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Introduction

oA

~ N

A he catalog. A catalog is a record of the material 4A a library, It
answers such questions as: What books have you b}r’i‘holﬂert Nathan?
Have you a copy of Some Enchanted Fvenings? Have you material on
interplanetary voyages? The catalog can also_ahswer questions about
the individual author or book, for instance!?What is the most recent
book in the library by A. J. Cronin? Does(Sehlesinger’s Rise o f Modern
America include illustrations? Who, published Anne Terry White's

®

Prehustoric America? Besides showing what authors’ works are repre-
sented in the library, whether or. Aot the library has material on a given
subject or contains a particulag B3ok, whether or not a certain book has
illustrations, and so forth,id’éé catalog may bring out portions of books ;
for example, there may\fs@"a card for High Tor in Barrett H. Clark’s
Nine Modern American Plays, and one for material on Christmas in
Deming and Benjigh Pieces for Every Day the Schools Celebraze.

A given bgol&is represented in the catalog under its author, title,
and, if nonf iio’ri-or, in some libraries, cven if fiction—under the sub-
ject of whieh it treats. "o illustrate: City Neighbor: the Story of Jane
AddangsWould have cards under the title, Cizy Neighbor; the author,
Clatg Ingram Judson; and under the subjects appams, TANE and HorL
HOUSE, cHicaGo. Books may also be found under the name of the series,
if it is an important subject serics, e.g., “American Guide Series” In
addition to the cards for specific books there are reference cards re-
ferring the reader from the form of the authoy’s name under which he
may look to the form used in that catalog:

Struther, Jan, pseud.
See
Maxtone Graham, Joyce Anstruther.
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There are also cards referring the reader from the term or terms under
which he may look for material on a subject to the term or terms used
in the catalog for that subject:

INTERSTELLAR VOYAGES
See
INTERFLANETARY VOYAGES,

Purpose of this manual. This book has a threefold purpose: (1) to
give to the librarian of the small public, school, college, or spacial
library who lacks professional education and experience under, expert
guidance the necessary directions for classifying and cataloging # collec-
tion of printed and audio-visual materials, that they ahay be made
accessible; (2) to serve as a textbook for short eleméntary courses in
cataloging; and (3) to serve as collateral reading igf'the earlier parts of
the basic cataloging courses. Fundamental rulés for classifying and
directions for using the Dewey Decimal Clastification tables are given.
An effort has been made to state theyHepessary cataloging rules as
clearly, simply, and bricfly as possible, "Fhese rules have been adapted
from those in the 41 4. Cazdogs'f;g’"}?édef, 1949 edition, and Rules for

Descriptive Cataloging in the Libgary of Congress, 1949 edition and its
supplements. A

(1) instructors of cotirses in cataloging; (2)
with little or g Jtraining who study this b
through in dirget’con
the book ‘as;a“t‘atal

ook alone and follow it
nection with their work ; and (3) librarians using
og code, The first group is the most diverse and thus
ast. Cataloging instructors, like jnstructors in other
S?Pli‘.tss vary widely in the order and the method they follow in pre-
Senbing topics. It i expected, therefore, that they will use the material

d topics; eg., Chapter 1
blect headings, two allied
eal with the headings used
followed by the ones con.
ook in the catalog entry, At
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the end of the volume are chapters on the use of printed catalog cards,
the arrangement of the cards in the catalog, and other subjects not
strictly concerned with cataloging processes but essential in the cata-
loging of a library.

Scope. The following paragraphs summarize the contents of the
chapters and indicate the changes made in this edition. It is based on
the A.L.4. Cataloging Rules, 1949 edition, the Rules for Descriptive
Cataloging in the Library of Congress, 1999 edition with its supple-
ment, 1949-1951, rules for Phornorecords, 1952, and Motion Fictures and
Fulmstrips, 1953; and the sixth edition of the Sears Lisz of Sa.égecz
Headings, edited by Bertha M. Frick, The Standard (ISth) Bylition
Revised of the Dewey Decimal Classification system omits’ such de-
talled expansions as that for 630, Agriculture; changés“the place of
many topics, sorae quite radically, and is considerably@bridged through-
out. The chapter on classification discusses somévof the differences
between the fourteenth and fifteenth ed1t10n§\3md their effect on a
library. &

An entirely new chapter has been added to this edition to treat of
the cataloging of the audio-visual matcnals most commonly found
in smail general libraries; namely,iaps, records, filmstrips, and lantern
slides. An appendix of sample catalog cards, with captions pointing
out their special features, ha§\also been added. These cards are in addi-
tion to typewritten and¢pitnted cards in the body of the text.

Recent books hava\been substituted in many of the examples. As in
former editions thérfe 1s an appendix of definitions of technical terms,
almost all of witich are taken from the A.L.4. Glossary of Library
Terms; an agpenduc of abbreviations, revised to conform with the prac-
tice of the new rules for headings and the body of the entry; and an
appendix which gives a short bibliography of aids for authors’ names,
subjeet headings, filing cards, etc. To these has been added the new
appendix of sample catalog cards.

Chapter 1 defines and describes classification and discusses book
numbers. Illustrations are taken from the fourteenth and the fifteenth
editions of the Dewey Decimal Classification tables. Chapter I on sub-
ject headings has illustrations from the sixth edition of the Sears Lisz.
Chapters III-V, treating of personal names, anonymous classics and
sacred books, and names of organizations are rewritten to incorporate
the changes made in the new editions of the catalog rules.
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Chapters VI and VII deal respectively with main and added entries,
More recent books have been substituted for examples, and a section
on cataloging fiction more simply than nonfiction has been added to
Chapter VI.

Chapter VIIT on cataloging sets, serials, and independent works
bound together is much the same as in earlier editions. Chapter IX, on
cataloging audio-visual materials, is entirely new. Chapter X, on the
use of printed catalog cards, has had few changes. Chapter XI on
arranging cards in a dictionary catalog is now based almost entirelyen
Appendix V, “List of the Rules Recommended to Small Librariés:
Comprehensive Example,” in the A.L.4. Rules for Fffz'ng.\'é'a}aiog
Cards. Chapter XII, “Related Topics and Miscellaneous Information,”
remains practically the same, 2\

Two minor changes in the form of the cards hax{@jséen introduced
in this edition: (1) tracing is given in the styleMséd on Library of
Congress and Wilson printed catalog cards amd™s put on the front
rather than on the back of the card s and (\See and See also are put
on 2 separate line on reference cards, as it f.bclieved that this form will
be clearer for the reader and easicr fortthe cataloger,

Acknowledgments, The author wishes to express her appreciation
of the kindness of the Library of Congress in granting permission to
quote from their catalog rulégand to use their printed catalog cards
freely as sample cards s othd L W, Wilson Company for permission
10 use thei;: printed catalog cards; and to the critics whose replies to a
questionnaire werg ’fié' helpful in deciding certain points about this
revision. The aythior also wishes to record the assistance that she has

recewecli fronCher students during many years in the tcaching of
cataloging{ "\

Clapel Hill, Nore, Caroling

Septémber, 1953 S.G.A.
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"Clag@iﬁt:ation

AY;
D efinition. “To classify books is to p&ég them in groups, each
group including, as nearly as may be, alNthe books treating of a given
subject, for instance, geology; or allvthe books, on whatever subject,
cast in a particular form, for instafiée, poetry; or all the books having
to do with a particular period of¥ime, for instance, the Middle Ages. ..,
Its purpose is...to makc...l?"c)ks more available,™

Reasons for classifyingl I a miscellaneous collection of books is to
be used with case, it shotid be arranged in some way. The books could
be sorted and put an the shelves in alphabetic order according to their
authors or titlcg\:A collection arranged in that way would be many
times more ugeftt] than a collection without any arrangement, Collcc-
tions of bgb%: however, are consulted more for material on a given
subject thih for any other purposc. Readers like to have the books on
thegame subject together, as they much prefer examining the books
to sedtching a list or a catalog.

Dewey Decimal Classification scheme. If books are to be classified
by subject, some scheme or system of classification should be adopted.
Melvil Dewey’s Decimal Classification is the one most widely used in
the United States, and it has been adopted by many libraries in foreign
countries. The A.L.A4. Catalogs, the Booklist, the H. W. Wilson Com-
pany’s Standard Catalogs, and many other Iibrary publications use this

Y. C. Dana, 4 Litrary Primer (Boston: Library Bureau, 1920}, p.98.
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classification system. It is published in twe forms, the unabridged and
the abridged.’

This system s called the decimal system because each class may be
subdivided into ten divisions, each subdivision into ten further ones,
the numbers being considered as decimals, not consecutive numbers.
The ten main classes of the system are:

000 General works : . 500 Pure science

100 Philosophy 600 Applied science

200 Religion 700 Arts and recrcation . £\
300 Social sciences 800 Literature N

400 Linguistics 900 History )

7'\
Certain numbers are used for form divisions (Le. toushow in what
form the material is written, e.g., a dictionary) as follpgrs:

01 Philosophy Theory Methodology 06 Assacia.fi;ns, societies

02 Compends, handbooks, outliges 07 Stydyand teaching

03 Dictionaries, encyclopedias 08, Collections

04 Essays, addresses, lectures @9y History and genzral local
05 Periodicals . (0" treatment

X
Examples of form numbers in different classcs:

%00 History N 700 Arts and recreation
902 An cutline of history z 703 A dictionary of art
903 A dictionary of histogyt\ 703 An art periodical

Form divisions al}’m\s'include a zero, but the decimal point may
come between the Zero and the second figure, e.g., 720.9 (history of
architecture—0,¢ jis‘the form number which indicates that it is history);
359.09 (hist.o(ﬁ)f the Navy); 7205 (periodical dealing with architce-
turft?—b\u&SQ_os (nineteenth century painting, in the Standard (15th)
Edm‘?f‘{)» Form numbers should be used with great care, first making

ome other purpose. For instance,

O1-09 are used for period divisions,

ik .942'01 Anglo-Saxon England to 1066, and .1-9 for geographic
divisions, e.g. 9421 London, )

#'_‘_‘—
“Melvil Deswey, Decimal Cluseifiom: . .
Club, N. Y.r Foreg Pr-,i?‘i?c)}ff;ﬁl?mﬂ and Relotiy Index (Ed. 14, rev. and eal.; Lake Placid

Melwi] Dewey, dbridpag ; e ar
N. ¥.: Forest Pr., 1945;.%;. Decimal Clussifieation gng Relatio Index (Ed. 6; Lake Placid Club,

Melwi] Dewey, Decimal Clageifonn
Pro [GISST]), §lgs0, o ooon (Sndard (15th) ed s Lake Placid Glub, N, ¥ forest
Melvil Dewey, Dewey Deeimal Classification o Rela

Lake Placid Club, N. ¥.: Fores py, [e1952]). g1y, 07 e (Sandard (15th) od. revs
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If a miscellancous collection of books is to be classified according to
the decimal system, the books will be grouped according to their sub-
ject matter, with, for instance, general books oq all of many subjects,
€8, an encyclopedia, in one group; books about philosophy in a
second; books about religion in a third; and those about applied science
in another, A reader intercsted in lLiterature will find all the material
on literature and all the books of literature, poetry, drama, etc. together
on the shelves.

