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(Preface

@ HIS book has been compiled with onr
own needs chiefly in view. We receive
many requests for information and sug-

gestions in regard to starting libraries,
and selecting, boying and lending books, To
answer fully each one of these inguires takes
mote litme thah can well be spared. The open-
ing chapters of this book will serve as a general
answer in most iostatces. In special cases,
information and soggestions will gladly be
given to the extent of our knowledge, as here-
tufore.

In training aseistanis, and especially pupils
in the library class, in the several branches of
library work, it will be helpful to have at hand
in print a body of our library doctrine, to which
tlie learner can be again and again referred,
With the method of procedure hefore them in
black and white it will he proper, as it will
undonbtedly be expedient, to hold each worker
im the library responsible for sins of omission
amnd commission.

The references and suggestions found in this
book which are not directly pertinent either to
the beginnings of small librariesin these parts,
or to the work actually done in this librarcy,
will perhaps make the book mere acceptable to
the few eastern libraries inte which it may find
its way. This ground is already occupied by



the most admirable “Hints to Small Libraries"
of Miss Plummer. But we think no apology s
necessary for entering the field in this humble
way., In our observation there is mot yet &
promise of too moch literatore on the minos
details—what may be called the free-masonry
part—of library work. If the book prove
useful to us and to learners in the profession in
Colorado, our end will have been reached. If
others also now and agsin find it helpful, we
shall be gratified., John Parsons prepared the
chapters om counter work, Frank D). Tandy
those on the work in the accession and cala-

logue departments,
THE PUBLIC LIBEARY.
DeNvVHER, 18g4.



Eontents

The Hand-book has grown far bevond our original
plans. Certnin members of the lbraty staff have given
o their contributioas to Lhe book so much care aod
Iabor that it was thought best to give them fisll credit in

the table of contents which fllows.

Critlcieras of the

ook shoald be directed against J. C. Dana, who planned
it omd edifed aod revised all M8.—THE Prsoic LIBRARY.
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Caam
I.

iy,

Iw,

VI

VII.

WITL,

IX,

XI.

FACE

SramTeNc A Liskagy . ., . . . _ . . . . 5
J.C. Dama

AUVEMRTIRING & LIBRARY . . . . . . . : r2
S0, Dana

SEraGTiNG Booss | e e e e - -1
J €. Nana

Booes SOGEENTED FOR A SCHooL Tanwaky 24
F 0 Dang

Biverra Booss ., ., . . . . . P
g C. Dana

PERIODICALS: : _ -0 - - : o ooooo e ooy 3
S C. Dara

S0ME PERIODICALS SUITABLE FOR A SMALL
LiBnany _

Lewoide Rookg: DMIRBCTIONS TO THE
PomLie . . . . . P voe o Parions

CATALOOUES - INFORMATION FOR THE
PopLie L . .. coe o o Parsoms

CHARGING DBoDES: INFORMATICN TFOR
THE PURLIc . . . . . .. - Parsond

SUCGRSTIONS TO ASSISTANTS: IN GENERAL
F. Parigwy

46



CONTENTS

XIL

XIIT,

XIV.

XVI,

KVII.

XVIIL

XXI.

xxIT.

EXIIT.

NIV,

SUGGEATIONA TO ASMMATANTS! [ssUImG

Cammpe . . .. . ... ... . Jf Pavioss
HNGGESTIONS TO ARRIATANTS | CHARGING
Booxd ., , . . v e oo ol PEviowd
ADCCEATIONE To ASIIETAMTS : SxMuIng
NoTicesd, . . 0 . 00 o0 - o o Farsows
LENDING SYSTEMS PoR SMALL LiBRARTHE
I O Dang

ACCERZIoN WARE . ., ..., ..,
.0, Tendy

RoutiNE WoRX . R e s
F. D, Tondy

CATALOCTING AND CLASAIFYING & SMALL
Lineawy .. ..., .. . 2o Sang
CLASBIFYTNG BooES _ . . ., . . .. . ..
F D, Tundy

CATALOCUING BOOES
F. D, Temdy

BrmoidG, BE-BINDING AND DISCARDING
Bopoks . . - - - - -« v v o . F. L Tamdyp
TAKING ACCOUNT OF STOCE, ETC. . . . .
F. £, Tandy

CoLoraDo LIBRARY Law . . . . . . . . .
. M. Lew

Books o LIBRARY WORE . ., . . ..
O Dara and F, . Tandy

A FEW DEFINITIOME . « . .« « « - « o« 4
SC Danz and F, I, Tandy

INDEX . ' I T T I

L

"

#i1

108
24

130

53

5%

Thz

1656

- - IFL



