
~Dhananjayarao Gadgil Library 

, 1111111111111111111111111111111111111111 

GIPE-PUNE-009664 



A MANUAL OF LI13RARY 

ROUTINE 

Tnt Li6rary Juocialio1l 8mts of 
Li6rary Ma1luals PI 



THE LlBRARr ASSOCIATION SERIES 
OF LlBRARr MANUALS 

Edited by Wid. E. DOUBr.EDAY, Hon. F.L.A., Late Chief Lihrarian, Hampllead 
Public Libraries; Lecturer at jhe School of Lihrarians"ip. Uni-uersity College, 
Ltmt/ .... : " 

I. A STUDENT'S 'MANUAL OF BIBLIOGRAPHY 

3· 

by ARUNDEL ESDAILE, M.A., F.S.A., F.L.A., of the British Museu",; 
Sandays Read" in Bibliography in the University of Cambridge, I9z6-27; 
Lecturer in Bibliograplzy at tlz. Sclwol of Librarians}'ip, Univusity College, 
London. (Second Edition) 

A PRIMER OF LlBRARIANSHIP 
edited by WM. E. DOUBLEDAY, Hon. F.L.A., Late CMef Lihrarian, 
Hamp$leat1 Public Libraries. (Ready) 

A MANUAL OF CHiLDREN'S LIBRARIES 
by W. C. BERWICK SAYERS, F;L.A., Chief Lihrarian of the Croydon Public 
Libraries, a1lii Lecturer:'"t, the School of LihrariaJlShip. Uni-uersity College, 
z."ndon.. " (Reat!r) 

A HISTbIW' OF THE POSLIC., LIBRARY MOVEMENT IN 
GREAT BRITAIN ,AND IRELAND " 
by JOHN MINTO, M.A., F.L,A" Libfarian of the Signet Library, Edinburgh. 

.. . ' (Ready) 

vis. A MANUAL OF CATALOGUING AND INDEXING 
by J. H. QUINN, F:L:A., Late Chi~liibraria. of tlte Chel,ea Public Library, 
and H. W. ACOMB, M.A., Librarian of the National Liberal Club. and 
Lecturer in Catalogn'tlg at the School of Lihrarian,hip, University Coilege, 
z.,,"""n. (Reat!r) 

6. A MANUAL OF LIBRARY ROUTINE 
by WM. E. DOUBLEDAY, Han. F.L.A., Late Chief Librarian of the 
Hampstead Puhlic Lihraries, and Lecturer in Lihrary Routine at the Sclwol 
of Lihrarians"ip, University College, z."ndon. (Rea,ry) 

"'A MANUAL OF -LIBRARY ORGANIZATION 
by B. M. HEADICAR, F.L.A., Librarian of the British Library of Political 
and Economic Seience, London, and Lecturer on Library Organi",atioll at 
the School of Librarian,hip, University College, z."ndon. (Shortly) 

A MANUAL OF COMMERCIAL AND TECHNICAL LIBRARIES 
by S, A. PITT, F.L.A., Chief Librarian of the Gla,gow Public Libraries. 

vi' (In preparation) 
BOOK CLASSIFICATION AND DISPLAY 

by E. A. SAVAGE, F.L.A. (In preparation) 

Other volum.,. to follow 



I J ' 

't ' 
L . 

L 96 Q 

1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 



THE LIBRARr ASSOCIATION SERIES 
OF LIBRARr MANUALS 

Edited by WM. E. DOUBLEDAY, Ho". F.L.A .• iAN CIU,/ Li6"."i"". H_!'",., 
PulJlit Li6".r;ill; LIt'"",,, ., J". S,1Ioo/ of Li/Jrui"","ip. V,,;_tiIJ CO/I'l' 
LtnuJon.! ., . 

I. A STUDENT'S MANUAL OF BIBLIOGRAPHV 
by ARUNDEL ESDAIL., M.A •• F.S.A •• F.L.A .• oJ ,,,. Bri,i," M",,,,. 
S""d"y' R."ef,,, ;" B/61i0l""plly ;" ,,,. V"i'll.",iIJ 0/ C"",6"idl', 191M7 LIe",,,,,. i" Bih/iol""!'''Y ", ,,,. S,Aool 0/ Li6".,.i".,11/" V";-'/IY ColI'I' 

I Lowdo". (Sl<o"d Edi,/.". 
"z. A PRIMER OF LIBRARIANSHIP 

edited by WM. E. DOUBLEDAY, Ho". F.L.A .. La,. CAit/' Li61'."i." 
H_I",."d P,,61it Li61'",.;II. (Rltttly; 

,3. A MANUAL OF CHiLDREN'S LIBRARIES 
by W. C. BEaWlCK SAn ... I';L.A .• ellit/' Li6"""/.,, oJ,,,. C"oyJm. 1,,6l. 
Li6"""ill • ."il LI,,,,,,.,,::p,,,fu ,S,1Ioo/ of Li61'""i"ItIIU,. VrtiwrtiIJ Coll'I' 
Lo"d...., • ...', .• :' (RI"dy 