The divisions of the science class, given below, show the pungiple
of subdivision:

)
300 Pure science 350 Earth s¢isrices
510 Mathematics 360 PaLc,{)'gtdlogy
520 Astronomy 570 Biglegical sciences
536 Physics SSO,fBbtany
540 Chemistry 3 Zoology
In turn the books on mathematics may,b’é\\d’ivided as follows:
E
510 Mathematics PN 512 Alpebra
5311 Arithmetic R D 513 Geomewry

In science (500) typical form,gﬁ%i’sions are:

501 Philosophy, theory, metbod’r;légy of science
502 Compends, outlines of%ticncc

503 Dictionarics, encycldpddias of science

504 Essays, addrcssi:s,\ie\rures on science

The books can(#hts be arranged so that all the outlines on science
will be togethesall the essays on science; and in similar fashion all the
handbook. oi}\%hgincering, all histories of France will be together.

For the $mall general library the abridged edition of Dewey is con-
veniept-in size, inexpensive, and serves most purposes. Such editions,
hofwaver, as the Standard (15th) Edition; the abridged editions of
former full editions, e.g., the Abridged Edition 6; and the lists of
Dewey Decimal Classification numbers found in general books on
school or other special libraries, which have g chapter on cataloging
and classification, are often unsatisfactory as they offer no place for new
subjects and no indication of where they should go. The unabridged
editions show broad general subjects and their subdivisions, so that a
new subject can be fitted in, in its proper relation to the older subjects.

In a classification system using arabic figures for the symbols of the
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- Edition, which need to bg;ca\rcfuliy considered before a decision to
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classes and using the decimal principle for subdivision of those classes,
numbers grow in length as the classification is expanded to make a
place for divisions of the subject. The library which does not nced these
subdivisions, simply uses the broad number, omitting any figures ar
the end which it does not need, e.g., 973 stands for American history,
and if the collection is not large enough for period divisions to be re-
quired, they are omitted. 973.917 is the number for the period of history
when Franklin Delano Roosevelt was President; but the small library
with few books on American history may use only 9739, Twentiéth
century American history, or 573.91, Early twenticth century American
history. N\

The Standard (I5th) Edition of the Decimal Classification is con-
venient in size and has conventionalized spelling throughout. The ter-
minology has been modernized. The extensive expangions for medicine
(610); engineering (620); agriculture (630); ancLspccial numbers for
individual authors have been omitted. These ehanges are all advanta-
geous for the small general library. The sixtly edition of the Standard
Catalog for High School Libraries, 1952atd the cighth edition of the
Childrer’s Catalog, 1951, and theiz Stpplements use the Standard
(15th) Edition. AN

~ On the other hand there are s‘ér'ne features of the Standard (15th)

ado_pt it is made. In sofae instances the general number has been
f)l‘nlttcd and the mo're'.s‘peciﬁc number is not clear unless the classifier
is famil.iar with th,e: syStem and knows what the general class is, or has
an lc?rllcr.cdigiozl\to which to refer. For mstance, the Standard (15th)
Edition g{*f%ﬁﬁl.l Horology, but does not give 681 Fine mechanism,
Insrrflf}“.‘?l?":s of precision, Watch and clock making; 659.1 Advertising,
pl{bhflfy’ and public relations i given, but not 659 Advertising. Form
numbers are given in three different ways: page lv, which is referred
© thrOUghOUE the tables lists them correctly: 01, 02, 03, etc. For the
;Citncc class (500) the user of the tables is referred to the form divisions

-9 on page lv; but for mathematics (310), a division of science, the

reference is to form divis;
Wisions .1-9 on page Iv. T° jatt :
. . 1., v, : ns arc
confusing, ./ pag These variatio

system has been itg ve e .
relative index, A relative index as defined by Mr.

Haykin is ap 3 “ 1 .
y index “which wilp show under each entry the different
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senscs in which the term is used apd the diverse aspects of the subject
with their appropriate places in the classification system.” The index
to the Standard (15th) Edition does not do this though the Standard
(15th) Edition Revised does it in some of its index entrics. The ex-
amples given below are taken from the indexes to four cditions of the
Decimal Classification

Edition 14 Abridged...Edition 6
Beverages Beverages N\
alcoholic temperance 178 adulterations W V6143
and nutrition physiology 612.3931-2 alcoholic temperanced \Jy 178
chemic technology 603 chemic tcchnology. 3\} 663
cookery 641.87 cockery &N 641
hygiene 613.3 hygiene ,\ ! 613.3
state inspection 614.34 NS
see alse Drinks !
w\/
Standard (15th) Edition sta;\fq;\d (15th) Fdition Revised
Beverages 663 Beberges 663
Public health control 6143 o, « (Public health control) 614.3
Edition 14 oY Abridged...Edition 6
Restoration - ) Restoration
1660 English history SAN066 of art ohjects 708
furniture  fine arrs ¢ 2\J39.222 paintings 751
Tapanesc history 4 952.022 photogeaphic negarives
> and prints 770
Pa N\ 1660 English history 942.06
Standard (fﬁb% Edition Standard {15th) Edition Revised
Restoratiop}ho entry in Index) Restoration 942.06
PN furniture 749.22
& (Judaism) 296.3
N\ of art objects 708
Sec also specific ficlds of art
of paintings 751

Larger subjects must occasionally be subordinated to smaller ones
in an index. For instance, the place in United States history of the
Federal party must be shown in an index by an entry for United States
history under the smaller subject Federal party. The Index to the

3D. J. Haykin, Subjece Headings: A Pragtical Gnide (Washington: Govt, Print, Of.,, 1931}, p.2.
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Standard (15th) Edition Revised uses parentheses around the sub-
ordinated larger subject:
Federal party
(U.S, history)

The new library, which is being classified for the first time, decides
on 2 classification system and follows it. New editions of the adopted
system always bring up problems due to changes, but the Standard
(15th) Edition offers more such problems than other editions. Some
examples of the radical changes in numbers are listed below:

N

Edition 14 Standard (15th)Edition
Commercial geography 3809 9113
Professional and business 174 610,340; etc., with the
ethics frofession
Internationa] ethics 1724 177
Family relations, customs and 3923 7»7301.42
manners N

How to classify. The hook which isste be classified should be care-
f“H.Y‘CXamined 10 5ee what it is aboutydvhat the author’s purpose was in
writing it, what class of readers will ind it most useful. To do this, read
the title page, preface, all orgpart of the introduction, look over the
table of contents (as this spkeads out before the examiner the skeleton
of the book), and read\parts of the book itself. Having determined to
W}_iat Cl?ss the bOOI’f 133101585, e.g., history, turn to the table for that class
;ﬁdi;waﬁfdf@;g@} ;ﬁ;}:;aﬁagon of the table shows that 900 is
cotttre S Lace tme. Such questions arise as: What

1HY OKection of a country is the book about? Does it cover the

ory, it will go in 973, the figure 9 indicating

13 imited geographicall North i

and 3 : graphically to North America,

whick i:ltugclshfurther confined 1o the United States. The 900 class,

to begin the s'rsudl;u;?,lzI b and biography,is a good one with which
— c 1 : . ..

not a baok tregts of histzsr cation. It is readily determined whether or

th : Y, travel, or biography; and, if it is history,
e ;ountry and. period of time covered are clearly indicated
I the book is one of p ¥ ated.

ure literature, the first deciding factor is the
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nationality of the author; the second, the literary form. Thus Mase-
field’s poems are put with other books of English literature and in the
section for poetry, 821, A book on the theory of electricity would go in
the main class, science, the division for physics, and the section on
electricity, 537.

The figures are the symbol of the class ; €.8., 620 represents engineer-
ing and all general books on engineering would be so marked. If a book
is on a specific kind of engineering, the third figure changes to show
that fact, e.g., 621, Mechanical engineering. Having discovered(what a
book is about and its place in the classification scheme, orfs, puts the
number represcnting that subject in the system (the nqtati&h) in the
book and on its cover, so that all books may be kegtﬂ;pgcthcr on the
shelves in the order of their classes. D

General rules for classifying. Sayers gives\the following general
rules for classifying: O

1 Class a book first according to its subject, gs@ihncn by the form in which the
subject is presented, except in generaliaydigd in pure literature where form is
paramournt,

2 In determining the subject considcrjt’lié’ predominant tendency or obvious pur-
pose of a book, and jts author’s infefition in writing it.

3 When a book appears to belon}g equally to two places in the classification make
a decision as to the one inmdich it is to go.

4 When a book deals with'¥Wo (or three) divisions of a subject, place it in the
one which appears t%.be the most important; or, if the parts scem of equal
importance, in the{dne first treated, When more than two (or three) divisions
of the subjecthdre’ dealt with, place the book in the general heading which
contains all/otthe majority of them.

5 When sﬁ'b}éct arises for which no place is provided in the scheme of classif-

. cation,%a the heading to which it seems to be most nearly allied and make
a p\lég:"c for it there.

6~Place a book in the most specific head that will contain it.

Avoid placings which are in the nature of criticism. Pros and cons of any sub-

ject go together.

