














and the cards printed, it is necessary to live
with them until the supply is exhausted
unless the library is willing to throw several
hundred dollars’ worth of stock in the waste
basket and start over. For this reason the
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CHECKING CARD

Committee made a thorough study of cards
used by other institutions before proceeding
to draft cards for our own purposes.

The original decision as to which records
to incorporate into the Central Serial Rec-
ord determined the function that the cards
should perform.

The real problem is to transpose these
functions into terms of space which is
limited by the size of the card. It was de-
cided that a 4 x 6 inch card would be ade-
quate for our purposes.

The cards in the permanent file contain
the same information on the front as those
for the checking file, except that no ruled
spaces are provided for recording holdings.
The space is left blank. Nothing is printed

on the back of the card. The general design
of all cards was kept as uniform as possible,
as visible alignment is a factor to be con-
sidered in designing cards for efficient use.

It was necessary to design eight types of
cards to meet the requirements of both the
checking and permanent files.

Cards for checking file:

. Daily

. Weekly

. Monthly

. Annual

. Numerical

. Cross reference (blank cards)
. Irregular
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Cards for permanent file:

1. Permanent card
2. Cross reference—same as in the checking

file

The irregular card was designed to record
call numbers for monographic serials which
are classified as separates.

Four pastel colors of card stock were
selected to stand for received
through: 1) Subscription, 2) Gift or ex-
change, 3) Document deposit and document
subscription, and 4) Cross references. The
use of different colors will be a visual aid
for the Gift & Exchange librarian:and the
Docugnents librarian in allowing them to
find or survey their titles more easily.

serials

Processing

The Purchase Division of the Acquisition
Department orders all serials which are to
be placed on subscription. At the time that
the order is sent, the checking card and
work slip are typed. The checking card
goes to the Serial Division where it is filed
in the Central Serial Record. The work
slip, which is printed on a bond paper
“rider” is placed over the card. When the
first issue of the serial is received it is
checked in and sent, along with the work
slip, to the serials cataloger. The serials
cataloger decides whether the entry as estab-
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