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[.. B. Condensed Accession-Book

importance, is the

% form.
ate pigeon-hole, in

ced,
ondemned,
er misplaced, the
r supersedes. Onee
ar and the biading
He may turn tor
e, and = and wkewee, and
vell-made accessica-book has an
nawn to aay other catalog. It & the

the ook an

the hook is thms an indicator for the entire
aneable record the additions for every day,
| at a glance; also the total numbes of vole
had: and its present number by subtracting the
This he it permanent of Tibrary records,
o entrics, 25 sometimes happens in
1 to rewrite them, as often happens

14 the

card catalogs, nor of being compel
in the shelf li:t

The name catalog should not be applied to the acccsme-beek or to the
shelf list, but is restricted to the author, 1, and subject catalogs, made
primarily for the use of readers, white these are chiefly foe offkhl use. %
monly “accession” is wsed also 45 an activ verb, Some ebjed.? this, L
prefer entry-book and “to enter:” o r\'mrﬂ—lfc‘ok asd “to IW"_ :’w
and “to enter)” “To register” confuses with the regitration mﬂ :
Additions or addition-book and “to 'd't"r“ ping best, 33

¢ way to "add" & 3 3

record is technically the o,::);y ‘gms a5 e e = u

Far this essential book .
all were finally combined in the A L. A. Model, made 57 a M




’ ml'd thuraly all the various forms collected, 1
% and fimally agreed on all the details of materials, muling

ss help the oye in passing acrass the page, followi
w, and thus avoiding the danger of getting off t

Rules for Entering
5 & chodee of two or more ways is given in sevesa
before making the first entry, read these rules thi
tl & mentioned, except those to be used, and ad
t )_u rules that seem desirable, and 5 “List
Hn thig book,” which will show names of age
y but oceurring «o oftem as to need contractic
8 at the preface will for all time show what th.
and explain any abbreviations not on 1.

after 4 {s ellated awd agrend

daddhinm should be kept as sivictl,
xk;:nm in thin can be written
sp e, they may be entered first, |
*im": ;l;e.libnr_;.lxiv properly added worth-

2 re readily found; but 3 book with i ' . ok et alml::"
m with books from other solrces or el ety "o aoq b et

ap to [ ning the top is need i turming It
up at [lies ntries til & new te is pref 1e accessson number, I 2
it " more are rec L the same day, the date in top margin Is
. Onee enan e s only a sing ki : t its date must be given

W COresponds 1o the invaice- f the § writte . it would also be the date of entry. A
& °m‘g“ it with ordes-book ¢ ' « entered under the sume date, to show
e k is complete and i ey came even if the entry takes several days, It is less
: Cheek the price on bill, an I|I | g at day ine is written, than what day the book was received

Then, if i ech + into the y. Som er give the date of entry rathes than reception,
'Gnillwru;lorimpmﬂ( d; ,,':: when d t, as being st Others note both dates. This shows ose
o be “added” to the ;ibm'" - 1 for strict observance of Rule 1. 1f delay i necessary pug the date on

ta the librasy should hel the caver where it will be covered by the book-plate, unless the order clerk

}, source, cost, and an puts, as he ought, the date on the inner margin of the first recto. 1i books

anider the pames o’I: accumulate they should be kept in order of reception; and, if any u‘m

book of additions wanted before the others, the lines may be counted oif 50 as to accession in

e proper osder.




 comsecntia: wamber ox 1 first Wank Jine of
v aw the feoer margiv of the first recto, af
and mever assign fhe pawe munaber 20 ard

‘ nid, exchmged, or candriescd, aud an exact i

e each separate volwme, and not to works,
Mions Numbesing wmards, in however muan)
e, always leads 10 confusion. The la '
je& the library Bas received from the beginning
band at intervals, ke periodicals. 1f an effort
Works. rather than volumes, the first volume
uble; e g, v. 4 comes in to-day and shoul,
3 are sumbered g75. That entry must
¥. 4 is here, When v. 5 comes in, it
 t0 the end. Such constant changes and
‘and are sure to beget confusion.
mes, without trying to keep all the volumes

um

the exact order of their reception, with-

elf-warks by which readers call for what
are sumbered. In the accession-book,

0 each volume, Some catalogers have
fine. The only gain is 3 little paper;
B0 ecanomy in the end. The entries,

for mention. One serves for
i‘“d even this is done only once
has 10000 lines, or pigeon-
0us plans proves it best to
boak ta exch volume,

ble then in recording
valumes of a set.
00 mment to pre-
| Way i perfectly
tision s surc
sny volume

, which is the

“Binding"

urce column

name, shows thas the pamflets ha

en in the libeary

acceasioned, the namber
ection, as it is the identi.
ks column opposit each

with date.
mpt on the

recto alter the
mber is preserved for immsediate

. ck i the binder. This
title iteelf, which 1t
lie ink often shows thra or
b surface for stamping.  Ewen af
d here a2 the plate 33 lost in re-banding,
used, stamp the accession sumber on the
tcard botfos-ride up, 50 23 to be read from the
Irawers, or crosswise of the back oo the
jront. This sumber on the card often
hine being set, it is no appreciable laboe
er wanted, On the back it takes no space avail-

and is just as convenient, if stampt bottom-side ug.
yn machine it is not known bow many cards will be
written, s0 o he one main author and one main subject card is stampt.
This is also an advantage, in that a card not stampt on the back & thus
recognized at & glance as an “added entry" or secondary card. The number-
ing machine, tho costly at first, is a real economy in a library, where it saves
its cost in time of clerks and catalogers, beside giving compact peinted sum-
bers of the highest legibility.

