDA LIBRARIES

BRITTLE BOOK WOFKSHEET

Ts this item Rush/Priority? Yes No

BINLIOGRAPHIT INFORMATION

Location/Holding Library: Language:

NOTIS No.: Item Record MNo.:

Call No.: Copy No.:
Multi-Volume Set? Yes No (If YES, attach MULTI-VOLUME FORM)

Acthor (1XX):
Title (245):
Place of Pub. (260 $a):

Publisher (260 $b):

Date of Pub. (260 $c): Edition (230):
Subject (65X %a):

Double Fold Test (Single Vol. Monographs ONLY): O 1 2 3 4 5
Other Damage:

INSTITUTIONAL HOLDINGS 3 This Edition, Other Copies

1 Location/Holding Library:

NOTIS No.: ___ Item P~cord No.: _ —_
i-21l No.: Copy N-.:
Double Fold Test: 0 1 2 3 g4 3 NB Reprint: Y N
Other Damage: __ - Missing: Y N
2 Leocation/Holding Library:

NOTIS No.: item Record No.:

Call No.: Copy No.:
Double Fold Test: 0 1 2 3 4 5 NB Reprint: Y N
Other Damage: Missing: Y N

ATTACH ADDITIONAL SHEET IF NECESSARY.

INSTITUTIONAL HOLL INGS: Other Editions.

1 Edition No./Dates
Location/Holding Library;

NOTIS No,: Item Record No.: .
Call No.:s CoPy No.:
Double Feld Test: 0 1 2 3 4 5 NB Reprints ' N
Other Damage: Missings Y N

2 Edition No./Date:
Location/Holding Librarys

NOTIS No.: Item Record No.:

€Call No.: - Copy No.: _
Double Fold Test: 0 1 2 3 4 5 NB Reprint: Y N
Other Damage: Missing: Y N

ATTACH ADDITIONAL SHEET IF NECESSARY.

—~— —
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RIBLIOGRAPHIC AVAILABILITY

__Duplicate Original Available

Place of Pub.: Publisher:
Date of Pub.: Edition:
ISBN/1ISSN: List Price:
Source:

__Reptint Available (pH: ___ ANSI __ Unknown)
Place of Pub.: Publisher:
Date of Pub.:s Edition:
ISBN/1SSN3 List Price:

Sources BIP GtR Other:

__ Microform Available
Technical Information (007 field):

MMD: b © d e T RR: @ b c v u
POL: a b m u EML: a b ¢ & u
DM: a ¥f 1 m u GEN: &8 b ¢ m u
Place of Reproduction/Publication (533 $b):
Publisher/Reproducing Agency (533 %c):
Date of Reproduction (533 $d):
Source: GtMiP NRMM(yr: ) RLINH )

UMI Other:

__Not available in any form

DISPOSITION/DECISION

Bibllographer/Selector (Name):

Please describe the value of this item to the collections in
terms of retention.

Permanent Retention

Long Term Retention (More than 5 years)

Short Term Retention (Less than S5 years)

Please record your decision for each in of the following.

1 Retain Original Withdraw Original
2) Retain Illustrations/Plates Discard Illus./Plates
3) Purchase Duplicate Purchase Reprint
Purchase Microfilm FPurchase Microfiche
Microfilm 3Smm Microfiche

Preservation Photocopy

Bibliographer/Selector Signature Date

RETURN THIS FORM TO THE BRITTLE BOOKS PROGRAM IN THE PRESERVATION
OFFICE. P

ou
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BRITTLE BOOKS WORKSHEET
ADDITIONAL COPIES ATTACHMENT

INSTITUTIONAL HOLDINGS s This Edition, Other Copies
3 Location/Holding Librarys
NOTIS No.s Item Record No.:
Call No.: Copy No.:
Double Fold Test: O 1 2 3 4 S NB Reprint: Y N
Other Damage: Missing: Y N
4 Location/Holding Librarys
NOTIS No.: Item Record No.:
Call No.:s Copy No.:
Double Fold Test: O 1 2 3 4 9 NB Reprints Y N
Other Damage: Missing: Y N
S Location/Holding Librarys
NOTIS No.: Item Record No.:
Call No.:s Copy No.:
Double Fold Tests O 1 2 3 4 S5 NB Reprints Y N
Other Damage: Missing: Y N
+ & Location/Held g Librarys
NOTIS No.: Item Record No.:
Call No.: Copy No.:
Double Fold Test: O 1 2 3 4 S5 NB Reprints Y N
Other Damage: Missing:s Y N
7 Location/Holding Librarys
NOTIS No.:s Item Record No.:
Call No.: Copy No.:
Double Fold Tests O 1 2 3 4 S5 NB Reprints Y N
Other Damage:s Missings Y N
8 Location/Holding Librarys
NOTIS No.s Item Record No.:
Call No.:s Copy No.:
Double Fold Test: O 1 2 3 4 S5 NB Reprint: Y N
Other Damage: Missings Y N
? Location/Holding Librarys
NOTIS No.: Item Record No.:
Call No.: Copy No.:
Double Fold Tests O 1 2 3 4 5 NB Reprints Y N
Other Damage: Missing: Y N
10 Location/Holding Librarys
NOTIS No.s Item Record No.:
Cail No.:s Copy No.:
Double Fold Tests O 1 2 3 4 S NB Reprints Y M
Other Damage: Missing: Y N

p/bl.4-1988




BRITTLE BOOKS WORKSHEET
ADDITIONAL EDITIONS ATTAGCHMENT

INSTITUTIONAL HOLDINGS: Other Editions.

3 Edition No./Date:

f.ocation/Holding Library:

NOTIS No.:s Item Record No.:

Call No.: Copy No.:

Double Fold Test: 0 1 2 3 4 S NB Reprint: Y N

Other Damage: : Missing: Y N
4 Editioi. No./Date:

f.ocation/Hnlding Librarys

NOTIS No.: Item Record No.:

Call No.: Copy No.:

Double Fold Test: 0 1 2 3 4 5 NB Raprint: Y N

Other Damage: Missings Y N
S Edition No./Date:s

Location/Holding Library:

NOTIS No.: Item Record No.:

Call No.: Copy No.:

Double Fold Test: O 1 2 3 4 S NB Reprint: Y N

Other Damagea: Micesing: Y N
é& Edition No./Date:

tocation/Holding tLibrary:

NOTIS No.: Item Record No.:?

