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Condensed Accession-book

rds to be filled, and by no means last in importance,

the history of the growth of the library.

5 1 1l reference in doubtful cases. Here
volume, fully told, but in the most com-
icator for the whole collection. Each
, in which, if not exactly the book, all the
placed. Thence they are never
, or loaned, or condemned, or withdrawn,
The card is never misplaced, the entry
new edition never supersedes. Once
ner erows thin with wear and the
t entirely fade out of ken.
" to learn what, and where, and
feel f his answer. A
S ciement O1 exactness
It 1€ ¢

the book is thus an indicator for the
t \neeable record the additions

vear are shown at a glance; also thi

v ¢ rv has had ; and its present Jum
1 Jost. This book is the most
] S NO ¢ I \in; or mi,\l_;‘.i‘.ﬂ
< in card catalogs, nor of being

v, » shelf list.
¢ nlied to the accession-book or to
t to the 1 or. title, and subject catalogs,
readers. W f

so as an activ verb. Some
nd “to enter; oOF record-book
o RS r .; »  «To register” confuses
: : y ‘; tions or addition-book and *“to
\ 0 s record 1S !c;i'.nic;l';'._\'tl‘.c only way
f < have been used. but the best feat-
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ures of all were finally combined in the A. L. A. Model, made by 2
committee of experts who compared thuroly all the \‘:rim"s forms coi
lected, made and tested samples, and finally agreed on all the details of
materials, ruling, printing, and binding.

‘he colored lines help the eye in passing across the page, following
one or two above or ‘um\\ and thus avoiding the daﬂgi‘l’ of getting off

’

the line in crossing the fold,

o

RULES FOR ENTERING

In the following rules a choice of two or more ways is given in scveral
cases. Each user should, before making the rir;t entry, read these
rules thru carefully and cancel all the forms I')L’ft[i-)n('(!.-c.\'(('h’. those
to be used, and add neatly in manuscript any added rules :’.‘..: seem
desirable, and a * List of special abbreviations ;:w:vi in this book,” which
will show names of agents, funds, etc., local in char acter, but occurring
s0 often as to need contraction. s

This done, a glance at the preface will for all time show what the
rule was for entering in that volume, and explain ar

ny abbreviations not
on the printed list,

r - . B
1. LZnter cack book immediately after it is collated

and agreed wit
order-book and bill, N b

2. The officiz iness record of additi

a. The official business record of ad itions should be kept as strict]
] : ‘ y LN " Pl as stnctiy
up to date as a cash account. If more ho ks ® in t} A -
o e ‘ nore books come in than can be
P 2t orce, and some are wanted in s

ed in special haste, t hey may I'c entered

> Wrnitten

first, but under no c-ircmnlxnzgcs ~twu d]
added. Once bearing the accession-nu
found ; but a book I

:
books from other sources Or coming in on othe
book corresponds to the busi

eave the l'bra"\ til properly

imber, other facts are readily

I:’“:S guide

is easily lost or co
o rdates, The accession
mvoice-book of a busi s | .
} a business hous

e is opened, colla r-book ! ; S ¢
! .op 000K and t::l, to see th
45 ordered, that the book is comnl *te and § S
that the price is right. Check the price
record, thus “agreeing " them Then,
on the invoice or a ccession-hook
&’ at all, for this fact 4

te it with ord

in pm er condi

lition, and
on bill, and enter

if it on order
CO”LC{ enter th

he book a7 0
If inc orrect or al once

imperfect, do not ens
dec w-\ th L is not t ty .nwl“b(mcf
O the Pbrary

0 be “addeqd"

tures, statuary, maps, and all articles added to the library should
cessioned and numbered, so as to record the date, source, cost,
nt':wr items of interest. Cards may also wisely be added
and subject in the catalogs. It is well to

