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Chapter 1: What Is a Library?

What is a library? How does it differ from any collection of books, tapes, slides, films, or other collected items that are stored on shelves and in cabinets? At first glance this question may seem a little simpleminded. But understanding the difference between a real library and a collection of materials on shelves will help us understand the purposes behind the procedures described in the following pages.

For the sake of convenience, from now on we will call all library materials "books," even though a library may collect information in any form, such as films, videos, manuscripts, computer software programs, games, art, and more.

Most of us have personal collections of books (or tapes or slides, etc.) at home. How often do we search at home for a book we know is there, but we can't find it without spending frustrating moments reading titles? Chances are we have no real system for finding the book beyond a vague memory of where we think we put it away the last time. At best, our books may have some informal arrangement by size, color, or shape. If we remember lending the book, do we remember to whom? And how often do we want to look up a particular item of information or a quotation, only to find we have forgotten which book it was in? We are lucky if the title of the book gives a clue to what's inside.

Such a collection, then, is not a library, because there is no logical system for finding the book we need. There is no special place for each book within the collection, no index to the subjects of the books in the collection, and no record of who has a book that was lent out. If both the number of items in the collection and the number of people using the collection are very small, these frustrating moments are probably acceptably low in frequency. But multiply the books and readers by 100, by 1000, or by 10,000 and imagine how impossible finding a book becomes. A collection containing all recorded knowledge, in all the books of the world, on miles of shelves, without a "map" or system for finding the one needed book is useless-except as fuel.

Reduced to its most essential element, a library is a system for collecting and storing materials for the library users, and then for organizing and circulating these materials so that they can be retrieved when needed. The collection is organized so that each item has a unique identifying label denoting its specific place within the larger collection. Information about each item in the collection is recorded in a card catalog or on a computer catalog that the user can search. Alphabetized subject terms in the catalog will tell the titles and locations of books on the subject of interest to the user. If the book is out on loan, the circulation file will record its temporary whereabouts, who has it, and the date it is due back. In our imperfect world, no system works all the time. But members of the library profession work continually to improve library systems in order to make the information contained in library materials as accessible as possible to all individuals.

It is important to remember that a library is not a static display of artifacts, a storage area for possessions, or a status symbol. A library exists to be used. and it is defined by its users and their needs. Library procedures are devised in order to make the library work better for the library user.

Not all library workers are professional librarians. A professional librarian has earned the master of science in library science degree by completing a one-to two-year program of graduate study at a school of library and information science at an accredited university. To enroll in one of these professional schools the student must have already graduated from a four year college. Course work in the masters degree programs will include both theoretical and practical courses. Courses can include communications theory, knowledge structures, information storage and retrieval methods, cataloging and classification, indexing and abstracting, subject bibliography, library administration, library automation and technology, reference services, children's services, children's literature and many optional courses chosen to fit the student's area of specialization. Librarians may specialize in public librarianship. school media center management, academic and research librarianship, special librarianship programs in law, medicine, art history, etc., and in information science.

Librarianship is a service-oriented profession requiring strong technical skills. Librarians devote their energies, knowledge, and special skills to facilitating access to information for all people and the dissemination of information to all people. Professional librarians work in many types of libraries and information centers in the public and academic sectors, and in business, government, science and technology, museums and the arts, and wherever information is collected for use by people. Librarians and information specialists also may be employed by publishers of indexes and producers of computerized databases and information storage and retrieval systems.

Chapter 2: Do You Need a Library?

We have discussed differences between libraries and informal collections of books or other materials. This chapter will help you decide if your collection is adequate for your needs just the way it is now, or if you need to institute practices for a simple, working library.

The following are questions to consider when thinking about your decision. How large is the collection? Is it likely to grow in size? How many people will be using the collection? For what purposes will they be using it? 'Where will it be used? In the building or outside? Who owns the collection and how is it funded?

A good starting point would be ownership and funding. Is the collection owned by the organization as a whole or by only a part of the membership? From what source is funding obtained? Does money come from the organization's regular budget or from donations by a few individuals? Who makes the decisions about what to add to the collection? If the collection is not controlled by the organization as a whole and the funding is not a part of the organizational structure, your collection may not be ready for library policies and procedures. Before going further, a first step might be to resolve issues of governance and funding within the larger organization.