¥. Numbers when in column are quicker to write and easier to read if only
the last two digits are given except for each 10th number. For fioc. a 1000

5 a donble
to give the n
sble for title or n
When 2




1 w. 9 )
if dates of entry or receipt of
etimes done because a blank
and below the list of books
by themsclves. This
le printed numbers impracti-
rs beginning each page, and refer-

2 number, and dates in the leit
n 20 “and the eye is greatly helpt in

to give only volume-numbers,
rks in pencil, so that they can
ok if the system does not
very great value to libraries
changes, 1. They refer
psulting the catalogs ; 2. They
are the best check to show
insted of disappearing by

ge, uul sheld, insted of class,
crass was chosen, for its

columns will be
n the location of the
k is cataloged, clast and

5 nawe and the title

as m the brief-titic finding indes
Ty fo 1rr-131.)

(For

entified. If the work 32 anonymous, leave
l:‘l.n:d when autharship = di:c."n.f-.-cd. The
faint, 50 as 1o be seen only when ookt for
line accurately one under the other, When
‘ ry long, this line is simply disregarded, but in most
¢ a little space between the anthor and the beginning of the

i author's name to be used, or the heading which takes jts
10r column for transactions snd various other books, must
with the entry in the other catalogs; and, as it must be decided
ing should not be written here at the risk of error.
I mber, if in doubt, and the book must be entered
e the author column blank, and fill in after the heading s decided
A volume of pamilets i3 entered under the heading
on the main card with a note; e g., “& g ather pam.”

otl catalo

o place, publisher, date, poges, and size, in accordance sith rales for
that more abbreviations may be safely wsed.

3. 1f several places or publishers are printed, give only the first samed
on the title; or the most important if the main publisher s given in lasge type
with fine type names preceding. Some omit the publisher, but it shoald be
once recorded somewhere to help identify each book or find a duplicate it
ed. The publisher differentiates two editions of same place and date,
and is often used in replacing, tracing, ete. I omitted from all other records,
give it here, Leave space hetween abbreviation for place and publisher,
0 it shall not look like a name and initials; e z, Lo MacMillan, net
L. MacMillan, }

b. 1f something must be omitted to save labar, perhaps the publisher can
be spared easiest, or the pages, il given on the cards, 0

¢. Give the date of publication in years of the common calendar,
Arabic figures. Never, here or elsewhere, use an mber:

. 1¢ it differs more than a year from publication date,
of copyright with ¢ prefixt, The line headed DATE is wid
figures, so this important item specifying the real date of

e and size, 50

I‘

¢. The extent of a book depends on pages



in so small
ith the ¢lass and book nux_nb_trs
yost neeful items in identifying
., and is best described by
, and t)-pc).ba:
Y interlining, b

gn'i:l:a?:o by the L AL
e if it has been trimmed

., . B13-1130-
B e Ca's Size Card,
agomal lines the proper prefix
It i kept inside the cover;
of the accession-book or paste
‘book accurately on the card
es 43 an automatic guide

ay an important item in choice
extent, but is more useful on

, interline it in the cost column, or better, to allow footing the
enter it in Remarks, next to cost column, If list price is
at the net price also in foreign terms.

at it at the right of the source column, next
) n, using fr, m, and s for francs, marks, or

for dollara. If, because of rarity or met fist
from auction or second-hand dealers, the price paid is
al for a baok of that list price, prefix “n” (net) to the
n, to show it i - Some wisely do pot stop to

prices, but enter them only when already known.
s ; )

t AN eTror in e

are bo't at once, give cost of the series opposit
, follo by a note of the number of volumes imcladed;
i some work come in together, and cost together S13.44
up, and entering 3448 against each volume, make the
entry st the first (v. 4) in this way: 3 v. $13.44 Or (3 more diifficult
trv t nnect the lines of the differens volumes by a bracket,
¢t against the center. For convenience in identiiyving what
te and total may be given in Romarks oppasit the first
on line 10,431 the remark for a bill covesing 30 v. would be “To
of 19 N. §110".7  The date of the bill is always earler than
ception. 10,460 shows the line of the last entry included in the bill,
as docs the remark of the next bill, unless it is for 2 single volume, and 36 8ot
ecorded, It is often handy to check off special bills in this way, and the
r is trifling to thus indicate the extent of large bills. Mark gifts “g” i
2t column, and if cost is known add itin [ ]: e. g, g [175] For convenzence
in footing amount paid out for books and amount of gifts, it is well 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. Sone
even write the entire line in red, Give items of cost carefully, thas making
the accession-book for all practical purposes the invoice-book.