8 Index all decisions, or new headings, which are not already included in the
index to the scheme; that is to say, make your index exactly represent your

practice.
9 Finally (to repeat), place a book where you think it will be most useful; and

dlways have a reason for placing it there’

To illustrate the application of the first of these rules for classifying:

*W. C. B, Sayers, An lntroduction o Library Classification {8¢h ed.; London: Grafron, 1950),
p.167-68.
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Grove’s Dictionary of Music and Musicians would be given the Dewey
Decimal Classification number 780.3; 78 shows that it treats of music,
0.3 that it is in the form of a dictionary. Masefield’s poems would be
given the number 821, 8 showing that it is pure literature, 2 that it is by
an Englishman, and 1 that it is poetry. The literary form here deter-
mines its symbol, not the subject matter,

Rules number 3, 4, and 9 may be illustrated by a single group of
books. Reptiles and Amphibians; an Wlnstrated Natural History, as the
title indicates, deals with reptiles and amphibians, represented in. gk
tables by two numbers, 597.6 Batrachia (amphibia) and 598.1 Reptiles.
The Standard Catalog for High School Libraries gives this beok“the
number 598.1 Reptiles, “where it will be most useful,” thus deciding
which heading should prevail. In this connection it shDi;Id be added
that in the dictionary catalog there will be entries forthis book under
both subjects, namely, BaTRacHIA and REPTILES, so\that it can be easily
found by readers desiring material on either sugj&tl

M. W. Jernigan’s dmerican Colonies, 19931750 covers two periods
of American history according to the divisions in Dewey, 973.1, the
period of discovery and exploration, and\973.2, the colonial period. The
emphasis is on the colonial period, the earlier material being given as
background for it; therefore itowill be more uscful and will be in
accordance with the cmphaS,is':ﬁid purpose of the author to place it in
colonial history, 9732, ~ %\~

Oc?asionally 2 bogk comes up for classification which deals with
an cntirely new subjedt; one for which there is no place in the Dewey
- Representative of such subjccts are the

Decimal Classifidgifon table
terms gma’c:Missﬂcs, geopolitics, sulfanilamide and many others,

Frank Xayict Ross’

by Lmhrbp u1 1951 'fmd S.B. Jones and M. |t Murphy’s Geography and

cdition of 10 “anilamide in its index or tables. The fourteenth
tisin a(r)l dt Se Ena’bnd'ged Dewey has anly Radio broadcasting—adver-
o an¢ Sultanilamid—pharmacy, The Standard (15th) Edition in-

fi;i:as ;g:isd.cd missfles, §23.451; Geopolitics, 320.1; and Radio broad-
! g, 384.5, Sulfamlanude, 615, is found only in the Revised Index of
the Standard (15th) Edition.
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If the library uses the abridged edition of Dewey or the fourteenth
unabridged edition, where shall the books on guided missiles be classi.
fied? In rule number 5 Sayers states that if there is no place for a subject
of which a book treats, the heading to which it is most nearly related
should be determined and a place made for it there, The Abridged
Edition 6 includes in its index:

Projectiles
ordnance cngineering 623
physics 531 Q

The tables give: 623 Military and naval engineering; 531 Physics—me-
chanics. If the book which is being classified treats_ Qe ‘subject from
the point of view of physics it should go in 531; if*fxom the point of
view of military and naval enginecring it shouldg@@in 623, even though
this puts it with material on the gencral subjeét. The fourteenth un-
abridged edition index gives: N
Projectiles ’~~:\ v
ordnance  623.45] ¢ ’ \
physics 531.53 R\
Again the question ariscs, i;s:.’l;lifs book on the theoretical side or the
practical? 531.55 is to be uséd for material on mechanics—gravity—pro-
jectiles and 623.451 for&amtillery projectiles. The term guided missiles
should be added, indjts corrcct alphabetic place, to the index of the
edition of the tables which the library owns. It may also be added in
the tables, c.g, @23 Military and naval engineering—guided missiles, in
the abridgededition, and 623.451 Artillery projectiles—guided missiles,
in the fer}éénth edition.

Applying rule number 6, one would give James Truslow Adams’
}’rgaifﬁl"s'a! Society, 1690-1763 the classification number 973.2, the num-

\l;c‘r" for colonial history of the United States, not 973, the general
number for United States history.

Books which would come under rule number 7 are quite rare. For
instance, the early books on Christian Science were placed in 615 with
books on therapeutics. This classifying was according to the classifier’s
personal view of the subject. A place has since been made for Christian
Science in class 200, religion.

When ready to classify a collection of books, first sort them by
general groups, then examine those in each group carefully and see
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precisely what they are about. This is much easicr. than takin.g.books
as they come and switching one’s thoughts from science to religion, to
drama, to railroading, and so forth. The rules for classifying quoted
from Sayers will be found very helpful. But one learns to classify by clas-
sifying. Keep in mind the purpose of classifying; namely, “to make
boaks more available” to the readers for whose benefit classification is
used. Be as consistent as possible; in deciding upon a certain class for a
certain book, see what other baoks are in that class. In her pamphlet,
Classification, Bacon says: “Concrete well-defined subjects should be
more closely classified than abstract ones.” \

Changes from the Dewey Decimal Classification. Bacon’s pamphlet
points out further: O

Some deviations from the D.C. [Decimal Classification ] ;abies may aoften be
employed 1o advantage, eg., public libraries generally disregard the classification
in fiction and arrange all fiction printed in English, whether original or transla-
tion, in a single group, alphabetically by aumors...'ljhe\}vz:cragc public library will
find it best to arrange individual biography alphabetically by subject in a single
group, marked either B or 92.., Almost every libeary will find lives of artists and
musicians more useful classed in art and mibsic [e.g., Anne Leslie’s Rodin, Im-
mortal Pegsant in 735 and David Ewen’s Living Musicians in 780.92], Collective
biography should be classified according to the D.C. divisions 920-928, or {pref-

~

erably] arranged alphabetically byauthors in a single group under 920, just as in
any part of the classification the $ubdivisions may be disregarded and the material
collected under the gcnerak@mbcr.“

Since these or .oti;:c’r ch

’ A 8 anges in the tables are inevitable in every
library, it is mogtimport

ant that each library, no matter how small,
have an offieial’copy of the adopted classification table annotated to
show the, : 'i:t.icc of that particular libraty. For instance, if the library
uses 92ufer individual biography, it is necessary to cross out the letter B

recommended that International Fthics
ence could be crossed out and “Sce 177"
no o
ne would forget and use 172.4.
*Corinne By

con, Classificass .
Tbid., p.19, o8, Classification (rey, o4 Chicago: AL, 1925), pa1.,
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The Standard (15th ) Edition Revised Relative Index gives the entry:
Travel, 900: History, 900; Geography, 910. The tables give: 910 Geogra-
phy; 913-919 Regional geography; 900 History—political, sacial, cul-
tural; 940 European history. The fourteenth edition index has: Geogra-
phy_dcscriptive, 910; History, 900; Travels, 910; the tables give: 900
History in general; 910 Geography, travels, description; 914-919 is
subdivided like 940-999, Whencver these main geographic headings
occur they may be subdivided exactly like History. The Standard Cata-
log for High School Libraries, sixth edition, has: 8

910 Geography O\

. . C N
Books on description and travel of the various countrics hayé been trans.
ferred to the history and civilization classification, 930999, "in accordance

with a decision of the Dewey Decimal Committee .\\

AN

The Children’s Cazalog, cighth edition revisedytas:
914-919 Description and Travel ’x:\\:

Books on description and travel of var"r.b}s countries formerly classified
914519 and subdivisions have been changed to be with the history of the
various countries in 940-999 RN

The newly established libraty* will probably wish to follow this
trend and put books whicheare strictly geography in 914-919 and al
others, whether history anydeseription, in 940-999. The library with a
considerable collection®classified in 914-919 Description and travel and
940-999 History mag ywrite in jts copy of the Dewey Decimal Classifica-
tion that 914-919N¥or geography, description, and travel, 940-999 for
history, and cégtinue to classify as formerly.

Classi@c\\itidn aids and how to use them. The Booklist, Book Review
Digest, 1. A. Catalogs and the Wilson Standard Catalog serics and
thcirjs:}}fiplemcnts give among other items the suggested classification
nutsber for each book listed. The Guidepost of the Public Library of
Cincinnati; The Wisconsin Library Bullezin, which contains in each
number lists of current books; the North Carolina State Board of Edu-
cation, Division of Textbooks’, Library Book Catalogue, a classified list
for elementary and high school libraries; and the Cregon State
Library’s List of Books for School Libraries are examples of bulleting
which give the decimal classification numbers,

The use of these and other aids may show complete agreement or
considerable variation as to the number for the book. The Beok Review
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Digest, 1952, lists H. L. Ewbank and 5. P .Lawton’s Broadcasting: Radio
and Television and gives as the classiﬁcatllon numbers 792.93 szj 791.*:‘}_
The Standard Catalog for Public Jn‘Lzlém;rz.:*rT 1952 Suppz’c;mmz, lists this
book and gives as the suggested classification number /?2.94, and the
Booklist gives 384. Which of these numbers should thct library use? I
it a difference of opinion among the classifiers who assi gnc.d thc. num-
bers, variations in the editions of the Dewey Decimal Classi ﬁm:rzzont, or
both? Pertinent entries from the tables and indexes of the various

editions still in use follow: A
s \‘ ' N
Edition 14 L
Tables Q
384 'Rlegraf Cable Telefone \ (4

5 Radio Wireless .
7914 Panoramas Magic lanterns Moving pictur(f's\\;R:lle
792 Theater Stage Dramatic art .

) '\ &
9 Other AN
Index ' o\ .

Broadcasting 2 \\

radio N 621.384193
Radio S

broadeasts, types of NS 621.3841938

recreation p. \ 791.4

. 4 LI

television cle&t’ri&al engineering 621.38853
Television PR _

recrcatioi\’"’: 791.4

Abridged .. Edition ¢
N X “'l

Tibles

igh Telegraph  Cate Telephone  Radio Television
?9. 31’101'31’!.133 Magic lanterns Moving pictures  Radio
2 famatic art Theagey Stage
Index
Radig
Tecreation
television o

621,358

------
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Television
recreation 7914

Standard ( 15th) Edition

Tables

384 Communieation
3845  Radiccommunication
For Radio enginecring and broadcasting, see 621.384
S35 Television Communication
For Television engineering and broadeasting, see 621,358 .