1der the names of artist
ecial book of additions for these articles, if they are likely
: }

or more numbers Il);k} be saved in a

to be erous ; otherw
he front or back of the accession-book, thus keeping these
I liar articles together. To distinguish them and their numbers
from box p king the first work of art A1, and so on, the
last number ..~' owine the extent of the collection. If wisht, a similar
for scier specimens can be made under Si, for maps under
Mi,e
c. M arts, in book form are stampt in the lower right
c or near title of the map. In the size column, length
ind bredth are given in cm ., 41 X 52 cm
2, Use all the sta wry abbreviations in all entries.
These include dates, authors’' forenames, place, size, binding, etc.
L Abbr s appended to these rules for full lists. So
many facts are given in s ) little space, that it is important to save
r 1 by using ¢ eviations ; and, as only those familiar with them use
t & the obiection azainst their use in public catalogs does not hold
: ood \ obvi :7:< contractions may be used in this book, spcciniliy in
titles : e. ., “ geog.” for geo i ist.” for history, “biog.,” etc.,
et The compact L. B. dat library uses.

the upper left marg rin of eack /{f{-/mnd
Jirsi { enlry ('f each d‘u'l'
irning to find books by dates.

. running date at the topis used in tu
It -1l entries til a new date is prefixt to the accession nums-
. il HLLACS

are received the same (‘1\' the date in
Sometimes only a single book is ‘mded but its

lly as for t"n\, ageful, for dates, like other
ficures. are almost worthless if not exact. This date shows when the

2T ~me into the libra vd. if the ac Ccessions were w ritten up dall\'
DOOK came tne uoral

= ~ 1 g D o -
ber. If a whole page or more

oin is enough.

jate must be given as careiu

A large number coming at once
date, to show that they came to-
It is less account what

i: would also be the date

ould be entered ur
i ] rv tak se '11(1.1\5
rether. even if the entry takes Seve
::(“m}:' ‘1_° 1 itten “'1 n what day the book was receiv ed into the
day the line 1s writicn, w4 e

C y [tlon
l'h Some vEVC rive dﬂd. ()f h\.. VI 1“1([ tnlq 1 recep
1 11\' omec hl\'. €Ver "'\ th

, 4S8 b( 1 C i\l( st.

Others note b~ th dates. This shows

when different
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one reason for strict observance of Rule 1. If delay is necessary put
the date on the cover where it will be covered by the book-plate, unless
the order clerk puts, as he ought, the date on the inner margin of the
first recto. If books accumulate they should be kept in order of
reception ; and, if any are specially wanted before the others, the lines
may be counted off soas to accession in proper order.

4. Give to each volume the next consecutiv number on the first blank
line of the accession-book, and enter this number on the lower margin of
the first recto, after the title page of each volume recerved, and never assign
the same number to another volume, even if the original be lost, sold,
exchanged, or condemned, and an exact duplicate obtained.

An accession-number is given each separate volume, and not to
works, or sets, or lots, or series, or collections. .“n]l)(_l‘].n(f works,
in however many volumes they may chance to be, always leads to con-
fusion. The last number should show how many volumes the library
has received from the beginning. Books are often issued in parts and
at intervals, like periodicals. If an effort is made to number books
or works, rather than volumes, the first volume received in continuation
makes trouble; ¢. g, v. 4 comes in to-day and should be numbered

[347; but v. 1, 2, and 3 are numbered 975. That entry must be
found and altered to show that v. 4 i1s here. thn V. S cr)"ncx in, it

must be again altered, and so0 on to the end Such constant changes
and erasures make a slovenly book, and are sure to b : st

b. To number each lot as it comes, without tryir
umes of a set together, is a little better, as it s
accession-book is kept at all, 11 is best to ke
show what it professes —the a

eget confusion
1g to keep all the vol-
aves changes; but, if an
LP it properly, and let it

litions of e ach d ay i
‘ 1 the exact order of
their reception, without classification in
¢. In assigning call-numbers or shel [f-marks by which readers call §

: , i AUCT al or

what they want, books, and not volumes, are numbered. In th
3, & oCred. n > Acce

sion-book, volumes, not books, bear the number FIN

any !wrm

d. The rule gives a separate line to each volume
flave put sets of 50 or 60 volumes
little paper; for the apparent - ’
end. The entrice if tha < R Ty S
sl entrics, if the same, are dittoed with labor t 00 trifi f¢
mentic stons fae ok ] = b
; m Une S€rves for the whole | iine, insted of dit t .
wo 2a 2a : “HI 4
ind even this is done only in the life of th
accession-book has 10.00¢ lines, or pige 34
umes. Trial of various plans prove
Mmgeon-holes or lines