4. A HISTbItY' dj +HE: P'6SLICi LIBRARY MOVEMENT III 
GREAT ~RITAIN .AND ·IRELAND ' 
by JOHN MINTO, M.A .• F .i..A.:LiH""i"" Of'''' Sip' Li6""ry, EdiMurIA 

~. A MANUAL'O; c~~~;~~·UJ.NG'AND INDEXING (RI"dy: 
by J. H. QUINN, FL:A .• La" CIJI'-j'Li61'""/.,, of'''' C".III" PulJli, Li61'ttry 
and H. W. AcoMB, M.A .• Li61'""/",, of'''' N",I.".J Lin"tt1 CI,,6._ 
LI,,,,,,,,. itt C.,,,logui"g ., ,,,. Stlloo/ of Li61'.,.I"".IU,. V,,;_tiIJ ColI'I' 
LoruJtm. (RI .. dy; 

6. A MANUAL OF LIBRARY ROUTINE 
by WM. E. DOUBLEDAY, Ho". F.L.A .• La" C"It/' Li61'""I"" 0/"/1 
Ha"'!'",ad P,,61/, Li61'."III •• ntI LIe,,,,,,,. i" Li61'ttry Routi", ., ,,,. 8tAoo, 
of Li61'."ialU"i,. U,,;_sIIY Coll'I" LtnuJon. (Rltttly; 

~ MANUAI.. OF LIBRARY ORGANIZATION 
by B. M. HUDICA" F.L.A .• Li61'""i"" of'''' B"i,lI" Li61'ttry of Politit'" 
."d E,o""";, S,i"".. Lowtlo". anti LIe",,,,,. OM Li61' .. ry O"la"; .. ,I.,, ... 
,,,. S,AooI of Li61'""i"",IU,. V";"'I1'IiIJ Colkg •• LotrtIatt. (SAor,{,: 

A MANUAL OF COMMERCIAL AND TECHNICAL LIBRARIES 
bf S. A. Prrr, F.L.A •• elUif Li61'.,.I .... of ,'" G/aspw PulJlit Li61'.,.III, 

..L . (1 .. ",,,,,,.'/"'J 
.. BOOK CLASSIFICATION AND DISPLAY 

by E. A. SAVAG" F.L.A. (1" "..,.,.",i"'J 
Other yoJUIDeI to tollow 



j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 



By efUlr"sy of Li~,aC'O. Ltd.] 
I.ILAJID STAFP I.NCl.O&Ulll. HAMPSTEAD CINTaAL LEHDnrC LlBRAllY 



A MANUAL OF 

LIBRARY ROUTINE 
!Jy 

w. E. DOUBLEDAY 
LATE CHIBP LIBRARIAN 0' THB HAMPSTEAD PUBLIC LIBRARDtSj 

LECTURBR IN LIBRARY ROUTINE AND LIBRARY ECONOMY 

AT THB S("HOOL OP LIBRARIANSHIP, UNIVERSITY 

COLLEGB, LONDON 

ILLUSTRATED 

LONDON 
GEORGE ALLEN & UNWIN LTD 

AND THE LIBRARY ASSOCIATION 

1933 



WlRST PUBLISHED III 193' 

A. U right. FII",,!' . . 
PRINTED III ~a.AT BalTA11i BY 
UNWIII BaOTH.a. LTD., WOItI.a 



GENERAL INTRODUCTION 
TO THE SERIES 

The publication of a systematic series of practical 
and authoritative Manuals of Library Work, which 
shall survey Library polity and practice in their 
latest aspects, is a requirement of which adminis
trators, librarians, and students alike have long 
been conscious, and is much overdue. 

In the Library world not the Great War alone, 
with its aftermath of new conditions, but also the 
Library Act of 19 I 9, have marked the termination 
of one long epoch and the commencement of a new 
and yet more prosperous era. The removal of the 
crippling limitation of the penny rate at once paved 
the way for a renaissance of the Library Movement, 
and remarkable extensions and innovations, both in 
buildings and in service, have ensued. The great 
work of the Carnegie Trustees in fostering the 
development of urban Public Libraries has now 
been largely diverted into fresh channels, and 
County and Rural Library Systems now cover the 
country from Land's End to John-o'-Groats. The 
public demand and appreciation of Libraries have 
increased enormously, and, in response, ol~ methods 
have been revised and new ones introduced. The 
evolution of Commercial and Technical Libraries 
and the development of Business and Works 
Libraries would amply suffice to· indicate this 
spirit of progress, but, during the last decade or 
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so, the .entire field of Library service has been 
subjected to review and experiment, and little, 
either in administration or routine, remains entirely 
unchanged. , 

It will, therefore, be sufficiently obvious that the 
old textbooks relating to Library practice can no 
longer serve, and that there is a real need for new 
manuals, written by persons of experience and 
authority, and treating of the new conditions in a 
full and thoroughly practical manner. It is this void 
that the series of Library Manuals is designed to 
fill, and the fact that these volumes are to be issued 
by Messrs. George Allen and Unwin Ltd. in con
junction with the Library Association, should afford 
<adequate proof of the qualifications of the authors 
to treat of the subjects upon which they will write. 
If sufficient support is forthcoming the series will 
be made comprehensive and complete. 

