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INTRODUCTION

This bibliography was compiled as a graduating thesis
from the Library School of the University of Wisconasin,
June, 1917, but has been brought down to date. It is in-
tended to assist executives, secretaries, and those holding
clerical positions in offices to devise systems and records
most suitable for their needs,

No attempt has been made to present a complete bibliog-
raphy. The field is too wide to admit of comprehensive
treatment in the time devoted to the subject. Preference
has been given to those books and articles, published since
1910, which seem to represent the best business methods. In
a few cases matter published before that date has been in-
cluded because nothing has yet appeared which could be
substituted. Except in a few instances only such magazines
as are indexed in the well-known magazine indexes have been
considered.

The compiler acknowledges gratefully the assistance in
preparing this bibliography given by the faculty of the
Library School of the University of Wisconsin, Mr E. R.
Hudders, the librarians in charge of the business branch of
the MNewark (N. ].) public library, and the library of the
Alexander Hamilton Institute, [t is hoped that users will
regard the imperfections of this bibliography with charity.
Any criticisms will be most acceptable,

The authorities for notes quoted are as follows:

Brooklyn. Brooklyn Public Library. Business man's library,

New York New York Public Library. Municipal Reference
Library Notes [monthly].

St Paul, 5t Paul Public Library. Business books [monthly].
Wisconsin, Wisconsin Library Commission, Bulletin [monthly].

' B. B. Smre.
April, 1018,
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OFFICE METHODS
GENERAL REFERENCES.

Buuiruuu digest. N. Y. Comulative digest corporation.
A weekly publication that is invalusble to the business concern
which desires to keep wellqnfamed of tl: trmd of affzirs in_the

boeiness world. It contains digest al arru.:ed of
articles in perio-dml-. reports, -.-u: rditml to M‘l-!. inclading
office methods,

Cahill, M, F. Office practice, by M. F. Cahill & A. C, Rug-
gerli).rhhiacmillan, 1917, 5
chlpwn“j;, fﬁﬂuﬁﬁ:wm&, Em"?ﬂnfﬂﬂnﬁ BAVETS, :d Dﬁ::
reference hooks are worthy of note.

Dewgi Melvil, Decimal classification and relativ index.

g, rev. Lake Placid Club, N.Y, Forest press, 1o1s.

The most widely um! system of classifying all sorts of material.

—  Difice efficiency. riutcd from The business of in-
surance, N. Y. Ronald press, 1912, 15c. Pam.
Excellent, time-saving methods recommende by anm expert In li-
brary economy.
Dicksee, L. R. Office organizalion and management, includ-
ing secretarial work, by L. R_. Dicksee H. E. Blain.
3d ed. Lond. Pitman, 1

o1
- An Elﬁluh wark whum tou ti'u “ﬂ" all pruhlr-ul that arise in
office pracuce from the p office staff to legal matiers.

Fuller, W. D. Standardixat:nn in office work, Industrial

Management, July, 1or1 v.
E;k.a J m z lnwﬁ 503 “ieirele™ operations
Sundurdu are ﬁru for dﬂmmt uu wmit of work in the several

I'It.'nr to systematize the day's work. oth rev. ed. Chic, Sys-
tem co, 1911, 31. (System “how books
Practi every routine worker & “know.  Published
also ma Perzoncl Efficiency in Mupners, 19r4; and as How to Dosble
the Doy's Work, 1910,

Kemble, W. F. Choosing employees by mental and physical

““Tsh M. Y, Eug:ﬁermg Magazine Co. hi‘g 13-m e
book t ect at .
Iauudtnfmmur u?m T:I:h ui’;;ebimcfum in choosing kis

employees successfully,
Kilduff, E, ] Systematizing the office (in his Private secre-

ta 1 -201, Centar 1.20),
"Yicthods ot Bhadiing demsls, v 3
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