- Some catalogers
2 Ny » : . :
all on one line. The only gain is a

saving of labor proy

each word

=2 \ V0! ™
£ sm
on-holes for 10,000 disti

th : inct vol-

€St to assign o

¢ o ne o nge

across the book to each volum s theae
each e

iny ot

The rule assigns a given line to a given volume, and forbids its use

her than that identical volume. There is no trouble then in

rding titles, imprints, cost, source, binding, etc., for the different

imes of a set. If any volume is lost, or re-bound, or requires any

- or comment to preserve its history and the record of its present

, the way is perfectly simple. If two or more volumes are put on
le line, confusion is sure to arise sooner or later, while by this
any fact concerning any volume can be entered and found with the
possible labor

Some libraries in replacing a lost book give it the same accession-

ber as the original. This is convenient and best for shelf-numbers,

t is all wrong for accession-numbers. Lost books often come back after

years, .::,v' some day a wearisome effort to agree accounts dis-
es o books bearing the same accession-number. A book put in
library to-day in place of one lost five years ago was added fo-day,
not at the time of the first purchase. Itis e. g., the 1374th volume
| to the library, and is to take the place of 975, which some one

not previously accessioned, when bound, are entered the

’ n the date when they come in from the bindery,
their reception as books. In the source column
in place of the agent’s name, shows that the

in the library, but not entered.
two or more books already accessioned, the
as the number of the collection,

may be retained
b .\-|k nd all of it, with additions. In the Remarks

s the 1dentic 2 &
mn opposit each of the other volumes enter “Bound in No.

ite
This number as soon as assig mned 1S \;Jn]Pt on the first recto dfttr
tit e book is re-bound, the number is preserved for

:dentification after the book comes back from
nlace for this number, atter

C This is the most convenient | ! :

title itself. which it would deface, and the reverse ol the title where

he ink often shows thru or blots, and where it is harder to get a smooth
S A e for stapin Even if given on the book-plate, it is repeated
gy I“ k XL‘ «ul stamp the accession number on
he 'tu; 'r‘;xl.;ux:\.:;i\n' uj;r and subject card dotto mi-side up, S0 as to be read

ym the front when lockt in the catal

rs. or crosswise of the back

} I \" g_..l\\(
This number on the

yrner of the front.

and. the machine being set, it is

-
<
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appreciable labor to give the number wherever wanted. On the
| ]

back it takes no space available for title or notes, and is just as conven-

ient, if stampt bottom-side up. When at the accession machine it is
not known how many cards will be written, so only the one main

ct card is stampt. This is also an advanta

in that a card not sta on the back is thus recognized at a glance as
ain “added enty T Se The numbering machine, th

SOy o= . : .
|l,-.ﬂ._. at ibrary, where it saves Its cost mn

time of clerks and

ict printed numbers

of the highest legibility

k. Numbers when in

olumn are

if only the last two

are giv

00¢. a 1000 extra, the book can be had
advance, This is much the neatest and m the end the cheapest

Numbers cannot be pt

] inted in advance if dates of entrv Oor receipt

of books are given on a separate

This is s

etimes done because

P slanlt B I ] 1 }
a blank line (with only the date in the centre) ahn: 1 bel ]
: Yy € date L Laccenire) above and below the "\\
ot ."M'u'l!{i\’ received together sets tl en ff distinet)
§& - L 1 O1l uis 1cTiy S a 41! D by
= o y

thems

Ves., 1s plan, however, besides 1

printed numbers impracticable, breaks up itv of !
SR A % , A\jh () 1Ur rs
deginning each re, and r " ¢ 15 less reads B

i 3y our rule of a

ine to a number, and dates in 1

with an even 20, and the ¢ ve is erea hol : gl s

5. Laler the class

i permanent, in penci
. Some

libraries are so nums?

their hl’.c;( n“”“n,‘,r\ r press-m .y = . 3 tque 1Anges n

numbers, which remain fixt

that they can be readily = tered
System

does not admit of

great value to libr at h o
changes. 1. Th ire i 2
consulting the « . T € ' wls
casier. They are the best ‘ : g s
:“IV get on the shelves. x ¢ o
u€iore T‘{}ft‘.fr‘i: on the inventon st =
b. If the old fixt system is used
class, will g0 in the first -"'Z.w:'x n“‘ S . o eed o

chosen, for i
N, 1or its brevity and ap

1 librar: ’ Pr Y to almost 3
i lioraries acree ; * R b . St a Syst '
aree In using a hook-m mber & " . iy
u X 113 o 3 -

