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: Mark, Marcus, : t-p. no title-page ser. series
M oSl Saral J P 5P oublished, c. g. 1882 [¥80] tah. tables
Mat. Matthew, Mathius, Seb, Sebastian, Sébastier 1 P page or pages tp. title-page
Mathieu Ste. Stephen, Stephan phot. Motographs v. volumes
N. Nancy Thdr, Theodore, 'I’hcodor pl. plates v. p. various paging
N: Nicholas, Nikolax;qn., %. '}.’::grsa por, portraits - w. ‘nm m) with
icolas : Thomas ' £ rtrait of grou w, er w wanting
oL Quiver, Olivier Tim,  Timothy, Timothens, i o :
8.:. Otto 'U' R Ulsieh kit i In motes, the abbreviations in all these lsts may be used,
Pat. Patrick U. Uirsula @y
g.. a gnm 3: \tmriavmmr Y FOR NOOK TITLES
- u v f ¥ Y
P Peter, Pierre Wa. Walter, Walther § Besides the abbreviations for honorary and other designations
Ph. Philip, Philipp, Wash, Wasliitgton g :
B Philippe W, Wilhelmina $ acct. account me, memoir
R S w: William, Wilhelin ad. additions—al misc.
. 30\!. Richard Zach, Zachary : Am.or Amer,America—n ms. mss,
Robert Z. Zenobia Lo anal. analysi 1 N. A.
& lysis—tica
"_m-.’ oL yogt o Jnehoh mames, wse i and ., fur the German facm, snd ¢ ol ,, fur the , ‘ :p. appengg m
appen
FOR HEADINGS ; hmm,u'm phy _‘?ll %
» c J—
: Bexides the preceding 100 forenames < comp. com ile?’ = rept.
 abridger Gt. Br, Great Britai _ cant. contnm , contents rov,
afterwards paeud. pundonyn? m contin, continuation, continued 8 A.
annotator pub, publisher \ 000_-' corrected sep.
oy aocaed sup't superintendent dep't epartment §O%,
mw tr, translator ed. i sup.
: U. 8. United States Eng. theol.
commentator &  and enl, e
pustieryls () inclade maiden name of married Fr. trans,
- woran fr. U. 8.
WM [] nthsdemdsuputsnlwords : vocab.
Vi ? after a or >
- w | | "owword" figure means _

LI



pint in a secret plice; e. g, a pin hole through the center of the fifth o used in the

paging. This can hardly be found by accident or removed, if kn
Ao 13y awn, 5o as not to

12, Under xemanss indicate any re-bindin 1
: 7 REMARKS 9, sule, loss, exchange, withdrotwal
duplicate, binding in with another volume, or any change or disposition, i

R‘;l}):ptznedu;g catries tell what the book was when it came into the library.
s i’:'[ of any changes, and ’of the final disposition in case the book is no
e ““sa "Im ntcta:lstu:x:::d n:‘tc “"I;‘lm lr::fkmq"im less Inbor than at first appears,
: en s come in from the bindery, it is
?;’i:!;em:!‘:t: :rcn 10::’ thf;r numbers, and note the new dress, with ig COst. a';:;x);
T 'b“mhwum; the reader wishes to pay for it, there is a means of
e :oz'np;-r as at first boug!n for 25 cents, ar in half moroceo
B u’:& S facto Tl. The accession-book is the book of final refer-
B s 3; that appear on no other catalogue. The efficient
S ey fwnere to refer to everything of the kind, and for this
great advantages, ;

The librarian who will
will find hitmself wel) ,t;a‘d““f’ in accession-book on the plan above described,

K i +3
© which will be referred all do‘t w’ﬂml be in constant requisition, the final authority

present state of any one or of all his {booul hqumm regarding the past history or

N\
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Library Abbreviations

Compiled by MeLvin Dewey

100 FORENAMES, CUTTER ABDREVIATIONS

Abraham F:
Alexander, Alexandre
Alfred G:
Andrew, Andreas,
André Gert.
Anna Gilb,
Anthony, Anton, An- Gi. Bat.
toine
Archibald, Archambaud G.
Arthur Greg.
Augustus, August,
Auguste Gu.
Augusta Gst,
Augustin
Augustinus H..
Bartholomew, Bartha. H:
lomiius, Barthélemi
Heutrice Hrm.
Benjamin Hip.
Hernard, Hernhard Hu
Catherine, Catharine Ign.
Charles, Carl /I
gl:.r{slom;wr Ch h T
topher, Christop ac.
(£), Christophe }a.
Clarence =
Daniel $
David os.
Delia oae.
Edgar ul.
“ ’
fdouard Kath.
Elizabeth Lr.
Ermnest, Ernst
Eugene, Eugen Lz
F oL Lo
Ferdinand L:e.
Fitz William Marg.
Frances