11, Mark the cast of cach book i iner wargin of first recto affer dale of recep
tion, wohen collading twith the bill. < :

From this place it is copied in the accession-book, and & du-h-‘l;,;- y
great convenience in determining value without consulting records oe bals.
The cost written in the inner corner of some special page '(“d_
library, serves to identify books with Tabels removed, ot Covers.
binding, or by accident, or by d:;xzn wlm::':: e
may wish to know the cost, and it 15 unw
of \y;meh the place cannot be told to all interested. A much

¥



e g apin hole
f'lﬂi can hardly be found
detected by an expert,

exchange, witkdroxnl ai
or dispasition,

it came into the library.
jon i case the book is
es less Babor than at first
s come in from the bindery,
and note the new dress,
reader wishes to pay for
vas ﬁm as at first ba't for
n added cost of $1. The acces-
mical facts, that appear

Library abbreviations

Complled by MxLvie. Dxwey

100 FORENAMES

bral
Aexandre
Al
Ar
Andre
A, Anna
Ant Anthony, Anton, An-
Loane
Arch Afehibald, Archambaud
Arx Vrthur
A: Augustus, August
Auguste

)
omew, Bartho-

Umsh-pl er, Chris-

Clar. Clarence
Dan. Daniel
F David
D.. Delia
Edg. Edgar
Edm. deund Edmond
E: Edward, Eduard.
Fdovard
E. Elizabeth
Ern. Ernest, Ernst
Eug. Fugene, Engen
3 Fanny
Fer, Ferdinand

Fitz W: Fitz William
Frances

Barthélemi

toph (£), Christopbe

CUTTER AUDREVIATIONS

F: Frederick, Friedrch,
kj Frédéne
G: Gearge, Georg,

. Ge
Gert, Gertrude, Gertrand
Gilb. Gilbert
Gi. Bat. Giovanni (Giam) Bar-
3 tista
G. Grace
Greg, Gregory, Gregor, Gre-

goére

Gu. Guillaume, Gulielmas
Gse. Gustavas, Gustav,

Gustave
Helen
Henry, Heinrich,
Heari
lluman. Hermann

I H:gipl
Hugp: ﬁe' L

Tgnatius, 'f;';ﬂl-
Isaac, Tsaak




Samuel
 Sebastian, Sébastier

eodore,

Thomas

Timothy, Timotheus,
Timothée A

Tlrich
Ursula
Victor, Viktor

~ Wilhelmina
Williag, Wilhelm

'Zno

asd , for e Freact, € g o Joda,

Stephen, Stephan -
Theodor

acct.
ad.

Am. or Amer. At

anal.

med.
Nener e trie abbreviathona for specialy pramisrsd
.

virious paging
(ht:‘l».'-rn: words) with
(aiter words) wanting

bbreviations for kawivary and other dengrations

chronolo:
compiled
containing, contents

continuation, continued

French

from
geography—ical
geology—ical
geometry—ical
German—y
Greek—cian
history—ical
heraunsgegeben
improved—ments
including
introduction—ory
Ttalian

Latin

library
literature—ry
medica

mem.
misc.

ms mss.

N. A
nouv.
pref.
pub.
rel,
rept.
rev.
S. A
sep.
s0C.
sup.
theol
r.
trans.
U. 8
vocab,

&
(1

memonr

miscellaneous
manuscript—s

Nocth America
nouvelle

preface, prefatory
pablshed—rs
relating—ive
repart—ed—er
revised—ica

Somth America
separate

society
supplement—ary—ing
theology—ian
translated, traduit, et
transactions

Tnited States




Oregon

Pennsylvania
rsydent

val academician

reverend

Lu gi Batavorum

o
Manchen
New Orleans
New York
Oxford

H:i;addpl i

1%

F.San Francisco *
is

superintendent 2
Tennesses

Texas

United States

U. S of Ameria or

U. S, army
U, S. navy
. R Utah territory
1 N. A Va. Virginia
N. B ¢ Bru " visc. viscount
23 N. C North Carolina Vi Vermont
ct of Columbia Neb Nebraska Wis. Wisconsin :
of civil law N. H ¢ Hampshire W.T. Washi territary
or of divinity N. J New Jersey W. Va, West
e N. M New Mexico Wy. Wy

MONTHS

-

Ja F Mr Ap My Jo R Ag oS 0 ﬂ‘ ‘

DAYS
Sn M Tu w Th F St

i Use in this order “W g § 85" for Wed. Seps. oth, 1855
Use usual abbreviations for days and months o catalog

FIGURES

Never use roman numerals! Use arabic figures, 8.
seript, for all numerical expressions. N



, leaving the old
Give hight first,
Y means cen
cover. Width
er ar letter-
either falio nor
ck with size of

by a colored
library ;
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