Call No.>» Copy No.:

Double Fold Test: O 1 2 3 4 © NB Reprint: Y N

Other Damage: Missing: Y N
7 Edition No./Date:

t.ocation/Holding Library:

NOTIS No.1 Item Record No.:

Call No.: Copy No.:

Doubie Fold Test: O 1 2 3 4 S NB Reprints Y N

Other Damage: Missing:s Y N
8 Edition No./Date: -

Ltocation/Holding Library:

NOTIS No.: Item Record No.: .

Call No.: Copy No.s ___

Double Fold Tests O 1 2 3 4 S NB Reprint: Y N

Other Damage:’ Missing: Y N
? Edition No./Date:

t.ocation/Holding Library:

NOTIS No.: Item Record No.:

€all No.: Copy No.:

Double Fold Test: O 1 2 3 4 S5 NB Reprint: Y N

Other Damage: Missing:s Y N

p/bl.4-1988 90
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BRITTLE BOOK WORKSHEET
Multi-Volume Form.

Instructions:
principle Brittle Books Worksheet.
Worksheet.

This form is to be used in conjunction with the
Attach this form to the

Locat’ in/Holding Library:

Call No.: .
Author: .
Title: .
q7Volume Part/Year | Copy DFT“ﬂVolume Part/Year | Copy | DFT "
| 1
|
{
_ J |
| ‘{

p/bl.3-1988
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University of Colorado Librarles
Boulder, Colorado 80309-0184

PERF DATE

EVALUATIONS BY: ROUTE TO:
RNFERENCE __CAMP

—_ _SCIENCE CIRCU.ATION
ART & ARCH ACQUISITIONS
OTHER OTHER

CALL NUMBER SHELF LIST:

UNIQUE COPY

MULTIPLE COPIES

(see HOLDINGS) )
OTHER EDITIONS:

NO. DATE
or EDN.

HOLDING

COPY LOCATION |F |NF F |NF t!
1. 9. '
2. 10.

3. 11.

4, 12.

5. 13.

6. 14.

7. 15.

8. 16.

DISPOSITION RECOMMENDED BY

DISPOSITION ROUTE
KEEP AS IS--TO CIRC.--TO SHELF
PRESERVE--TO CAMP
(REPAIR AS NECESSARY)
CANCEL---TO CIRC. THEN TO CAT.
REPLACE MISSING PAGES--TO ACQ. W/PR
(MAX OF FOUR CONSECUTIVE
LEAVE)
IN HOUSE PHOTOCOPY --TO ACQ. W/PR

REORDER: (MUST BE USED TOGETHER WITH DISPOSITION
MARKED ABOVE)

HARDBACK REPRINT
PAPERBACK MICRCFORM

OTHER COMMENTS:
SPECIAL INSTRUCTIONS TO CAMP OR REFERENCE




EMORY UNIVERSiTY LIBRARY

Date initiated BLG Great Collections Call
Searcher Coo yerative Preservation Microfilming Project no -
SEARCH FORM
Author:
Title:
Pubn
Publisher: date: PP; tllus.

Other eds held:

Q OCLC ssarched Q RLIN searched Q DOBIS searched Q NUIC searched
Q OCLT print-out & Q RLIN print-out & Q DTBIS print-out
Q holdings attached Q holdings attached attached
A PRESERVATION REPLACEMENT SEARCH {enter ¢ if source has been searched, but nothing found,
if found, enter #1 (etc.) to correspond with Section B)
SQURCES:
Q- umi Q empP Q NRMM 65-75 Q NRMM79
Q NRMM76 Q NRMMSO
q BIP Q G ___ Q NRMM77 Q NRMMS81
. i Q NRMM78
Q NYPL Q ATLAcompl) Lis¥¢ o Hes ed S NRMME2
O ATLA pmj. 'lmtdy or b be Hl -1 Parr
of ATLA micofiche Profect -
8. COMMERCIAL REP{ ACEMENT SQUHRCES
1 Pubr/Source* Hard copy-
- Mtilm:
Edition (if variant): Mfiche*
ISBN: _ LC#: Q ocLc Q RLIN
COST:
2 Pubr/Source- Hard copy"
Mtilm:
Edition (if vanant)- Mtiche-
ISBN: LC#: Q ocLc Q ALIN
E— COST:
3 Pubr/Source- Hard copy"
Mtilm-
Edition (if vanant)- Mtiche*
ISBN: LC#: ad OCLC Q ALIN
COST:

Q see attached sheet for additional sources

C. DISPCSITION: Selsctor Decision

Q Order from SOURCE # above. 3 Withdraw:; do r.ot replace
[(NOTE: Search form is a half-sheet, double-sided]
Q No commarciaily available replacement:
O produce pres ph'copy
O contract for pres m'ilm 93 l 2 7




UNIVERSITY OF ARIZONA LIBRARIES

DAMAGED MATERIALS
Call no. :
_ {1 Bigh Use
[] Low Usa

EVALUATIOR DECISION
[]1 Brittle paper [} Keep as is
cannot be bound (] Withdrav - do nor
teplace
{] Withdrav = replace
vith nev copy/edition
[] Add additional copy/
edition
[] Phase dox and retura
to stacks
{] Microfilm and discard
original
[] Photocopy inhouse and
discard original
[] Archival replacement,
copy commercially and
discard origie-l
[] Missing pages [] Bind as is
(mutilated) Keep as is
Replace pages & repair
Replace pages & bind
[] Withdraw - do not
replace
[] withdraw - replace wit
new copy/edition
[] Add add{tionel copy/
edition

[{] Other
Defaced

]
{] Narrow margins
Missing contents

Stained

Other ] Repair
Bind
Special Trestment
Semi~-Restoration
Envelope
Phase box
Mag-a-file
Locate in Spec. Coll.
Other

SEARCH NOTES

Repl: Search notes = Sources checked:
{] BIP.and Foreign equivalent

Guide to reprints

Micro-forms

RLG Micro-master
{] OCLC Micro-master
[] LC Micro~master (defunct)

dithdraval requested by: Date
futhorized by:

Acq/Serials Librarian
Jther Comments:

»
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UNIVERSITY OF CALIFORNIA LIBRARY, RIVERSIDE

DAMAGED/WITHDRANN MATERIALS

Call no._________ EVALUATION
___________________ (1n1t,/date
_________ [) Brattle paper.