Frederick, Friedrich,
Frédéric

George, Georg,

i ¥ Georges

Gertrude, Gertraud

Gilbert

Giovanni (Giam) Bat-
tista

Grace

Gregory, Gregor, Gre-
goire

Guillaume, Gulielmus
Gustavus, Gustay
dnmve

Helen :
Henry, Heinrich,
enri
I-Icmu;n. Hg;mm;m
Hippolyte,

Hugh, Hugo, Hugues

Ignatius, Ignas, Ignace




it up twice. It is one of the most useful items in identifying similar editions, A
pamphlet is only a thin book, and is best described by giving paging; e. g, 37 P
0." Al the sizes (binding, paper, and type), as well as 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-size 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 the books paged in fragments, do not subtract, but give the first and last; e. [
p. 613-1120,

L. An admirable help in quick and sccurate sizing Is Cole's 8ize Card. It
gives by diagonal lines the proper prefix nar, 5, or ab, withont separate measure-
ment. It is kept inside the cover; some mark the size lines inside the front cover
of the accession.book o paste in a Cole card, thaugh it is Jess landy to lay the

book accurately on the card than to insert the card unider the cover, which serves
5 an awtomatic guide to hold it in exact pasition,

g The size of type is rarel
of editions for reading.
atalogues than here,

¥ given, though to many an impartant item in cholce
It is a part of size or extent, but is more useful on the

8. Give the binding material, indicating half
a u{«hr 3.::. 8., *mor. If the book has leath
will indicate it. If by a famons binder, or oth

binding by prefiving 3%, or better
er corners also, M, or u superior 3
erwise remarkohle, wote in Remarks.

s""‘eliveﬂu-nameofmgm iy
. agents | : .
of the fund in the second case, “‘Te,;n‘tfd, of’ ; n all cases, prefixing the initinls

A h library are so ell known that
ﬂ‘ﬁuhhmamplc 50 the column for 3 5 o)
il source allows room §
fund, Eutultlunlbenithlsofthelmtinallmu, s
10. Under I
exchonge on éﬂum&- dollars and cents the actual cost of the book, inciuding

Mh,ﬂiﬁihpandpamisnotnwled. So few hooks
ﬁnrywillb_esobillul, that it is waste of space to devate

wven it these cases convenience requires
& a5 0 that 2 moment tells an inquires
Amauut in foreign money must be kept, inter-

<Y

tine it in the cost column, or better, to allow foo.ting. the cost for statistics, em;cr u::
:"ﬂ Rentarks, next to cost columm. 1§ list price is given, it is useless to repeat th
| ’ !

net price also in foreign terms.

b, If the list price is recarded, put it at the right fo{ tfhe source rc:’lng:n;hnmui:t 't‘o

. i sing fr, m, and s for francs, marks, .
Jeft ruling of the cost column, using i, m, o : P
zlnt:til fmmarkc{l figures for dollars. Tf, because of rarity or nef list price or specia

: : ten
. terms from auction or second-hand dealers, the price paid is more or lezs

a__mn it i‘
usual for & book of that list price, prefix “n" (net) to the cmiog:v;ﬁng .::t"mter
not an error in entry. Some wisely do not stop to look up lis :

them only when already known.

ite

c. When several volumes are bought at once, give cost OI&? ‘ruz‘:?sc‘o:p: 4,

the first entered, followed by a note of the number af volumes l; i .lnst:;d of

5, and 6 of same work come in together, and cost mgcﬂltfa:;: tilc .cntl')r against

dividing this up, and entering $4.48 against each colume, :‘;mmu erttry to make

the first (v. 4) in this way: 3 v. §1344. Or (a mobre cket, and write the cost
neatly), connect the lines of the different volumes by a bra

hill, the
against the center. For convenience in ldct}l“?i“gﬁ ‘::‘::ug'f‘: :"’ :"nc'!:ne 116'431
date and total may be given in Remarks opposite the fir '11 of 10 N. 110827

the remark for a bill covering 30 v. would be “To 10.32 s %460 sliows the line
The date of the bill is always earlier than that of reception. ;

ext h‘u' t!!l‘e“ it is
of the last entry included in the bill, as does the ""“;:: ;:::; t:a check off special
for a single volume, and so not recorded. Tt is 0 the extent of targe bills.

hills in this way, and the labor is trifiing lo.thus imlica:e‘ e [T e gon I 75].
Marlc gifts “g" in cost colttimn, and if ¢ost is known a¢ t‘md amount of gifts, it i
For convenience in footing amount paid out for books heing more distinct than
well to enter the cost value assigned to gifts in red ink, f”' fts to each page. Some
the [ ], and showing more graphically the proportion of g fully, thus making the
even write the entire line in red. Give items of cost GRUFEIEEE

accession-book for all practical purposes the invoice-hook- ey
: clo after dale @
11. Mark the cast of each beok in inner wargin of first recio !
ception, when collating with the bill.