“en this and

Where the alfabetical arrangement is followed wholly or in
s will be used for the words or letters and figures

the location of the book. These two columns are

the book is cataloged, clast and shelf listed : for it is
t et nbers a ly, til the shelf list is consulted.
f tical systems there is a chance that the identical com-

before, and must be differentiated.
mn, two volumes bound in one would be entered
& 4. et One volume bound in two parts would be entered

¢ the number of the volume if more than one. If in only one
lumn blank as 1 indicates that it is the first of a

ike all entries or facts perfectly definit.

mme and ,’/:'t' fa'-'jn y A5 IN "‘/"" [")‘"‘.'/:{i{/( ./‘:”'""’A""l's’
! yules see Library Notes, v 1., p. 111-131.)

y other facts are given with so
the book lentified. If the work is anony-
t to be filled when authorship is
| t itle is faint, so as to be seen
guide the titles line accurately one
W % r title is very long, this line is
105t here will be a little space
{ € title,

f s na the heading which takes
: n f tions and various other books,
v ¢ other catalogs ; and, as it must be
S$ o should not be written here at the
With th . 2¢ with the class number, if in doubt, and the
% i th yor column blank, and fill
the other catalogs. A volume of
used on the main card with a
p / y, d. wd sise, in accordance with

for f ! more ( tions may be safely used.
I shers are nted, give only the first named
e ‘ + imnortant if the in publisher 1s given In
\ " mes preceding. Some omit the publisher,
B 2k anll b o YA <omewhere to help identify each book or
SRR ‘ e - differentiates two editions of

T e s
»d in replacing, tracing, €tc. If

-

~
1
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omitted from all other records, give it here. Leave space between abbre
viation for place and pul'lfshcr'. so it shall not look like a name and
initials ; e. &, L. MacMillan, »ot L. MacMillan.

b. If something must be omitted to save labor, perhaps the publisher
can be spared easiest, or '?u.- pages, if given on the cards,

¢. Give the date of publication in years of the common calendar, and
in Arabic figures Nr }mrv or elsewhere, use Roman numbers.

d. If it dif a year from publication date, always give year
of copyright with ¢ prefixt. The line headed DATE is wide enough for

ers more th

six figures, so this important item specifying the real date of publication
can be added

¢. The extent of a book depends on pages and size, so that both should
be given. The paging is the most useful item that can be given in so
imall enace * ae ¢ 3 +1 ards n =1 . 2 1
small space ; as it is on the cards it can be filled in with the class and
book numbers without looking it u p twice. It is one of the most useful
items ir r tlar editi . let is 1 hi 1

18 in identifying similar editions. A pnmph:ct is only a thin book,

and is best described by giving paging ; e. g., “ 37 p. 0."
(binding, paper, and ('\"xr::l, as well as fol 4]
desirable, can be gi

All the sizes
: In case it should be
. given by interlining, but except in rare books, the size-
letter is sufficient, Give the size by the A. L. A, book-size rul I
is on the line, call it the larger if ‘:t i il

it
has been trimmed in re-binding ;

if untrimmed call it the sm r
¢ sm ‘or books m"d in fragments, do

not subtract, but give the first tnd last ; ¢ 61
1d Ia €. g, p. 613-1120.

f \” l‘h[] | )IL ]1 i 1l d S Y s ( S [
. & €l K n ‘l!ﬂ K 4nd accu ale 1zing i ] ]
. Ul SIZIr £ | OLiC o
(»”(l [‘ltb[l\“l l)\ tr IJ,[.' ary Il',Jf'- all It <

I)YU['L! I'l\ X na 7, or ¥/ “"l'} LS Q L
aaar, s 7y O oo, Haout separate 1 -asurem nt s
n 1 . neasurer cn, I( 1 P\L

gves by diagonal lines the

inside the cover ; some mark the size lines inside the TIPS ! !} ot
accession-book or paste in a Cole card, tho it i 1.'.5 ;'f.m;\.l'.‘,”. e
\-,~hi¢h SE€rves as an automatic guide to he 1€ Gard under the cover,