The next factors to consider are the size of the collection, the history of its growth in recent years, and its potential for growth in the future. If it is relatively small, consisting of 1000 items or less, and it has remained static with little recent or anticipated future growth, do you really need a library? Minimal maintenance may be all that is needed. On the other hand, if your collection is over 1000 books and is growing by 5 percent to 10 percent on an annual basis, you may need to employ library controls and procedures.

The number of people using the collection, the reasons they use it, and where they use it are also important considerations. If the user group is small (30 people or less) and everyone knows each other well. it is relatively easy to keep track of who has what and where. The pattern of use should also be ^considered. Is the collection likely to be used only when meetings of the organization are taking place? Or is there a constant demand for access to the collection on a daily basis? Where are the library materials used? Do users take them home? Or do they use them in the same building the collection is housed in? The more frequent the demand and the more scattered the usage locations, the more likely library procedures will be helpful. How important is the collection to the users? Is it used for recreational purposes? Is it a background resource to support and enrich the program of the organization? Or is the information in the collection vital to the work of the users? If the last is the case, you probably have needed a library for some time.

This book has been written to help persons without formal library training successfully organize and operate a small and simple library for a church, a small business, a senior residence, a civic club, fraternal order, small agency or association, or just for themselves at home. However, if an upward change of any significance is anticipated in the size, demand for use, and importance of use to the users, then you should consider requesting help from a professional librarian. The appendix lists professional sources of help. However, a good place to start would be your local library. They may be able to refer you to a librarian in your area who would be willing to consult with you or give direct assistance.

If you have decided you don*t need a library after all, fine. You have saved yourself and others a lot of time and possible expense. Nothing is more absurd than having procedures without any meaning or need for them. You have determined that your collection is adequate the way it is for now, and you can turn your energies to something more worthwhile.

Chapter 3: How to Set Up the Library

An easy place to begin applying library procedures to the collection is with its physical housing and display. All that is needed is a source of funds for furnishings and equipment and some muscle for lifting and shifting heavy books. The physical labor in library work is its best-kept secret.

Shelving

As those of us who have done our own packing and moving know, books weigh more than most items likely to be kept on shelves. Make sure that your floor(s)can handle loads of 150 pounds per square foot. If they cannot, and you proceed with a traditional library shelving plan, the library can crash through the floor and cause considerable problems to those below you.

Look at the number of books you have or are planning to have. Standard library shelving is 36 inches long. Figure on each shelf holding approximately 24 books. Plan on reducing that figure if your collection has materials such as scientific books, bible commentaries, or other items of more pages than normal. Plan on no more than seven shelves per three-foot unit. Thus the capacity of a three-foot, single-sided unit would be 168 books. Remember that this figure represents capacity and most libraries would like to operate at two-thirds capacity or less. Thus a seven-shelf section would actually handle an average of 112 books. Library shelving can be put together in three-foot section units. For stability it is advisable to have no more than eight such units connected together. These units may be double-sided, which means shelving back to back. This doubles the capacity of each three-foot unit. This would be the advisable method of book display with single-sided units along walls.

Most library shelving units are steel and are manufactured to one of three standard heights, 42 inches, 60 inches, or 90 inches. Standard for most library operations would be the 90-inch unit. The 42-inch unit is used for areas where young children are the prime users or where the top space is desired for display purposes. The 60-inch (5-foot) unit is good for operations where space is less of a problem as it provides for easier access to books than does the 90-inch shelving. Supply companies where such shelving can be obtained include the following:

Aetnastak

300 Passaic St.

Newark. NJ 07104

(201)485-5310

Brodart

500 Arch Street

WiUiamspon. PA 17705

1-800-233-8467

Demco, Inc. 

P.O. Box 7488 Madison. WI 53707 

1-800-356-8394

Gaylord Brothers, Inc. 

Box 4961

Syracuse. NY 13221 

1-800-448-6160

Highsmith Company, Inc. 

5527 Highway 106 

P.O. Box 800

Fort Atkinson.WI 53538 

1-800-558-2110

Shelving can be wooden. However, the costs for wooden shelving are considerably higher than standard library steel shelving. If you are considering purchasing wooden shelving from a manufacturer or having shelving constructed locally, make sure that it is not pressed wood or a wood unable to support the weight of the books placed upon it. Also important is to see that all shelving installed be adjustable. Nonadjustable shelving gives librarians nightmares. No two books are the same size, and much display space is lost when shelving is fixed rather than adjustable.