Cannot be bound
_________ or repaired.
{3 Missing pages

183 1210 00 ______________ {zutilated)

[) Defaced/Stained
[) Narrow marg:ns
[) Other

COD DECISION

{) Keep as 1s _______._ CLSI

[J Replace pages

_______ CLSI______ACO_______PROC______CtLs!

{) Withdraw -~ do not replace

w/d froam CLSI BRU

[) Nithdraw - replace with new copy/edit-cn
wl/d from CLSI_______ ACC______ BRY

[JReplace with reprint of exact edition or
microfilm. Withdraw/keep orig:nal.

_____ w/d-keep fron CLSI____Pres____ACO___ BR
[ Microfile and discard/keep ori1ginal
_______ w/d-keep from CLSI_______Pres______EAl
{3 Copy in-hbuse and discard/keep original
_______ w/d-keep froa CLSI______Pres_____BK
[J LBS Archival copy discard/keep original
_______ w/d-~keep fron CLSI______ACQ______BR
{3 Microfilm AND photocopy - discard original
_______ w/d from CLSI_____Pres_____ACQ_____Br
£3 Bind _______ PROC
_____________________ Fund
No. of voluames withdrawn

- - -

D L e R R e e e T PR

5/87

SEARCH NOTES FOR REPLACEMENT/MICROFILMING

{1 PCC

1] MELVYL

() ocLC

{3 BIP and Foreign equivalent

{) Buide to reprints

{) Guide tu maicrofores in print
{) Out of print Bookitore catalog
{3 RLIN

[) Other (list)

SERIALS ONLY:

{3 UCR Serials List

{1 CALLS

{3 Serials in Miurofora (UHI)

{) National Register of Microform
Masters

{J NUC 1983 -

5/87




Princeton University - Binding and Freservation Services

DATE: PRESERVATION SEARCHING FORM
CALL NUMBER:
Public Catalogque
AUTHOR:
TITLE
Shelflist/Serials Record Catalogue
DATE: EDITION:
CONDITION OF OTHER VOLUMES (SETS/SERIALS) RLIN / Geac
Books in Print
Authors/Titles Vol. P.
British French German
Books in Print
CONDITION C OTHER COPIES Vol. P.
Guide to Reprints P.
Books on Demand P.
DECISIONS AND FORMAT ALTERNATIVES
Photoservices Film Guide to wicroforms in Print
Fiche Vol P.
Photocopy
Order Division Replace
UMI Cataloque/Microforms International
Original Return to Stucks P.
#Minor repair
withdraw
Discard
Enclosure National Register of Microform Master2
Annex A B Year val. P.
Rare Books
Archives
Seleccor's signature: NUC

Year Vol. P.
Date:

96
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PRINCZTON UNIVERSITY LIBRARY
PHOTOREPRODUCTICN/ PRESERVATION DECISION FORM

Selector Date

Initiator Fund

Call/¢ der no

Author
Title
ACTIUNREQUESTED
Make film neg film pos film bind
—fiche neg fiche pos fiche photocopy
REASON FOP REQUEST
Preservation replacement Patron request
Fewer than 5-copiesheldin the US _____ ILS request
Unique illustrations/plates
Presentation/autographed copy
— Other tesplain).
DISPOSITION
———Target Collation Pages Missing
Criginal withdraw asis
discard box
keep in location wrapper
annesx envelope
other
Negative withdraw
film ~—— discard
—fiche ——_wvpcat for —______ (location)
untat for —__ _ _ (patron:purchaser)
cat
FILM P (M2 .ic. Preservation Film)
— FILM M (Printing Master)
— FILM (Service Copy)
(other location service copy)
Positive withdraw
film discard
—— [iche uncat for——______ tjocation)
uncat for . tpatron/purchaser)
cat
FILM (service copy)
other location service copy!
Photocopv bind & cat for (location)
i side 2 sides acid free
other
97

131 11720757

Princeton University




MICROFORM CHARACTERISTICS

Polarity: Positive (a) Negative (b)

Unknown (u)
Mixed (m)

Dimensions 16 mm fiim (d)
35 mm film (f)
11115 cm fiche (m)
—X cm fiche

]
i

number of reels/
sheets

Reduction Ratio fow . 16x(3)
normal 16x-30x (b)
high 21x-60% (¢)
very high

61x-90x (d)

ultra high 90x te)
variable (v)
unknown (u)

1T
R

Color monochrome (b)
color (¢)

mixsed (m)
unknown (u)

|11
1]

Emulsion silver halide (a)
diazo (b)
vesicular (¢)
unknown (u)

1]

i

Generation first (a)

printing master (b)
service copy/

local master (¢)
mixed (m!

ah
]

Base safety (a)
other (h)
unknown (u)

|

Date (il med

Data supplied by ——— Photographic Services Microforms Librarian
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Call No. CORMELL UNIVERSITY LIBRARIES Selector

Date Initiated

DECISION FO

Bibliographic record:
in cuL:

Condition & completeness of set/other copies

Other copies/editions/formats

TREATHENT QPTIOMS: (Please Check one of the following)

1) wWithdraw from Collectioﬂ (Specify reason(s)}

a. out of Scope b. Incomplete Sat
c. other eds/copies in cul d. Rely or ILL
e. Cther

2) Replace (options listed in order of priority, If change, pis. explain)
a. Order Reprint oOther Edition (for mcnographs only)

—

b. Order Commercial Microfilm
C. Microfilm, if serial or set _ _
d. Photocopy, if monograph __

e. Other

3) Phased Deterioration/Return to Shelf

a. Not to Circulate and/or b. Protective Enclosure
SEARCHING: @=searched, not found; v=searched and found
Monographs Serials
RLIN OCLC RLIN OCILC

__Books In Print/BBIP/etc.
___Guide to Reprints

___Int'l BIP __NRMM
—__GMIP . Other

Serials in Microform
Guide to M. in print

NRMM Searcher's Initials

SEARCH RESULTS (Available from):

reprint
__-microfilm
other edition

{Source)
(Source)
(Source)

W

1

SELECTOR'S COMMTNTS:

(Signature) (Date)

If Replace, Fund Codles: FAS NOTIS

Date Completed

99
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NAIN ENTRY

REPLACENENT SEARCH RESULTS:

HARD COPY TR P
BIF : :

BIF Suppl.

Forthcoming !

6TR

e e

o
~
x
[
-~
.