ften
Erom, this place it is copied in the accession-book, sl 8 The cort
Convenience in determining value without consulting reco 'ind | each library, serves

Written in the inner corner of some special page | moymlﬁndm“‘”'."
to Meatify books with labels removed, or covers WK 0 gy v e
conts 0f by design where theft is intended ; but BB PSR B place
o8, and it is unwise to use it as a detective m: is a perforation
0ld to all interested, A much safer private mark is 8 peri
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1. Numbers cannot be printed in advance if dates of entry or receipt of booles
are given on a separate line. This is sometimes done because a blank line (with
only the date in the centre) above and below the list of hooks received together
sets them off distinetly as a group by themselves. This plan, however, besides
making the very desirable printed numbers impracticable, breaks up the uniformity
of numbers beginning cach page, and reference is less ready. By our rule of a
line to a number, and dates in the left margin, every page begins with an even 20,
and the eye is greatly helped in quick reference.

5. Enter the cines, book and volume numbers a1 soon ar azsigned, in ink if per-
manent, in pencil if hiable to alteration,

a. Some libraries are so numbered, or liable to so frequent changes in their
sbdftnnmbcrs or press-marks, that it is best to give only volume-numbers, which
remain fixed. Others give the press-marks in pencil, so that they can he readily
alt?red. The coltmns can be left blank if the system does not admit of their
satisfactory use. They are of very great value to liraries that have a shelf-
number not Hable to frequent changes. 1. They refer directly to the shelves and
shclH&ts.withom consulting the catalogues; 2. They make analysis anil statisties
vastly casier. They are the best check to show that all books p;m for really get

on the shelves, instead of disappeari
ng by accident or design be
mventory [shelf list] and catalogues. esign before getting on the

b. If the old fixed system is used, alcove, range, a

:g :o in the l?m column, for which the heading cxg.:'n nwis‘ms;::dt; :,::;;-

pp!blihbt:‘ o almost any system. Nearly all libraries agree in using n
book-number S ween this and tbe. volume-number. Where the alphahetical
mor !olmdlowedm wb:hn‘y or in part, these columns will be used for the
words mw‘leﬂ i tmmtbe b:‘ dctzrmine the location of the book. These two
m‘ S “:Js uulo.gned, classed and shelf listed : for it is
mwe umbers rately, till the shelf list is consulted. Even in

curred befor,and must b iferemtiate, - Comnation has -

>
¢

6. Give the author's name and the title, as in the bricf-title finding index,

a. Space allows only a brief title, and ather facts are given with so much full-
ness that the book is readily identified. If the work is anonymous, leave the
auTHOoR column blank, to be filled when authorship is discovered. The line sepa-
rating author and title is faint, so as to be seen only when looked for to guide in
making the titles line accurately one under the other. When author’s name or
(itle is very long, this line is simply disregarded, but in most entries there will be a
little space between the author and the beginning of the title.

b. The form of author's name to be used, or the heading which takes its place
in the author column for transactions and various other books, must correspond
with the entry in the other catalogues; and, as it must be decided from them, a
careless heading should not be written here at the risk of error. With this as
with the class number, if in doubt, and the book must be entered at orice, leave the
author column blank, and fill in after the heading is decided for the other cats-
logues. A volume of pamphlets is entered under the heading used on the mait
card with a note; e. g, "& 9 other pam.”

7. Give the place, publisher, date, pages, and size, in accordonce with rules for
full titles, except that more abbreviations may be sufely wred,

a. If several places or publishers are printed, give only the first named on the
title; or the most important if the main publisher is given in large type with fine
type names preceding. Somie omit the publisher, but it should be once recorded
somewhiere to help identify each book or find a duplicate if needed. The pub-
lisher differentiates two editions of same plice and date, and is often used in re-
placing, tracing, ete. If omitted from all other records, give it here. Leave m;:
between abbreviation for plave and publisher, so it shall not Jook like a name
initials; e g, L. MacMillan, sot L. MacMillan.

b. Tf something must be omitted to save lahor, perhaps
spared casiest, or the pages, if given on the cards.

c. Give the date of publication in years of the common €
figures. Never, here or elsewhere, tse Roman numbers.

Iways r of
d. If it differs more than a year from pubication i::t;:nx" f""i:;);:m'

copyright with ¢ prefixed. The line headed pave is w
”‘hf!hnpomm?:mspedfmuwmlduteofpuwﬂnbe‘dw e
so that both shou
e.'l‘bcextentofabookdepmdsmmgamdb:ﬁ& i o small spice; as

given. The paping is the most useful item that can B without
ﬂ-hmmﬁu"mumnm_unchmod'bw“"“"""" ¥

the publisher can be

tendar, antl in Arabic
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after the title page of each volume received, and wever aezign the same number to
another valume, even if the origingl be lest, sold, cxchoinged, or condemned, and
an exoct duplicate obiained.