The yolumes will be supplied with bibliographical 
refe~ences throughout, and will be illustrated where 
necessit]. No effort will be spared to make the 
series an tssential,tool for all those who are engaged 
in Library work, or who <intend to embrace Librarian
ship as a .. profession. To students they will be in
valuable. The' uniform price of lOS. 6d. net will be 
adhered t,o, so far as possible, so as to bring the 
Manuals within the reach of all. 
~ 
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PREFA.CE 

The term "routine" as applied to libr:j.ry work is 
capable of differing interpretations. Understood in 
its widest sense it would include much of adminis,.. 
tration, more or less of organization, book selection, 
classification, and cataloguing, together with those 
customary duties which have recurrently to be per
formed for the maintenance of service. A more 
narrow definition would restrict it to the manual 
and clerical processes associated with accessioning, 
preparing books for circulation, office-work, the 
supervision of rooms, the maintenance of shelf order, 
the registration of borr~wers, and the mere counter 
work of issuing books to borrowers and receiving 
them back again. This Manual attempts to steer 
a course midway between these extremes. Major 
subjects can be adequately treated only in' separate 
volumes, and in the following pages they are dis
cussed particularly with reference to their .routine 
aspects, but for the rest a wide survey is "given of 
the methods in use at libraries of various categories. 
Municipal practice, naturally, looms large, but due 
attention is paid to the methods of university and 
special types of libraries. 

Routine procedure varies considerably, for th(: 
technique is by no means fixed. Uniformity would 
imply perfection or stagnation, and whilst the for
mer is ever the objective the latter is wisely avoided, 
or progress would cease. Every library adopts 
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methods which are considered to be best adapted 
to its purposes. What is suitable for one might be 
undesirable for another. It is largely a matter of 
Uadaptation to environment" and purpose. Colle
giate systems differ quite as much as those of 
mUl'1icipal libraries; county library methods from 
those of urban libraries; and even among libraries 
of the same kind variation is demanded by size, 
scope, and local conditions. It must, therefore, be 
clearly understood that ther~ is not, nor can there 
be, anyone single method which is best for all 

Jibraries: that system is the, best which most effi-
Ciently and economically meets the requirements of 
each 'individual library. If the basic principles are 
mastered, and the object of each process grasped, 
difference in detail will not be perplexing. 

Methods alternative in kind and degree are, 
. accordingly, here described, and for this purpose 
~any actual routine systems have been examined. 
To the librarians--too numerous to be specified
who have so generously and unhesitatingly afforded 
jnformation my grateful thanks are tendered. I am 
under especial obligations to Mr. E. A. Savage for 
suggestions made. for the improvement of the 
chapter on Classification, but Mr. Savage is not to 
be held responsible for any views expressed therein. 
l have also to thank the respective owners of the 
blocks for kind permission to use them in this book: 
acknowledgment of this courtesy is individually 
made upon each such illustration. 

, W. E. DOUBLEDAY 
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APPENDIX 

SOME EXAMINATION 

QUESTIONSI 

A 

THE LIBRARY ASSOCIATION 

B 

UNIVERSITY OF LONDON DIPLOMA IN LIBRARIANS HIP 

(School of Librarianship) 

NOTE.-The questions in these two groups are purposely varied 
so as to show without undue repetition the range and scope 
oflibrary routine. 

1 &prin~d by !tind ~,.",ission of the Library Association and of the 
Univ~rsityand the Collegr, rtfspectively. The "r~ar Boolt" of the Libra,y 
Association contains all the questions set at its Examinations during the 
prt!Vious yrar, ss. net (u. 6d. to Members of the Associati'»l on!>'). 
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A 

THE LIBRARY ASSOCIATION 

Describe a satisfactory system of registering and indexing 
borrowers, and give the ruling and letterpress of an application 
card. 

Show what guides you would provide in a closely classified 
open-access library to facilitate the finding olbooks. Illustrate 
your answer. 

Describe two charging systems in vogue in open-access 
libraries, and the various kind$ of appliances used in connection 
with them. Give a diagram of a card-tray with guides. 

What dOY0l.lkpow of "Information Bureaux" in public 
libraries? •. 

\ Describe.!l satisfadory charging system' for use in a refer-. 
ence library, and give the ruling and wording of a reference 
library application form. 

What aids would you provide in a closely classified refer
ence library to facilitate the quick finding of a book, and to 
account for the absence of one from the shelves? 

In forming a local collection what material would you 
. consider of sufficient importance to merit illclusion? State 
the system of classification you would adopt, and the kind 
of catalogue you would prepare, to. render the collection 
useful to readers. 

State the principles you would ob~erve in selecting books 
for branch libraries, and the advantages of centralizing all 
cataloguing, classification, etc. Describe also any system of 
interchanging among central and branch libraries known 
to you. . 