Arrangement of shelving within a room is the prerogative of the group who will be maintaining and using the library. There are several things to remember though in arranging a library. One is lighting. You need to be able to see the books to decide what you are interested in. Shelving, particularly the 60- and 90-inch sections can block ceiling light. So make sure that lights are above aisles between stacks rather than on top of stacks. Another thing to remember is aisle width. The width of aisles should be at least 36 inches. If you are open to the general public access for the handicapped regulations must be followed. These require 42-inch isle width between stack rows. The third aspect of arrangement is the sequence of materials on the shelves. Depending upon what labeling system you choose, books should be shelved in a continuous sequence from beginning to end so that the user can locate the desired material with ease. See figure 1 for an example of good and bad arrangement.

Figure 1. Examples of good and bad arrangement

Other Furnishings

There will be various other items of equipment and furniture needed in your library. Unless you have access Jo computers and plan on-line access to the holdings of our library, a card file box or card catalog cabinet will be needed to file the cards describing items in your library. These need to be placed in a central location where they are easily accessible to users and out of the traffic flow pattern in the book. Stack area. A card cabinet can be one of the most expensive items that you purchase for your library. Before purchasing from a supplier it would be good to check with your local public library or area library system to see if any libraries in the area are changing to on-line catalogs and are disposing of their card catalogs. These catalogs can usually be purchased for a fraction of their original retail cost and work just as well as new ones.

Other basic items that you will need will be a desk for the individual responsible for the library, a place where records may be kept, and books checked out and checked in, and a display rack for any magazines.

While local furniture or office supply houses may be able to supply some or all of these needs, remember that libraries receive harder use than offices or homes. It's a good idea to check with library supply firms before making any purchases. Such firms include those mentioned earlier in the chapter as well as other special library furniture manufacturers which include:

Buckstaff Co. 

1127 South Main Street 

Oshkosh. WI 54901 

(414) 235-5890

Library Bureau Inc. 

801 Park Avenue 

Herkimer.NY 

13350 (315) 866-1330

Worden Company 

199 East 17th St. 

Holland. MI 49423 

(616) 392-1848

Write for their catalogs. You might want to consider using a library consultant in planning the layout of your library. Several good sources for possible consultants would be your State Library Agency, an issue of Library Journal where many consultants advertise their services, or the suppliers listed in the appendixes of this booklet.

Chapter 4: How to Catalog and Classify for Easy Retrieval

If you cannot locate a book when you need it, it is not going to be of any use to you. As we discussed in chapter 1, an essential element in all libraries is a system for finding needed books. In most libraries the system necessitates the classifying and cataloging library items. An excellent pamphlet for the beginner to read is Technical Services in the Small Library by Harvey Hahn. The complex subjects of classification and cataloging are clearly described in everyday language understandable to nonprofessionals. Although it is concise, this pamphlet gives more extensive treatment to this technical subject than we have room for in this booklet. A full citation appears in the bibliography at the back. Order it from the publisher or obtain it at your local library through interlibrary loan.

Classification

Classification is achieved by assigning each book a unique coded label-­numerical, alphabetical, or a combination of the two-which will determine its place on the shelves in relation to all the other items in the collection. This coded label will appear on the spine of the book or somewhere else on other types of library items, and on the upper left-hand comer of the catalog cards. The code will generally represent the subject content. Books are classified by their subject so that they will be shelved together with other books of the same or similar subjects. This way, if library users know the classification numbers for the subject they are interested in, they can choose books by browsing along the relevant shelves. If a user is looking for a specific book and finds it is loaned out, he or she will see other books on the same topic right away, and these may serve his or her need just as well.

In a very small library, books can be labeled or classified in a number of ways. It is important to use a system that can be easily understood by users and to apply it consistently.

An example of a very simple classification system would be to assign the letters of the alphabet to the subject areas found in the library. Thus A might be for philosophy, B for languages, C for history and so on. If your library consists mostly of books in a specific area such as science, then science would be an initial letter such as A and the various disciplines, or areas within the sciences would be defined by reusing the alphabet so that Mathematics could be AA, Astronomy AB, Physics AC and Chemistry AD, and so on. Within each of these subcategories books would then be shelved by the last name of the author. Thus a book by Miller dealing with Physics would be assigned the label AC and be shelved after the AB' s and before the AD's and alphabetically within its own code label area between authors whose names begin with "L" and "N."