1 Shows AN
792.93  Moving Picture Production OO
79294 Radio Show Production A\
79295 Television Show Production e\
&
Index index (Reia"ti:}c Index volume)

Broadcasting Broadcasting

radio 621.3849 .*;r’?%'io 3845

television 621.3889 O3 television 384.55
Radio N Radio 621.384

show production 79294 a7 play production 792.94
Television Television

show production 792.95 play production 792.95

To sum up for the\b\c»ok by Ewbank and Lawton: the aids suggest
791.4, which woul\d',place it with material in the general field of public
entcrtainmentﬁrﬁmving pictures and radio; or 792, with material on
dramatic argplays; or 384, with material on radio and television as a
means ofsx‘ﬂmunication, as shown by the quotations from the decimal
classiﬁ\chﬂon tables and indexes. 621.38 and its subdivisions, which the
indexes bring out, is the number for clectric communication, The book
destribes radio and television systems and discusses in detail the prepa-
ration, rehearsal, and production of programs to be put on by radio and
television, Two out of the three aids consulted give 792 or a division
under it, hence that would seem to be the better number, using 792.9,
as it covers both radio and television, unless the library uses the
Abridged Edition 6, in which case it would use 792. There is a differ-
ence of opinion among the classifiers and there are differences in ex-
pansion in the different editions of the Decimal Classification system.
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Another aid for users of the Dewey Decimal Classtfication system
is Sears List of Subject Headings, sixth edition, by Bertha M. Frick.”
On pages 428-430 are found:

Radio 621.384

Radio advertising 659.1
Radiosnd music 780

Radio broadeasting 621.384 | o\
Radio in acconautics 621 3\34: A

Ewbank and Lawton’s book on broadcasting would ha%e as subject
headings: Radio broadcasting (which in the Sears Lz';{z; sixth edition,
is followed by suggested number 621.384) and Telévision broadcasting
(suggested number, 621.388). In general, howgyer, the usage of the
Standard Catalogs of the H, W, Wilson qugpﬁﬁy as regards Decimal
Classification numbers is followed in the $és List of Subject Headings.

These aids and others will be foungd, véry uscful as a check on onc’s
classification and may suggest more desirable classification numbers
when the specific topic is not ineluded in the index to the tables. If
one is continually in agreemént with the aids, presumably one knows
how to classify. In case nf:\u‘oubt always consult the aids. But having
consulted the aids, be stre to consult the particular library’s collection
and see that the aumber suggested is in accordance with its practice
and is the best place for the given book in that library.

An aid may/change its policy as the Booklist has done in regard to
the U'SC‘.Qf\ 10 and 820. At one time al] literary works of American or
Engh\sj;zauthors were put together, and 821 English poctry was used
ofo"{}mﬂ‘ American and British poetry in the Booklist. The sixth edition
ofthe Standard Caralog for High School Libraries states that “Books
on the Federal Bureay of Investigation are now classified 3335 ; Secrct

Service of the Treasury Department 353.2.” Both were formerly classi-

fied in 35174, 1 4 library ) )
. ary 1s to adopt such £ th
books and records involved Pt such a change in policy, all of the

changed. while # hin: should have the classification numbers
volug , Wd €2 blbllogra;:'h'*yr such as the Book/ist may ignore earlier
e and simply be consistent in present and future issues. It is a

——
B. M. Frick, Sears Lict of Subject Headings (6 ed; N. Y.; Wilson 19507
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saving in time for the library to make the change when the aid first
makes it. Otherwise, for instance, the library using the Standard Catalog
series in its cataloging must assign different class numbers to all books
issued after a change is made, and, if Wilson cards arc used, must
change the numbers on the cards,

Shelf arrangement of books within a class. In many libraries, espe-
cially in small public libraries but also i schools and colleges, the books
of fiction have an F, Fic, or no symbol at all on the spine of the book
and on the catalog cards to show the location of the books gnrthe
shelves. All fiction printed in English is shelved together, regardless of
the language in which it was criginally written. Some fibragiés“ake SC
(Story Collections) to designate the books of short storics and shelve
them immediately following the books of fiction. Jusentle fiction is
usually designated in public libraries by marking it.%ith a plus sign or
a J. E is similarly used for Easy Books for childadNin the first to third
grades. Easy books, because of their size andjshape, may be kept on
specially built shelves and are arranged alpltabetically by author, but
as a rule no attempt is made to keep thel(yorks of an author in alpha-
betical order by title; and, if two auiliors have the same surname, no
special effort is made to keep their wiotks separated on the shelves,

In the case of nonfiction, however, library practice will be found to
vary. Many libraries usc bookNiumbers as well as classification num-
bers; many do not. Boo @umbers make it possible to keep the books
within a class—i.e, these ‘having the same content and therefore the
same classificationysgmbol—in exact order with little difficulty,

Individual biegriphy, whether or not hook numbers are used, 1s
arranged by v‘%@‘*ﬁamc of the person written about, not the biographer,
so that all of the biographies of one person will come together on the
shelf. Ifbook numbers are not used, individual biographies should
hav€thie name of the person written about underscored on the spine of
the bock for convenience in shelving. It should be added where it does
not appear ; for example, Eaton’s Leader by Destiny should have “Wash-
ington” written on the spine and be shelved under Washington’s name.

The name by which a book is to be shelved should be underscored
on the back in the case of books with editors, translators, and joint
authors when there may be any doubt as to the choice of name. If fic.
tion is published anonymously, but the author is known and his books
are entered in the catalog under his name, the name should be added
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to the spine of the book. When a book is published under a pseudonym
and is cataloged and consequently shelved under the real name, the
name under which it is to be shelved should be underscored or added
to the cover.

.+ Book numbers. A book number is 2 combination of letters and fig-
'ﬁ/res taken from an alphabetic order table, e.g,, the Cutter-Sanborn
table.” The basic elements of the book number system now commonly
used are as Barden states:

1 An fnitial letter followed by figures to represent a name. This pfovidc;;\‘m

N

zlphabetic arrangement. O\
2 The figures arranged a5 decimals to make possible the insertion of ahew name
between any twe combinations already used.® \ .

For example, Miles 645, Millikan 654, Mills 657; or bétter, if just twao
higures are used: Miles 64, Millikan 65, but Mills 652, since it must be
distinguished from Millikan if the titles being c&(a]oged have the same
classification number. If the book by Millikan®fs classified in 530 and
the one by Mills in 5915, however, M65’miay be used for both, since
the classification numbers differ. N

- I the books in the collection of individual biography are classified
in 92 and arranged by the name-&f'the subject of the biography, many
book numbers may begin #ith the same initial letter or letters.
TO' illustrate: Agassiz, }KZﬁZ i Allen, A425; Arliss, A724; or short-
ening them to two figuies; A2, A42, and A72. Thus they may be
dlstlnguwhed wit!l\'t}rrec symbols. By adding the initial letter of
th‘f blogfaphtlj\name, one may readily differentiate several biogra-
phies of e 3me person and arrange them in alphabetical order
by autho{:n » Goss’ biography of Johann Sebastian Bach would have
the b:QQk’nHmber 92 and Wheeler and Deucher's 92; Dan Beard’s auto-

o )™ BIIG BILW

1°8faPhYB9326 and Clemens and Sibley’s biography of Beard 92. Note
; B36C

that the autobiography has n letter added after the number B36 and

would stand before the other biographics.

naul::any SIP;H Hbrarie h.a\re found the first letter of the author’s sur-

ﬁi:tional sadm ety substitute for bogk numbers and use it for both

‘-_‘EE nonfiction, Thus Stevenson’s Treacure Island might be

5¢C. A Cutter, dlphadetic order 1ab

*B. R. Bard te, dltered and firzed qigh, 1 te E. Sanbora.
e Book Numbers; Mansal for Stugens; (Chicag:ezitf:s I135317{)zl ep.'?. ”
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marked F on the back, this same symbol being used on the catalog
S

cards to show the location of the book. P E Ashton’s Everyone Can
FPaint Fabrics would be 7455,
A
The system of using the initial letter only sometimes breaks down
in the class of individual biography if there are many cases of persons
with the same surname or surnames beginning with the same letter or
letters. To illustrate, Franklin D. Roosevelt’s biographies would Jbe

marked 92 and if there were several biographies the author’y_ihitial
(\A
letter would be added to distinguish them, e.g., 92 for Ludwig’s life of
RL (‘.}‘.
Roosevelt. Suppose the library having this book addsEleanor Roose-
velt’s autobiography, Zhss Is My Story. An o may~'b} added to the R
cither in the call number for biographies of Franklin D. Roosevelt o,
better, to the number for biographies of EleanéRoosevelt. As there are
likely to be more biographies of Franklin D,'%ooscvelt, it may be well
to keep the shorter designation for them &ven though the arrangement
on the shelves would not be strictlySalphabetical. The book numbers

may be 92 for This Is My Story and\92 for Ludwig’s Roosevelt; a Study
Ro ~  RL
in Fortune and Power; or lzg%ﬁ may be 92 the order of the books being
¢, & W R
only approximately alplﬁgetical within a class. Another illustration
may be drawn frog(tlic Adams: Henry Adams’ Letters ( 1892-1918);
Mzs. Henry Adams Lezzers, 1865-1883; and I. C. Miller’s Sam Adams:
Pioneer in Propaganda. They could all be assigned the number 92; or
(in order) Qé,\92, and 92. If the Cutter-Sanborn tables are used, the books
AVA AL A2
_ pres%ﬁiﬂo problem if three figures are used s they are 92, 92, and 92
A213 A215 A217
respectively, There are not likely to be many such cases in the average
small general library. Cutter-Sanborn numbers may be used for indi-
vidual biography, and the initial letter used in other classes,
Barden states that book numbers in addition to class numbers are

needed—

AT arrange books in order on the shelves.
2 To provide 2 brief and accurate call number for each bock.
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3 To locate a paticular book on the shelf.
4 Ty provide a symbol for charging books to borrowers.

5 "To facilitate the return of books to the shelves,
6 "o assist in quick identification of a book when inventories are taken.™

Fargo" in a brief discussion of book numbers says that their value
is a moot question in the larger high school libraries; that school librar-
jans frequently compromise and use just the initial letter of the author’s
surname instead of 2 book number. She points out that the difficulty
comes when a library has several general histories of the United States
by authors whose surnames begin with the same letter. The .S{ran?ard
Catalog for High School Libraries, sixth edition, 1952, lists.pgeneral
histories, all classified in 973, by Baker, Bassett, Beard, (Benét, and
Butcher. The initial of the author’s name, B, would not be"of much help
in arranging these books on the shelf. R

Tomlinson points out that if book numbersidre ornitted, time is
saved in the work room; but as much or mere time may be lost in
shelving books and in locating books on 'f:ixé shelves.” On the other
side of the argument Brown writes: “In §mnall village and town libraries
and perhaps in small school librarigi} should not recommend Cutter
numbers.”™ And Douglas rccog;nlénds that the small school library,
especially where a teacheribratian is in charge, use only the initial of
the author’s surname.*

Miss Brown and Mrs."Douglas were writing about the very small
library, but Miss Lgtimer, writing about the Children’s Department of
the Public Libraffof the District of Columbia in 1932, lists among
lzllbor savers tiedoing away with book numbers on all juvenile nonfic-
tion excepticollective biography and collective poetry, adding, “The
pages geport shelving no harder even in the transition period.””