3 l? ‘n €xact p('\‘ l“'l

given .Pv-t)'nu.\
: an ir
(‘h“hL of editions for re ading., It

The size of type is rarely i
portant item in

art of size or evta 9
more useful on the c: atalogs than here v Y4C Or extent, but is

8. Give the b % g ik :
¢ ‘ " Ton g maicrial, inaicating A‘J/f !’l’h{“'* b S re
), f 3 ’ 373 ’
or Detler a superior?: o, & imor.  IF ki e has 7 W pre iring Y,
n WeTIey . as leather co
O & superior® will indicate it. I 4 <7 corners also, 3

»y a ,I?ﬂ) A
remarkable, note iy R, VAR amons binder, oy otherwise

»

9. Under sourcr - write the

the fund if bo't Srom the
firm or .lbmr'l

. ey 2 LB »
ame tf f/l( givey, if a 2ift :

tncome of q sﬂal.h fund ;
agents, of whom bo't, if fre .

1/'{ name ‘/

or 1/11 name of the
om the geneval fund

¢ volumes by a br

supplying agents in all cases, prefixing
second case. The funds of each library
ials are ample, so the column for SOURCE

| fund. Enter at least the initials of the

lars and cents the actual cost r7f the book,

ngs and pence is not needed. So few
hrarv will be so billed, that it is waste

mns to these headings. Evenin

s that cost be given in ordinary denomi-
\n inquirer the cost of any book. If
must be kept, interline it in the

for statistics, enter it

foot the cost
ist ‘e is iven, it is useless to

L [ ms

1 out it . right of the source column,
' -, A '1“ fr, m, and s for francs,
.:J,__VL.; f,‘;doifnr'. If, because of

g kﬂ < from auction or second-hand

for a book of that list
is not an €rror In
enter them

- than usual {
1, tO show it

list prices, but
I

5
=

oive cost of the series
g

note of the number of vol-
UL s (9

work come in together, and
and entering $4.49

4) in this

at once,

up,
the first (v.
entry to m jake neatly), con-
,ukL'(, and write the cost

in identifying Wi hat came On
. l\A i

o

)“ll\][ the first
\HU,'

cen in Remarks Of
, bill covering 30 V.
e bill is always

~ 3

110.%.” he date of th
o hows the line of the last entry
+» next bill, unless 1t 1S

r-‘.'-:un handy to check

R

e heck
: trifling to thus indicate
the 1aDUI 18 gl
« " in cost column, and if cost

K ZILS 4
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is known add it in [ ]; ¢. g, g [1.75] For convenience in footing
imount paid out for books and amount of gifts, it is well to enter the
cost value assigned to gifts in red ink, as being more distinct than the
[ ], and showing more grafically the proportion of gifts to each page.
Some even write the entire line in red. Give items of cost carc!'ufjv.
thus making the accession-book for all practical purposes the invoice-

bo¢ >k

11. Mark the cost of eack book 22 ale e Born /

. A //'. cost of each Dook in inner margin z}f_/;m.' reclo qf's'r dale
of reception, when collating with the bill,

From this place it is copied in the accession-book, and is often found
of great conventence in determining

. con value without consulting records
or bills. The cost written in the inner corner of some special page
agreed on in each library, serve ’ .
or covers taken off in binding, or by accident. or by design where theft
18 intended ; but any reader 2 2 A

s to identify books with labels removed,

may wish to know the cost, and it is

unwise to use it as a detectiv mark

to all interested. A m

awl or pin in a secret place

fifth o used in the pagi

removed, if known, so as

/,

nuch s fer

This can hardly be found 1}

12. Under REMARKS indicat

drawal as duplicate, bindin
i Sposilion

The preceding entries tel

I ""l\l"‘. l\'[.:“‘.\“l\\ ‘L\‘-‘ )t‘

case the book is no lonwes

less labor than at first appears. ar
i . ol sSaves

DOOKS come in from t}

numbers, and note the new

¢ lost and the

1€ I’A'I! ;t'