,How would you record the day's issues in a lending or 
reference library under the various classes? Give rulings of 
an issue book or sheet. 

Show· in what directions collections of pictures may be 
helpful to readers, and briefly describe how you would 
collect and arrange the material. 
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I Describe a card-charging system suitable for the central 

office of a rural library system. Illustrate your answer. 
Describe the aims and work of the National Central 

Library, imd show how public libraries may co-operate 
advantageously with this institution. 

Describe how you would organize a series of library 
lectures so as to avoid financial difficulties, and include a 
syllabus of six lectures suitable for adults and six for children. 

What are UniverSity Extension Lectures? Show how 
public libraries may advantageously co-operate in their 
organization • 

. Enumerate the principal points ¥ou would include in a 
specification for bookbinding. 

Describe me various proces:;es a book withdrawn from 
circulation for binding goes through before its return to the 
,helves. . 

State what you consider to be the best methods of filing 
periodicals and newspapers, temporarily and permanently. 

Set out the processes through which a book passes from the 
time of its receipt to its issue to a reader. Give the ruling 
and wording of a form denoting the various processes. 

I Describe some methods of conducting school libraries in 
connection with public libraries. Which do you consider 
the most satisfactory 1 Supply ruling and wording of the 
various labels, stock cards, etc., and show how issues are 
recorded. 

Compile an annotated list of the principal routine duties 
of a lending-library staff. 

Describe an adequate system of ordering, storing, and 
issuing stationery and other supplies. 

In what ways can a library prove its value to the business 
community? 
~ It is ~ecided to purchase books recommended by the 

British Broadcasting Corporation. How would you display 
~ese to the best advantage 1 
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SOME EXAMINATION QUESTIONS 

B 

UNIVERSITY OF LONDON DIPLOMA IN LIBRARlANSHIP 

(School of Librorionship) 

\ What tests would you apply to discover whether additional 
books for a library already established were desirable or not, 
h!lving regard to finance, supply, and demand? 

Describe how you would prepare a list of books proposed 
_ for purchase, and the routine treatment of the list in com

mittee and subsequently (exclusive of ordering). 
, In what form would you issue an order for new books, alld 

what steps would you take to ensure that ,he books are 
correctly supplied? 

, Describe the routine of stocktaking in any kind of library, 
and give rulings for the form o£check-list which you would 
employ for this purpose. 

Write a short essay, with particular reference to routine 
methods, upon any on~ of the following subjects: 

(0) Commercial (or Technical) Libraries. 
(b) The National Central Library and Regional Co

operation. 
(c) Children's Libraries. 

I Explain (0) how overdue books are detected by any form 
of issue records, (b) what steps you would take to obtain the 
return of such books, and (c) a satisfactory system of receipts 
for fines. 

,Describe in detail the routine respecting (0) bespoke books, 
and ( b) book renewing. : 

! Briefly indicate the scope and purpose of a county ,library, 
. and an effective charging system at the headquarters library .. 

I Describe in detail a charging system suitable for a Uni

versity or a school library. 
Give a succinct account of office routine, with especial 

reference to the treatment of correspondence. 
Describe two methods of checking the receipt of period-
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icals, one by means of cards, and the other by any alternate 
method. 

Outline the object and principal routine methods of 
municipally maintained commercial and technical libraries. 

Regarding the accessions register as the centre of your 
system of stock records, explain how the other stock records 
supplement it and link up with it. 

o What is involved in "the preparation of books for the 
shelves"? Comment on the importance of the different pro
cesses. How would you secure that no step was omitted l 

i Describe the process of "charging" books in (0) an open
~cess lending department, and (b) in a closed lending library 
Witl! or without an indicator. . 

Discuss the relative values, for library binding purposes, 
of pigskin, skivers, sealskin, moroccps, basil, roan, and 
'Persian leathers. Under what circumstances would you give 
preference to buckral8 or other cloth material as a covering 
for books? " 

Describe and discuss the following methods of seWing 
books: sewing two sheets on, overcasting, sawn-in sewing, 
and sewing all-along; and state under what circumstances 
you would approve overcasting. 

How would you ensure, by means of administrative 
records: 

(0) That every book purchased went into library stocld 
( b) That no book was paid for more than once l 
(c) That the yearly publications of Societies, and succes

sive volumes of a work appearing at irregular 
• .intervals, are duly supplied and are charged for at 

the proper rate? 

What means do librarians use to attract and maintain the 
interest of children? 