If your collection contains works of fiction then they could be classified using the first letters of the author's last name and likewise the title. Thus a book by Miller with the title Early Loves would be assigned the label Mil and shelved alphabetically after Mh and before Mj. Early Loves would be placed alphabetically on the shelf before Miller's other book, Late Loves. If there are considerable items of fiction in your collection you might want to have separate areas for each genre. such as mystery, science fiction, romance, and westerns.

Such a classification works fine if the library remains small and is used by the same group of individuals over and over. However, as the library grows beyond a small size, such a labeling scheme has its limitations. For example, let's say there are 15 books on geology all written by John Smith. It would be easier to use a standardized classification system.

In the United States the primary classification systems used are the Library of Congress and Dewey Decimal systems. The Library of Congress Classification system was developed by the Library of Congress in Washington, D.C. for its own collection. It employs a mixed notation of numbers and letters to indicate specific items. The letters A-Z, with I. 0, W, X, and Y omitted, are used for subject categories, and further divisions into subcategories employ numbers. Thus the book in the example on page 11, Step-by-Step Bookkeeping, has an LC classification of HF5635.R14. This system is employed primarily in academic libraries in the United States that have recently switched their classification system to the Library of Congress from the Dewey Decimal system.

The Dewey Decimal Classification is the system with the widest use. Developed by Melvil Dewey beginning in 1876, it collects all knowledge into ten broad subject areas numbered from 0 to 9. Each class labeled from 100 to 900 consists of related areas of knowledge:

000 - Generalities

100 - Philosophy and Related Disciplines

200 - Religion

300 - Social Sciences

400 - Language

500 - Sciences

600 - Technology

700 - The Arts

800 - Literature

900 - General Geography and History

Each 100 classification is further broken down until a specific title has a unique number assigned to it. Thus the example used on the catalog cards has a Dewey Decimal classification number of 657'.2 with a prime sign indicating that it can be broken off at 657. This example points out one difficulty with Dewey in that it is a pure notation system which uses only numbers for classification. A book with a highly specialized topic might have as many as 12 numbers in a large library. That is one reason why many academic libraries are turning to the Library of Congress Classification System. Most public libraries in the United States use the Dewey Decimal system for labeling their books.

If you wish to pursue either standard book classification system further, the bibliography lists helpful manuals that should be available at a public or academic library in your area.

Cataloging

To enable users to locate books in your library some type of index to your library is needed. Traditionally, libraries have used card catalogs for this purpose. If you  are planning to put your catalog or index on a computer, the appendix will list several sources for locating cataloging software. If not, then for each book in the library you will need a set of catalog cards identifying the book by items of information the user is likely to know and look for it under. These items-author, title, and subject—appear on the top line, and the card is filed accordingly. A sample of a complete set of cards for an individual book is shown in figure 2. Figure 2A shows the author and title cards; figure 2B shows subject cards.

A shortcut to cataloging and classifying books for your library is to purchase catalog card kits for old and new items. These are available at reasonable cost from many library book wholesalers and speed up getting the book to the shelf and the user. The drawback to these sets is that you may have to use either the Dewey or Library of Congress Classification System codes printed on the cards and be satisfied with how the books are classified. Also. many libraries serving civic groups, lodges, churches, and businesses collect in specialized subject areas wholesalers do not supply.

If you have the time and access to a typewriter, it might be easier to make your own catalog cards. Most books published today by mainstream publishers have a partial representation of the catalog card printed on the reverse side of the title page. This is called Library of Congress "Cataloging-in-Publication Data" (CIP). On some pamphlets it appears on the back page. The CIP data contains minimal information about the item that you can adapt for a simplified catalog record-the correct author name, the tide, the series name (if applicable), and variable brief descriptive notes. At the bottom are suggested Library of Congress and Dewey classification numbers. The ISBN book order number also appears. Using the CIP data and the publisher information on the title page, you can type a short and simple version of a catalog card. An example appears below:

Ragan, Robert C.

Step-by-step bookkeeping / by Robert C. Ragan. – 

Rev. ed. - New York : Sterling. 1984.

