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L. B. Condensed Accession-Book
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d thuroly all the various forms collected, made and

B e n all the details of materials, ruling, print-

tested samples, and finally agreed o

ading.
hgl"h‘: ‘:ull“u-ednfim lselp the eye in passing across the page, following one or

two above or below, aad thus avoiding the danger of getting off the line in
crossing the fold.

Rules for Entering

In the following rules a choice of two or more ways is given in several cases,
Each user should, before making the firat eatry, read these rules thru carefully
and cancel &l the forms mentiomed, except those to be used, An_d add neatly
in manoscript any added rules that seem desirable, and a *List of special
abbreviations used in this book,” which will show names of agents, funds,
ete., local in character, but occurring so often as to need contraction.

This dome, & glance &t the preface will for all time show what the rule was
for estering in that volume, and explain any abbreviations pot on the printed
Tist,

I, Enter eack book immediatedy ofter it is collated and agreed with order-book and
T,

3. The official busi record of additions should be kept as strictly up to
date as & cash account. If more books come in than can be written up at
once, and wome are wanted in special haste, they may be entered first, but
under 5o circumstances should leave the library til properly added. Onee
bearing the accession-number, other facts are readily found ; but a book with-
out this guide is earily lost or confused with books froem other sources or
coming In on other dstes, The accession-book corresponds to the invoice-
book of a business house, Asa package is opened, collate it with order-book
and Lill, to see that it is what was ordered, that the book is complete and in
proper condition, and that the price is right.  Cheek the price on bill, and
enter it on order recosd, thus “agreeing” them. Then, if correct, enter the
book af oner on the invoice or sccession-book.  If incorrect or imperfect, do not
enter l? at all, for this fact decides that it is mot to be “added” to the libesry.

b P‘:ﬁll‘ru. statuary, maps, and all articles added to the library should be
M and numbered, so as to record the date,

numbers may be saved in a block st the front or back of the accession-book,
thus keeping these peculiar articles togeth To distinguish them and their
vumbers from books, preflx A, marking the first work of art A 1, and o on,
the last number showing the extent of the collection, 1f wisht, a similar list
for scientific specimens can be made under S 1, for maps under M 1, ete.

¢ Maps, charts, etc,, not In book form are stampt in the lower right cormer,
or near the title of the map. In the size column, length and bredth are given
in cm; e.g., 41X52 em,

2. Use oV the standard library abbreviations in off entries,

These include dates, authors’ forensmes, place, size, binding, ete. See
Library Abvesiations appended to these rules for full lists. So many facts
are given in so0 little space, that it is important to save room by using abbre-
viatioms ; and, as only those familiar with them use this book, the objection
against their wae in public catalogs does not hold good. All cbvious contrace
tions may be used in this book, specially in titles; e. g, “geog." for geographi-
cal, “hist.” for history, “biog.," etc,, etc. The compact L. B. dates are best for
all library uses,

3 Give doy, month, and year in the wpper icft margim of eack left-hand page, and
the day and month before the first entry of cach day.

The running date at the top is used in turning to find books by dates. It
applies to all entries il a new date is prefixt to the accession number, If &
whole page or more are received the same day, the date in top margin is
enough. Sometimes only a single book is added, bat its date must be given
as carefully a5 for the pageful, for dates, like other figures, are almost worth-
less if not exact. This date shows when the book came into the library; and,
if the accessions were written up daily, it would also be the date of entry, A
large number coming at once should be entered “:nder the .I.-d:,:.uicb .l::
that came to) , even if the entry takes severa is
ml::}"m dayt‘:blzuh written, than what day the book was received
into the library, Some however give the date of entry rather than reception,
when different, as being easiest. Others note both dates. This shows one
reason for strict observance of Rule 1. If delay is necessary pat the date on
the cover where it will be cavered by the book-plate, unless the order clerk
m;nhemh.ﬂndneontheinmmughollhfn?lm 1§ books
mln-myshouldbehmhofdudmepthn:nd.ﬂu-ym.ped‘ﬂyi
wanted before the others, the lines may be connted off 50 as to accession in

proper order.



B i line of the
Give fo cack totame fhe et emavcutiv maber on the first bank
Jm,mmmmmmwburmzinafﬂf!’”m-‘f*""
tille page of esch voluwe receivnd, and mever oreign mmnmu-nmwl_-
ame, et if the original e loal, soid, exehanged, or condesuned, ond an exoct dupli-
cate ohdpind.