How would you prepare the manuscript of a catalogue (or 
book list of any character) for pahlication 1 Give ten marks 
as used in the correction of printers' proofs, and state their 
meaning.· 
3~2 
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Accession numbers, uses of, yz-3 
Accession registers, 61, 6S-7S 
Accessioning-

definition of, 62 
redundancy in, 61 
variant methods in, 61, 74 

Accessioning by lot, 74 
Accounts--

preparation of, 300-1, 310, 319 
submission of to committees, 

306-7 
treatment of in committee, 307 

Administrative records, 61-79 
Admission-

to lectures, 3U 
to lending departments, 122-44 
to reference departments, 16S 

Agendas for committees, 306 
Alphabetico-classed catalogues, 9 S 
Alphabetization in catalogues, 100 
American Library Association on 

bindings,2,8s-6 
Analytical cataloguing, 114-IS 
Anglo-American cataloguing rules, 

99 
Application forms--

in university libraries, uS-9 
lending department, 12S-32" 197 
reference, 163-4 

Approval, books on, 34-S 
Attendance registers, public, 16S 
Attendances in reading - rooms, 

ZII 

Balance of stock, 26-8 
Bibliographies, use of, 2S-6 
Binderies at libraries, 2,86 
Binding, 2,82-9S 

adaptation of, 283 
cased books, 17-18 
examination of books for, 284 

Binding, leathers and other mate-
rials for, 28 S-6 

records relating to, 287-9 
specifications for, 286-7 
staff repairs, 2,90-t 
treatment of newly bound books, 

18 
"Blacklist" of defaulters, 137-8, 160 
Blind, books for the, 333-4 
Book carrying, 19 

charging cards, 147-50 
committee lists, 32-4 
numbering, 54-9 
ordering, 36-8 
purchasing considerations, 32. 
selection, 23-41 
terms of supply, 39-40 
trade·symbols,44-S 
votes, 31-2, 

Book delivery system, 201 
Bookcard-in-pocket system, 14~ 
Bookcard-in-tray system, 14S-so 
Books--

collation of, 45-8 
condition of used, 284 
displays of, 119, 32.7 
disposal of old, 2,79 
on approval, 34-S 
stamping, 49 

Borrowers--
application forms for, 129 
branch and centralized registra

tion of, 134-6, 196-7 
change of address of, 141- 2 
examination of applications of, 

129-32, 
issue ef tickets to, 132,-3 
lost tickets of, 140-1 
registers of, 13J-8 
renewal of tickets of, I 39 
varieties of, I u-8 
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Branch library routine, 19 )-zo 5 

accounts, 110 
book stock, 191 
interchange senice, 1~200 
reference and ftading-l'OOms, 

19'-9 
registration of borrowen, 1]4-6, 

19&-7 
superintendents, Z02-1 

British Museum Catalogues, z5 
Broadcasting co-operation, 119-11 
Bulletins, library, 101, 117 
BUftaux, library, 118 
Burnishing, gold-leaf', 5&-8 
Business libraries, lSI 

Cannon's Bibliagrrzplr.1 of Library 
EctllUllW.J, Zo-I 

Card lICCI5Sion ~ 75 
Card catalogues, II 2-16 
Card~g methods, W&-p 
Card indexes to correspondence, 

116 
Cased bindings, 17-18, 181 
Catalogues, 9S-12J 

alphabetico-dasled, 95 
alphabetization in, 100 

analytical entries in, 114-15 
card and sheaf forms of, 112-18 
cyclostyled, 119-10 
dictionary form of, 100 

mechanical methods of p~ 
paring, 97, lQO-U 

printed, 10S-U 
reference, 164-5 
subject, MU, Ill-IZ 

topicallisu as, 118-19 
typewritten, I 11 
union, 115, z5,....oo 

Cataloguing-
codes noticed, 99 
co-operatift, II 2-I 3 
oQIiIHefi:u:nCIES in, ,a 
enon;n,~ 
essentials, ~ 
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Cataloguing~'" 
rules, ,a 
subject-beadings in, ~7 

Centralization disclllRCf, 11 s-', 
1940 197 

Chamben of Com~, 327 
Changes of adctn:., 141-Z 
Ch.arging-

county library .methods 0(, 

24lI-50 

~ 1YSterns, ~I 
term ckfined. 145 
university method of, us-, 
variant methods of routine 0(, 

144-60 
Checking off ddivw:ra, 42-4 . 
ChildJm'. Act lectun: require-

menta, 314 
ChildJm'.libraries, 18HZ 

attendance of childn:n at Itt-
tun:s, 314 

book Itock for, 19 
cataloguea in, I I I 

county form, of, Z 56 
lending-library ticRu, 12s-, 

Cinematograph filma at Icctun:s, 

~~ .... 
and ita practical application .. 

doaeao:::.i6cation d~ 1)-4 
codes of, 12-5, 92 
methods of. 80 
numben and symbola in, 87-1, 

90t 9z 
pitfalll in, 1M 
IystA:mI explained by their 

authors, 84 
theory 0(, 84 
nlue of, 80-1 . 