134p.

ISBN 0-8069-8690-5

657.2 

Ragan

 Ragan, Robert C

Step-by-step bookkeeping / Robert C. Ragan. — 

Rev. ed. — New York: Sterling Pub. Co., 1984.

154 p. : ill.

First published in 1976 under title: Financial 

recordkeeping for small stores. 

Bibliography: p. 154. 

ISBN 0-8069-8690-5

1.Bookkeeping. 2.Accounting. I.Title.

HF5655.R14 1984

B 003 935

 657'.2 

BD87-217830

BD 

Step-by-step bookkeeping

657.2 

Ragan

 Ragan, Robert C

Step-by-step bookkeeping / Robert C. Ragan. — 

Rev. ed. — New York: Sterling Pub. Co., 1984.

154 p. : ill.

First published in 1976 under title: Financial 

recordkeeping for small stores. 

Bibliography: p. 154. 

ISBN 0-8069-8690-5

1.Bookkeeping. 2.Accounting. I.Title.

HF5655.R14 1984

B 003 935

 657'.2 

BD87-217850

BD 

Figure 2A. Author and title catalog cards

ACCOUNTING

657.2

Ragan

 Ragan, Robert C

Step-by-step bookkeeping / Robert C. Ragan. — 

Rev. ed. — New York: Sterling Pub. Co., 1984.

154 p. : ill.

First published in 1976 under title: Financial 

recordkeeping for small stores. 

Bibliography: p. 154. 

ISBN 0-8069-8690-5

1.Bookkeeping. 2.Accounting. I.Title.

HF5655.R14 1984

B 003 935

 657'.2 

BD87-217850

BD 

BOOKKEEPING

657.2

Ragan

 Ragan, Robert C

Step-by-step bookkeeping / Robert C. Ragan. — 

Rev. ed. — New York: Sterling Pub. Co., 1984.

154 p. : ill.

First published in 1976 under title: Financial 

recordkeeping for small stores. 

Bibliography: p. 154. 

ISBN 0-8069-8690-5

1.Bookkeeping. 2.Accounting. I.Title.

HF5655.R14 1984

B 003 935

 657'.2 

BD87-217850

BD 

Figure 2B. Subject catalog cards

This example is the core description that would appear on all the cards. You will need to make more card copies of this, leaving space at the top of each card for the "headings." The headings on the top would be the author, the title, and subject(s).

The heading at the top determines where each card is filed alphabetically. Below is an example of the short card with a heading at the top:

ACCOUNTING 

Ragan. Robert C.

Step-by-step bookkeeping/by Robert C. Ragan. - Rev. ed. 

- New York: Sterling, 1984.

134p.

ISBN 0-8069-8690-5

A problem for some small specialized libraries is that their collections contain nonstandard items which may not contain CIP data.

Complete sets of catalog cards, whether ordered pro-printed or homemade, include subject cards. How do you determine what subject(s) to list for each book? Look through the table of contents and skim the book and then use your best judgment. There are standard lists of subject terms which are used in libraries. The major ones are Sears List of Subject Headings and Library of Congress Subject Headings List. The Sears List is more compact and easier to use, and will provide a Dewey Decimal Classification number for each subject. The subject headings printed on the example cards here are Library of Congress Subject Headings. Choose from among the subject headings those which best indicate the content of the book in hand. Most books will have one to three subject headings. The main thing to remember is that you are only providing a guide to the general overall content of the books, not to every specific detail discussed within.

These cards are then filed in the card catalog in alphabetical order. You may want to file author and title entries together with subject entries or you may want to file subject entries separately so that you have an author-title catalog and a subject catalog. The larger the collection the more beneficial a divided catalog becomes to the user.

One extra card is kept in a separate file called a Shelflist where it is filed by location or classification number. This file is for the librarian's use in maintaining a complete record of the holdings of the library. When you wish to make an inventory, or check to see that all items are actually present, then the shelflist is invaluable because it lists all books in the order which they should appear on the shelves.

Book Processing

Books (or other library items) that have been cataloged and classified will need to be physically processed before they are ready to be shelved or checked out to library users. For books, the following steps are sufficient:

1. Check to see if the information in the book matches the information on the catalog cards.

2. Stamp the book with the library's name. The best places are on the outside edges of the pages and the bottom of the title page.