& An accession-number i given each separate volume, and not to works,
or sets, or Jots, or series, or collections.  Numbering wworks, in however many
volumes they may chance to be, always leads to confusion. The last number
shoald shaw Low many volumes the library has ived from the beginning-
Books are often isswed in parts and at intervals, like periodicals. 1f an effo
is made to number books or works, rather than volumes, the first volume

fved in inuation makes ble; e g, ¥. 4 comes in to~day and should
be numbered 1347; but v. 1, 2, and 3 are numbered 975, That entry must
be found asd aftered to show that v. 4 i here. When v. § comes in, it
must be again altered, and 50 on to the end. Such constant changes and
erasires make 3 slovenly book, and are sure to beget confusion,

b. To number each lot as it comes, without trying to keep all the volumes
of a set together, is a little better, as it saves changes; but, if an i
book is kept at all, it is best to keep it properly, and let it show what it pro-
fesses — the additions of cach day in the exact order of their reception, with-
ot classifiestion in any form,

A b:'y x"mw-boi:l: cal-numbers :ar shelf-marks by which readers call for what
w , and not volumes, are numbered. In the i
. i e oy b o accession-book,

d. The rule gives a separate line to each volume. Some cataloge:
pat sets of 50 or €o volumes all on one line. The only gain is a IittIenp:p::"
for the apparent saving of labor proves no econoemy in the end. The entries,
if the same, are dittond with labor too trifling for mention, One serves for
the whole Tine, insted of dittolng each word; 2nd even this is done onl
in the fe of the book. A single accesslon-book has 10,000 Fi A ,lemm“
holfﬁ for 10,000 distinct volumes. Trisl of various plans i s v
assign one of these pigeon-holes or lines across the bo}ak to cl::nm ln L.

o The rale assigas a given line to a given vol W'ume.
any otber than that identical volume. There is “m:;»::d forblde its wse for
- - B H p -
titles, imprints, cost. scurce, blading, etc., for (bzonilf ssgum-Tacl
If any volnme i lost, or re-bousd, or m;“im erent volumes of a set,
serve s history and the recond of it present state, the sy b eI

e, the way is perfectly

=im

to a!:-li:e :;;;:::;;:‘ ;:‘;?: .t;; Put‘:m a single line, confusion is sure
. s rul

a8 be catered ad fous with the less poseble ahor, T T TTE
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f. Some libraries in replacing a lost book give it the same accession-
?umbe: as the original. This is convenient and best for sheif-numbers, but
is all wrong for exession-numbers, Lost books often come back after many
years, and some day a wearisome effoet to agree accounts discloses fwo books
bearing the same accession-number. A book put in the library to-day in
place of one lost five years ago was added fo-day, and not at the time of the
first purchase. It Is e. g, the 1374th volume added to the library, and is to
take the Nace of 973, which some one has lost.

g- Pamilets not previously d, when bound, are entered the same
as new books, on the date when they come in from the bindery, which is the
time of their reception as books. In the source column the word “Binding,”
in place of the agent’s name, shows that the pamflets had been in the library,
but not entered.

b, In binding together two or more books already loned, the b
of the first may be retained a3 the of the collection, as it is the identi-
cal book, and all of it, with additions. In the Remarks column opposit each
of the other volumes enter “Bound in No.—" with date.

i. This number as soon & assigned is stampt om the first recto after the
titl. When the book is re-bound, the number is preserved for immediate
reference or identification after the book comes back from the binder. This
i3 the most convenient piace for this number, after the title itself, which it
would deface, and thse reverse of the title where the ink often shows thre or
blots, and where it is barder to get a smooth surface for stamping. Even if
given on the book-plate, it is repeated here as the plate is lost in re-binding.

j- Ii a numbering machine is used, stamp the accession sumber on the
back of msin suthor and subject card bottem-side wp, 50 as to be read from the
front when lockt in the catalog or crosswise of the back an the
reverse of the upper left corner of the front. This number on the card often
smves a double ref , and, the machine being set, it is no appreciable labor
to give the number wherever wanted. On the back it takes no space avail-
able for title of notes, and is just as convenient, if stampt bottom-side up.
When at the accession machine it Is not known how many cards will be

“written, 50 only the ose main suthor and one main subject card is stampt.

nhhnhomdvm-g',hﬂlnlurdnotmmp(onduhckhua-
Wutaghmum"wwemd'm@n&rym The number-
illcmdim,lhocunlynﬁm.islralecoaomyq.lnwvy.whnnm
its coat in time of clerks and catalogers, beside giving compact printed num-
i Lity. '
o arearalp g icker to write and easler to read if only

k. Numbers when in col are q
the Tast two digits are given except for each 10th sumber, For 6oc. a 1000




(% all pri d in ad This

et Ry T&:‘:d‘ht:e cheapest way.

catest and . i
hmm‘::c: cannot be printed in advance if dates of entry or receipt of
books are given on a separate line. This is sometimes done beca.usa a blank
line (with only the date in the centre) above and below the list of booh
received together sets them off distinetly as a group by dlcn:ulvft. Th'n
plan, however, besides making the very desirable printed P
cable, breaks up the uniformity of numbers beginning vach page, .md refer-
ence is less ready, By oar rule of a line to & number, and dates in the le.lt
margin, every page begins with an even 20, and the eye is greatly helpt in
quick reference.