Ooth bindings, z81, z8 5 
Que numbers, 75, 76 
Codes-

cataloguing, 99 
ebsRfication,8:a-5.9z 
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Collation of books, 45-8 
College and schoollib,aries,137-44 
College library work, 137-44 
Commercial and technical lib-

raries, 178-80 
Committee work, 305-9 
Co-operative work

broadcasting, 319-31 
cataloguing, 111-13 
library methods of, 246-68 ' 
with educational agencies, 317 
with newspapers, 327 

Copying letters, 311-13 
Correspondence, treatment of, 

311- 18 
County libraries, 246-56 

charging at headquarters, 149-
50 

co-operative work by, 251 
development of, 146-8 
headquarters routine of, 248-53 
local centres, 249, 251-4 
other activities, 256 
regional branches of, 254-5 
van delivery system of, 155 

Cross-references, use of, 97-8 
Cutter author-marks, 90 
Cutting leaves of bOQks, 51-2 
Cyclostyle work, 119-10, 319-20, 

32 7 

Date stamp setting, 146 
Defaulters' register, 137-8, 160 
Delivery notes, 42 
Delivery stations, 103-4 
Delivery vans, 255 
Deposit stations, 203-4 
Dewey Decimal System-

abbreviated code of the, 92 
its probl~ms for classifiers, 83 
reference of queries to its editor, 

83 
Dictionary catalogues, 100 
Dirt, removal from pages, 292-3 
Discarded books, treatment of, 280 

Discharging books, 151-2 
Donation records, 65-8 
Drury's Book Sekcti01l, 26 
Dusting of bogks, 20 

Educational agencies, co-operation 
with,327 

Electric stylus, 58-9 
Embossing book covers, 49 
Emigration bureaux, 328 
Englislt Catalogue of Books, 30--1 

Epidiascopes, 324 
Errors in cataloguing, 96-7 
Esdaile's Manual of BIbliography, 

25 
Estimates, financial, 31-2, 196-9 
Exchange of book stock, 236-7 

Fatigue in cataloguing, 97 
Fees for lecturers, 323 
Fiction, selection of, 31-2 
Filing of correspondence, 3 15-18 
Films at lectures, 324 
Finance routine, 296-304 

annual estimates, 32, 296-8 
ordering al\d order records, 

299-300 
petty cash accounts, 301-4 
postage accounts, 304 
preparation of accounts, 300--1 

Fixed location, 89-90 
Foreign book lists, 30 
Forms for orders, 36-7 

Gifts, treatment of, 66-8 
Glaire,57 . 
Gold tooling work, 55-8 
Guarantors for borrowers, 136-7, 

140 

G uides ~n card catalogues, I 16 

Handling of books, 17-18 
Handwriting, 16-17, 113 
Holiday bureaux, 328 • 
Hospital library work, 33 1-2 
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Indexes, correspondence, 316 
Indexee to IU bject lists, II Z 
Indicators, 9Z 

how ch!:cked, Z74 
Infectious diJeasc:a, 14:&-4 
Inlbrmation desks, 181-1 
Inkstains, removing, 293 

, InterChange of book atock, 200 
'rnter-library loans, 200' 

Invoice books and files, 45, 61, 
63-S, 76 

Invoices as accession records, 74 

Jast, L. S., on classification, 84-S 

Labelling of books, S2-4 
Lantern slides, 3:&3-4 
Leathers discussed, :&84-6 
Lecturers-

fees tp, 3:&3 
selection of, 323 

,Lectures-
urangements for, 3:&S" 
children's, 3:&4 
expenses of, 3 zz 
films at, 3:&4 
lantern slides at, 3:& 3 
programmes and book lists for, 

l:&S 
reports of, l07, l:&7 
University Extension, 3:&S-6 
voluntary lecturers for,'l23 

Ledger charging, I S:&-3 
Leeds Public Library Handbooks, 26 
Letters, treatment of, 311-18 
Library journals, 29 
Library of Congress
-catalogue cards, 112-ll 

classification of th!:, 84-S 
Local centres. S~~ County libraries 
Local collections, 174-S 
Local library co-operation, :&63 
Loose-leaf records, 73-4 
Lost tickets, 140 
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Magazine-rooms, 207-U 

Magazines for home reading, 119 
Maintenance of Itock, z1-31. 

:176--9. :&84 
Manifolding work, 31' 
Mansfield Library co-operation. 

263 
Manuscripts;.acceasioning, 73 
Mal»-

tteatment of, 177 
UJeof. 17~0 

Master-c:atalogues, II J 
Minto', History of tM PublK 

Library Ml1IfImrent, 247 
Minute taking in committee, 

308-j 
Morocco leathen, 28 S 

National Central Library
objects and methode of. 34-5. 

183, a64-1 
"outlier .. librariee of the, a66-7 
Scottish, Welsh and Imh Cen

tral Librariee, 265 
union catalogue of the, 264 

Net book aystem, 39-40 
New book displaY' and liets, 119, 

',a7 
Newark Library co-operation. a63 
Newspaper co-operation, 3a7 
Newspaper-rooms, 207-U . 

Nowell, C., on broadcasting c0-

operation, 3a9-30 
Numbering book covers, methode 

of,54-9 

Office routine, 30cra I 
Open-accellll library classification, 
" 10-1 

Opening new books, 18 
Order~ on shelves, 274-5 
Orders and order records, P. 