P :'1:'8 sum up this discussion: Adopt a palicy regarding the use of book
rtfmbers anfi adhefc to it. If the library has book numbers, continue
em, studying their advantages and disadvantages. If it does not have

them, continue without them unless certain that they would improve
the service to the public, In case of

cataloged and unclassified

-
i:Ba:den, ap. cit., p.9. S
EJA.. 1;_1?:%;:1;2; Liirm it the Schoal {4th ed.; Chicago: AL.A., 1947), p.279.
97 4idec Brown, ‘i ¢ Catter Numbers Doorned i Library jowrnal, 57:292, March 15, 1932,
s Dougl;:, . 0;& abrfut QUtEer Numbers,” Library lournal, 57:437, Ma)"l, 1932,
g Lo, “Ie‘z;n ﬂ*bﬁ:ﬂlﬂ:}‘ﬂ § Handbook (2d od ; Chicago: AL.A., 1949), p.38-39.

2 , r Saving,™ Library Tournal, $7:647, A'ugust 1932.’ "

a new library or one previously un-
» §0 over the arguments for and against book
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numbers in this and other manuals, make your decision, and stand by
it. Unless the book collection includes many different editions which

may be difficult to distinguish without book numbers or many books
by the same author in the same
have them,

Book numbers from the Cutter-Sanborn alphabetic order table are
given on the sample cards for nonfiction in this book. Librarians decid-
ing not to use book numbers have simply to omit them from their cards
and follow the sample cards in all other respects.

class, it would seem unnecessary to

N
O
@)



chapter 11

Choice of RN
subject headifgs

Introduction. This chapter deals with the problem 0? determining of
what subject a book treats and the topic or topicsubder which it should
be listed in the catalog. The forms of the sybjcet card and the subject
analytical card" are discussed in a later chapicf.}’_:ome li_brarics find that
subject entrics for certain types of fictioh serve a real purpose and im-
prove the service of the library. If.ea stories and detective stories, to
 take two of the bestknown cxamples, are entered in the catalog under
the headings sea storms, andrvstery Anp pETECTIVE STORIES, respec-
tively, as well as under,anthor and title, time will be saved both for
the public and the library staff—though the time saved by the staff in
serving the public may possibly be counterbalanced by the time spent
in assigning thosé.stibjects and in making those extra cards.

School libarfes will find subject cards for fiction almost as useful as
those focGhonfiction. Both the Standard Catalog for High School
Librariesand the Children's Catalog indicate subject headings for most
0@‘:‘ books of fiction. For example, Carl Daniel Lane’s The Fire Raft
has*listed below the description of the book: STEAMBOATS—FICTION.
Douglas Warner Gorsline’s Farm Boy has: FarM LiFE—FIcTION. These
are suggested subject headings under which to list these books in the
catalog. On the other hand, it is not advisable to try to find subjects

fgr all books of fiction. The Standard Catalog for High School Libraries

YAn analytical entry is made for a portion of

L rTone R R C— a book; e.g., a card with the heading Am cownl-

;}:;:‘;;v oﬂiﬁe masizfa rt P aged" 12;d9'13 12 of E'D. Grahan's Audels Handy Book of Practical
’ a 1ect card under Erperg : - C.

would be made for the entire book, IC INGINEERING., HANDBOOKS, MANUALS, E

24



‘may treat, it can be classﬁgd
in only one place; butit tay be entered in the catalog under as many

Choice of subject headings 25

does not suggest any subjects for Dorothy Gilman Butters’ Ragamuffin
Alley; nor does the Children's Catalog give any for Bunyan’s Pilgrim’s
Progress. Make subject cards for the catalog for fiction and nonfiction
if the bock gives definite information on 2 given subject. |

Subject treated. To determine the subject of a book requires such a
careful examination of its contents as js described on page 10 in dis-
cussing “How to classify.” For this reason the subject headings should
be determined and assigned at the same time as the classification num-
ber; otherwise examining the book and determining what it is about
has to be done twice. The two topics are separated in this manudl be-
cause, since both classification and subject headings are diﬁiﬁtrl?, 1t is
better to take them up separately until each one is clearly ¥nderstood.
Furthermore, in Organizing or reorganizing a library.ft 18 frequently
best to classify the books, make a shelf list, and {Qater catalog the
collection. \d

‘Review the directions given in Chapter I; Read the title page, look
over the table of contents carefully, read ﬁaé preface, read or look
through the introduction, and dip into tligybook itself in several places.
This scrutiny will show what the bagl :'is about and what the author’s
purpose was in writing it. Such an-&¥amination may bring out the fact’
that the book treats of one"_silbj“c'btf, \f several distinct phases of a sub ject,
or of two or more subjccts'.'@q matter of how many subjects a book

- 1y

in only one place and stand on the shelves

subject headings as @re”necessary. If the book treats of one subject, it

‘fequires only ongSubject heading; e.g., Bassett’s 4 Shors History of the

United States @gals with the general subject and would be entered in
the catalog%y under the heading v, s. msToRY.

On the'dther hand, Norman V. Carlisle’s Your Carcer in Chemistry
needs to'be brought out under three subjects, cHEMISTRY, TECHNICAL;
CHEMISTS; and VOCATIONAL GUIDANGE. Similarly Alfred P. Morgan’s
Home Electrical Repairs treats of both electric apparatus and appliances
and of electric wiring and should be represcnted in the catalog by two
subject cards, one under ELECTRIC APPARATUS AND APPLIANCES, DOMESTIC
and one under ELECTRIC WIRING. Another type of book has one general
topic and includes a number of specific topics, e.g., Carroll A. Fenton

2’I‘har.-_she:If list, which will be discussed in detail in a later chapter, is a brief record of the books

in a library, -
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and Mildred A. Fenton’s Mountains. The general subject is Mountaing
and a card will be made for the catalog with that word as the hcading, .
But the book will be much more useful in the children’s library if i i; .
also entered in the catalog under the special topics with which it deals
e.g., pages 23-36 are on volcanoes, pages 83-98 on glaciers, pages 99—11{ :
]'; on trees, pages 112-122 on botany, and pages 123-135 on animals. Sub.
*ject analytical cards should be made for cach of these topics, or as many
of them as the library is likely to have calls for. This depends i.lpon the
other material available on the subject and the special interests of the
library’s readers. N
- Fenton and Fenton's Mountains illustrates another,foint abeut
added entries. The title of this book is Mountains and' the subject
treated is mountains, so the subject heading would\be MounTams.
It is unnecessary to have the same book entered it the catalog twice
under the same word; but if only a title card\isimade it will file at the
< .end of all the cards for the material aboup,éuntains even though the
‘author’s name begins with F; hence the f:ulr:, if the first word ot wo_r_ds—'
of the title and the subject are the sdmic do 770z make a title card.

Thus the book is examined, ¢he ‘subject of which it treats deter
mined, and one or more subjectieards are made for the catalog, Whether
these cards are general sulgieé't’éntrics or subject analytical entries for a
particular portion of thesbook depends upon whether two or morc
subjects are discussed together throughout the book or each subject
is discussed separately.

Selecting sul}}‘eét headings. When deciding upon. the heading fora
subject cnl;ryl,‘}hoosc that heading which most truly represents the cor:.
tents ofthe book or a certain part of the book, that is, the most specific_
subject or subjects possible. For example, if a book is about trees—how
{6 W¥entify them, their uses for ornamentation—sclect the specific tern
REEs, The subject heading rorany includes the subject heading TREE:
but it obviously includes a great deal more, and this book tells of 20 .
other plant than the tree. The subject hcading FORESTS AND FORESTRE
would be used for a book which treats of trees as they grow m fores®h
how to care for and preserve forests, but not for a book which tré
of trees as individual varictics, trees as an ornament for lawns afn
streets, and the like. It would not, therefore, be a suitable h“’admg'ai
this book. Likewise, Fabre's The Life of the Fiy would have the SPCTM
heading FuiEs, and not the general one iseers. Of two equally €%

ats
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and specific headings, such as emps and orNtTHoLOGY, the choice de-
pends upon the type of library, and a cross reference® may be made
from the one not chosen. In a public or a school library, choose the
heading Bmps as the term commonly used by the readers. In a special
ornithological library, use the heading ornrrHovocy, for the users of
such a library are quite familiar with the scientific term.

Consider opposite terms such as zemperance and intemperance. A
book on one of these subjects necessarily includes material on the other.
Choose one, e.g., TEMPERANCE, and put all the material under it, refec-
ring from the other term. \

Select as many subject headings as are necessary to covcr.\il‘ie\con-
tents of the book, but do not multiply them unnccessarily. . Test each
heading by asking whether or not a patron would be gl:fd o be given
the book or books listed under the given heading 1f‘hc were looking
for material on the topic used as heading. It would\b€ an unusual book
which would need more than three or four subject headings, and one
or two will cover most books. In the casexgfysubject analytical entries,
however, very many may be needed for écttain kinds of books. In the
Children’s Catdlog, eighth edition,'lQS’i, Nellie Van de G. Sanchez’
Stories of the States; Tales of EarlyBaploration and Settlement, revised
edition, 1951, has the general.subject headings, seaLs (NUMIsMATICS)
and v. s. HisTORY, and S‘Zjéubject analytical cntries, e.g., ALABAMA,
pages 3-8. But, as is explaiped in more detail in a later chapter, it is not
desirable to analyze bboks already indexed in books available in the
library. The usefuh'}cs’s." of such books as Cutts’ Scenes & Characters of
the Middle Ag;{ﬂ\i’hich is not analyzed in any of the Wilson Standard
Catalogs, V.{Qik] be greatly increased, however, by having subject ana-
Iytical enthies made for each of the groups described, e.g,, xNiGHTS AND
KNIGHTHOOD, PILGRIMS AND PILGRIMAGES. .