2 a.  An accession-number is given each scparate volume, and not to worlks, or
| sets, or lots, or series, or collections. Numbering works, in however many vol-
, umes they may chance to be, always leads to confusion. The last number shauld
: show how many volumes the library has received from the beginning., Hooks are
often issued in parts and at intervals, like periodicals, If an effort is made to
number books or works, rather than voluimes, the first volume received in contin-
uation makes trouble; e. g, v. 4 comies in to-day and should be numbered 1347;
but v. 1, 2, and 3 are numbered 975. That entry must be found and altered to
show that v. 4 is here. When v. 5 comes in, it must be again altered, and so on

to the end. Such constant changes and erasures make a slovenly book, and are
sure (o beget confusion.

b. To number each lot as it comes, without trying to keep all the volumes of
a set together, is a litthe better, as it saves changes; but, if an accession-book is
kept at all, it is best to keep it properly, and Jet it show what it professes—the
additions of each day in the exact order of their reception, without classification
in any form.

c. In assigning call-numbers or shelf-marks by which readers call for what

they want, books, and not volumes, are numbered. In the casion-
- g ; acc book, volumes,

d. The rule gives a separate line 1o each volume, Some catalogu
sets of 50 or €0 volumes all on one line. The otily gain is a little pa::rt“;: ptl‘::
~ apparent saving of labor proves no economy in the end, The entries, if the same,
5 are dittoed with labor too trifling for mention, Onpe serves for the whole line,
YA A w.,ofdiuohgnd.:word;mdcrmthisisdwewlymminthelifeofwe
: book. Asﬁglcm-bookmm,anlims.orpim-hduforlo,moah.

3 tinct volumes. Trial:ofnticmphn:pmmitbutlo i v
- holes or lines across the book to each volume assign one of these pigeon-

e The rule assigns a given line to a given volume, and forbi

ther than that identical volume. There is no trouble then h&mw
by source, binding, elc, for the different volumes of a set. 1f any

Jost, or re-bound, or requires any note or comment to preserve its history
4 of its present stale, the way is perfectly simple. If two ar more

Are put on a single line, confusion is sure to arise sooner or later, while

e any fact concerning any volume can be entered and found with the

____4a_;_’

U
"-.

f. Some libraries in replacing a lost book give it the same accession-number
as the original. Thiy is convenient and best {or shelf-numbers, but is all innng
for accession-numbers, Lost books often come back after many years, and some
day a wearisome effort to agree accounts discloses fwe books bearing the same
accession-number. A book put in the library to-day in place of otte lost five years
ago was added fo-day, and not at the time of the first purchase. It is e. B the
1274th volume added to the library, and is to take the ploce of 975, which some
one has lost.

g. Pamphlets not previously accessioned, 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 eolumn the word “Binding,” in place of
the agent’s name, shows that the pamphlets had been in the library, but not entered.

h. In binding together two or more hooks already accessioned, the number of
the first may be retained as the number of the collection, as it i the identical hook,
and all of it, with additions. In the Remarks column opposite each of the other
volumes enter “Bound in No.——" with date.

i. This number as soon as assigned is stamped on the first recto after the title.
When the boolk is ro-hound, the number is preserved for immediate reference or
identification after the book comes back from the bhinder, This is the most con-
venient place for this number, after the title itself, which it wouk! deface, und‘thc
reverse of the title where the ink often shows through or blots, and where it is
harder to get 3 smooth surface for stamping. Even if given on the book-plate, it
is repeated here as the plate fs lost in re-binding.

j. If u numbering machine is used, stamp the accession number on the back
of main author and subject card bottom-side up, %o as to be read from the front
wwhen locked in the catalogue drawers, or crosswise of the back on the reverse of
the upper left corner of the front. This number on the card often saves a double
reference, and, the machine being set, it is no appreciable labor to give ﬁ“’ "“"‘"""
wherever wanted. O the back it takes no space available for title or tiotes, and
is just as convenient, if stamped bottam-side up. When at the accession M::;
itisnotlmomxbowmnnyunlswmbewrim.’oﬁﬂ!u‘cwcm‘"‘::{
one main subject card is stamped. This is also an advantage, in that A co ot
stamped on the back is thus recognized at a glance as an ‘added entry” or s
ondary card. ‘The numbering machine, though costly at first, is a real cconomy in
a library, where it saves its cost in time of clerks and cataloguers, beside giving
compact printed numbers of the highest legibility.

k. 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.