36-8, 299-301,319 
"Outlier" librariee, 266-7 
Overdue books, ISI-6o. 230 
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Pagination, 46-7 
Pamphlets, treatment of, 175-6 
Papers, physical qualities of, z8z 
Paste, recipe for making, 54 
Periodicals-

binding up for stock, Z 1 8 
commercial and technical, 179 
delivery checking, ZII-14 
display methods, Z14-17 
filing back numbers of, ZI7-Z0 
selection of, zo8-9 
terms of supply, ZIO 
university provision of, Z 31-4 

Petty cash accounts, 301-4 
Photostat, use of the, Z93 
Pigskin bindings, z85 
Placard catalogues, I 18 
Plate paper, zh 
Pollard, A. C. F., on the Univer-

sal Decimal Classification, 85 
Postage accounts, 304 
Print collections, 73, 177-8 
Printer's copy, preparation of, 

101-4 
Printing-

catalogue specifications, 105 
marking for press, 103-9 
preparation of manuscript for, 

100-5 
proof correcting, 105-12 
revises, 106-10 
terms used in, 46-8 

Prints, accessioning of, 73 
Privilege issue, ISS, 171-Z 
Process records, 49-5 I 
Programmes for lectures, 325 
Proof marks and correction, 105-

U 

Publicity methods, nl-2, zS6, 
3Z7-9 

Purchase of books, 32 

Qualities for success, 15-16 

Ratepayer borrowers, 121-4 

. Reading-room routine, 207-U 
Reference libraries, 162-78 

attendance registers, 165 
book-issue methods, 163-70 
catalogues, 164-5 
discharging, 166-7 
issue check-files, 169-70 
local collections in, 174-5 
maps in, 177 
open access in, 170--1 
pamphlets in, 175-6 
print collections in, 177-8 
regulations, observance of, 167 
shelf orderliness, 168 
special loans, 171-2 
students'Tooms, 173-4 

Regional co-operation, 256-6z 
existing regions, 2 S8 
routine methods of, 256-62 
scope of, 257-8 

Registers, administrative, 61-79 
Registration of borrowers, U2-44 
Reinfor~ binding, Z82 

Renewal of books, 153-5 
of borrowers' tickets, I 39 

Repairing books, 2~4 
Replacements-

accessioning of, 70--2 
expenditure on, 31 
routine, 279-80 

Reports to committees, 307 
Reservation of books, 155-7 
Reserve book stocks, Z 7 S-6 
Reviews of books, use of, z9-30 

Revision of book stock, z76-9 
Routine defined, 9 
Rules and regulations,. 133 
Russia leather bindings, 285 

Sayer's Revision of the Stock of a 
Public Library, 277 

works on c1assification, 84, 94 
School library methods, 237-44 
Scientific literature, selecuon of, 

29-30 
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Scottish National Library' for 

Studenta, z6S 
Second-hand booki,"]7, 41 
Sectiona, a book term, 46-7 ' 
Sheaf catalogues, 111-18 
Sheepskin leathers, 28 S -
Sheet-charging methods, ISl-] 
Shelf-

arrangement, BB-91 
guiding, 91-1 
orderliness, 18, 170-S 

Shelf-list&
described, 169-70 
use of in taking atock, 171-4 
variant forms of, 170 

Shorthand, use of, ]11 
Signatures, printing term, 47 
Sizes of books, 46, 88 
Specifications-

binding, 186-7 
printing, lOS 

Stains in books, removing, 191-] 
Statistical returns, ]18 
Statistics-

in committee, 3°7, ]09-10, ]18 
summary, 76-7 

Stencil work, 91-1 
Stock books, 68 
Stocktaking methods, 169-74 
Students'rooms, 17]-4 
Stylus, electric, sB-9 
Sub-committee work, ]06-7 

Subject-
, catalogues, Ill-U 

headings, 97-1 
lhdexes, III 

Subscriptions, annual, 311 
Suggestions by readers, ]s-6 
Summary atatisties, 76-7 
Sundry requirements, lists of, ]06 

Symbols, book trade, 44-' 
Technical libraries, 178-80 
Technical literature, selection of, 

19-]0 
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T.w Ti_, Likrw? S./"I,~, ..... 
vien, 19 

Ticket&- ' 
children'. library, 117-90 
lending library, Il], I]I-J, 

1]9-SI, 196-7 
Titlea of boolu, vague, 1s-6 
Topicallista, 118-19, ]17 
Typewriting, Ill, 119-10, ] II 

Uniformity, importance of in 
cataloguing, 97" 9 

Union catalogues, liS. 1 fl--6o 
Uniwnal Decimal Cluaification, 

IS 
Univcnity Extension LcctUl'el. 

31 S-6 
Uniwnity libraries, u]-]6 

book exchanges, 1 ]6-7 
book .tock, U4-S 
charging method. and owrduea, 

"u8-]o. 
classification and cataloruinr 

of. us-6 
college Ii brariea, 1]0-1 
co-opvatiw work ben,een. 