‘Asother example of the kind and number of subject headings may
be illustrated by Percy Boynton'’s America in Contemporary Fiction,
which is about American fiction and American authors. The Standard
Catalog for High School Libraries, 1938-1941 Supplement, lists this
book and suggests as subject headings: AMERICAN FICTION-—HISTORY AND
crrricisy and AUTHORs, AMERICAN (10 biography anals). If the library
owns this catalog, the librarian will not need to make these ten ana-
Iytics, since the reader can refer to the printed book catalog to find

A cross reference directs the reader from one heading to another,
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references on individual authors. The two subject cards, however, are
necessary. First the suggested headings should be checked with the
Sears List of Subject Headings, if it is the list adopted by the library,
to sce if they are authorized. AmMERICAN FicTION, 25 2 subject heading, is
found in its alphabetical place; below it the heading amMERICAN LITERA-
TURE; and below that the form subheading HisTorRY AND crITICISM. The
form subheads used under literature may also be used under the head-
ings for the different types of literature, so for this book the heading
AMERICAN FICTION—HISTORY AND CRITICISM may be used. The he¢ading
AUTHORS, AMERICAN is also found in the Sears Lic and Aelow it:
# AMERICAN AUTHORS, So a second subject card should belmiatle with
the heading aurtiogs, AMERICAN, and 2 reference card shiguld be made,
reading: o\

¢
AMERICAN AUTHORS MY

See
AUTHORS, AMERICAN, \\

Why use the terms american FICTION, im{IER‘ICAN LITERATURE, ctc., but
AUTHORS, AMERICAN? The aids and theulists agree that it is important
to bring all material in the catalog’ together under AUTHORs, then
sépitate it according to nat'ional;i’ty‘,’c.g.,_ AUTHORS, AMERICAN; AUTHORS,
ENGLISH; while with terms literature, poetry, fiction, ete., it is more use-

6 put the national adjective first .and bring together everything
on the lite:rature of ony Aé\bu_’l}t_:_y, a$ AMERICAN DRAMA, AMERICAN FICTION,
AMERICAN LITERATURR, Among these headings in the catalog will be the
reference from asgiRicax AUTHORS,

Besides sgl?j’cct entries for books and parts of books, subject cards

Lo find the b@qﬁ% which may 'E_)'c_ te'mporadlj out of the library. This
ﬁ_r_agncc--seryes the reader quite satisfactorily i 5 small library, where
e makes his choice from the ooks on th_c__she;lyes and uses the u.:ehl-;aloé

o e subject and where they are. Also
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‘1 General subject entry for all of the hoaks in a subject class

629,13 AIRPLANES,

Books about airplanes will be found on the
shelves under 629.13.

For a complete author list of the books in the
library on airpleanes, consult the shelf list under\
629,13,

o

If the library has books with chaptcré’oﬁ airplanes not indexed in
the Standard Catalog for High Schoel. Libraries, Standard Catalog for
Public Libraries, or Children’s sz(afvg and thetr supplements, or if the
library does not have these aids, stbject analytical cards for the catalog
should be made for this mageiﬁhl. Chapter VII (pages 103-07) gives de-
tails as to how to make tk@c’ ards. Card 1 should be filed in the catalog
before these subject afialytical cards and should include as a third

paragraph “For parts of books on airplanes see the cards following
this one.” "\"\

.'//

exact, Most, Subjects can 1 be divided by cither: (1) phase, (2) form, (3)
geogmpfﬁcal area, or (4) period of time. For instance, the subject head-
ing Bubs would be used for a general book on that subject. But if a
given book is limited to the protection of birds or the migration of
birds, the general subject heading mirps can be limited by adding a
phase subdivision, .g., BIRDS, PROTECTION; BIRDS. MICRATION. If, how-
ever, the book is not a book about birds but a list of books about birds,
the form subhead aisLiocrariy should be added and the heading be-
comes BIRDS. BIBLIocRAPHY. Or the book may be on birds of the
United States, and the heading may be limited by geographical area to
BIRDS. U, 8.
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For some subjects, notably history, next in importance to the geo-
graphical area is the period of time covered. For a general history in
which there is no geographical limitation, the period of time covered
is the significant itern. For Hayes, Moon and Wayland’s World Hisrory,
which covers all countries and all periods up to 1950, the subject headin g
would be worwo misTory. But a history which, though covering
all lands, stops at the beginning of the Middle Ages would have
the subject heading msTory, AnciznT, A general history of the United
States, however, would have the subject heading u. s, HrsTORY. Antime
subhead may be added, €.g U. S. HISTORY. REVOLUTION, OF U..5. HIs-
TORY. 1898- . The use of subheads depends upon whethef\S5e/not the
book is limited to one phase, period of time, etc., and the amount of
material on that subject which the library has or expeets to have.

If the collection contains only a few (e.g., five) books treating of
United States history, they may as well all havelthe same subject head.
ing, namely, v. 8. misTory. The larger library may have 2 dozen or
more books, e.g.: three general works coyeting the history of the United
States from the Revolution to the present time; two books dealing ex-
clusively with the period of the Revolution; one on the Civil War
period; two on the history of th@péﬁod since 1898. It would be well to
group them in the catalog under such headings . 45 ©, s, HISTORY
U. 8. HISTORY, REVOLU’I;IO};I; U. S. HISTORY. CIVIL WAR; U. 5. HIs
Tory. 1898- N\

To sum up this matter of the choice of subject headings: use the
term or terms whiely most clearly describe the contents of the book. “In
choosing .b-et}yn?en Synonymous headings prefer the one that—(a) is
most falmll%: to the class of people who consult the library; (b) is most

Form headings, .A subject heading, as noted before, is the word or
words used to describe the content of the book; thys Peterson’s How to

g_l_f_;r_n_s)‘e%:_miﬁr than for information, This is also true of poems and
D27 ey bave author and e entrics i the caalog but seldom
5C. AL Cutter, Ruje; ,

1904), sect, I¢9 for & Dictionary Catalog (th &d. rewritten; Washington: Govt. Print. Of.,
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*.2 General subject entry for all of the books in one or more classes

AMERICAN POETRY, COLLECTIONS,

Bocks of poetry by individual American poets
will be found on the shelves under 211,

Collections of peoetry by several Ameriocan poets
will be found on the shelves under 811,08, ~

For & complete list of books in the librarycon-
taining poetry by individual American poeisg.ponsult
the shelf list under 811; for collections bywseveral
American poets, 811.08. N

At P
O »
o\

Y,

™

subject entries. The heading porrry is 0ot used for a book of poems,
but for a book abonut poetry; e.g., Max Eastman’s Enjoyment of Poetry
requires PoETRY as a subject heading. The literary works of an indi-
vidual are represented in thegeatalog under his name and under the
title if distinctive. Whoevcrzw}shcs to read Edwin Arlington Robinson’s
Nicodemus will look upﬁc\r Robinson or Nicodermus; and his collected
poems will be found.enly under Robinson, not under pogrry. It is, how-
ever, worthwhile ahd practical to bring together in the catalog collec-
tions of peemsgessays, or dramas of three or more authors. This is done
by adding ,a‘%bfm subhead to the heading. Thus the heading portRY OF
Ammcglgf porTRY is used for books about poctry; while the headings
POETRY, ™~ COLLECTIONS OF AMERICAN POETRY. COLLECTIONs are used for
such Works as Untermeyer’s Modern American Poetry. These latter
headings, PoETRY. cOLLECTIONS and AMERICAN POETRY. COLLECTIONS
are called form headings, as they refer to the form in which the material
is written, not to its content.

- Form cards similar to card 2 might take the place of the form heading
POETRY. COLLECTIONS and AMERICAN POETRY. COLLECTIONs and direct
the reader to books on the shelves. If this practice is adopted, similar
cards would be made for ENGLISH POETRY. COLLECTIONS; AMERICAN
DRAMA. COLLECTIONS} ENGLISH DRAMA., COLLECTIONS} €tC.
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Lists of subject headings. Next in importance to choosing the right
subject heading for a given book is to use the same wording for all the
subject headings for books or parts of books on the same subject, so
that they may be brought together in the catalog. To do this it is essen-
tial to have a carefully worked-out list of subject headings from which
to choose and to check it to show which headings have been used.

There are available two very good lists: for small public and high
school libraries, Sears List of Subject Headings,® and for clementary and
junior high school libraries and for the children’s books of the public
library, Rue and LaPlante’s Subject Headin gs for Children's Maserials.!

Names of persons and of organizations are the subject headings for
material about the person or the organization. The formof the name

to be used for the subject heading is determined ffém the rules in
Chapter I for persons and the rules in Chapter ¥ for organizations.
For instance, Hesketh Pearson’s Dizzy, the Life $ Personality of Ben-
jamin Disraeli would have as its subject headiflg DISRAELI, BENTAMING
and a history of Yale University would haveas its subject heading vaLe
UNIVERSITY. This type of heading is_not-found in the printed lists of
subject headings. N

How to use lists of subject.beadings. Determine what the book
is about; then look in the didt of subject headings adopted by the
library for a suitable ht;adiijg which expresses the content of the book.

On examining the I}s} itself or the accompanying reproduction of
pages 13 and 137, aneshould note that the headings are listed in alpha-
betical order and(that some are in boldface type. Those in boldface type
are followed bylthe Dewey Decimal Classification number for material
on that sul t, €.8., AIR DEFENSES with the numbers 355.23 and 623.38.

- I‘fgt\e that just below the heading am pErensEs is a paragraph be-
gumning “Use for...” This type of explanatory note is given below some
of the headir.lgs to explain for what kind of material they are to be
used. Following this note the words see also introduce one or more

suggested headings that may be better for the book in hand than the

first subject heading looked up. If that is the case, turn to am ram

;HEL"-I‘ERS O BLACKOUTS IN war in their alphabetical places in the lList.
ut if A pEFENSES is the better term, use it. Note that the next line

P —

B. M. Prick, Sears List of Subject Headings (6th ed.s N, Y: Wi

"Eloise Rue and Effie Lab]
1953y, g0 3 ante,

™

< . Ison, 1950), $4. 7th ed., 1954, $4.
Subject Headings for Children’s Muserigls, (Chicago: A.L.A.,
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Sears List of Subject Headings, Pages 13 and 137-38

Air conditioning  £907
See also Refrigeration and refrigerating
machinery; Ventilation
xx Refrigeration and refrigerating mu.
chinery; Ventilation
v Adr defenses  355.23; 62138
Use for works on civilian defensa
against air attack. Woarks on mil-
tary defense against air raids are
entered under Aercnautics, Military,
General works an civilian defense
are entered under Civilian defenae
Se¢ olro Air raid ahelters; Blackonts in Q.
war
x Alr raids—Protective measuras: Alr £N\.*
warfare; Defenses, Air (\H
x¢ Aevonautics, Military; Clvilien defenss NS
Alr engines  621.4: 3877 . W
Ser also Compresaed air 7 .‘;
x Calorie engines; Hot air engines N\ 3
xx Compressed air; Engives k¥ ; N
v Air Ireight. SeeAcronautics, Commercial m.\s Air Fiow
Air fines 62013 \/
Use for works dealing with systems of
aerial transportation and with com- A\J
panies engaged in this business. ,‘.\
Works dealing with the routes N\
along which the planes are flown \
are entered under Airways £ )
See also Airwayn
xx Aeronautics, Commercial; Alrwaya AL

Counrt and conurliprs sj.