0 = not listed
» = |isted/avatlable

DA/JR/CD 1-July-88

Davis Library

tipresfora

University of North Carolina-Chapel Hili

PRESERVATION REPLACEMENT:

YES
AICROFORN:
NRHN  (43-75}

{1978}
(1977.
{1978
(1979;
{19801
{1981}
(19821
{1983)
BOD
KUC fiche
RYPL f1che
BXIP

6MIP Suppl.

Other:

DUKE
(DU NOT SEARSH:

NEsY

Ay 11 ¢ BIBL. bT
' ; 11583
b RUN Rl
::::_ ' :::::I Other:
..... Vb lsoecady

Call Ho.

......

.........................

e & Tt § RARITV/SCARIIT.:
{ NI pre-Se sear:ch:
o ----: aore than 6 ho.cir:
i libraries”:
e ___ . ___ s R R
Tod_ives 1_lr:
b abSor fewe,
! oo v ____v list locatiors:
{Bibliographer s Roview & Der.:::

«.+SEE Over)




D4/JR/CY 1-July-88

BIBLIOSRAPHERS REVIEW AND DECISION:

i_+ 1. Retrieve other UNC-CH copies or edi:ons for review.

Order comsercial microfors. ____ any etht, edition only.

Order nor-comserciazl sizrofile any editir

————

edition only

Drder reprint any edition

. Send for fileing. ‘Fund: As cesignated by bibliographer}
Request lab to produze:
x preservation saster ::: printing master ::: pasttive

Zopyfic fpaper copy)

ter0x on achival bong pape-

5. 0c not replace Inctead,
.___ prov:de entlosure, reshelve i(returr to Circulation)
rebind

_ transfer to Wilson

. Dispocition of original ‘for 1tess being replaced)

withdraw fros colliection

_—__ provide enclosue, reshelve ____ biading say not be cut
._smdto {RBL, rtc.)
.. other __

6. Selector’s 1nitials: Date:

i_i Order Card Generated date:




ERI

NATIONAL LIBRARY OF MEDICINE
REMAC SEARCH FORN

SEQUENCE: A24260000

CALL NUMBER: W1 AM4S4

TITLE: AMERICAN JOURNAL OF HOMOEOPATHIC MATERIA AND RECORD OF HEDICAL SCIENCE

BIB NOTES: ISSUES FOR 1867-73» CALLED ALSO THE JCURMAL OF HOMOEOPATHIC CLINICS. MERGED INTO THE HAHNEMANNI
FIRST/LAST:  1,SEP 1867-9,AUS 1876

FIRST ISSUE: 1867 1 1

LAST ISSUE: 1876 9 12

3000 300000 30 53 0 00 30 20 08 00 20 0 00 2 0030 00 20 2 0000 28 20 2030 2030 06 260 D00 00 20 20 00 0 00 00 303006 00 00 0 3100 00 20
ON FILH--NLM:

S NUMBER:®

3000 00 2000 20 56 1030 0000 3096 20 000 20 000 20 0030 0030 00 00 3536 2603 3205 06.06 0 00 30 30 2000 00 2000 33 00 00 0 30 3008 24 20 52
FOLD TESTS:

FIRST: 1867 1 FOLDS: 01
SECOND: FOLDS:
THIRD: FOLDS:
GAPS:
YEAR VOLUME 1SSug OTHER
1872 5 6
1872 5 8
1872 5 10
3400260 I3 08 203000 0 2600 0 SHIE S0 D0 B OHIEIE O KT 0 332 I S 005000 0 25 10010 R0 M 260
FILM FOR NUN:
1-9
1847-1876
P30 30 0H1G31 00 1 2000100 HIE D OHED M 33 RS B I 1 SIS SN N 2 152038 3 0 4 IS
SEARCHES:
ocLe:

MICROFORNMS IN PRINT:

SERIALS IN MICROFILM:

NATIONAL REGISTER OF MICROFILM MASTERS:

PYYYRYZITIR DI PSS LAt Py vy e LI TRy Ty Y Yy YY) R BRI RIS ISR TR I R KR TR S 1 062 0 S5 130050 LD
HOLDINGS COLLATED:
COMMERCIALLY AVAILABLE

APPROVED FOR FILMING

136 |
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(DRAFT)
UNIVERSITY OF CHICAGO LIBRARY

PRESERVATION DEPARTMENT
PRESERVATION DECISION FORM

PRESERVATION OPTIONS: (Complete for each title)

1) WITHDRAW item, no treatment
2) REPLACE with existing copy
paper copy:
____ microform:
3) REFORMAT item

Preservation photocopy

Microfilm and positive service copy

4) RLTAIN originel in phase box

DISPOSITION OF ORIGINAL ITEM:

Retain original item and return to the shelf

Indicate fund

Signature: Date:

Comments:

137
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UNIVERSITY OF CHICAGO LIBRARY
PRESEI.VATION DEPARTMENT
Preservation Decision Form
1988

Bibliographic Record:

(NOTE: This form is used for ful! replacement
searching. Includes search for paper and
~icroforn copy, and inspection of refated
copies and editions.)

Name/Project : Pres Pilot Project Date:
Title Control # Selector:

Searc epo :

Copies/Editions = Condition (pa;sr/cover/textblock)

bib Utilities: OoCLC RLIN
Reprint Search: BIP Other:
GTR

Micrcform Search:

|
2

6" -75,76,77,78,79,80,81,82
) Guide to Microf in Print, Supp.
NYPL Microform Register
Available Format: Paper Microfilm Microfiche

See Attached:

Action Recommended: Date:

gy 1938




UNIVERSITY OF CHICAGO LIBRARY
PRESERVATION DEPARTMENT
Preservation Worksheet

MN#:

E&b"agraphic Record:

(NOTE: This form is used when searching
for microform replacements only. Titles
have been recommended for filming.)