1€ reader wishes

» of which the place cannot be told
private mark is a perforation with an
€. g, a pin hole thru the center of the
: )y accident or
¢ detected by an expert

any re- "7,‘.,;'. > . U
Wy re-oinding, sale, loss, exchange, with-
ik anoth Ty /,
mother volume, oy any change oy

it W,. . ; k wa w} :
w1t DOOK was when it came into the
1anges, and of the finaj disposition in
S CCuston 1 place Thi 1 ;
med place.  This rule requires

more th i : l 7
'OTC than it costs. When
~t matter to open to their

wit} {8 cos T} if
: t Then if the volu ae

L (i ' fOr it s
whe SRS, LHICTE 18 1 . r
viicthe 7 - — Sl A means of knowine
wi t.;(l Il Was i paper as at first bo't § = e u: ins of l\.‘u,l.\A:‘D-
as re-bound at an ade <) <ents, or in L,y( e al
: by < n added cost of €1 ] daill morocco
f Bur el DEe accece: . °
ot nnal reference for 3 cession-book is the he
=i € Ior thes iS5 the book
Satal; & il Chnical f cts, that ' book
atalog. The efficient librarian rmeecs R Car on no other
every £ o 3 4 TEo oL D€ able somrnhe o
‘._»”lln'-_r ol the kind. and for ””\ < mewwhere to rt'fk‘"r;
k" y Ang 1| ) no ot e s I i«
""-'.x[l!&i"c;& Oother r“‘ﬂ‘v,’»“ “r,’ i
1". 'H‘ ; Iers so great
ne dbrarian who will ke
'. ' | . Any - “".}‘ an "..‘ CSS !
1CSCroed, will find l“ﬂ‘.\,"f ] 'OOK on the i').}lln ‘—11,(‘..(:

tion, the final authority ¢ which will |
y ' CH Wil be ref 1 .M

regardine the hi
garding the Past history

rey d i1 }
€pal It Wil be i!] con

mstant rec

il wjuuf';'k[-ﬂ -

uisi.

one or of

all his book

L

brary abbreviations

. NAD
A m
’\‘
All
A
‘\ -
Au
A
.
4
z "
AUl 4
j wew. B
]
Be
}
( { n
{ L
{
A (;
t Lhar
( €
|
}
rdg
i I A
Ed
Eugen
Ferdinand
Fitz Wi T

)
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UTTER ABBREVIATIONS

F..s.

~
D

G

Gert.
An- Gilb.
Gi. Bat

Frances

Frederick, Friedrich,
Frédéric

George, Georg,
Georges

Gertrude, Gertraud

Gilbert

Giovanni (Giam) Bat-

tista

Grace

Gregory, Gregor, Gre-

pire

Guillaume, Gulielmus
Gustavus, Gustav,
Gustave

Helen

Henry, Heinrich,
Henri

Herman, Hermann

Hippolyte, Hippolytus

Huch, Hugo, Hugues

Ignatius, Ignaz,
Ignace

Isaac, Isaak
Isabella

Jacob, Jacques
James

Jane

John, Johann, Jean

Joseph ’

Josephine, Joséphe

Julius, Jules

Karl

Kate

Katherine

Lawrence, Laurence,
Lorenz, Laurent

Lewis, Ludwig, Lows

Louisa
Louise

I~

A
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Marg. Margaret, Margarethe Rob.
Marguerite S:

M: Mark, Marcus, Marc S..

M.. Mary Seb.

Mat. Matthew, Mathius, Ste.
Mathieu Thdr.

N.. Nancy p

N: Nicholas, Nikolaus, ™
Nicolas Tim,

Ol. Oliver, Olivier

0.. Olivia U

0 Otto U.

Pat. Patrick V:

P.. a, Paulina V.

P.. Pauline Wa,

P: Peter, Pierre Wash.

Ph. Philip, Philipp, w..
Philippe W

R.. Rebecea Zach.

R: Richard Z..

