L e e S 3T 4 T F i —~—— R eSS S R ]

e

25 A

e TS ev s s ek : .41.‘.,@. 4" il

-
']
O :
M
-
5 4
o
w Ry
o :
(& 4 2
13
<
2
w
~
b,
=
o
= ¥
= A A i = i MK NSO S
.m,«
=
. Y

MRS e ? Tt
& g H«u;. g I N o E vwﬂﬁv.-\.ﬂ\ Y

o N e W . ranine

S I " i




Technical work complete 19 November 1918,

All books are accessicned.

All books, down to and including the accession no. 2507, are
classified and shelf-listed with the exception of the
roference sets, tho bound magazines and the material on
the top shelf.

An author and title list has been started. The adult 900's,
899's, 600's and 300's are coumplete.

A withdrawal book has been started after taking an inventory
the accession bodk,
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Simplified Accession Book

E Compiled by the
f

Wisconsin Free Library Commission

,,,,,,,,,, 19__ to. .

From._

DEMOCRAT PRINTING CO.
MADISON
1911




Explanation of Simplified Accession Book

The accession book is a brief inventory of all volumes ever owned by a
library, and the entries being in the order of addition to the library it shows
the chronological growth. It is the most permanent of all library records as
there is no danger of losing or misplacing entries, and it is the final reference
for doubtful points. Various valuable statistics may be secured from the ac-
cession record; how many volumes ever owned, how many added through pur-
chase, how many through gift, how many discarded and an invoice through the

cost column which gives the basis for insurance,

Place of accessioning in the routine

Accessioning follows checking of bill, cost of each book having been written
in inner margin of first recto (the right-hand page) after title page, with date
of bill and dealer’s surname.

Order of entry

Enter one volume to a line and never under any circumstances give the
same number to two volumes or to whole sets. No two books should have the
same accession number even if the original is lost, sold, exchanged or condemned

and an exact duplicate obtained.

Date
The date used should be the date of bill, and if necessary to enter hooks of
a later bill before an earlier one, do so, but never count off lines to allow space

for the earlier bill. TUse the short abbreviations for dates.

Accession number

Write the accession number in the book in ink on the lower margin of the
first recto after the title page, and it is a good practice to enter the number
the first thing before any writing is done in the book, as it is sometimes omitted

entirely if left for haphazard entry.
The accession number written on the book card and pocket helps in the

identification of the book in the charging system, and is especially desirable
when no book numbers are used on the fiction.




Author " L ke
I within the anthor column, wrung above the line il necessary.
aecp W

he surname as given on the title page, omitting initials, but for
¢ St i v . . +

W if a well-known name like Mark Twain. When both
ppears on title page enter under best known form,

‘ Nt

psendonyms write in full,

real name
For joint
When a . ve
two. or enter only by title 1f many. .
‘l' + classics, use the best known form of the title for the author, e g

O CIHASSsIt ¢ B | 3 :
author eolumn with the title repeated as it stands on

and psendonym a . !
authors use both surnames with & sign between.

hook is by several authors, use the first ‘& others’ if more than
Doo A =%

Arabian nights, in the
the title page, in the title column.

Publications of city, state or federal governments should have the regulsr
entry in the anthor column, the name of city, state or country fol-
name of department or office responsible for publication of the work,
e U, S- ,VE.]m-,-nin.m dep’t: Chicago—Board of trade; Wis—Dairy & food
som'n, Abbreviate such anthor entries as much as possible in order to save space.

Enter under official name of a body or organization responsible for a work,
not under the editor or compiler, e. g. A. L. A. Proceedings 1596-97.

Enter under editor or ecompiler as author, only when wholly responsible
for the work, e. g. Palgrave, ed. Golden treasury. When compiled or edited
by several persons, use first surname ‘& others,’’ e. g. Yale & others, ed.

Prefix names should follow catalogue entry, e. g. Amicis, not De Amieis.

Periodicals should be entered only in the title column, never in the author
¢olmmn.  Follow the entry with dates covered by the volume.

When works by two different authors are bound together, use surname of
first author in author column, and add title and author of second work after
title of first work in title column.

catalogue

lowed ‘l_\

Title

["se hrief title, omitting initial artiele except when sense would be destroyed

Never capitalize after an article if it is used, and do not put curves around
the article as in cataloguing. Do not use capitals for any words in the title ex-
“ept proper nouns and adjectives. Use no punctuation exeept for abbreviations
and a period at the end of title.

‘ If a book contains two works by one author give both in title column witk
& sign between, heginning second title with a capital.

Give dates of proceedings, o, 2. 1900-01, after title.

PU‘)“Shnr

Give surname of first
&

Give al] surn
names.

publisher named.
ames in firm if necessary to distinguish between similar firm

Year of publication

Use title page date if given, otherwise last copyright date, or preface date.
Do not use brackets if date is supplied from some source other than title page.
If no date is found use abbreviation n. d. (no date).

Volume
Enter number of volume if more than one in the volume column, Enter

the number of parts if in parts, ¢. g. t21 Indicate series numbers when
pL.

more than one as in the case of some periodicals, e. g. ™ 5 ;2 (new series
S.

0.
13, old series 26). 1f two volumes are bound in one they may be indicated in
this way, 2 in 1. Do not use an abbreviation, v. or vol. in the volume column.
Simply the number itself is sufficient.

Source

The surname of the dealer should be used when the volume has been pur-
chased. For gifts use the name of the donor with initials. For books added
by binding give the name of the hinder.

Cost

Enter the actual cost in dollars and cents. Do not divide the cost of several
volumes in a set, but give total opposite the first volume entered. .
Added by

By checking on the line of the book, in the columns headed, Gift, Binding,
it is possible to keep count of these different sources and the number of volumes
added from them to the library in a given period. It is important to keep these
records separate in order to save time when the annual report is made up.

Rebinding

The cost and number of books rebound may be kept in this column and
the same figured up at the end of the year with very little added effort.

Withdrawn

It is necessary to keep a record of books withdrawn that the actual number
of volumes in the library may be ascertained by subtracting the numher of
withdrawals from the total accession number.
Remarks

In the remarks column may be written any information desired not already
provided for in the other columns.

Ditto
The ditto mark is a great time saver in accessioning long sets and may be
used to advantage wherever possible. One ditto mark is sufficient in a column

and the rows should be evenly kept.
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