Name/Project: Date:

Material Rec’d:

Order: _ _Master Negative __ Discard Original
__ Positive Service Copy __ Retain Original
__ Extra Copy for Library
__ Copyflo

Search Report:

___ LpMs NRMM, 65-75,76,77,78,79,80,81,82
Gen Cat Guide to Microf in Print, Supp.

__: Shelflist ___ NYPL Microform Register
___ Serials in Microform

____ OCLC ___ Books on Demand

—_ RLIN ___ Newspapers in Microform

____ Microform Available:

Preparation: Borrowing:
Collation: __ Complete Source:
__ Missing pp. Date Req:
Date Rec'd:

Production Data:

Date/To Photodup: {# Exposures:
Date Completed: Ft. (Microfilm):
Date/To Cataloging: . Ft. (Copyflo):

105 139




BIBLIOGRAPHER 7.9 0099000000000 0002 080300080000 000800088CRO0TS

- if you wanted a usable hard copy in the
PLE&SL_RETURN T0 Rhees stacks and the orizinal withdrawn
PRZSERVATION UNIT BY: you ‘might fili in the treatment option

form this way,
BIBLIOGRAM™IC RECORD

VIS r 00RO 0CICINIOPFICIINNCOBINCRNEEEQRDEDTN

UNIVERSITY OF ROCHESTER LIBRARIES

TREATMENT OPTIONS:
(prioritize 1-5)

WITHDRAW

BUILD PROTECTIVE ENCLOSURE

REPLACE IF UNDER $75 AND CHARGE
TO FUND_ Anthespdlead

If your first choices Replacement
(prioritize repladeément opticns A-C) are from these costs will be
A . replacement options, chargea 100%
ORDER RZPRINT it will be necessary to new book
to choose one other funds
ORDER EXISTING MICROFORM option from among the
. four remaining in case
D ORDER LATER EDITION a replacement is not
available,
_%___ HAVE PHOTOCOPIED
(865 for a 300 page book) Reformatting costs will, in general,
be evenly split between preservation
HAVE FILMED funds and new book fundas.

(840 for a 300 page book)

IF CHOOSING TO REPLACE OR REFORMAT,
ALSO CHZICK ONE OF THE FOLLOWING:

RETAIN ORIGINAL AFTER
REPLACING/REFORMATTING

————

R WITHDRAW ORIGINAL AFTER

REPLACING/REFORMATTING

COMMENTS:

Bibliographer initial to 106
authorize fund expenditure

140




COLLECTION DECISION RECORD
PRESERVATION SERVICES SECTION

TD

DaTE

FLIfBS RITURN

CHARLOTTE PAYNE

TG

CONSERVATION/PRESERVATION

DEZISICN BY

D2 PESTURNED

FURTHER ACTION

UNIVERSITY OF CALIFORNIA LIBRARY, DAVIS

sm,u( Wt cond

HOLDINGS

U.C.DAVIS

pPHYSICAL, CONDITION

BI? .
M2
NuC MELVYL GD REPR
— RLIN"_. -
DECISIONS: . _
RETAIN AS IS REPLACE WITH: ADD COPY: TRANSFZS 23
WITHDRAW/DISCARD same edition same edition ___PRG" CCLL
REPAIR/REEIND _____any edition any edition ____SPZl TCiw
Phase box shotlocor - , ____Fnotocopy B
_ micrococ

141
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- Systems and Procedures Exchange Center

MICROFILMING

PHOTOCOPYING

142




NATIONAL LIBRARY OF MEDICINE PRESERVATION SECTION
MICROFILMING PROJECT SEQUENCE

SERIALS:

1. Identification
A. Produce lists of titles to survey may be by date, by indexing,
by country, etc.
B. Record fold tests and gaps
c. Review lists of brittle titles
D. Missing volumes borrowed from other libraries
E. Contractor searches to determine if microfilmed already

1I. Processing
A. Pull volumes from shelf
B. Perform Collation and Produce Targets
C. Microfilm and Process film
D. Label Reels
E. Quality control and inspection

III. Creating a Permanent Record
MONOGRAPHS

1. Identification
A. Produce lists
B. Record Pold test in ITEMFILE
c. Review lists of brittle titles and enter queuing data into
ITEMFILE
D. Contractor searches to determine if microfilmed already

II. Processing
A. Pull volumes from shelf
B. Perform Collation and Produce Targets
c. Microfilm and Process Film
D. Label Reels
E. Quality control and inspection

II1. Creating a Permanent Record



NEW YORK UNIVERSITY LIBRARIES

MICPCFILM PROCEDURES

I. MICROFILM SEARCHING

Once a selector has decided to retain a title, the preservation
librarian may set it aside for microfilm searching. The search
will ascertain whether a microfilm copy of the publication is
already available. If one is identified, the biblicgrapgher, in
conjunction with the preservation librarian, may decide to
purchase it .s a replacement, or simply to with draw the title
from the library, with the assurance that = preservation cory
exists elsewhere. If no film is availabl may decide to
nicrofilm the title ourselves.

You may find it helpful to verify the bibliographic information
before searching, to identify all of the prover forms of entry.
For exarple, a morograph may have been filmed as part of a
series, but not cataloged separately; both entries should be
checked. For verification, you may photocopy the shelflist card
(a copy will be needed for a microfilming target) or search RLIM
firet and correct the bibliographi: inforration on the search
slip.

For all titles, search the following scurces:

1. PLIN: PResearch Libraries Information Network.
{Collection ManaCement OfZice Terminal)
On-line bibliogravhic catabase of the holdings of member
lipraries of the Pesearch Libraries Groun. Separate files for
books, serials, manuscripts, music scores, etc. Special fields
give information on microform holdings.

2. Guide to Microforms in Print.
(Ref. 21033.15G8, BIP carrel)
Annual cumulation of books, journals, newspapers, government
oublications, archival materials and other collections currentl s
available from micrcpublishers throughcut the world.

3. Matioral Peaister of !licroforn 'asters. 1965-19382
(Pez. Z1033..15113) “_
Lists master microforms available from a library or
micropublisher. Includes foreign and U.S. books, ramphlets,
serials, foreicn doctoral dissertations. After 1923 or 1984
volume, records are incorrzorated into the Mational Union Catalog
(NUC) or Mew Serial Titles (lIST).

For monoaraphs only, search:

4., MNVYPL Peaister cof Microform Masters: Momogravhs. Up to March
1983
‘(Ref. microfiche carrel)
Contains snelf list cards for all monographs filmed by the New

144
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MICPOFILM
Page 1

York Public Library from the 1930's to early 1983. Some
sequences of entries are not in proper order.

National Union Catalog. 1984-

(Ret. microfiche carrel)

Author and title entries for all monographs cataloged by
reporting libraries. Microfilm records are incorporated with
records for bocks. Search annual cumulations only.

For serials only, search:

6.

II.

B.

Serials in Microform.

(Collection llanagement Office, Pef. BIP carrel)

Lists more than 12,000 pericdicals, journals, newspapers, and
other serial titles available from University Microfilms, Inc.

Mew Serial Titles. 1984-
Entries arranged by title for serials cataloged by repaiiing
libraries. Search annual cumulations only.