Use as o subdivision under nguess of
canniries, sletes, ele, &

¥ Court Yife. SeCourts and courfisrgas \
Court martial.  Ses Courtsg n@-nai and
courts of inguiry \
Courtesy  395; 177 P
See olso Canduet of life \Efiquet
x Manners; Po]itcne’gsj
xx Conduct of lifef Bthies: Etiquet
+ Caurtiers. See“Cou{'Ps\éﬁd courtiers
Courts (Use goffidy 0bdiv,) 3310
See alrg, ‘Cdurts martial and courts of
i.ngui}}; Judges; Jury; Justice, Ad-
ministration of; Juvenile eourts
xx, .I%tigés: Justice, Adminisiration of;
s\ Law
v Courts and courtiers S0P {F30-999 in epe-
cifie countries)

See alse Kings and rulers; Queens; also
names of countries, states, etc, with
the subdivision Court and courtiers,
e.g. Bpain—Court and courtiers

x‘/Court life ¥ Courtiers

xx Kingg and rulers; Manners and cus-
toms; (Jueens
Courts martial and courts of inquiry 344
Ser aiso Military law
x Court martal
zx Courts; Military law: Trials
Covenanters  274.1; 941
xx Church of Scotland
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begins with x; this means that a see cross reference should probably
be made from the term AIR RAIDS—PROTECTIVE MEASURES, AIR WARFARE,
and pERENSES, ATR to the one chosen, AR DEFENSES. A se€ reference is 2
reference from a heading which is not used in the catalog to a heading
that is used. :

T Pelow “x Air raids—Protective measures” is a line beginning
% AERONAUTICS, MILITARY CIVILIAN DEFENSE. This is to suggest related
terms, which if also used as subject headings in this catalog, should have
cross references made from them to this heading, so that attention pdy
be called to all related subjects. Such a reference from one headiaf, that
is used to another that is used is called a see also reference. Rihatd E.
“Holmes' Air Conditioning in Summer and Winter woqlgl'havc a sub-
ject entry in the catalog under Ak conprriontvg and di€re would be a
see also reference from related headings, for instanct, WENTILATION, s¢e
ulso AR cONDITIONING, If there were other Ibook{\jn the catalog under
VENTILATION. L

This same page from the Sears List gives**Air freight” in its alpha-
betical place, but it is in light face typeland is followed by the phrase:
See sERONAUTICS, COMMERCIAL. Thisimeans that this list recommends
that the term “Air freight” not b&'used, but any material on that sub-
ject be entered in the catg}qé under AERONAUTICS, COMMERCIAL., On
page 6 1s found listed, afmdnavUTIcs, comMEirciat 629.13; 3877 and
below that “x Air cdrgo} Air freight...” Terms followed by see are
not to be used agigadings. The Preface to the Sears List explains
what subjects hgve' been included, what omitted, and the provision
for reference§.)Preceding the list of headings is a short list of form
divisions shiich may be used under any subject,

'ﬁ'@&lﬁm List of Subject Headings contains a section, “Practical Sug-
gesuons for the Beginner in Subject Heading Work,” by Minnie E.
Sears, revised by Bertha M. Frick, which will be found very helpful.
The librarian who has a copy of this list may well pass over the direc-
tions given here.

Rue and LaPlante’s Subject Headings for Children’s Materials is
designed for materials in elementary and junior high school libraries
a.nd children’s departments of public libraries. The form is somewhat
sm:til:ar to that of the Sears Lisz. It gives terms suitable for use as subject
head{ngs, sometimes with explanatory notes; includes suggested related
headings and suggested sec and see also references, Preceding the list of



Subject cross references, In deciding upon subject headings, as ex-
plained before (pages 26-29), sometimes it is found that there ‘afe ‘two
or more different terms that might be used for the same subjeét. For
example, which is better, aviation or AERONAUTICS P MARTONETTES or
PUPPETS AND PUPPEY PLAYS? POTTERY of CERAMICS?:‘G’OU.NSELING or
CUIDANCE. Pages 26-27 give four criteria on which of dwo synonymous
headings to choose. Unless there is some very good reason for not
doing so, one should always use the headil{g. given in the subject
headings list adopted by the Iibrary. If org’lbo’ks up these groups of
terms, he will see that Sears gives AERGNAVITICS, COUNSELING, PUPPETS
AND PUPPET PLAYS, and PoTTERY, but somepersons who will use the cata-
log will undoubtedly look under theterms AVIATION, GUIDANCE, MARIO-
NETTES, and crramics, When they find nothing, will they think of the
other terms? They may not.;’,_[:ﬁéreforc, adopt one of these terms and
refer from the other; €.g.Usc POTTERY and refer from ceramics, The
lists of subject hcading’\"ﬁ'c'}t only suggest subject headings to be used
but Iist syhonymous @nd related terms from which it is wise to refer.

Some librariags'd6 not consider see also references necessary for the
small Iibrary’syg‘t;;ilog and do not make them. Other librarians feel that
they are nepded especially in the small catalog, since the collection is
limited, and that all material on related subjects should be brought to
the ingirer’s attention.

Notice that the see also card is made precisely like the see card ex-
cept for the words see also, Detailed directions for making cross refer.
ence cards are given on page 30, Most see references are made at the
time that the subject heading to which they refer is first used, since
they are synonyms for the headings decided upon. One should avoid
making too many references for the small catalog. It is not desirable to
make see references from terms not in the vocabulary of the public; for
example, one would not refer from NEcroMaANCY to Macrc unless the
public using the library in question might be likely to look under the



36 Simple library cataloging

v3 See reference card

itV R e i )

AVIATORS
See
AIR PILOTS.
y N
A See also reference card

JUSTICE, ADMINISTRATION OF 0o

See zlsc : O
COURTS. \
CRIME AND CRIMINALS, \\

L&

term necromancy. One need not makela-card PUNGEONS, se¢ PRISONS if
the book to be entered under prisoNs has nothing in it on dungeons.

Before making see also’s onelshould consider the following ques-
tions:

o\
Does the catalog have Q::‘&rfal under the term referred from?
Is the cerm suggestet] &a reference one which anyone is likely to use?
Is there material jsythe book on the topic that this reference term suggests? For
example, dogs g book on pantomimes have anything on the ballet? If it
has, make'd eference from BALLET.

- Itis wge'that after a reference is once made from one subject to an-
other, there is no way of telling which of the books treat of that phase
o{"ttl}e ‘subject except by examining the books in question. Thar does

- ndt'matter, however. To go back again to the example given above—if
there is a card in the catalog which reads paLLET, see also PANTOMIMES
the reader turns to pantoMinzs and there among the several books on the
subject finds upon examination one or more which contain something
on the ballet, and he is satisfied. But if, on the other hand, he turns to
the subject panToMMMES and finds a few bocks, none of which has the
slightest reference to the ballet, he may lose faith in the catalog.

- 'I:hus 2 catalog may be made much more useful by the wise and
restricted use of the suggested see and see also references, since the first
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5 General reference card

MANNERS AND CUSTOMS .
See alsc Names of countries, cities, ete,
with the subdivision SOCIAL LIFE AND Cusras, e. g.,
U. S, SOCIAL LIFE aNp CUSTOMS

subject the reader thinks of may not be exactly what he desirgs. R\efer-
ences, especially see also references, should be made sparingly; as noth-
ing is more annoying than to turn card after card and, find only, see
so and so, or see also so and so. N

Another and a slightly different kind of referenée is the so-called
general rcfemrd. In the Sears Lisz, page 3140 the list of see also’s

Under RARNERS AnD cusToMs is found: “.?.%n’d names of countries,
cities, etc. with the subdivision Socsal life and Customs, e. g., U. S.—SOCIAL
LIFE AND cusToms.” This sort of referencejs very useful in a catalog and
saves much duplication, as otherwisedt-would be necessary to list on a
reference card a heading for cachndividual country with the subdivi.
SION SOCIAL LIFE AND CUSTOMS, N\

Keep down the number&F cross references,, Be absolutely sure that
no reference refers to a héading not in the catalog. See the first restric.
tion given above. ‘Do‘lhs} make a see also reference from a subject on
which there is no, material, but wait until there s material on that
subject. On the other hand one may make temporary see references,
For example~iforder that the reader may have the suggestion and
find the small"amount of material on the ballet that is included in the
book on “pantomime, one may make a temporary card, BALLET, se¢
PANme}MEs. Later, if there is a card with the heading BarLeT, this
referénce card may be changed to read “sce also.”

Other aids for subject headings. Appendix IV contains information
on where to find lists of subject headings for special subjects, Even
small public Iibraries and school libraries will have books and parts of
books treating of 2 subject not included in the Sears List or Rue and
LaPlante’s list. This is especially true of the new subjects which are cop.
stantly developing, e.g., psychometrics and social planning. The subject
headings used in general and special periodical indexes, bibliogra-
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phies of special subjects, and the terms in general and special encyclo.
pedias will be found very helpful in determining the wording for such
beadings. First be sure no term in the regular list meets the need, then
look in the authorities mentioned for the best possible term.

At the end of this manual is found a list of aids some of which
include headings for the newest subjects, An authoritative checked list
either in book or card form is absolutely necessary. Great care should
be taken in the use of indexes coming out at regular intervals, e.g., the
Boollisz, since these lists can best serve their purpose by changing their
headings to suit the latest development of subjects, If a headiyg 'in a
catalog is changed, all the cards with that heading should be changed.