5. Enter the clazs, dook and soluwe xumbers a3 soom az assigned, in ink if per-
wanent, in pewcid if Fadle to aiterstion.

a Some libraries are so nambered, or Hable to so frequent changes in their
shelf-numbers or press-marks, that it is best to give only volume-numbers,
which remuin fixt. Others give the press-marks in pescil, so that they can
be readily altered, The columns can be left blank if the system does not
sdmsit of their satisfactory wse. They are of very great value to libraries
that have a shell-number not lable to frequent changes. 1. They refer
directly to the shelves and sheli-lists without consulting the catalogs; 2. They
make analysis and statistics vastly essier, They are the best check to show
that all books paid for really get on the shelves, insted of disappearing by
accldent or design before getting on the inventory [shelf list] and catalogs.

b If the old fixt system Is used, alcove, range, and shelf, Insted of class,
will go in the first column, for which the heading crass was chosen, for its
brevh_y and applicability to almost any system. Nearly all libraries agree
in wsing a book-number between this and the volume-number, Whese the
alfabetical arrangement is followed wholly or in part, these columns will be
uudloflhwonkorlmmndﬁgumwhichmlnﬂnhaﬁmofthc
b::;&nmm??olmlmknbhnkdlthubo&huum clast and
:iu £ ted; for it is lmp‘onlhle to give the numbers accurately, til the shelf

s nouuh.d Even in the alfabetical systems there is a chance that the
identical combination has cccurred before, and must be differentiated.

&Ghv:kuﬂw'ammd:&mk,uﬁ.mﬁf.m inding inde. F
detailed rules ace Library Netes, v, 1., p. 113-131.) o Ay

a. Space allows only & brief title, and other facts are given with so m
fulness that the book is readily identified. If the work suymu. Ie:::
the aurior colummn blank, to be filled when authorship is discovered. The
line separating author and title is faint, so as to be seen oaly when lookt for
to guide in makiag the titles line accurately one under the other. When
author’s name or title i very Jong, this line & simply disregarded, but in most
::dcs there will be a little space between the author and the beginning of the

e,

b. The form of author's name to be used, or the heading which takes its
place in the asthor col for t ions and various other books, must
correspond with the entry in the other catalogs; and, as it must be decided
from them, a careless heading should not be written here at the risk of error.
With this a5 with the class number, if in doubt, and the book must be entered
at once, leave the author column blank, and fill in after the heading is decided
for the other logs. A vol of pamflets is d under the headi
used on the main card with a note; ¢ g, “& ¢ other pam."”

7. Give the ploce, publisher, dote, poges, and sise, in occordance with rules for
fit sithes, except that more abbreviations may be safely weed. A

a It 1 places or publish are printed, give oaly the first named
on the title; or the mast important If the main publisher is given in large type
with fine type names preceding. Some omit the publisher, but it should be
once recorded somewhere to help identify each book or find a duplicate if

ded, The pablisher diff i two editions of same place and date,

and is often used in replacing, tracing, ete, If omitted from all other records,
give it bere, Leave space between abbreviation for place and publisher,
20 it shall not Jook like a name and initials; e. g, L. MacMillan, nod
L. MacMillan,

b If hing must be omi 'lonvelabov.s:hpmpnblhhrm
be spared easiest, or the pages, if given on the car

¢ Give the date of publication in years of n:‘e common faleudu and in

1 (X

Arabic figures, Never, here or , tse s
d.l;fitdiﬂmmlluna year from publication date, always give y‘l“
of copyright with ¢ prefixt. The line headed Date is wide enough for
ﬁpm»tﬁlhwumlum-pedlﬁu‘themlaudpdﬁudumh
added. b
0-‘l'be:xhntolabooltdwdsonpm-nnd-ne.lomnothMbo



given. The 'nglstbemutudulnundmmbegivnhn-l!
space; as it isp::lbc cards it can be filled in with the cluf and book nn!ﬁu!
withoot looking it up twice. It is one of the most useful items in identifying

similas editions. A pamflet is only a thin book, and is best described by
giving paging; ¢ g “37 9. O All the sizes (binding, paper, and type), a8
well a2 fold, In case it should be desirable, can be given by Interlining, but
except in rare books, the size-letter is sufficient. Give the size by the A. L. A.
book-gize rule. If it is on the line, call it the larger if it has been trimmed
in re-binding; if untrimmed call it the smaller. For books paged in frag-
ments, do not subtract, but give the first and last; ¢, g., p. 613-1120.