·3s-6 
ckpartmentallibrariea, u,.... 
general routine of. U]-4 
periodical. in, a]a-4 
seminar libraries, u6-7 

Van delivery .yatem, ass 
Vertical fila, lIt-II 

We1ah National Central Library, 
a6s 

Wire .titching in books, ala 
Withdrawal of boob from .tock, 

117, a76-9 
recorda, 71, 91 

Worken' Educational AlIOCiation, 
1 56 

Works libraries, III 
Workaop Library.co-operation, )6] 
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A Study of the .:Bases of cOnsciousness 

by JOHN BOSTOCK: ~.~ .• B.~.(~nd.), D.P.M., etc. 

La. Cr. 8vo. Foreword by Sir Johll MacpheFson 6s. 
Dr. Bostock advances a striking new theory of the nature of conscious 
experience, supported by much weighty evidence, especially in its bearing 
upon mental abnormality. His work is best described by quoting from 
Sir John Macpherson's foreword: "The speculations of Dr. Bostock are 
numerous, diverse and heretical. He infers that if his own theories are 
substantiated they may form a rallying point for another schooL" The 
author submits powerful criticism of the current psych<r-analytic hypo
theses of Freud and other equally prominent psychologists. 

Human Heredity 
by E. BAUR, E .• FISCHER and FRITZ LENZ 

TRANSLATED BY EnEN'AND CEDAR PAUL 

Demy 8vo. Illus/rll/4d 30s. 
"Has long been recognized' as the standard work on a subject the 
practical. importance of which is generally ignored in this country."-
Morning Post -

Braip, Mind, and the External Signs of 
Intelligence 

by BERNARD HOLLANDER, M.D. 
Demy 8vo. Profusely Illustrated 12S. 6d. 
"Dr. Hollander has collected a remarkable number of case records, 
and illustrates his deductions with comparative pictures of famous 
men of genius and others."-;-News Chronicle 

. The Physical Basis of Eersonality 
by CHARLE~ R. STOCKARD 

Professor o~ADatomy, etc., in. Cornell University Medical College 
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"A veritable monument of laborious research'and .original thought."-
Medical TimeS' '" 

Experimental Psychology 
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"There Is·a freshness of treatment and independence of outloowabout 
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Feminiscence~ 6f a .Specialist 
byGREVILLE MAcDONALD, M.D. 

Demy 8110. .' . IllustrIJt,4' . IW. 

"This extremelywell-Jritten volume-of reminiscences Iea"el one in no 
doubt that the auther has inherited much of the literary talent of his 
famous father, George MacDottald.''-Daily Telegraph • . 
"Well _orth rel'ding. ' ... k warm and zestful account of a,full and 
varied liftl."-Timeli Literewy Supplement 

Albert Schweitzer: My-Life and T~ought 
TRANSLATED BY C. T. CAMPION 

Demy 8vo. IllJlstrtJte4 10 •• 64. 
The four-fold doctor gives us here 11 volume which ,.,.ill fascinate all 
who think at all about the serioul things of Iii •. He d,,\1otes many chap
ters to the exposition of his vieWs and how they grew, on the lubjecta 
on which he is an authority-Philosoph¥, l'lteology, MUlic, Medicine. , 

Talks with Mussolint 
• by E~IL LUDWIG 

TRANSLATE~ BY EDEN AND CEDAR PAUL. 

LIJ. Cr. 8vo. With. Eight IlluslrtJtiun. 7" 64 . 
. "Profoundly interesting. Ludwig has certainly invented a new and 
somewhat fearsome way of writing biography.:'-MClflling Po. 
"I admit to a prejudice both against Herr Ludwig and Signor Mussolini 
.•. despite these prejudices, I found the book extremely interesting, 
and, when I had finished it, I had a mucl~. higher opinion of and sym
pathy with the Dictator than when I began it ... 8kilfully written •.. 
Mussolini speaks here with directness and simplicity and u8ually with 
apparent fran¥ness."-Lutener • 

. A· Life of Lord St. Vincent 
by o. A. SHERRARD. 

D"!'y 800. '. 11lustrtIJetl. 10 •. 64. 
The "author brings an original and penetrating inind to the study of 
the NaY)' in the eighteenth century, and more particularly that part 
which deals with the Napoleonic wars. He has a graphic and startling 
story to tell of that grimly ~urteous old admiral who; singlehanded, 
crushed mutiny and stamped out corruption while perfecting.both the 
fleet and the strategy which,baffied Napoleon. St. Vincent was doubly 
fortunate in having NeisoD first as his prou,g6 and then as hia fighting 

. admiral. 
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Demy 8vo. 101. 
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La. Ct'. 8110. by BERTRAND RUSSELL 7'. 6d. 
"Exhibits the stimulating qualities associated with its writer', name." 
-Times Li'erary Supplemen, 
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Guardian . • 
"Sentence after sentence that could be written in the teacker', golden 
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Their function. psychological basis. and practice 

by URSULA M. EDMONDS and EDITH A. WATERFALL 
Ct'.8vo.· 68. 
Crafts. art. musIc. rhythmics. dancing. athletib and acting are the 
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underlie them. the differences among children in these abilities. and 
what is being done. and what could bf done. in the training of them. 

Experiments in Educational Self.Gove~ent 
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