To illustrate how the aids may vary, take the subject agplines. Since
1935 the Booklist, which follows Library of Congeédss practice, has
used the term ArROPLANES a5 2 subject heading; thé Srandard Catalog
for Public Libraries, 1949 edition, on the other hand, uses aEroPLANES
as a see reference to the heading AIRPLANES{ 48 both the Cumulative
Book Index, 1933-52, and the Standard €aralog for High School
Libraries in all of its editions do, Angther example is the use of the
terms aviators and air pilots, The Gamularive Book Index since 1928
has used aviarons with a see referenee from am prots. But the Stendard
Catalog for High School Libsgries, sixth edition, 1952, uses am prots
with a see reference from afiavos, '

\\_J/'F'hecking lists of subjeet headings for tracing, When a heading is

page fron}\.%é (page 33). In this way the librarian can tell which
fubject.hp’admgs.havc been used without referring to the catalog. This
s 3, great convenience, and care should be taken that each subject head-
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If it is decided to discontinue 2 heading in the catalog, this checked
list will be a guide in removing the references to that heading,

The rule is: Mark with a check (™) at the left the subject heading
used and the references which have been made 1o it; turn to each
reference in its regular alphabetical place and check it and the subject
heading used. The checks on the page reproduced from Sears indicate
that there are entries in the catalog under R pErENSEs and courts AND
COURTIERs and that a reference has been made from AR FREIGHT to AzRO-
NAUTICS, COMMERCIAL and from couRT Lirp and COURTIERs to cofiRrs
AND COURTIERS, O\

To summarize: In making subject entries for a catalog usg’thé'hcad—
ings and the references suggested in the list of sub ject headings selected
and keep it carefully checked for all terms used. ) :\

Subject authority file. Instead of checking a prifited list of subject
headings the special library for which there is no sintable printed list or
the general library may have a subject authority file on cards. In this
file there is one card for each subject usei(in’ the catalog and on this
card is a record of all references made toehat subject. If the subject is
not taken from the adopted list of sgbj’éét headings, the source is given
on this card. There is also a card carresponding to each reference card
in the catalog. Cards 6, 7, and 8.are sample subject authority cards,

Reference cards, the sccQﬂg kind of card to be made for the subject
authority file, arc just like\the see and see also reference cards for the
catalog, given on page 36, except that the subject headings are not in
full capitals. Subjestdieadings in the card catalog need to be distin-
guished in some/way from other headings for the convenience of the
readers. In so‘{f;e ‘catalogs red ink is used for these headings; in other

6 Su&fﬁ(&&hoﬁqruud

Alr pilots,

Refer from
x Airplanes. Pilots,
X Aviators
x Pilots, Alrplane
¥x Aeronautics
xx Aeronauties., Bilography.
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7 Subject authority card with explanation of spacing

Mir pilots. € = = = = 2nd line, 2rd space from left edge

Refer froméith line, 12th space from left edge
x Airplanes, Pilots
%

¢ S 5th line, éth space from left edge
I 5th 1ine, 8th space from left edge
N\

O\

L

O o

K

X 3

8 Subject anthority card showing source of heg dn;g

R Y

Space stations (proposed)™\' (R. G. 1953)
\'\‘ -
catalogs full capitalsare used. As the subject authority file is only for
the use of the libfasian, the terms are given with only the first letter of
cach heading»\i;} subheading capitalized. Cards 9 and 10 are sample
reference gs\\tds for the subject authority file.
qu\.dfil shows the exact location on the card of the heading re-
fem;}ii from, in this example aviaTogs, the word See, and the heading
refefred to, AR prLoTS. If the heading referred from cannot all be writ-
ten on one line, it would be continued on the line below, beginning
on the fourteenth space from the left. See or See also begins on the line
below the heading referred from and on the fourteenth space. Similarly
-the heading referred to, if very long, would be continued on the line
below, bcgil_'l}{u}g_ on the twelfth space from the left. ‘This arr.éngcmcnt
makes the first word of each héading stand out.
The advantages of a subject authority file on cards are: (1) It saves
adding to a printed list the headings chosen from other sources. (2) It
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9 See reference card for subject antherity file

bviators
See
Air pilots.

10 See also reference card for subject authority file &

Aeronauties, Cormercial

'\\
See also
Ajr mail service. y
Air lines. \\«
\‘

11 See reference card with explanation of spaking

al

A

7 = = =~ == ~%th line, 12th space from left
+ A edge
Aviagtors ()
See € %<\ '5th line, 14th space from left edge
Air pilotsié - - = 6th line, 8th space from left
7Oul edge

N\ ¥

O

avoids transferring the checks when a new edition of the adopted list
comes out. (3) It gives space in the proper alphabetical place for new
subjects to be added. (4) It is always up to date.
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chapter 111 "”/

N\
Choice of O
personabnames

ANY;

Introduction. Offhand it seems simple tg'}h\alke catalog cards for
books, and it is not difficult if one knowshdw to meet the problems
which are presented. Even in cataloging\the smallest collection, it will
soon be discovered that ; 2l authars devnot have simple names, such as
George Bernard Shaw; and evenlk they have, they may publish one
book as Bernard Shaw, anothef as George Bernard Shaw, and a third
s G. Bernard Shaw, In tha{:c\asc the obvious thing to do in order that
all cards for books b{@r\hotit the same author may stand together in
the catalog. is to find\But the author’s full name—George Bernard
Shaw—and use thatform consistently.

 An investigation of any miscellaneous group of books shows quite
a variety of kinds of hames, but further study shows a limited number
of types of\tames, thus indicating the possibility of introducing a sys-
¢ » but librarians have sought to

cover the points most often met.

There are two general rules about names: (1) List

a person under
the best-known for

m of his name, putting the surname first, then the
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RULES FOR NAMES AS HEADINGS

Simple surnames with one or more given names (A.L.A. 1949.37,
adapted; 40B)" “Enter...under the family name followed by the fore-
names.”

Adams, James Truslow.
Morgan, Alfred Powell.
Harris, Joel Chandler.

Milne, Alan Alexander.

“Unused given names, middle as well as first names, are as a rule<o bc
omitted in author headings, especially in the case of living authors
Refer from full name if anyone is likely to look under it, Qspccmliy if
the first name has been omitted. \ >
Full name: Joseph Hilaire Pierre Belioe N
Name used: Hilaire Belloc .»‘.’\\
Full name: Herbert Sebastian Agar ’
Name used: Herbert Agar AN/
Full name: Basil Kingsley Martin "S
Name used: Kingsley Martin PAN
Compound surnames (A.L.A. 1949. 38) “In general enter compound
surfiaincs under the first part of' the name and refer from the other
parts.” . )
Llayd George, David., \
Langden-Davies, N
Mendclssohn-Bdstholdy, Felix.
References shouk}l’bf: made from the other part if it is at ail likely that
anyone Would"lo'nk under i, e.g.:
Qeorge, David Lloyd
X ;. See
Lloyd George, David.
\Surnames with prefizes (A.L.A. 1949.39) “Enter under the prefix
in al} languages surnames with attributive prefixes such as A’, Ap, Fitz,
M, Mac, Mg, O, Saint, San, etc.”
MacDowell, Edward Alexander.
Saint-Exupéry, Antoine de.
“Names beginning with a preposition, an article, a preposition and an

*American Library Association, Division of Cataloging and Classiﬁcatic{n, AL.A, Cateloging
Rules for Author and Title Entries (2d ed., ed. by Clara Beetle; Chivago: A.L.A., 1949),
The parenthetical citation is to rules 37 and 40B.
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article, or a contraction of the two are entered under the prefix, or the
part of the name following the prefix variously in different languages.
“When the bearer of a name with a prefix has changed his citizen-
ship, enter according to the rules for the language of the country
adopted,
“Exception is to be made in any case where established usage...is
contrary to the prescribed rule.”

1. “Enter under the prefix and refer from the part following qh\r:
prefix:” - '

2. “English names.” )
De Quincey, Thomas, O
De Voto, Bernazd Angustine, N
De [a Mare, Walter John, , \
La Farge, Oliver. N

b. “f_;&c__xﬁ:g_h__qgmes when the prefix consists of aivarticle or the con-
traction of a prepasition and‘érfafncle”\ T
De Chailla, Paa! Belloni, \4

¢. “Italian names when the prefix consists simply of an article.”
La Guardia, Florello Henry, &

d. “Scandinavian names of romance origin (2) all Swedish names,
and (&) Danish and Noiwegian names when, the prefix consists
of or contains an i6le:”

Dela Gardie, Magnizs Gabriel, grefye,
La Cour, Jeps Lassen,

Do[acroix, Fugéne,

“S__iggg such names geeyy sometime
£nce from the component
Delacroix, Eugine,

‘ Refer fr_a_r_n:' Croix, Eugéne de la; I3 Croix, Eugéne de.
2, “Enter lfnder the part of the name "fofli)\ir_ing the prefix in all cases
1t specified above and refe, from name beginning with the prefix:”

a “ . ..
French names when the prefix consists of a preposition,”
Ronsard, Pierre de,
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“In French names containing a preposition and an article (not a
contraction of the two) the article precedes and the preposition
follows the name.”

Le Bédolliére, Emile Gigault de.

La Fontaine, Jéan de, .~
b, “Italian names when the prefix consists of or contains a preposi-
tion.”
Annunzio, Gabriele d'
Refer from: IYAnnunzio, Gabriele,

c. “Dutch and Flemish names.” D

e\ N
Van Loon, Hendrik Willem. (He was born in Holland,~j:ht hived in the
United States many years.) N

Gogh, Vincent van. (Y

Q.

Bat: “In Dutch names the prefix de has tlie’same significance as

van and follows the forename.” IRV
Helm, Cornelis de, \ -

%
"

d. “German names.” i
Gocthe, Johann Wolfgang von, N

e. “Scandinavian names wh@ﬁ:the prefix consists of the preposition

av (af ) or the German@quivalent por.”
Linné, Carl von |, ()

f. “Spanish and Po@%\guesc names. With very rare exceptions, S pan-
ish and Pospu@ltese names are entered under the part of the name
following,the prefix.”

Cervahtgs Saavédra, Miguel de.
Gaﬁﬁ, Vasco da.

Titles of address (A.L.A. 1949.41B) “Omit from the heading titles
of address (Miss, Mr., Mrs., Frau, Mme,, etc.) ; minor ecclesiastical titles
(abbé, archdeacon, dean, rabbi, reverend, etc.); governmental titles
below the highest rank (vice-president, senator, governor, etc.}; mili-
tary and naval titles; academic and professional titles. Make exceptions
~--when [title is] needed as an aid in identification.”

Noblemen with family name and title (AL.A. 1949.57) “Enter a
nobleman under his latest title unless he is decidedly better known by
an earlier title or by the family name.” When necessary, “refer from
the name not adopted as entry word.”
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