£ An admirable help in quick and accurate sizing is Cole’s Size Card,
publisht by the Library Durean. It gives by diagonal lines the proper prefix
mar, g9, or ob, without separate measurement. It is kept inside the cover;
some mark the size lines inside the front cover of the accession-book or paste

-in a Cole card, tho it is less handy to lay the book accurately on the card

than to insert the card under the cover, which serves as an automatic guide
to hold it in exact position.

¢.?Pelhuoﬂypeismelyglve-,duwmnymimporhntitmlncbdce
of editions for reading. It i a part of size or extent, but is more useful on
the catalogs than here.

8. Give the biuding material, indicating half binding better
[ W';m £ "mar. If the book has leather cormers cz.';('.ﬂ:“c‘::";-:r'ﬂ
dndicate it. 1f by o fomous binder, or othermize kable, note in Remark

9 Under 50URce wwrile the mawe of the giver, i A
h‘:lmlkhmnfamf:uiwlﬂm’;‘lz‘lxmmz

awkow o', if from the geweral

10, Under i
cxchanze o fovign bk 7 O s he actul cost of the buok, incuding

& A ruling for pounds, shillings and i
% - pence is not needed. So few books
mong mni-lhellbnrywnlbenb\lhd.thuninnmdqmm

lence requires that cost be given in ordinary aemlu,." these cases conven-

must be kept, interline it in the cost colu
cost for statistics, enter it in Remarks, ne:n::;“:i“‘,: .HT: footing the
given, it is useless to repeat the net price also in foreign ta n. list price is

b, Tf the list price is recorded, put it at the right of the R
1o the deft ruling of the cost column, using fr, m, and s ':“'f::.tolumn. G
shillings, and unmarkt figures for dollars, If, because of umc S m"h'-‘”
price or special terms from auction or second-hand dealers, the yﬁ:: atf ;m
wmare O lees than usual for a book of that list price, prefix “n" '(,nen‘:"[h‘:
cost given, to.show it is not an error in entry, Some wisely do not stop to
Xk up list prices, but enter them only when already known.

c. When several volumes are bo't at once, give cost of the series opposit
the first entered, followed by a note of the number of volumes included ;
CE V4 S .an?d 6 of some work come in together, and cost together $13.44.
Insted of .tl'mdmg this up, and entering $4.48 against each volume, make the
entry against the first (v. 4) in this way: 3 v. $13.44. Or (a more difficult
entry to make neatly), connect the lines of the different volumes by a bracket,
and write the cost against the center. For convenience in identifying what
came on cach bill, the date and total may be given in Remarks opposit the first
entry; ¢. g, on line 10,431 the remark for a bill covering 30 v. would be “To
10460 is bill of 19 N. $110"™." The date of the bill is always earlier than
that of reception. 10,460 shows the line of the last entry included in the hill,
a5 does the remark of the next bill, unless it is for a single volume, and so not
recorded. It is often handy to check off special bills in this way, and the
Labor is trifling to thus indicate the extent of large bills. Mark gifts “g"in
ooet column, and if cost is known add it in [ ]; e g. g [175]) For convenience
ia footing amount paid out for books and amount of gifts, it is ‘wcll to enter
the cost value assigned to gifts in red ink, as being more distinct than the
[ ], and showing more grafically the proportion of gifts to each page. Some
even write the entire line in red. Give items of cost carefully, thus making
the sccession-book for all practical purposes the ivoice-book.

11, Mark the cost of each book in inmer margin of first recte after date of recep
fisw, shew collating cwith the bill . S

From this place it is copied in the accession-book, and is often mﬁn-.
great coavenience in determining value without c‘omukm‘ ncofdl«d c;r i
The cost written in the inner corer of some special page agr u‘rmﬂoﬂ R
libeary, serves to identify books with labels remo'vet!. ord:’v-elr;. pe <+
binding, or by accident, or by design where ‘Ihcﬁ i m!‘en . S
may wish to know the cost, and it is unwise to use Rn“h -~
of which the place cannot be told to all interested. i private



mrkia-pgmmbnwimmawlofphh:mm?ha;e.g..-pu'nhoh
¢hru the ceater of the fifth o wsed in the paging. This can hardly be found
bym“mt«mwd.ilkm.wanmmbedmedbyuuwn.