3. Label the spine with its classification or location number.

4. Write the information from the spine label on the back side of the title page in case the spine label falls off.

5. Paste a book pocket for the circulation slip in the back of the book. The library's name should also. be stamped on this book pocket.

For other types of library formats, such as recordings, videos, etc., you need to remember the essential steps. Basically, you will need to identify the item as library property, mark it somewhere with its classification or location number, and provide a place where borrowing and date due information can be stamped. All processing supplies can be ordered from library supply houses listed in the appendix. Ask for their catalogs.

This chapter has given you a broad overview of labeling your books so that others can easily locate them. A good book to read if you are going to use any of the standard library classification systems and subject heading lists in labeling your collection is Akers9 Simple Library Cataloging. This book is now in its seventh edition and is most helpful to those beginning library operations. Complete information on the book is listed in the bibliography.

Chapter 5: How to Order More Books

A library needs occasional infusions of new books into its collection in order to stay relevant to its users' needs. New books are being published all the time in all fields, and purchase of at least some of them should be considered. Old books get lost, wear out, and become outdated. A static collection is a dead collection.

Collection Policies

Before making any purchases or accepting any donations to the collection, a policy should be enacted. This will prevent helter-skelter growth based on the personal opinions of whoever is doing the book ordering, or whichever user makes the loudest demands, or which books are cleaned out of attic shelves each year. The policy should state the following:

1. The purpose of your library and its collection

2. Whom it intends to serve and why

3. What type of materials will be collected

The policy should cover gifts to the library as well as purchases. It should be approved by the governing body of the organization and be subject to evaluation and revision on an annual basis. It should be specific enough in content to provide guidance for the individuals responsible for selecting and ordering new books. The book Library Acquisition: Policies and Procedures, edited by Elizabeth Futas, contains sample collection development policies. The book provides guidance on what to include to meet the needs of your user group and how to format a policy statement.

 Selecting New Books

After a collection policy is enacted, you will need to identify new books needed tJn the library. Common sources of information about new books are:

1. Recommendations from library users

2. Personal viewing in bookstores and other locations

3. Reviews of books in magazines, newspapers, and on television

4. Specialized library  reviewing magazines

Kirkus Review; Choice; Library Journal

The special book review magazines are likely to be available at your local public library. Most of them also contain reviews of nonbook audiovisual and computer software material. Short reviews are arranged by type of material and by subject. If your library policy enables you to collect only in one subject area, you will want to scan the reviews in that area only.

Keeping a "want list" file is helpful. On 3x5 cards or slips of paper jot down as complete ordering information as you can find. This should include author, title, publisher, date of publication, price, and a brief comment about why you think it would be useful in your library. The source of the information should be noted so that it can be checked later and errors corrected, if necessary.

Ordering New Books

If money is available, the next step is to place orders for the books that have been selected for purchase. It is advisable to check Books in Print (Bowker) first to make sure the books are still “in print." This means that the publisher is still stocking the title. Books in Prim also lists prices of each item and confirms the publisher. Books in Print is an expensive reference book but essential to check ordering information prior to making an order. It is updated on an annual basis. If you cannot afford a copy, check with area public or academic libraries to see if you can consult their copies. Most libraries will be happy to let you do this.

After you have checked the item in Books in Print, and are ready, there are several ways to order:

1. Direct from the publisher

Made for several books with a total list price of $ 150. This left $850 still available. is unencumbered. On July 10, books were received that had a list price of $75 but e invoice was for only $60. Thus $75 is removed from encumbrances and added to your unencumbered balance which becomes $925 (not shown). Then the $60 actual cost is subtracted from your new balance giving an ending unencumbered balance of $865. On July 13, a new order was issued with a list price for books totaling $200. This is added to the $75 left in encumbrances to give a new total  $275 of encumbered items. The $200 is subtracted from the unencumbered balance of $865 leaving a total unencumbered balance of $665. On July 18, more books came in on order 110. These books have a list price for $50 so that is removed from encumbrances leaving an encumbered balance of $225 and added to the unencumbered balance of $665 giving you a balance of $715 (not shown). However, the cost of the books received was $37.50 so that is subtracted from our funding balance giving you a total of $677.50 free of encumbrance and available for further use.