Mewspamers in Microform. 1948/1972- (when arpropriate)
(benind ReZerence counter)

Lists approximately 40,000 newspapers titles held by ''.S. and
foreicn libraries and commercial publishers. U.S. and foreign
publications are in separate volumes.

The record and the item must match exactly, including edition,
publisher, and publication date. If a record is found, indicate
citation source on the ~.p, and copy publisb .c, address, price
and any identifying nurbers (RLIN ID, LC card number, UMI
catalog numper).

PREPAPATIO!N
Viorksheet

The microfilm preraration werisheet relrs guide the raterial
through the filming process, and records statistics and
technical data. The first item is the biblicgrarchic target.
Minimum information needed for this are: author and/or title,
place of publication, pablisher, date.

Use either:

a. Shelf list card

b. RLIN printout for either catalcg or acquisitions record, in
Lo format.

§hglf Search =

The information cn the deteriorated book form will give a
complete accownting of the library's holdings. Gathering all

110 1‘4:5




MICROFIL:1
Page 2

copies, or all volumes of a title will speed i ventory and
discard procedures. If volumes are missing an not found, it
may be possible to request them through interlibrary loan.
Charce all circulating volumes (not serials) you remove from the
stacks to Saarch & Review.

Collation

It is important to ensure that the work to be filmed is
complete, in order and legib’e.

1. Gather all parts, volumes, pages and arrange in order.

2. Check table of contents and illustrations list to get an
overview of the features of the mublication.

3. Examine each page, to make sure it is there and entirely
legible. Erase defacing rencil and pen marks. MNote
irreqularities in page nurbering; we will mark them with a
tarcet later. If all or part of a page is missing or
obliterated, indicate it as "missing." If a significant
portion of the text (> 20 pagas) needs replacerent, we ray
decide to request that arother library microfilm its copv. In
other cases, we will regquest photocovies or volumes through ILL
or directly from a holding library.

Once a title is bibliograrhically complete, it is certain to be
filmed. These next steps are for final processing before
filming.

Lee In

Each title is assianed a secquential title control {7C) number in
the lcgbooic. This will emable us to check up on the progress of
individeal titles, and ensure that shipments are complete on
return. The logbock is the only record for serials sent, since
they are not entered in Geac. Coov the 7C nurber into the right
marain of the worksheet,

~he TC numbes may be used to differentiate between nDroiects.
Presently, the ilYU student newspaner project uses TC numcers
beginning with S (e.qg., S241). The State newspamer project
titles begin with iI. General collection materials get a
4-numeric number.

Geac

Charge all circulating volumes to a Microfilm patron, with a
12/31/99 due date. -

l,r‘
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MICROF L
Page 3

F.

Q

RIC

Aruitoxt provided by Eic:

Targets

Prepare the necessary targets and insert in place in the books.
The filmer already has the following targets: Start, M,
ccpyright, technical (resolution), end of title, end of reel,
continuedcn . . . . The filmer also places "optional"
targets, e.g., an eye-legible target to mark the beginning of
each volunme.

We provide the following:
1. Eye-leaible author/title

Use Le Print or other soztware on PC to print: author and/or
title, place of publication, date.

2.  Biblicgravhic tarcet

Photocopy or aZfix the bibliograrhic re~ord used on the
worksheet. Mote corrections wherever .ceded. Cory TC nunber in
the space on the urver lef: corner. The filmer will £ill in the
rest. Place the biblicgrachic target behind the eye-legible
tarcet, and place then both at the front of the bock, or first
ve' = of the set.

3. Coticnal tarcets

T . are "oprional” in the sense that they are eve-legible.
Thes indicate either divisicns (VOLQME 4 or PART 2) or features
(MISPAGINATED, REST QOPY AVAIIABLE, MISSIIG PAGES 14-15),

A tarcet is placed at the becinning of each wolume and at the
peint of each condition described.

CUEJLNG C RLIM

All titles to be filred must have a reccrd with a QD entered in
RLIMN. There will be three different situations for materials we
senc for filming: 1) RLIN has an NYUG reccvd, 2) PLIYN has a
reccrd that is not MG, 3) there is no record in PLIM.

“nere there is an VUG resors, use the TAT MAT functicn to adé a
C3 to the biblicgrarhic reccrd. On the HoL screen, in the St
freld, adé a note, Ssin srocess of being micrcfilmed. If the
book has 2 barcode, enter the number in the ST field afrer Sr,
e.a., $r0l2874934, 1f the paper ccry is to be retained, add a
SETT rote, Ssilard copy retained. This will alert the Cataleoa
‘aintenance staff not to cdelete the record fcr the oricinal.
Also cn the HOL screen, enter N in the ™" t1eld and the copv
nurer in the COP field (use "1" if not certain).

If there is no ‘WUG record, or no record at all, use the ACO
functicn to CRE or CPE * a record with the CD.

Fcr noth Cat and Ac~ -amards, enter Shinicroforn} a‘ter the
title 1n the 245 fje,,, -4 ccmplete a 532 field for microfilnm

1 -y
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MICPOF ILM
Page 4

III.

Iv.

information. Print a copy of the record in the LON format, and
use it as the bibliographic target, and on the workshcet.

2

/

Before packing, make sure that each title has targets in place.
Tie volumes with bool(tape to hold paperwork in and bold parts
together. If the volume—should remain intact, affix a note to
the cover stating DO NOT DISBILD.

PACKING AND SHIPPING

Pack boxes so that volumes will not slide around and damage each
other. The microfilmer will pick up shipments on an arranged
schedule.

Put duplicate copies of books aside and process with the filmed
copy when it is retumned.

FILMIIG

The microfilmer is responsible for assignment of MM numbers to
reels, filming, methylene blue testing, quality control and
inspection. Currently, MSC does not disbind materials unless v
instructed to do so. Our agresment spe .fies generation of
three {ilm copies, per RLG specs.

YROCESSTIG AFTER FIIMING

Each title is returned with a QC form. The information on this
form indicates the characteristics of the film and any problems
that may have been discovered. The form's informaticn helps
with completion of the worksheet and bux label preparation.

When film and books are returned by the filmer, take the
following steps:

Log in et ch title in the logbook, with date returned and M
nunber.

Complete worksheet with CC information—density, reduction
ratio, image placement. File worksheet and feteriorated book
form kv M nunber.

Print box latels on bindery PC.