F R
Where: and .. is used in K aglish names, use ; and

J: Jobn, J; Johans, J: Jean

FOR HEADINGS

Robert

Samuel

Sarah

Sebastian, Sébastier

Stephen, Stephan

Theodore, Theodor

Theresa

Thomas

Timothy, Timotheus,
Timothée

Ulrich

Ursula

Victor, Viktor

Victoria

Walter, Walther

Washington

Wilhelmina

William, Wilhelm

Zachary

Zenobia

v for the Gersnan form, and : and v for the Freoch. L XN

Besides the preceding 100 forenames

abr, abridger
br abridger Gt. Br. Great Britain
aftw, afterwards pseud pseud .
; seudon
annot, annotator pub publist &
: isher
anon, onymous P
. on anonymous sup’t superintendent
‘ born Pl
tr, trans
) ;i ranslator
collector U. S. United States
comnt, commentator & d ‘
an
co. company ()i
: include maide i
e o v G den name of married
contin, continue i g
s ontinuer [ ] include words or
ept department \-un"" { 7 = “’ords
d. d' 4 suj Hieg
/ ied ? after a word or fier
& P fligure means prob

Use also the o
® common abbreviations for nolie
positical, military, peofe

VOR IMPRINTS AND NOTES

Use the size Symoois, FQ O D §

C C()pyﬂu}\’ 5 g 3 '
) i € g, 1882 [*R4] “ al
cm S 882 [*80] fac-sim.
entimeter gr of
L:l- columns il R
ed. editions :
f. !

folios

ably, #

Iy f‘/'

erhaps

vuo0al and ho DOTAry titley

&3ven af the end.

fac-similes

EToup of portraits
1llusrratcd~ions
leaves

por. of gr.
pt.

ser.

tab.

t-p.

v.

V. p-

W.

w.

YOK TITLES

portrait of group
part

series

tables

title-page

volumes

various paging
(lwfure words) with
(after words) wanting

komorary and other designations

med.
mem.
misc.
ms. mss.
N.A.
nouv.
pref.
pub.
rel.
rept.
rev.
S.A.
sep.
soC.
sup.
theol.
tr.
trans.
UsS
vocab.
&

[]

-~

-

medical
memoir
miscellaneous
manuscript—s
North America
nouvelle
preface, prefatory
published—rs
relating—ive
report—ed—er
revised—ion
South America
>Cp.‘xr-ltc
society
.».upp':emem—lryfing
theology—ian
translated, traduit,etc.
transactions
United States
vocabulary
and. in all languages
words or part of words
.\u:vp:ii‘d
to and including, or
continued
matter omitted
probably, perhaps

tran tion to another

p;._—;c 6l
end of line on utie
Used in ex

page. ‘
act bibliographical
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FOR PLACES OF PUBLICATION

Use on cards. Im accession and all official recovd: wie

Alb, Albany
Amst. Amsterdam,
B.or Bost.  Boston

Balt Baltimore
Ber. Berlin

Bras, Braunschweig

Camb. or Cb. Cambridge
Chic. or Ch. Chicago

. Cincinnati
Copng. Copenhagen
Dub. Dublin
Edin. or Eq. Edinburgh
Eng. Engiland
Fir, Focars
Glasg. or GL Glasgow
Go..t' Géttingcn
S8, Kjobenhavn

!l;yo.r Lond. London

Lpz I
Lug. Bat I

Mil M
M:;n_ M

N. O. Ney
N. Y. New Y
Ox Oxfor
P. or Par Par

Ph. or Phil. P
San Fran. or 8 F

St L St 1
St Pet. or St P s
Stut. Stutt
USs. Uni
Ven. or V. Ve
W. or Wash. »

Abo the com .

for
OF Al lasguages wh

TITLES, STATES. ETC.

A.B.

bachelor of art
:I,D' “chbishop n gts N. (_ S.r
adjt_. ¥year of our Lord D ‘C Conne
adj v e District of
adm, jutant D.C
AM Alabama = dochon
Am. 2 master of arts .Cl‘ Delaware
A.R‘ol'Amer. American dist. district
1ate of the roya) Eng = ta
Ark, academy ; inglar
atty Arkansag ademy Fla. P
B.A attorney F.RS. fellow
b"t. bichclor of arts
B.c Baronet Ga. Georgia
bp. :ie::re Chri_“ :;n gener
£ v o
b""m . Op. Gt. Br goven
Cal, SSQIET genera] I - Great
capt, alifornia a. B
Card, Captain Id. T, Idal
Col. Cardina| I —
Csa Colorado Ind. Ind
detate States of Ind. Ter. Indian
Al'lleric‘ o C.§ ir
. O xan. -:... O
army Kansas

terr

itory
’

