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PREFACH

This catalog is for three guite distinct constituencies — public libra-
ries, private libraries or individual book owners, and ‘commercial houses
and public offices. Technical supplies designed for the first two may
not all interest the last; yet, in 18 years' experience, we have found
business men adapting to business needs and using successfully many
technical library devices. The Card Index has a wider use today in
business life than as the principal library catalog. The Shelf Sheet
perforated blanks in binders are largely used instead of blank books,
pamfiet cases for catalogs and price lists, scrap books for advertisements,
notices and general notes. Many stores and shops use library devices
for supporting or labeling shelves as the best obtainable, and follow the
Decimal Classification in cataloging and arranging patterns and draw-
ings in factories, stock in book and art stores, and in scores of other
applications where it has been found a great labor-saver ; in fact, there
is hardly a library article on our list that is not also used in offices, so
that the Bureau, beside its mission of representing the focalized expe-
rience of the libraries, is finding a larger and equally interested client-
age in wide-awake, energetic business men and institutions. v

The Bureau is rapidly extending its work still more on the business
side, and hundreds of the most successful and extensive corporations in
the country have given testimony that they have profited greatly by
adopting the methods and devices which have done so much in the past
few years toward making money spent on free libraries accomplish a
greater work.

Goods will be shipped to any house, institution, or individual of
known responsibility, or on receipt of satisfactory references. As our
constituency is scattered over the entire civilized world, it is necessary
to adhere strictly to the rule, for goods can not be sent to strangers.
Patrons who have no means of showing their responsibility, may order
C. Q. D. or remit in advance to cover the bill, and any surplus will be
returned with the goods shipped.

Always give number or date of catalog used, as printed on its title,
to facilitate the prompt and exact filling of orders.

Remittances should be made in exchange on Boston, New York,
Chicago, or for foreign orders, on London, or by money order or postal
note. Actual cost for collecting local checks will be charged.

All prices printed in this catalog are net, The discounts for quantity
are indicated in each case and subject to change.

The simplified spellings used, are recommended for general adoption
by the most eminent English scholars now living.
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opments of library science, taking full charge of such work, or it will
send from its corps of experts those thoroughly competent to act in the
employ of the trustees, See also pages 62-64.

To commercial houses

Fhe marked services which the Bureau has rendered to libraries,
and the guidance it has given in finding out and applying the best
administrative methods has been quite equaled in commercial fields.
Among life and fire insurance companies, banks, railways, large manu-
facturing establishments, and to representative houses in almost every
line, it has not only suggested and installed better methods and im-
proved machinery, but it has also effected great savings in expense.
The rapid and successful development of this work has led us to estab-
lish a department of

Improved business methods. [t offers its services to any

business house, agreeing after examination to attain a certain saving in
expenses and to maintain or increase efficiency. The proved value of
such services is the basis for the fee charged. [t studies the unproduc-
tive side of the expense account and considers after carefully studying
fthe details of each business how it is possible to reduce expenses by
changes in method or adoption of new devices. The Bureau brings to
the questions involved not only a large and varied experience among
offices and business houses, but the services of the most expert
accountants and students of business methods.

Many successful houses do not study the non-producing side of their
business. Systems become established while proportions are small.
Employees become trained in cumbrous methods which no one thinks
to improve, while from success the executive officers are occupied with
what to them are more important matters, or because they are lacking
in time, or the peculiar training needad to devise and apply successfully
the new methods, Tt is difficult for employees trained in any one
method to obtain a different point of view than the one acquired
through daily routine.

From these causes we often find houses doing a business of millions
actually spending thousands unnecessarily. In a single instance the im-
provements made effected an annual saving of $20,000, while the revolu-
tion in administrative methods was accomplished at a total outlay of
$10,000, thus the first six months of better methods paid the entire
cost of the change. Had the business been less successful, the possi-
bilities of saving would have no doubt been discerned earlier, yet this
business was not carelessly or unwisely administered. Even though
prosperous commercial enterprises may bear such leaks, they would
cxplain many a business failure were its causes fully understood. This
department is not alone for the large corporations doing a great annual
business, but can render corresponding service to most small businesses,
few of which can not be administered either cheaper or better.