Prepare transmittal sheet for cataloger. Prepare ore sheet for
a reel, or fcr a title if the title takes up more than 1 reel.
List MI number, short title, and RLIN ID for QD record. Affix
the bibliograchic targets for each title to the transmittal

sheet.
145
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MICPOFIL
Page 5

VI. DISTRIBUTIOL

A. Film

1. Send positive copy of film with transmi‘tal sheet to
cataloging, and rote date in logbook.

2. Send duplicate negative: to Systems Office for . *orage.

3. Seni maste. negatives to MNational Underground St. .ge
(ts).
a. Prepare IUS label for each reel and affix tecp copy to
vox. Fill in New York Uriversity for Ccmpany, and MN for
Foll lo. Retain yellow copy until official receipt is
returned.

b. Send lakels with letter to NUS via first class mil.
Letter should qive number of reels, method of shicment
(usually UPS), and date of shipment.

c. Pack ard ship film. Line shipoing conta'rer witn
ribble wrap to prctect ree:s. Ship via UPS througt ILL
office. Indicate insured value of $75 rer raster negative
reel. (Fcr any film shirment, follow this orocedure.
Insured valae for duollcate copies is $15.°

¢  Send RIG report fomm to Patty McClung; retain copy for
files.

B, Books

Discard and C?Y ERA books in circ system. Then, send books,
with FILED flag, to catalog maintenance. Process any duplicate
copies together. For serial volumes, remove frem covers and
staro CISCAPDED. Premare Unisec correction form, and catalog
correction form :1I there is an PLI2I/Bobcat record, and send

to the Serials Cataloqer. Reta' ~onv for files.

cre095
revQ3/24/88

ey
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CORNTLL UNIVERSITY LIBRARIES

MusoxranbUus

Dute- Nov. 24, 1986

Jo Colleye and Department Librarians

From+ Joan Brink, Conmercial Binding Office, Conservation Dept, 238 0Vin Library

Subjnt  Further to John fean's memo of Hov. 17, 193€ referring to mis’ iny
periodical parts.

PROCEOURL FOR PHGTOCOPYING FOR BINDING:

1. A1 preservation copies for binding should be made one page per exposure,
double-sided copying should be provided unless otherwise specified.

2. Every page of tne original snould be aligned on the platen consistently,
straighkt ans parillcl to the edge of the paper. Hecto ane verso of doubles
sided copying snovld be lined up S0 they are in register, i.e., bach-to-bacl.
(A mast ¢n tne platen will halp center the imyge, eliminate dark borders, and
21low for consistent alignment.)

3. A winimum border of 3/4-inch should be allowed on the left margin of the recte
of photocopics for binding. At least 1/2-inch margin should be left.un the
remziming three-edges of the pho*~ropy, for trimming during binding. C(cpies
should also te made so that the , _io of the original {s also-the recto of the
photecop .

4. felaouts shouls be cepies in sections if tney are larger than the largest
dvorlatle size of photoccpy paper. 'Sectiqns should align well so that they aoy
be reasservled nte o single flat sheet. The binding marain of 3/4-inch is
required for photocopiés for binding.

5. Everything in the original tert should be copied (this ncludes advertising),
uwite the exception of extraneous miterial laid in or tipped on to thc original
text.

6. Photicops must be of high qua..ty, ccnplete, and in the order of the origingl.
* Recopy 1 f necessary.

7. CJ L3T ATTEURT 70 TRIM FHOTNCOPILS!

8. If photocopies are bei~~ ordered from Olin Copy Center,-3 copy of the instruction
attacnes should be anc.sded along with the copv order.

9. If photocopies are teing ordered from JLR, you should specify "Preservation
photocapy for binding. per RLG specifications”.

*** Any questions you myy have, which hive not been covered in these procedures, pleat
fee) free to call and ask me at any tire.




" Systems.and Procedures Exchange Center

RECORD KEEPING




BRITTLE BOOK PROGRAM STATISTICS

UNIVERSITY OF KROCHESTER LIBRARIES

Date

l

Reviewed

Revair in
house

Commercial
rebind

Withdraw

Enclose

Replace with
film/fiche

Preservation
film

Replace with
paper covy

Preservation
photocopy

Bibliogravher




Fecord number 5

CORKELJ. UNIVERSITY LIBRARIES

PC File 111 Database on 3rittie Books

Example of an (tem Record

rr]

Last_Nanme
First_Name
Title
Cail_no
Publ_Year
Selector
Type 1
Action:

Tnit_Date
cost#
Fund
Comp_Date
Comments

Nevins
Allan

Diary of George Templeton Stro

E425.9 886 A3

1952

BRU

{if monograph
Withdraw N
Com_Micro N
Microfilm N
Ot .er N

- 1
= i,

if series
Reprint

0)
N

Photo_LBS N

Phase_D
(Lf yes,

Other volumes not brittle.

b4

see comments)

Photo_In

ﬁ
D Delete
Modify
new Search
End of fiie
Beginning "
Next record
Prior record
get by Rcd#
browse down
browse up
Quit finding

O +ypgp2oomnX

i




Brittle Books:

From
To

Salector with- Comm
draw Micro

14 0 0

Reprint

BLO

Tota“
withd:
Replacement
Phase-0
o

Selector with- comm
draw Micro

38 0 0

Reprint
BRU

Total
withdraw
Replacement
Phase-D
Other

Selector Wwith- Comm
draw Micro

12 0 0

Reprint

CAR

Total
withdraw
Replacement
Pbuse -D
Other

811

Selector With- Cotm
draw Micro

COR 0 i 0

Reprint

Total
Withdraw
Replacement
Phase-D
Other

salector with
draw

FIN 0 n

Comm
Micro
o

Reprint

Total
withdraw
Replaceanent
Phase-D
Other

O

ERIC

Aruitoxt provided by Eic:

154

Photo

LBS

LBS

LBS

LBS

LBS

C

Photo

0

Photo

c

Photo

]

Photo

0

88/06/01
88/09/01

Ph to
In h¢use

s
- S

DY -

Photo
In house
1

51
38
1
12
0

Photo
In-house
2

47
12
2
33
[

Photo
In ho
0

17
Y]
1

1
1%

Pheto
In houyae
0

0
Q
0
0
4

CORNELL UNIv. RSITY LICRAR{ES

PC File 111 Database on Brittie Books

Setectors' Decisions, and Associated Costs

Selector with-
draw
HAR ]
Micro Phase Other
form Det.
0 8 0
Selector with-
draw
HOL [
Micro Pbase Other
form Deu.
0 12 [
Selector wWith-
draw
v i1
Micro Phese Other
£ m Det.
0 33 0
Selector WwWith-
draw
JEB 37
Micro Phase Other
form Det.
0 1 15
Selector With-
draw
CAY 4
Micto Phase ther
form Det
. 0 0
Selector with
draw
K1B 12