This system enables you to see what funds are left to spend on materials. The main thing to remember in using it is that the unencumbered balance changes with any transaction and needs to be changed twice when books are received: (1) when he encumbered price of the books is added back to the balance and (2) when the actual invoice price of the books is deducted, if not the same as the original encumberment.

The above is a basic introduction to the process of ordering books, as well as equipment and supplies for your library. Ordering books is one of the most enjoyable jobs in library work. For not only do you get to choose new material and spend money, but you are providing for the needs of your users. Your rewards are immediate when you see your users' delight with the new book.

Chapter 6: How to Circulate the Books

A library exists for the sake of its users. Getting library materials into the hands of users and then getting them back again is one of the most challenging parts of operating a library. Here we are dealing not with inanimate objects but with human beings in all their variety.

This chapter will describe the issues circulation policy should cover, pointing out along the way all the possible options depending upon library size, use patterns, and budget. Then a simple circulation system will be described.

Circulation Policies

Just as you developed a policy for book orders, it is advisable to write one for circulation. A policy can ensure objective, fair rules and procedures that will apply equally to all. users.

The first step is to determine whom your user group is to be. Will your user group include only the members of your organization or group? Will it also include spouses and children? Will members of the general public be allowed to use books in your library and under what conditions? Will there be a charge to use the library? Will some, or all, materials be limited to in-library use? For what length of time will material be allowed out of the library? What should be done if the material does not return on time? Will there be fines or a cancellation of borrowing privileges until the book is returned?

Will the library be staffed during open hours? You need to look at the size of your collection. the frequency of its use and whether your budget allows for paid help or you will need volunteers?

In establishment loan policy, consideration should be given to deciding whether all books should be available for loan or whether certain books-because of their high demand or special nature-should be restricted to in-library use. Librarians call these items reference books and they are usually given a special location within the library. Examples of reference items are encyclopedia sets, dictionaries. manuals, and works pertaining to the purpose of your library such as bibles, organizational manuals, rules of order, rules of standards for your profession, etc.

Loan policy should be decided next. If books will be allowed to circulate outside the library, more questions need resolving. You can have an indeterminate use period, but that is very impracticable and leads to users considering borrowed library materials a part of their own personal collections. A good loan period will be determined by whom your user group is, and what the library material will be used for. If the use is basically short-term and your users have ready access to the library then a two- or three-week loan period should be adequate. If users drive long distances to the library and only come on an infrequent basis, or the material is such that effective use requires longer loan periods, then a longer period can be established. In no case, however, should this period extend more then several months, as this again tends to promote feelings of ownership in the user.

Another decision concerning loan period is when or how often the due date should be changed. If your library has heavy use and is staffed then the due date can be moved up on a daily basis. If not. it might be best to change the due date only on a weekly basis. For example, if you had a three-week loan period and you moved up the due date only on the Tuesday weekly meeting of the organization, users checking out material that day would have three weeks use of it while a user on the following Monday would have just over two weeks use before it became due. Such a floating due date is best in the small library as it makes record keeping easier, and there are not so many loan dates to deal with.

The next decision is whether to allow renewals of the loan period. If so, will renewals be granted over the telephone, or only in person? (If a phoned request to renew is fumed down, there is no way to compel the user to return the book.) If books are few or in demand, then it might be best to have no renewal. One way of handling this situation would be to allow renewals on all books for which there e no requests for use at the time of loan expiration.

A final consideration involves fines for overdue materials. Are there waiting costs for certain items? Are there complaints from users about a desired book always being checked out? In establishing an overdue policy you will need to consider whether to set fines for the late return of materials, how these fines are to be collected (particularly if your library is not staffed), and what happens if the user just refuses to return the material. Do you suspend his or her borrowing privileges or do you remove him or her from membership in your organization? In determining what your policy in the area of overdue materials is to be, it is important to establish a policy that has the support of the organization and will be carried out uniformly in all cases of overdue material.

There is a principle to remember when making loan policy decisions. Stricter policies and fines can lead to books unaccountably disappearing. Permissive policies result in fewer lost or stolen books.

Circulation Procedures

Once your user group has been determined and a policy statement issued, then the actual circulation procedures can be determined. If your need or budget allows, here are computer check-out systems that operate on Apple or IBM and other personal computers, ^here are automatic systems available from library suppliers which provide individual charge cards for each user, automatic recording of borrower and due date on book card, and automatic stamping on book slip. Sources for these systems are listed in the appendix.