12. Under XBMARKS indicate any re-binding, sole, lo1s, exchange, withdraioal as
duplicate, binding in with another colwae, or any change or disposition,

The preceding entries tell what the hook was when it came into the library.
Rewanks tell of any changes, and of the final disposition in case the book is
no longer in its accustomed place. This rule requires less labor than at first
appears, and saves more than it costs. When books come in from the bindery,
it is & very brief matter to open to their numbers, and note the new dress,
with its cost. Then if the volume be lost and the reader wishes to pay for
it, there is a means of knowing whether it was in paper as at first bo't for
25 cents, or in half morocco as re-bound, at an added cost of $1. The acces-
sion-book is the book of final ref for these technical facts, that appear
: no other m:lhfh ‘l‘: efficient librarian must be able someskere to refer

everything e kind,
iy '3 d, and for this no other record offers so great

The librarian who will keep an accession-book
will find bimaelf well r!pnrs. It will be in emo:l::: I::I-mdg:ﬂ:_::i
authority to which will be referred all doubtinl questions regarding the
history or present state of any one or of all his books. e
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Library abbreviations

Compiled by Mervii Dewsy

100 FOREXAMES, CUTTER ABBREVIATIONS

Abraham

Alexander, Alexandre
Alfred

Andrew, Andmk

Anoa

Anthony, Anton, An-

toine

Archibald, Archambaud
Arthur

Augustus, August,

Augu

Augusta

Augustin

Augustinus

Bartholomew, Bartho-
tomius, Barthélemi

Beatrice

Benjamin

Bernard, Bernhard

Catherine, Catharine

Charles, Carl

gulnu; Cat
ristopher, Chris-
toph (f), Christophe

Clarence

Daniel

David

Delia

r
Eﬂﬁu&d.ﬁ?lﬂ;ﬂ‘
Edward, uard,

Bdovard

Elizabeth
Emest, Ernst
Eugene, Fugen
Fanny
Ferdinand

Fitz Willlam
Frances

ste

Frederick, Friedrich,
Frédéric
George, Georg,
Georges
Gertrude, Gertraud
Gilbert
Giovanni (Giam) Bate
tista
Grace
Gregory, Gregor, Gre-
gmre
Guillaume, Gulielmus
Gustavus, Gustav,
Gustave
Helen
Henry, Helnrich,
Hes

Herman, lle.:ma"l
Hippolyte, Hippolytus
Hugh, Hogo, Hugoes
Ignatius, Ignaz, Ignace
Isaac, Isaa

Isabella

acob, Jacques

ames

ane

ohn, Johann, Jean
Bhine, Joséphe

ulius, Jules

Karl

Kate

Katherine

Lawrence, Laurence,

1

Lorenz, Laurest
Lewis, Ludwig, Louis
Louksa

X M rethe.
Margaret, ‘:f‘l'l -1




M: Yark. Marcus, Mare 8¢ .
. B
M Mathhus, Seb. Sebastian, Sébastier

PraT P, PR M:hi Ste. Stephen, Smo
N.. Nancy Thdr. Theodore, 3
N: Nicholas, Nikolaus, T Theresa

01 Ofivi " %m. %:ﬁi', Timotheus,
oL iver, vier "
0. Olivi Timothée

: Otto u: Ulrich

Patrick U. Ursula
Pus Paulina V: Victor, Viktor
P. Pauline V.. Victorla

TR e S, R T
ilip, ipp, asl on
Phil W Wilhelmina

Rebecca H William, Willselm
R: Richard Zuch, Zachary
Rob, Robert z. Zenobia
',".'_:'rﬁ.‘ vk e Bagheh samen, wen | wnk o et dhe Gorman form, and §and o Sr the Treneh, o g 00 el

FOR HEADINGS
Besides the preceding 100 forenames

- abeidger Gt Br. Great Britain
aftw, afterwards pseud. pseadonym
annot. annotator pub. publisher
:ﬂn- mym :p’t mpetllntmdcnt
col eollect . translator
:r.'_ e "um g 8. l{‘mted States

compan H i )
:"P- eommk: O name of
tﬂ“‘ ; EE;‘;‘:":;.. 0 mdude ‘”wdu« or parts of words
od. editor nflu a vwd or figure means

L T ee—
N """"-""ﬂ-vm-uu—y-

POR IMPRINTS AND NOTES
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P. or Par. Paris

Ph, or Phil, _ Philadelphia
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