Ky. Kentucky N. Y.
La. Louisiana 0.
L. L Long Island Or.
LL. B. bachelor of laws Pa,
LL.D. doctor of laws pres.
It. lieutenant R.A.
maj. major Rev.
marqg. marquis R.L
Mass. Massachusetts R. N.
M. A. master of arts S.A.
M. C. member of Congress S, C.
M. D. doctor of medicine sC.
Md. Maryland sr
Me. Maine S.T.D.
Messrs plural of Mr
Mich. Michigan sup't
Minn. Minnesota Tenn.
Miss. Mississippi Tex.
Mlle mademoiselle U. S.
Mme madame U.S.A
Mo. Missouri
M.P member of Parliament U. S. N.
Mr mister U.T.
Mrs mistress Va.
N.A. North America visc.
N. B. New Brunswick vVt
N. C. North Carolina Wis.
Neb. Nebraska w. T.
N. H. New Hampshire W. Va.
N.]J. New Jersey Wy.
N. M. New Mexico
N. S. Nova Scotia
MONTHS
Ja F Mr Ap My Je ]
DAYS
Sn M Tu W Th

Use in this order “W g S 85" for “W
Use usual abbreviations for days and mon

New York

Ohio

Oregon

Pennsylvania

president

royal academician

reverend

Rhode Island

royal navy

South America

South Carolina

sculpsit, engraver

senior

doctor of sacred
theology

superintendent

Tennessee

Texas

United States

U. S. of America or

U. S. army

U. S. navy

Utah territory

Virginia

viscount

Vermont

Wisconsin

Washington territory

West Virginia

Wyoming

AgSOND

F St

ed. Sept. gth, 1883.”
ths on catalog cards.

FIGURES

Use arabic fi

gures, a half larger than the

Never use roman numerals.’
script, for all numerical expressions.

A, fF
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Size Notation

¥ | UTS! HT
FOLD SYMBOL SIZE LETTER ’
Nezver use for size. Never use for fold.
4o Fe
g1 Tt
21
24°
16°
12°

*O
P N O0OD WS

For all books over 3598 high the saperior figures

: e vis be
tween 7o and Soem high.
Prefix nar. if width is less than 3 hight.

“ sq. “ more “ : “

" ob. “

more than hight
These dividing lines will be remembered by the the

ACTUAL SIZE METH
Give all sizes in em (for great

accuracy ad n : 8y
bols and names, 8° and Octavo to indicate § G
lowed by b, or by x and width, e.g.. 23" or 2+ : 3 " s
and 23, i €, in 23‘ em. All measures are taker seide 2} W
from hinge to edge not including the round. To re prces
prefix Plaper) or t(ype) to ﬁ;urc;s. including in type neither § r signature

lines; €8y 23X14, poaxiy tiyx10, 8
cover, of paper, of Jet

ter-press, and fold

Library Colors

The day colors are used, e,

8+ on Inspection Shelves, to n

| . 5 hely n

l:redthe day on which each bookis to go to its regular " daiy
€y mark the day of a loan of mem., if the slips used a GRS

S In some librarjes,

The} Al ‘.
Sn, M. Tu.

; wW. h. F St
pmk Bluc Green White ’T Faws Salmon
The language colors used, ¢, i Bt .
. i : , in bindiy g% ATE s
2. g?el_ncan, Light Browy 6. Spanish, (
3 eEu;h, Dark Brown, 5 B gy Do 3
3. Minge o Black B Bt Tt O
& Fregn 1S8tONIC, Dark by, o A
* JTench, Reg e 91. Minor Aryan, Light Blu
5 Italxan. Maroon 92. Semitic, Yellow : Drab
93-99- Hamitic, etc., Light Dral
;_ICk buckra, dk. duck rox. roxburghe
21' calf mor. morocco rus. russia
¢ C‘Oth, musli Pap paper sh sheep
ro. roan vel. vellum

Si2€

Bin l';j
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Cost

Class

Book

Vol,
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