First of all, you will need a file of library users that tells where they can be reached. This card file can be a 3x5 index card box where each approved user has a card with name, address, and telephone number on it. Filed in alphabetical order by last name, this file provides easy access to those who have received approval to use-the library and who may have an in-demand library book in their possession.

A sample circulation system would be as follows. Each book has a card in it where the borrower may sign his or her name on a line and stamp the due date beside it from a stamp available at the designated check-out area of the library. Then the user stamps the same date on a slip (date due) in the front of the book as a reminder of when it is due. The card from the book is placed in a box kept at the check-out area. The librarian collects the accumulated cards from the box and files them-by due date and then by classification or location number within each due date-in a circulation box at the work desk. When a book is returned, it is placed in a location designated for returned books, the card for the book is found in the circulation box. and the library worker records returned beside the name and places the card back in the book. The book is then ready to be shelved in its proper location where it will again be available for use. Basic supplies for the process include stamp and stamp pad, book slips, box(es) to keep cards, pens, and paper for users to write notes. All supplies may be purchased from suppliers listed in the appendix.

Keeping circulation records is up to the individual library. A record of the number of items checked out can be essential for proving the importance of the library to the larger organization. More detailed records, such as number of books used within each designated subject area, are helpful when considering the purchase of new material. However, before deciding to record statistics make sure the information will be used for some valid or helpful purpose.

Seeing books in the hands of users, the librarian experiences immediate gratification. A person leaving the library with what they wanted is a delight for any librarian. In setting up whatever process you decide to use to accomplish this, it is important to remember the principle of consistency. Do it the same way every time or you are asking for a mess that will take the joy out of having a library.

If you are unsure of your decisions or of certain aspects of the process, it would be best to consult with a professional librarian to make sure that proposed procedures will accomplish what you desire.

Chapter 7: How to Keep Track of the Accounts

If your library has a budget from its parent organization, then a system for accounting for such funds must be devised. In most cases the organization will have budget and accounting procedures in place. You will work with the treasurer or designated official, and they will assist you in setting up and operating the proper accounting and budget procedures.

If this is not the case and you are on your own, here is a simple accounting system to keep track of your expenditures and enable you to stay within your budget. It is really an expanded version of the order accounting system presented in chapter 5.

First, categories of expenditures with fiscal amounts must be established. For example, if you have $3.200 to spend, budget categories and assigned amounts might be as follows.

Staff Expenses $200 

Supplies $300 

Books $2.000 

Equipment $400 

Miscellaneous $300

For each category a sheet in a notebook would look as shown in figure 5. Procedures for recording expenses and encumbrances, or orders, are exactly the

ACCOUNT NAME: Staff Expenses

BUDGETED AMOUNT: $200

 YEAR: 1988-1989

AREA: Library

DATE DESCRIPTION

 PURCHASE ORDER NUMBER

 ISSUED

 ENCUMBRANCE REMOVED

 BALANCE LEFT

 EXPENDED

 UNENCUM

BERED

BALANCE

Figure 5. Expense sheet

The same as those described in chapter 5. Areas with only cash transactions to record, will not need to have space for order numbers or encumbrances.

The important thing in any accounting system is to be uniform. Record all expenditures when they are made. Don't fall into the trap of putting expenditures aside "until tomorrow" because that type of tomorrow has a habit of never arriving and your records will be a mess.

In preparing a budget, look at expenditures from the previous year, particularly on-going expenditures such as staff, supplies, utility costs, and insurance. Make sure that you have requested enough funds to pay for these items. In other areas such as books look at areas of the library which receive heavy demand or where requests are considerable. Make sure your budget request will handle a reasonable number of purchases in these important areas. It is best to inform your organization of basic library needs. A long-range multi-year plan of book purchases can be made so that essential items are purchased in the first years and by the end of a five-to ten-year period an adequate collection has been achieved.

The previous pages have covered some basic information to enable you to determine if you need a library and if so, how to begin it. The appendixes and bibliography that follow will lead you to people who can make your task easier, suppliers and book wholesalers who can meet your needs, and books to provide you with more insight and understanding.

As a librarian I close by welcoming you aboard. Your task will at times be difficult but it will have great moments of joy as you unite users with the material for which they have been searching.
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