Reprint Comm Photo
Micro LBS

0 1 0

Total
withdraw
Replacament
Phase-D
Other

Reprint Comm Photo
Micro LBS

0 0 0

Total
wWithdraw
Replacement
Phase-D
Other

Reprint Comm Photo
Micro LBS

1 0 0

Total
Withdraw
Replacerment
Phase-D
Other

R TR

Reprint comn Photo
Micro LBS

0 0 0

Total
Withdraw
Replacement
Phase-D
Other

TR T

Reprint Comm Photn
Micro LBS

a ( [

Total
wWithdraw
Replacement
Phase-D
Other

Reprint Comm Photo
Micro LBS

1 0 0

Photo Micro Phase
in house form Det.
] [ ]

61

]

1

]

60
Photo Micro Phase
In-house form Det.
] [ ]

]

]

]

]

]
Photo Micro Phase
In-house form Det.
[ ] 14

27

11

1

14

1
Photo Micro Phase
In-house form Det.
2 [ 59

98

37

2

59

]
Photo Micro Phase
Tn- nouse form net.
0 [ 3

5

2

0

3

[¢]
Photo Micro Phase
In~-house form Det.
[ ] 8

Other

60

Other

0

Other

Other

0

Other

Other

o 1

£
u

D




Selector With
draw
KRC 28
Selector With
draw
MUs 0
Selector Wit
draw
SKi 4]
—
—
(Ve
Selector With
draw
SZE 3
wirlecton Wwith
diaw
LIg% 4
. oy
1 J0

ERIC

Aruitoxt provided by Eic:

withdraw .
Replacement H
Phase D :
Other :

Comm Photo
Micro LBS
3 2 0

Reprint

Total
withdraw
Replacament
Phase-D
Other

Reprint Comm Photo
Mlicro LBS

0 0 0

Total
Withdraw
Replacemont
Phase-D
Other

Reprint Comm Photo
Micro LBS

C 0 0

Total
Withdraw
Roeplacemernt
Phase D
Other

Reprint Ccomm Photo
Micro LBS

0 0 0

Total H

fvrithdraw :

Replacement .
Phase D
Other

Comm Photo
Micro LBS
o 4] (4]

keprint

Tota)
Withdraw
Keplacemant
Phase D
thet

12
1
8
[}
Pnoto Micro
In house form
1 [}
52
28
6
1?7
1
Photo Micro
In-house form
[} [}
[}
[}
[}
[}
[}
Photo Micro
In house form
[} [}
[}
[}
[}
[}
[}
Photo Micro
In house form
1 [}
18
3
1
4
]
Photo M Yakt €2
In house form
0 0
2)
4

"
19
0

balector

WAW
Phaseo Otler
Det.
1? 1
Selector
WAS
Phase Other
Dot .
0 0
Solector
Phase Othet
Det .
0 0
t
t
Phase Other
Det
14 [d
Fhase Othe
Det

19

with
draw
12

Wwith
draw

With-
draw

Repiint

0

Reaprint

o

Reprint

Comm Fhots
Micro LBs
] 0

Total
withdraw
Raplacement
Phase-D
Other

Comm Phote
Micro LBS
0 0

Total
Withdraw
Roplacemont
Phase-D
Other

Comm
Micro

Photo
LBS

o

Total
Withdraw
Roplacement
Phase-D
Other

o

Phe v
1o hoae
Ly

16
12
0
4
0

Photo
In house
2

SCONON

Photo
In-house

0

[-N-N-N-N-)

Mis 1o
toam
[}

Micro
form
[}

Micro
form

'hase
Liat

Phase
Nat
0

Phase
Det.

0 0

Ot i

Other

o

Other




O

ERIC

Aruitoxt provided by Eic:

Selector

BLO 12.48
BRU 7.04
CAR 5.76
COR 66.24
FIN 0.00
HAR 23.00
HOL 0.00
HSU 0.00
JEB 13.76
KAY 0.00
KIB 25.00
KRO 198.00
MUS 0.00
SKI 0.00
SZE 8.48
WAL 0.00
WAW 0.00
WAS 5.44
0.00
Action
Withdraw : 173
Reprint : 6
Commercial microform 3
Photocopy-LBS 0
Photocopy-in-house 13
Microform : 0
Phase-Det. : 192
Other : 78
Total : 4355

Total spent/per selector

¢ money
3.42
1.93
1.58
18.14
0.00
6.30
0.00
0.00
3.77
0.00
6.85
54.22
0.<9
0.00
2.32
0.00
0.00
1.49
0.00
percent Cost
0.37  cecena--
0.01 156.24
0.01 148.00
0.00 0.v0
0.03 60.96
0.00 0.00
0 41  ee-e-e-
0.17 e -
Total cost 3F5.20
£
1585
120



“Systems and. Procedures Exchange Center

SELECTED READING LIST
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Association of Research Libraries. g;aservation: A Research
Library Priority for the 1990s. Ed. Jan Merill-Oldham,

SELECTED READING LIST

Washington, D.C., 1988.

Council on Library Resources. Committee on Preservation and

Access.

Gwinn, Nancy E., ed. Preservation Microfilming: A Guide For
Librarians and Archivists. American Library Association:

Brittle Books. Washington, D.C., 1986.

Chicago, 1987.

Research Libraries Group. RLG Preservation Manual. 2nd eqd.,
Stanford, Calif., 1986.

walker, Gay.

copying," Restaurator, 8: 40-51, 1987.

"Preservation Decision-Making and Archival Photo-

160U
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SYSTEMS
AND PROCEDRURES
EXCHANGE CENTER

AN INFORMATION CLEARINGHOUSE
TO HELP LIBRARIFS:

e LEARN OF CURRENT PRACTICES
e SOLVE PROBLEMS

o MANAGE CHANGE AND

* IMPROVE PERFORMANCE

TES

Association of Research Libraries
OFFICE OF MANAGEMENT STUDIES

1527 New Hampshire Avenue, N.W.
Washington, D.C. 20036

JIIL
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U.

END
S. Dept. of Education

Office of Education
Research and
Improvement (OERI)

ERIC

Date Filmed

March 29, 1991
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